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Acknowledgement of Country

We acknowledge the Traditional Custodians of
all the unceded lands on which we work and
gather. We pay our deep respect to the
Ancestors and Elders of Wadawurrung Country,
Eastern Maar Country and Wurundjeri Country
where our physical offices are located.

We recognise that colonisation has come at a
deep and ongoing cost to the physical,

social, spiritual and emotional wellbeing of
Aboriginal and Torres Strait Islander People. We
are committed to learning and growing as we
work to decolonise engagement practices that
continue to cause harm.

In supporting the self-determination of First
Nations communities, we recognise the
enduring strength and expertise within
community to shape and sustain health on
community’s terms.

We honour the role we have to play in
promoting holistic models of health, truth
telling and elevating First Nations wisdom.
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Acknowledgement of
Lived and Living Experience

We acknowledge the individual and

collective expertise of people with lived and
living experience of health conditions and
related issues. This extends to carers, supports,
family members, chosen family and kinship
groups.

We honour the efforts people make to share
their unique perspectives and recognise these
perspectives as essential in every effort to
improve health and wellbeing.
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Why a dandelion on the cover?

The dandelion itself is symbolic. It moves through clear stages—flower, seed
head, dispersal—and often represents resilience, hope, and transformation
because it thrives in difficult places and spreads widely on the wind, much
like recruitment. It also reflects community and connection, as each seed can
grow somewhere new. In many cultures, blowing on a dandelion puff
symbolises wishes, possibility, and how small actions can create wide-
reaching change.
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About Health Voices Victoria

Communities and people with lived experience are our central focus at
Health Voices Victoria as we enable and support their engagement within
health and related sectors. We are driven by the belief that transformation
happens only when the people the health system is designed to support have
seats at the table as equal partners.

Our purpose is to enable and improve engagement practice, advocate for
high-quality engagement and contribute to building the trust, evidence,
systems, skills and confidence needed to ensure this work leads to
meaningful influence and lasting impact.

We are proud to be part of Deakin University’s Institute for Health
Transformation. We are building on the legacy created by the Health Issues
Centre, Victoria’s peak organisation for health consumers from 1985 to its
closure in 2024.

We can help you with recruitment

Contact our team by emailing
healthvoicesvic@deakin.edu.au 7

We are always keen to hear your
feedback on this resource.

Please scan the QR code or click the
link below to complete a short survey.

https://go.healthvoicesvic.com.au/rg-
feedback 7

A note on language

We respectfully acknowledge that people have different preferences for
words and terms. In this resource, we have chosen words that feel ‘right-
enough’ to describe our work at this time, informed through the co-design
of our strategic plan.

In this document, we refer to communities and people with

lived experience, and we use engagement as an umbrella term for the ways
in which people share their views and expertise to inform, create and lead
change. In the research space, this is more commonly referred to as
‘consumer and community involvement.’
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Connecting with communities and lived experience expertise

To have bigger impact, you need community voices

There is more demand than ever for community members and people with
lived experience to be involved in health research, policy, and service
improvement. As this practice continues to grow, we have the opportunity

to reflect on how recruitment is approached, to ensure it feels genuinely
welcoming, respectful and aligned with the spirit of meaningful collaboration.

We all know, first impressions count

At Health Voices Victoria, we are continuously learning and evolving how we
recruit and support people to engage in efforts to improve health and
wellbeing. We have learnt from other practitioners, organisations and, most
importantly, community members about what works and what doesn't. Of
course, recruitment is just one step in an engagement process, butit's one we
get asked about a lot.

So, how can people wanting to collaborate with community members make a
good firstimpression? What makes a process accessible and inclusive for
people with lived experience? How can we approach recruitment to be more
likely to lead to good outcomes for everyone involved?

This resource is here to help

We share our recommendations across four key phases of the recruitment
process.

o Prepare and plan
9 Design your process

9 Communicate and promote
0 Complete and close the loop

Throughout this guide, we highlight examples from our own recruitment
experiences to spark ideas and demonstrate practical approaches that you
can learn from or adapt.

Tools to get you started

At the end of this guide, you will also find:

Q Arecruitment checklist designed as a handy prompt to
use as you plan your next recruitment process.

Q An expression of interest form template that can help you
when creating your recruitment materials.

° A position description template to help you articulate
what community members will be asked to do in their role.
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Scope of this document

This guide is for people who want to partner with communities and people
with lived experience in their research, policy or

service improvement initiatives. Itis not intended to be used as a guide

to recruit participants to be researched on.

