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Step 1: Research
Outline and things to consider

This guide will help you design and plan out your stakeholder analysis for your Involvement 
project. This stakeholder analysis template is suitable for Involvement projects at all levels.

The purpose of any stakeholder analysis is to inform your decision making about who 
should contribute to the involvement project, where barriers might be and the actions that 
need to be taken before detailed Involvement project planning.

For some Involvement projects it will be obvious who the key stakeholders are, but for more 
complex projects, a formal analysis is likely to be helpful.

•	 Identify who are your key stakeholders.
•	 What motivates them most of all? 
•	 You need to find out how each stakeholder feels about the Involvement project.
•	 What interest could they have in the outcome of your work – is it positive, neutral or 

negative? 
•	 This is where you can start to work out how to engage them. Informational 

interviews or a simple email works well for this step. 
•	 You can also ask questions to get a better understanding of your stakeholders. 
•	 They’ll provide valuable insight into how your work is being perceived by them. 
•	  You want to surface and resolve conflicts as soon as possible. 
•	 Seek to understand before being understood. 
•	 Listen to your stakeholders.



Step 2: Define

Step 4: Positive Influence 

Step 3: Communicate

Outline and things to consider

Outline and things to consider

Outline and things to consider

•	 After you’ve identified the Service Users/Carers and organisations that will be key 
players in your Involvement project, 

•	 It is time to start defining their roles and responsibilities. 
•	 Stakeholders are often put into one of the following four self-explanatory groups:  

High influence and high interest 
•	 High influence and low interest 
•	 Low influence and high interest 
•	 Low influence and low interest

•	 The goal of this step is to understand what motivates your stakeholder. 
•	 Develop a plan on how you can influence them in a positive way. 
•	 If they aren’t likely to be positive, ask yourself how you can support positive change
•	 Make a plan for how you will manage challenges and objections. 
•	 What past experiences might influence their opinions? 
•	 Meaningful engagement requires trust. Say what you mean; mean what you say. 

And then do what you said you would do. 
•	 Break down tasks. This helps everyone to have a better understanding of the 

project. Furthermore, stakeholders will more likely support a plan that they helped 
create.

•	 Plan out how you’ll communicate with members of each group. 
•	 The earlier you start communicating with your stakeholders the better their 

understanding of the Involvement project and its benefit. 
•	 Include what medium you’ll use to reach them, such as weekly check-in calls or 

email updates. 
•	 Also, make a note of how frequently you’ll check-in.
•	 What support do you want from them?
•	 What information do they want from you?
•	 How do they want to receive information from you – what is the best way of 

communicating your message to them?
•	 Change your communications techniques as necessary to ensure that your 

stakeholders are kept informed to the right level and time.



Step 5: Organise and Manage Expectations 

Outline and things to consider

You can use the below guidelines to support you:

•	 Identify the correct level of resources for your project. 
•	 Have a clear start and end date. 
•	 Remember that projects become more important the nearer they get to 

implementation and will therefore affect more people. 
•	 Be prepared, plan out meetings in advance. 
•	 Help to ensure that all meeting papers are with your stakeholder in advance. 
•	 Each of your stakeholders has expectations, sometimes false expectations. Work 

with them to clarify the aspects of the project. 
•	 Say thank you. When team members and other stakeholders complete activities, 

respond to emails and voicemails, make you aware of things you didn’t know, 
respond with thanks. 

•	 You cannot communicate clearly enough. Always help to ensure clear and 
consistent lines of communication.

There are a few different ways to conduct a stakeholder analysis. But the most popular 
and streamlined one is with a simple graph. On the X-axis, put Interest going from low 
to high. On the Y-axis, put influence going from low to high. Then, divide the graph into 
four quadrants representing the four main sections: This will determine what level of 
communication you provide for each person or group.

These are the people you must fully engage and make the 
greatest efforts with.

Provide sufficient information to these people to ensure that 
they are up to date but not overwhelmed with data.

Provide these people with suitable and appropriate 
communication to keep them informed.

Keep these people adequately informed, talk to them to 
ensure that no major issues arise. These people can help with 
the detail of the project.
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Once the key stakeholders are identified, plot their position on the 
grid below.
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