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Terms of Community Engagement 
Template 
Below are some key questions that should be discussed ahead of any collaboration between Imperial staff and community partners. They will help everyone involved understand and agree how Imperial’s Terms of Community Engagement apply to your work together.
This template can be completed solely by Imperial staff initially as part of planning partnership work. However, we suggest that the questions in this template are discussed or workshopped collaboratively.   
You may not know all the answers at the start of a partnership and that is ok. This should be a live document that is revisited, amended and updated as appropriate throughout your partnership work. 
Project/activity title
	



Imperial project lead 
	Name: 
	Role: 
	Contact details: 
Email and/or phone number as appropriate 



Public/Community Partner lead 
	Name: 
	Organisation: 
Where appropriate
	Role: 
Where appropriate 
	Contact details: 
Email and/or phone number where appropriate 



Third party contact 
	Please name at least one neutral third party who partners can contact if they wish to raise any issues or questions anonymously. This can be an appropriate Imperial contact or both an Imperial contact alongside a contact from the partner organisation. 

	Name: 
	Organisation:

	Role: 

	Contact details: 
Email and/or phone number where appropriate 


	Name:
	Organisation:
Where appropriate
	Role: 
Where appropriate
	Contact details: 
Email and/or phone number where appropriate 



Context 
Explain briefly and clearly why this work is happening 
Share any webpages or other written information about the work. 
	






What roles are required on the project or activity and how will everyone contribute to the work? 
For example, are you working as collaborators on a project or contracting partners as professionals to deliver a piece of work? 
	






Explain briefly and clearly any planned work that will happen beyond your initial work together and how everyone’s contributions will influence this: 
Highlight opportunities for future partnership work and any potential mutual benefit. Be transparent if there is no scope for ongoing work. 
	






Discuss what everyone would like to get out of your work together: 
Why have community partners decided to be involved, why are Imperial staff seeking community partners etc. 
	






Timeline 
Outline how long your initial work together will last. 
We have included prompts to remind you to make time for introductions and relationship building, time to reflect on successes and any learnings, as well as time to celebrate your work together and discuss what could happen next. Make sure to add, discuss, and agree the other key milestones in your work together: 

	
	Dates 
	Planned activity 

	Introductions and relationship building
	
	Meeting with both teams. 

Discuss context for the work and planned timeline. 

Ensure everyone understands and is happy with partnership and work as planned. 


	

	
	

	

	
	

	

	
	

	Check in point 
	
	Revisit terms set out at the start of the partnership. 

Discuss and reflect on how well we are working in line with these. 

Agree any changes to work going forward and record any learnings from the work so far. 


	

	
	

	

	
	

	

	
	

	Project close
	
	Meeting with both teams to celebrate the close of the project. 

Discuss and reflect on successes and challenges from the work. 

Discuss next steps and opportunities for future collaboration. 

Again, be transparent if there is no scope for future work together. 



Equity and accessibility 
Briefly and clearly outline who you expect to be involved in the work 
Consider any partners leading the project, anyone who will participate in delivering the work, and any audiences who might engage with it.  

	Who is leading the project? 
	



	Who is participating in delivering the work? 

	

	Who will potential audiences be? 

	



What steps can you take to support everyone to contribute? 
Consider any potential accessibility needs and adjustments and how everyone involved can communicate these to the project team. Make sure to also consider pastoral/safeguarding requirements (e.g., if you are working with vulnerable groups or dealing with sensitive or controversial subject matter) and how anyone involved can disclose these confidentially and in line with Imperial’s Safeguarding Policy. 

	How will we support project leads? 

	

	How will we support participants? 

	

	How will we support audiences? 

	

	Lines of communication? 
How can anyone who will be involved communicate needs and adjustments to the project team? 
	


Budget and Remuneration
Share how much budget there is to support the work and discuss how you plan to spend this, highlighting payments to partners. If payment is not possible or an agreed part of the work, be clear around payment and expenses and consider how you will recognise everyone’s contributions highlighting where mutual benefits are.  

	Total budget: 
	

	Planned spend: 
	



	Payments to partners: 
	



	Other benefits associated with the work: 
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