Engaging with communities and people with lived experience is an ongoing
commitment that requires time, skill and adaptability. This guide focuses
specifically on the recruitment phase of engagement. While recruitmentis a
critical first step, it is only part of a broader process that includes onboarding
and orientation, facilitating engagement

activities, building and maintaining relationships, providing opportunities for
feedback and reflection, and evaluating outcomes. This guide does not cover
these later stages in detail.

The principles underpinning good recruitment practice—being welcoming,
respectful, inclusive, and transparent—can help establish a collaborative and
respectful dynamic from the outset, and support future long-term, mutually
beneficial partnerships with communities.

Commitment to diversity, inclusion and accessibility

Everyone has the right to have a say on the things that impact them. We avoid
labelling groups as “hard to reach” and instead use the terms like “hardly
reached” or “rarely heard”, underrepresented or often excluded. This
recognises that engagement needs to be intentional and inclusive.

We all have a responsibility to work harder to engage people who experience
significant marginalisation from systems, institutions, and typical
engagement practices.

Participation should never be limited by factors such as:
e Communication preferences

e Location

e (Gender or gender identity

e Sexual orientation

e Cultural background or ethnicity

e lLanguage

e Education or literacy

e Mobility

e Carer, parent or supporter responsibilities

The barriers are not with the people themselves, but with systems, services,
and processes that are not designed with inclusion and accessibility at their
core. Barriers to participation often emerge at the recruitment stage, long
before engagement activities begin.
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Where to learn more

The guidance in this document is intended as a starting point for researchers
and practitioners who want to partner effectively with community. It is not
exhaustive. There are excellent resources available that provide practical
guidance on engaging specific population groups.

We encourage you to explore these resources and connect with advocacy
groups, community organisations, and community leaders to learn the best
ways to engage with people in their own communities.

Protocols for Non-Indigenous People Working with Indigenous
Knowledge | Makwa Waakaaigan & Deakin University’s Indigenous Knowledge
Systems Lab

Guidelines for the Standards for the Conduct of Aboriginal Health
Research | Telethon Kids Institute

Working together with Aboriginal communities | NSW Government, Agency for
Clinical Innovation

Youth Participation | Youth Affairs Council Victoria

Together: Building an Inclusive Youth Sector | Youth Disability Advocacy Service

Participatory and Inclusive Autism Research Practice Guides | Autism CRC

Doing Research Inclusively: Guidelines for Co-Producing Research with People with
Disability | Disability Innovation Institute at UNSW

Navigating consumer involvement in health and disability research | CP-Achieve
Centre of Research Excellence at Murdoch Children’s Research Institute

The Family Violence Experts by Experience Framework | Domestic Violence Victoria

Safe Research Partnership with People with Lived and Living
Experience | Community Mental Health, Drug & Alcohol Research network & Lived
Experience Australia

A Community Engagement Framework: Integrating Refugee Background
communities’ voices into the mental health system reform | Foundation House and
Victorian Refugee Health Network

Age-Friendly Engagement and Communication Guide | Federation Council
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https://drive.google.com/file/d/1SAX5Lh7NNkb3grGw3i863S-_jYkWORXr/view
https://drive.google.com/file/d/1SAX5Lh7NNkb3grGw3i863S-_jYkWORXr/view
https://www.thekids.org.au/globalassets/media/documents/aboriginal-standards-guidelines---july-2022.pdf
https://www.thekids.org.au/globalassets/media/documents/aboriginal-standards-guidelines---july-2022.pdf
https://aci.health.nsw.gov.au/projects/co-design/working-together-with-aboriginal-communities
https://www.yacvic.org.au/training-and-services/youth-participation/
https://ydas.org.au/workers/resources/together-building-an-inclusive-youth-sector/
https://www.autismcrc.com.au/best-practice/inclusive-research-guides
https://www.disabilityinnovation.unsw.edu.au/sites/default/files/documents/DIIU%20Doing%20Research%20Inclusively-Guidelines%20(17%20pages).pdf
https://www.disabilityinnovation.unsw.edu.au/sites/default/files/documents/DIIU%20Doing%20Research%20Inclusively-Guidelines%20(17%20pages).pdf
https://www.mcri.edu.au/images/research/strategic-collaborations/Centres-research-excellence/cp-achieve/CP-Achieve-Consumer-Involvement-Resource.pdf
https://safeandequal.org.au/wp-content/uploads/DVV_EBE-Framework-Report.pdf
https://cmhdaresearchnetwork.com.au/wp-content/uploads/2025/04/CMHDARN_LE-Checklist-final.pdf
https://cmhdaresearchnetwork.com.au/wp-content/uploads/2025/04/CMHDARN_LE-Checklist-final.pdf
https://refugeehealthnetwork.org.au/wp-content/uploads/2024/03/VFST-VRHN-Community-Engagement-Framework.pdf
https://refugeehealthnetwork.org.au/wp-content/uploads/2024/03/VFST-VRHN-Community-Engagement-Framework.pdf
https://www.federationcouncil.nsw.gov.au/Community/Ageing-Well-Living-Well-Hub/Connected-and-Engaged-to-Age-Well-Being-Resilient-Informed/Age-Friendly-Engagement-and-Communication-Guide

