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Background

The PIRIT Tracking Tool is part of the Public Involvement in Research Impact
Toolkit (PIRIT).

It was co-developed by public contributors and team members for use at the
Marie Curie Research Centre and the Wales Cancer Research Centre. Due to
considerable interest from the research community, we have made the toolkit
freely accessible for wider use under licence. Please see the PIRIT Introduction
and Terms of Use document for further information.
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Purpose

The PIRIT Tracking Tool is a simple spreadsheet for recording public
contributions, the difference they make to the project, and related
public involvement standards?.

It was designed to:

» offer a consistent involvement tracking approach for a range of research
projects.

e focus on capturing essential information so that recording is a manageable
task.

* be a co-owned record kept by the involved public and key staff.

* encourage open discussion between researchers and members of the public
about the views and experiences shared, if and how contributions have
influenced change.

e capture information to explicitly describe involvement activity and its impact
against the UK standards.

¢ be used as a live document which is updated as public contributions occur.

e support real time reporting for a variety of uses.

1 UK Public Involvement Standards Development Partnership. UK Standards for Public Involvement
Home, 2019. Available from: https://sites.google.com/nihr.ac.uk/pi-standards/home [accessed
19th December 2022].
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Format

The PIRIT Tracking Tool is an electronic spreadsheet. Like a table, it shows
a collection of rectangular boxes which are ordered in rows and columns.
You can see an example on the next page.

This format was chosen because of its simplicity and flexibility. It allows
you to type in information, organise, analyse, and present it in several
different ways. This makes it a useful tool for different types of reporting.

The table asks you to record information on:

e when the public contributed.

* how the public contributed.

* what they hoped to influence.

* what changed (if anything) because of the public contributions.

* why the change matters.

* the UK standards that relate to the recorded involvement activity.

There are different tabs or pages in the spreadsheet. Some repeat the
information written here. This is so it's in easy reach if you need it. There
is an Examples tab that shows examples of how the information can

be entered. The Standards tab includes information on the standards
and some reflective questions to help you decide which apply to your
involvement activity.

Guidance on how to complete the tracking tool is included

in the Use section.
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Use

The PIRIT Tracking Tool can be used on its own, in conjunction with the
PIRIT Planning Tool, and with other tools that support the tracking and
reporting of public involvement impact.

Researchers and public contributors can use the PIRIT Tracking Tool to record
public contributions, the difference they make to the project, and related public
involvement standards.

¢ One record should be kept for each study/project.
When saving your tracking tool, remember to change the file title to include
your project name.

* The record should be co-owned by the involved public and key staff.
This means everyone should have the opportunity to see it and contribute to
the information that is recorded in it. This might be achieved by holding the file
in a shared space online. You might prefer to circulate versions via email, or to
discuss the content in meetings in person or online - whatever works for you.
If you choose to circulate the document via email, remember to agree a way
to manage this so that different or out of date versions aren’t being shared.
We suggest a staff member takes the lead on ensuring the record is updated
and for other tracking related administration.

¢ You should update the record regularly as the contributions occur.
This gives you a real time record of public involvement activity in your project,
and is quicker than retrospectively finding information from a range of sources.
Test users suggested allowing time at the end of an involvement activity to
discuss and record the contributions might be the easiest and quickest way to
keep the tracking tool up to date.

* The tool is desighed to be adaptable with some conditions.
We appreciate that you might want to make alterations to the format, for
example by adding additional columns or tabs to suit your recording and
reporting needs. This is allowed under certain conditions. Please see the
Terms of Use section for more information.
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Completing the PIRIT Tracking Tool

o Download the PIRIT Tracking Tool Excel file.
o Save a version that includes your project title.

Open the newly named file. You will see different tabs or pages at the
bottom of the screen.

o Click on the Tracking Tool tab. You will see a table that contains a large
number of boxes called cells, that are ordered in rows and columns.

o Enter information about the involvement activity, public contributions,
and impact. Each entry should be recorded on a different row. Work your
way across the row, adding the information asked for in each column. You

might not know the impact yet. If this is the case, make a note in the cell
to revisit this later.

o Choose which of the standards apply to your involvement activity from
the drop-down menu.

In each of the six standards columns:

* Click the cell in the same row as your involvement activity entry.
An arrow will appear to the right of your chosen cell.

* Click on the arrow to see the drop-down options. W

e Click on ‘YES’ if the standard applies, ‘DON'T KNOW’ if you're unsure,
and ‘NO’ if it doesn't.

INCLUSIVE OPPORTUNITIES WORKING TOGETHER
Offer public involvement opportunities that are Work together in a way that values all
accessible and that reach people and groups contributions, and that builds and sustains mutually
according to research needs. respectful and productive relationships.
1 —

DON'T KNOW (To be discussed/agreed)

See the Standards tab for reflective questions that might help you
decide which apply.

Remember to offer support to public contributors in the basic use of
Excel to ensure they are equipped with the skills and knowledge they
need to use this tool.
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The Public Involvement in Research Impact Toolkit (PIRIT) developed @@@@
by the Marie Curie Research Centre and the Wales Cancer Research

Centre is licensed under CC BY-NC-SA.

This allows you to download PIRIT, share it, and adapt the material as needed for
non-commercial purposes if you credit the creator. If you remix, adapt, or build
upon the material, you must license the modified material under identical terms.
Copyright Cardiff University 2023.

For further information on licence conditions, visit:
https://creativecommons.org/licenses/by-nc-sa/4.0/

Get in touch

If you have any questions about PIRIT or are interested in collaborating
on a related project, please contact mariecurieppi@cardiff.ac.uk
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