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Public Involvement Log 
This log (record) helps the Applied Research Collaboration Kent, Surrey and Sussex (ARC KSS) keep track of how public voices are included in the project, what changes their ideas lead to, and how this aligns with the UK Standards for Public Involvement.
Who this log is for: In this document, “we” and “us” means the people involved in the project or activity, including public contributors, researchers and relevant ARC KSS team members. The log is held by the project or activity team and is intended to be a shared record of public involvement and learning. It is not confidential, but please avoid including personal or sensitive information unless this has been agreed.
It was developed to:
· Keep a running record of public involvement, updated after each activity.
· Help everyone have honest conversations about what public contributors said, including different views and any concerns.
· Show what we decided and why by noting what we changed (or did not change) after feedback, and the reason.
· Help us record public involvement in the same way across all ARC KSS projects, so information is clear and consistent for both public contributors and researchers.
· Show the difference public involvement made by capturing benefits and learning, in line with the UK Standards for Public Involvement.
· Help teams report back to others - for example, public contributors, funders or governance groups, using up-to-date information from the log, including feedback, learning and impact. 

How to use this log
· Keep it short: focus on the most useful information.
· Fill it in together or separately: you can use one shared copy or keep your own copy and share what you choose.
· Add notes soon after: for example, after a meeting, review, or workshop.
· Link it to the UK Standards: after each activity, note which UK Standard (or standards) you think it relates to.
· If you are not sure which UK Standard(s) apply, discuss this together as part of the activity where possible. If you are completing the log afterwards, choose the standard(s) that feel like the best fit.
· Use the format that works for you: the log may be provided as a Word document. If you need a paper copy, please tell us what you need (for example, large print, extra writing space, or posting details).
Get in touch: If you have any questions, need a paper copy, or would like help completing the log (including the UK Standards section), please contact the ARC KSS Public Involvement team: spft.publicinvolvementarckss@nhs.net 
We also welcome feedback on this template so we can improve it over time.
Copyright statement: This template was co-developed with public contributors and the ARC KSS Public Involvement Team for use across ARC KSS projects and activities. Please retain this statement when adapting or sharing the template, so the contribution of public contributors is acknowledged.




Worked example: The first line of the log has been completed as an example to show how the information can be recorded.
	When did the activity take place     DD/MM/YY
	 Which project or event was this activity part of?
E.g. Impact log review 
	Type of Involvement & Who took part:              
E.g. focus group, meeting, document review. 2 researchers, 3 public contributors
	Outcome:                 What did we do together during this activity?
E.g. we discussed how to make the project more inclusive / We looked at a draft leaflet; I suggested the wording could be clearer
	Impact:                      What difference might this make? E.g., has/will this contribution result in change? E.g. change in approach, lay language, key decisions etc.
	Reflections/learning:
What went well in this activity / What could be improved for next time? E.g., I felt listened to and my ideas valued, or receiving documents earlier would make it easier to review.
	UK Standard(s) this links to + any other comments: Please note which UK Standard(s) this activity relates to: Inclusive Opportunities, Working Together, Support and Learning, Communications, Impact, Governance. You can include more than one.


	14/03/26
	Patient information leaflet review (Version 2)
	Document review; 2 public contributors and 1 researcher
	Reviewed the leaflet wording and layout. Public contributors suggested shorter sentences and clearer headings.
	Leaflet is easier to understand, which may help more people decide whether to take part.
	Sending the draft 1 week earlier gave people time to read and add comments.
	Working Together (we made changes as a group) and Communications (we improved clarity of the leaflet).

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	











This research is funded by the National Institute for Health and Care Research (NIHR) Applied Research Collaboration Kent, Surrey and Sussex.  The views expressed are those of the author(s) and not necessarily those of the NHS, the NIHR or the Department of Health and Social Care.                 V1 29.06.2026.
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