Four phases of the recruitment process:

0 Prepare and plan /1
@ Design your process 71
6 Communicate and promote 7

G Complete and close the loop 7

4 /Y [/
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Phase 0

Prepare and plan

Purpose Gain clarity about what you’re asking people to do and
how you will support their participation.

Plan your engagement

Before you start advertising, take time to clarify what the opportunity involves
and who itis for. Be specific about what kind of involvement you
are seeking and what people will be contributing to.

Some things to consider:
What level of participation is expected (e.g. consultation, involvement, co-design).
How many people you hope to involve (and why).
What environment(s) the engagement will take place in (online, in-person, hybrid).
How you will make it accessible (e.g. location, timing, technology, literacy levels).
How people will engage (meetings, workshops, surveys etc.).
Workload expectations outside of face-to-face sessions.
The pace of the engagement process (for you, your team, and partners).
How participants will be supported, recognised and paid.

Whether your team has the skills and expertise needed to lead the engagement
meaningfully or if some training or additional supportis required.

Connect with community-trusted organisations and groups

Connecting with organisations that have strong community networks can
help you tailor your approach and meaningfully include people often left out
of engagement opportunities. Do this early in your planning.

Allow enough time

Plan for the whole process — from advertising to selecting your consumer
partners. Six to eight weeks from end to end is a good general rule, but you
may need longer when reaching seldom-heard communities or working
through trusted networks where multiple people are involved in helping to
open doors to potential lived experience partners.

Check ethics requirements

Most consumer and community involvement does not require ethics
approval, because participants are not research subjects’. However, if your
work involves co-designing research or collecting data about people, formal
ethics approval may be needed.

Reach out for help

Contact Health Voices Victoria if you need support planning your engagement
and establishing your recruitment approach or would like some training to
help set yourself up for success.

" Module 3.1 - Ethics requirements for Consumer and Community Involvement in projects -
Monash Partners

DEAKIN UNIVERSITY CRICOS HEALTH VOICES VICTORIA | INSTITUTE FOR HEALTH TRANSFORMATION 10
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] EXAMPLE FROM EXPERIENCE

Recruiting through trusted community
relationships

Overview

As part of aresearch project on allied health
and telehealth, Health Voices

Victoria ran eight consumer focus groups.
Recruitment and co-facilitation of four focus
groups was delivered in partnership with trusted
community organisations, including

Engage Pasefika, Kindred Clubhouse,

Deaf Victoria and Youth Disability Advocacy
Service (YDAS).

Who we aimed to recruit

People aged 18 and over with lived experience
of accessing allied health services, particularly
those unlikely to be reached through Health
Voices Victoria’s usual

communication channels.

Recruitment approach

Recruitment was led by organisations that
already held strong, trusted relationships with
their communities.

For some groups, there was no formal
application process — participants simply put
their name down. No personal or demographic
information was collected upfront, recognising
potential mistrust of a new organisation and
reducing barriers related to literacy or digital
access. A short paper form with minimal
demographic questions was completed at the
end of each focus group.

Lessons to take away

Telehealth and
allied health services

Join a paid in-person talanoa with
Engage Pasefika to share your
experiences. RSVP or contact
admin@engagepasefikaay

for mare information.

HEALTH Health Consumers
" Centre

Outcome

The research was informed by the
perspectives of people who are rarely heard in
traditional research processes.

Relationships were developed with the four
partner organisations and have continued
beyond the life of the project.

Find out more

Spotlight on effective engagement: seldom
heard communities | Institute for Health
Transformation

Be open to partner organisations shaping recruitment and engagement processes. Trusted
community organisations are best placed to advise on what will work for their communities,
and meaningful participation depends on listening to that advice.

Timelines varied significantly, ranging from four to eleven weeks from first contact with the
organisation to the focus group taking place making flexible planning essential.

