Kirklees Joint Strategic Needs Assessment (KJSA) section updating process
Notes:
1. [bookmark: _GoBack]Refer to separate list of lead authors, PHI leads and champions and stakeholders for each KJSA section.
2. See attached KJSA steering group terms of reference for membership.
3. See attached list of KJSA champions and stakeholders



PHI lead & champions liaise with lead author (and KJSA steering group members2 if necessary) to identify all section stakeholders1


Assets champion3 liaises with wider stakeholders3 & collates all appropriate assets information


PHI leads & champions have structured conversations with section stakeholders using discussion guide


PHI leads & champions coordinate/ collate  info from stakeholders and assets champion


PHI and lead author agree what additional intelligence/ insights/ widgets/ infographics to include


PHI lead coordinates data analysis, widgets, infographics, etc.


PHI leads/ champions draft new section in line with section template/ guidance


Lead author/ PHI lead signs off section


PHI team uploads new section to KJSA website
Promote comms/ 'what's new' messages as appropriate


Lead author/ PHI lead makes revisions if required


Draft new section reviewed by all key stakeholders


At least 6-8 weeks before section update is due
PHI lead/ intelligence champions1 review current section(s). 


Lead author edits new section 


Comms lead2 proof-reads section and prepares tailored comms messages if required


PHI team checks and formats references














































Default section update every 2 years (Kirklees overview reviewed yearly)