Language, imagery, and recruitment methods were adapted based on partner. For example,
the term Talanoa was used instead of ‘focus group’. Itis a culturally relevant term
that refers to the concept of open, informal, inclusive dialogue in Pacific Island cultures.

DEAKIN UNIVERSITY CRICOS
PROVIDER CODE: 00113B
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Design your process

Purpose Design a recruitment and selection process that is
safe, accessible and transparent.

Be flexible

Seeking expressions of interest can help keep processes open and visible and
reach a wider group of people. At the same time, personal approaches, like
(figuratively) tapping someone on the shoulder, can be just as valuable,
especially when it feels more welcoming or helps strengthen trust and
connection.

Keep it accessible

Use a simple application form with only essential questions. Offer flexible
options for applying such as over the phone, recording voice or video
responses or paper-based responses.

Q You’ll find a template Expression of Interest form at the end of this
guide which you can adapt.

Give people all the details upfront

Providing all the key information from the outset helps people make an
informed decision about whether the opportunity is right for them. Being
transparent about these details shows respect for people’s time and ensures
the process feels open, fair and welcoming. This might include attaching a
position description or an information sheet that clearly outlines:

e the purpose and context of the opportunity (what it will be, what
itwon’t be)

what’s expected of participants (time, tasks, responsibilities)
payment or reimbursement details

available supports (e.g. accessibility, wellbeing or mentoring options)
contact details for someone they can reach easily.

0 You’llfind a position description template at the end of this guide.

Make forms easy to use and save

When using an online form, consider settings that let people pause and return
later. Alternatively, list all questions at the start so applicants can prepare
responses in Word, on paper or however they prefer.

Minimise unnecessary personal information

Be mindful of the number of personal questions you ask during
the initial recruitment process. If it's not essential at this stage, leave it out.

Rethink CVs and formal credentials

Before asking for a CV or formal qualification, consider whether they are truly
necessary for the opportunity. CVs can unintentionally exclude people

who have developed experience, expertise or cultural knowledge outside of
formal employment or traditional education. Where possible invite people to
describe their experience in their own words and if you do ask for a CV, make
it optional.

DEAKIN UNIVERSITY CRICOS HEALTH VOICES VICTORIA | INSTITUTE FOR HEALTH TRANSFORMATION 12
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Embed trauma-informed practice

Many people with lived experience — including those who’ve interacted with
health systems or services — may have faced trauma. Being trauma-informed
means designing processes that feel as safe and supportive as possible, and
that don’t cause further harm.

Some things to consider:

Be cautious about asking people to share detailed personal stories, especially about their
health experiences, as part of an expression of interest process. These are deeply
personal and require emotional labour to share — particularly when applicants don’t
yet know how their information will be used or who will read it.

What the debrief and support process will look like for everyone involved, including
community members and team members who might experience secondary stress
from exposure to other people’s distress or trauma.?

Whether team members that will be collaborating with community members would
benefit from training in trauma-informed practice before getting started with
recruitment.

Think carefully about the need for interviews

For some opportunities, interviews can help clarify expectations or build
connection; for others, they may not add much value and can make the
process more demanding than it needs to be. Choose what fits the purpose of
your engagement.

Be proportionate about police checks and compliance

Only request police checks or compliance requirements where they are
legally required or clearly proportionate to the role. Blanket requirements can
exclude people who have intersected with the justice system, including those
with valuable insight to contribute. Be transparent about why checks are
needed and consider alternatives where appropriate.

2 Preventing and REsponding to Secondary Trauma in Researchers addressing Sensitive
issueS (PRESTARSS) | Institute for Health Transformation
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Create fair and equitable selection processes

Consider including an optional ‘About you’ section that lets people share
aspects of their identity or lived experience relevant to the opportunity (for
example, culture, gender, location or community connection) to help you
deliberately recruit people that bring diverse identity characteristics. Involving
more than one person in reviewing applications will help you to reduce bias.

Some things to consider:

Culturally and Linguistically Diverse (CALD) is a broad policy
category based on factors like country of birth, ancestry,
parents’ birthplace, languages spoken, and religion or faith.
Asking people directly about “CALD status” often gives
mixed results, as many don’t identify with the label.

Because CALD can blur important differences in culture,
language, faith, and migration experience, recruitment
works better when you focus on the specific communities
or perspectives you need. This may include recent migrants,
refugees, people on temporary visas, people of colour,
those without family support, particular language groups, or
specific faith communities. These more precise frames help
people share intersecting identities and support meaningful
representation.
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] EXAMPLE FROM EXPERIENCE

Forming a strategic planning
co-design team

Overview

This initiative brought together a
small, diverse group to contribute lived
experience and worker perspectives to
a Health Voices Victoria’s strategic planning
process.

Who we aimed to recruit

Seventeen people with a mix of experience and
expertise across health and related sectorsin
Victoria. At least 50% of the group needed to
bring a primary community or lived experience
perspective, alongside researchers and
engagement practitioners.

The intention was to create a group that
reflected diversity across priority populations,
locations and age groups, while supporting
collaboration across different roles.

The opportunity to join the co-design team was
shared with people who had taken partin the
discovery phase. Interested participants were
invited to apply through a short expression of
interest (EOI) form. Where gaps emerged — for
example, in researcher representation —
Health Voices Victoria proactively encouraged
applications from discovery phase participants
who had stood out as strong contributors.

Lessons to take away

Recruitment approach

An earlier discovery phase reached hundreds
of people through focus groups and one-on-
one interviews. Participants in this phase
formed a natural pool of potential co-design
team members, as they were already familiar
with the topic and had demonstrated interest
in contributing to the initiative.

Outcome

The final group reflected a range of identities
from priority populations, across different
locations and age groups.

Find out more

Stronger Together - Strategic Plan 2025-2030

Early relationship-building through the discovery phase created a strong recruitment
pipeline and supported more informed selection decisions.

Using a consistent EOI process for all applicants reinforced the principle that diversity
matters across the whole group, not only among community members.

DEAKIN UNIVERSITY CRICOS
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K EXAMPLE FROM EXPERIENCE

Recruiting a youth advisory council

Overview

A national youth mental health

organisation established a Youth Advisory
Council to inform its work delivering mentoring
programs in high schools and create a
leadership development opportunity for young
people.

Who we aimed to recruit

Young people aged 18-25 from across
Australia. A key goal was to recruit a group that
reflected the diversity of young people involved
in the organisation’s programs.

The council was intentionally positioned as a
learning and leadership development
opportunity, not only for those with prior
advocacy or advisory experience.

Recruitment approach

Recruitment was promoted widely through
multiple channels to maximise reach, including
Seek Volunteer, university and TAFE job boards
and state-based volunteer platforms.

To avoid privileging already experienced young
advocates, the application process was
designed to be accessible to first-time
participants. This included:

o simplified, plain-language application
questions

e accepting applications in different
formats

e varied question types

e assessing motivation and willingness to
learn, rather than prior experience.

Lessons to take away

Example application question:

The approach was informed by input from
young people and practitioners experienced in
working with young people. At the time, youth
engagement functions were still being
established. In future, the Youth Advisory
Group itself would be a valuable resource for
shaping and strengthening youth recruitment
processes.

Outcome

More than 100 expressions of interest were
received from young people across Australia,
representing a wide range of lived
experiences. The first Youth Advisory Council
of nine members was established.

Designing recruitment with development in mind helped broaden who felt confident to apply.
Without directly asking it, the recruiting team learnt a lot more about how the applicants view
the world around them, their aspirations, values, interests, sense of humour, leadership
qualities they admire and parts of themselves that typical questions might not reveal.

DEAKIN UNIVERSITY CRICOS
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Phase 9

Communicate and promote

Purpose Effectively reach people that might be interested in
participating.

Be flexible with your promotional window g

Where possible, allow at least three weeks for applications. It can take time Whittlesea //J
for your promotions to reach the right people, and people may need time to _

consider, prepare and seek clarification. This window will often need increase |
if you have very specific selection criteria or when you are hoping to connect < ,j

with people who are rarely heard in health system improvement processes. D ./ Nill

Make your content clear and engaging 7 Wurund]en Pec

Provide information in multiple formats — written, visual, audio or video
— S0 everyone can access and engage with it in the way that works best
forthem. Be sure to use plain language and avoid jargon or acronyms.
You can check your language by using tools like Hemingway app or
Microsoft’s spelling and grammar check.

Use accessible document formats

Scanned documents are often used to share information, such as
Patient Information and Consent Forms (PICFs), but they can be
difficult to read and are frequently incompatible with screen readers.
High-quality PDFs or Word documents are generally

more accessible. If you’re using an expression of interest form, make

um.: 4

kn\ I0SE I\

sure itis clearly linked from promotional materials and easy to find. N ,. /‘.' Gre
) ) ) \ Dand
Be authentic and inclusive \ \ |
Representation matters. Use language, imagery and examples that \'\'?\ ~
reflect the diversity of the people you want to reach. Choose visuals I//lp | \
that feel genuine and relatable, not tokenistic. A welcoming and Frankdton
authentic tone signals to people that their experiences and /)a ]

~
PR

// \/f\\{

perspectives are valued.

Tailor your content

Adapt your messaging to suit both the audience and the platform. Change up
your emphasis to appeal to different motivations — for example, making a

difference, sharing expertise, or building skills. Adjust the length, tone and (}

format to suit the platform where it’s shared, whether that’s social media, 2’

newsletters, flyers or community networks. '"’*&llorningtr
“ainsul:

Ensure the contact person is easy to reach

Sharing a name and email address, rather than a generic inbox, can make the
process feel more personal and approachable. It helps applicants feel
confident that their queries will be heard and responded to by a real person.
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Phase G

Complete and close the loop

Purpose Select participants and let all applicants know the
outcome and any next steps.

Communicate openly

Keep applicants informed about how recruitment is progressing.
Send timely updates about recruitment timelines, next steps and any delays.
Even short updates show respect for people’s time and interest.

Be transparent about outcomes

Once recruitment decisions are made, communicate them clearly and
promptly. Explain what informed the decision where possible and what will
happen next. Transparency helps strengthen trust

and demonstrates accountability.

Maintain relationships

Thank those who weren’t selected for the time and energy they’ve invested.
Let them know how they can stay informed about the project or hear about
future opportunities.

Give and ask for feedback

Offer feedback about selection outcomes when asked. Invite both successful
and unsuccessful applicants to share feedback on the recruitment process
itself. This shows you value learning and are committed to continuous
improvement.

Have onboarding clear and ready for people to start

For successful applicants, ensure they have what they need to get started
smoothly. This includes information on their role, contacts, paperwork,
payment details and a clear next step.

Reflect on the process

Reflect on the recruitment process and take forward learnings about what
went well, and what you would do differently next time.
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] EXAMPLE FROM EXPERIENCE

Intentional selection in an
oversubscribed opportunity

Overview

Health Voices Victoria supported
recruitment for a workshop with Melbourne
University focused on generating innovative
ideas in health research. The workshop was
designed to bring lived experience
perspectives into early-stage research
thinking.

Who we aimed to recruit

Up to fifteen people with diverse lived
experiences of health challenges and
healthcare, that can think at a systems level
about healthcare.

Recruitment approach

The opportunity was promoted through
Health Voices Victoria’s newsletter using a
simple expression of interest (EOI) process
which involved completing an online form.
The application focused on interest and
availability, with minimal upfront
information requested.

This approach resulted in strong interest,
with 26 people applying for 15 available
places.

Lessons to take away

Selection considerations

With more suitable applicants than
places, selection focused on achieving a
balanced group rather than selecting the
“most qualified” individuals.

Key considerations included:

a mix of advocacy experience (from newer
voices to more experienced advocates)

diversity across characteristics such as age,
gender, regional and metro, and priority
population groups

availability for the workshop date.

These factors were considered together to
support a range of perspectives and
productive discussion.

Closing the loop

All applicants were contacted about the outcome
of the process. People who were not selected
received clear, respectful communication
acknowledging their interest and were invited to
stay connected for future opportunities.

Seeking out people with less experience and selecting people you haven’t collaborated
with before helps you to grow your community networks. It can be tempting to want to
select the people you know well but this limits the perspectives you will learn from. If
you are clear about the number of places, and communicating outcomes respectfully
you will maintain relationships even when not everyone can be involved.

DEAKIN UNIVERSITY CRICOS
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] EXAMPLE FROM EXPERIENCE

Recruiting a local mental health
community reference group

Overview

cohealth supported recruitment for a new
community reference group to inform the
establishment of a local mental health
service.

Who we aimed to recruit

8-12 community members who were
residents of the Local Government Area with
long-term connection the local community.
The aim was to recruit a group of community
members that represented people who were
already accessing mental health supports
as well as groups that may be less likely to
connect due to poor past experience,
barriers or stigma.

Recruitment approach

The team worked in partnership with the
ABS, Western Public Health Unit and used
tools like Table Builder and CommunitylID to
identify the mix of diverse community
members that should be recruited.
Recruitment prioritised relationship-building
activities, including community open days
and visibility at local events. Working with
staff who spoke other languages in our
services was highly valuable.

Lessons to take away

If you make the recruitment process highly accessible, plan to make the rest of the
engagement as accessible. The people you get through the door need to be able to
participate! We then needed to improve the onboarding flow for new recruits.

DEAKIN UNIVERSITY CRICOS
PROVIDER CODE: 00113B
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Tools and templates

o Recruitment checklist /1
Q Expression of Interest form 71
9 Position description 4




Recruitment process checklist

How to use

This checklist supports thoughtful, inclusive and ethical recruitment. It is intended to
be used after initial planning at each phase, as a way to pause, reflect and check that
decisions have been made deliberately before progressing. Use it as a prompt for
discussion within your team, rather than a box-ticking exercise. Some items may not
apply in every situation, what matters is being clear and accountable about the

choices you make.

0 Prepare and plan

D The purpose of the opportunity
and the level of participation is clearly
defined

D The number of participants needed
is justified and realistic

D Time commitment, workload and
payment are explicit and fair

D Accessibility needs have been
considered and planned for

D The team has the skills and
capacity and support to run this safely

D Ethics or governance requirements
have been checked

D The recruitment timeline is realistic
(including community partnerships)

Design your process

D The application process is
simple and accessible

D Alternative ways to apply are
available and clearly offered

D Only essential information is
requested at this stage

D Compliance requirements
are proportionate

D Selection criteria are clear

D More than one personis involved
in in reviewing applications

D Demographic information is used
appropriately to support equitable
selection

DEAKIN UNIVERSITY CRICOS
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9 Communicate and promote

D The opportunity is described clearly,
without jargon

D What’s involved is transparent (time,
format, roles, payment)

D Information is available in suitable
formats (e.g. written, accessible files,
video)

|:| Messaging and imagery
are appropriate and representative

D Applications are open for long enough
to reach your target audience

D Areal contact person is named and
reachable

G Close the loop

D Applicants are kept informed about
timelines and decisions

D Outcomes are communicated
respectfully and transparently

D Unsuccessful applicants are aware of
how to engage in future opportunities

D Feedback on the recruitment process is
invited

D Onboarding is ready to begin

D The team has reflected on what worked
and what to improve next time
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Template:
Expression of Interest form

How to use

This template includes suggested
information that can be included in
an expression of interest form. You
are encouraged to adapt this
template to meet your needs. Use
simple, understandable language
and an inviting, personable tone.
Make sure to include a privacy
statement in the form that outlines
how the data provided will be used
and stored.

Title: [Insert short, engaging title for
the opportunity]

Background: [Briefly describe the
project, context or issue the
opportunity relates to. Explain what
participants will be contributing to
and why theirinputis valuable.]

Why get involved? [What are the
potential benefits e.g. for the
individual, the community, or the
project.]

Whatis the commitment? [What
is being asked from those who are
selected to participate?]

Details:

e Format:[e.g. Online via
Zoom / In-person (location)]

e Date and Time: [Insert
session details]

e Time commitment: [e.g. 2-
hour session + optional 1-
hour follow-up task]

Who should apply? [Include
criteria needed to be me to be
involved e.g. age, location, lived
experience. Exclusion criteria may
be relevant to highlight].

What will | get

for participating? [Insert
payment, remuneration and/or
reimbursement details]

DEAKIN UNIVERSITY CRICOS
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Support available: [Mention any
support offered, e.g. training, tech
support, debriefing, interpreter
services, it is better for people to
select options thank ask for
accommodations].

Who else is involved? [List
facilitators, researchers, or
organisations involved]

How to get involved: [Instructions
for completing the EOI, timelines
and contact details for questions or
support]

More information: You may wish to
attach an information sheet with
more detailed information to the
form.

Will the session be recorded?
Form fields:

Name: Click or tap here to enter
text.

Preferred name (if different): Click
or tap here to enter text.

Pronouns: Click or tap here to
enter text.

Email: Click or tap here to enter
text.

Phone: Click or tap here to enter
text.

Preferred way to contact you:
L] Email
] Phone

[ Text message/ SMS

Other: Click or tap here to enter
text.

Your experience and

interests [Adapt questions so they
are relevant. Fewer open-text
questions make the EOl process
more accessible].

Please tell us a bit about your lived
experience or connection to the
topic:

What interests you most about this
opportunity? open text box
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What skills or strengths would you
bring to this role? open text box

What do you hope to gain from
participating? (For example: new
skills, connections, experience,
recognition, or other

outcomes). open text box

Availability and access [if you
have date/time options for the
engagement, include them so
applicants can let you know their
availability, or ask for general
preferences with availability].
open text box

Participation preferences

Are you available to participate in:

e Online meetings?

[lyes [ No

e In-person meetings?
[lyes [ No

e Daytime sessions?
[lyes [ No

e Evening sessions?
[lyes [ No

Is there anything about your
availability we should know?

Is there anything we can do to
support your participation? (e.g.
interpreter, communication
preferences, technology support)?
[Open text] or alternatively share a
list of accommodations you can
provide for people to select

from, YDAS Guide: How to ask
someone about their access needs

Optional: About You

Itis important that we work with a
diverse range of people

from different backgrounds and
with different experiences. Your
responses to the following
questions will help us know a bit
more about you. If you don’t feel
comfortable responding to any of
the questions, you can skip them.

DEAKIN UNIVERSITY CRICOS
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How old are you?
[ 118-24
[125-34
[135-44
[1a5-54
[155-64
[165-74

[ 175-84
[ ]85+

OR Year of birth
What gender do you identify as?

[ IMale

[ IFemale

[_|self-described (please specify):
(encompasses a range of gender
identities, such as agender and
non-binary)

[_IPrefer notto say

Which of the following describes
where you live or spend most of
your time?

[Insert options based on selection
criteria e.g. state, region,
Local Government Area, postcode]

Are you of Aboriginal or Torres
Strait Islander origin? (For persons
of both Aboriginal and Torres Strait
Islander origin, mark both ‘Yes’
boxes).

[ ] No
D Yes, Aboriginal

Yes, Torres Strait Islander
[ Prefernot to say

Do you speak languages other
than English at home?

[] No, English only

[ 1 Yes (please specify): Click or
tap here to enter text.
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https://www.yacvic.org.au/yerp/diversity-equity-inclusion/questions-for-people-with-disabilities/
https://www.yacvic.org.au/yerp/diversity-equity-inclusion/questions-for-people-with-disabilities/
https://www.vic.gov.au/victorian-family-violence-data-collection-framework/data-collection-standards-lesbian-gay-bisexual

In which country were you born?

[ ] Australia

[] England

[ ] New zealand

[ ] India

[] Philippines

[ ] Vietnam

[ ] Italy

[ South Africa

[] Malaysia

[ ] Scotland

[ Other (please specify) Click or
tap here to enter text.
[ Prefer notto say

Do you identify with any of the
following? (Tick as many as apply
to you)

Why we ask? These are often
connected to ‘priority

groups’ in public health; these are
groups that experience
disadvantages and greater barriers
to accessing health and wellbeing
support that meets their needs.

[] Living with a chronic or complex
health condition

[ Living with disability

[] Living with a mental health
condition

[] Neurodivergent

[ IPart of
the LGBTIQA+SB community

[] Experience of homelessness

[] Experience of substance use
disorder

[] Experience of being a refugee or
asylum seeker

Any other aspects of identity or
experience you’d like to
share: open text box

DEAKIN UNIVERSITY CRICOS
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Consent

By submitting this form, you
consent to being contacted about
this engagement. Do you consent
for us to add you to our list of
people to contact for future
engagements?

[ l1consentto being contacted
about future engagements or
events

D | do not want to be contacted
for other reasons

Closing message

Thank you for your interest. We’'ll be
in touch soon. If you have any
questions, please contact [insert
name and contact details].
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Template: Position description

How to use

Not every opportunity will require a position description. At Health Voices
Victoria, we tend to use a position description when the role is ongoing or for
an extended period of time, and there is a moderate to high degree of
responsibility asked of the community member or person with lived
experience.

Role Title: Insert role title here
Program or Project: Insert name of program or initiative

Key contact(s): Insert name and contact details of person responsible for
recruitment or support

Overview of the program or project: Brief description of the initiative,
including its purpose, who itinvolves, and how it contributes to improving
health, research, or community outcomes.

Role overview: Describe the purpose of the consumer/lived experience role.
Include how the person will contribute, and who they will work with.

Key responsibilities: Note: To be adapted based on the specific role

e Attend orientation and training sessions (if applicable)

o Participate in meetings, workshops, or other engagement activities

e Share insights, experiences, and perspectives in a respectful and
constructive way

e Help shape decisions, priorities, or outputs of the project or program

e Maintain privacy and confidentiality

e Provide feedback to support evaluation and improvement

Skills and experience: Note: To be adapted based on the specific role

Lived experience relevant to the focus of the project or program
Ability to work respectfully with people from diverse backgrounds
Strong communication and listening skills

Willingness to learn and collaborate

Selection criteria Note: To be adapted based on the specific role
Essential:

e Lived experience relevant to the project focus
e Basedin[insert location orregion if applicable]
e Available to participate in scheduled activities

Desirable:

e Experience engaging with health, research, or community services (as
a consumer, carer, advocate, or community member)

e Connection to communities whose voices are seldom heard

¢ Committee experience

Time commitment: Insert estimated time commitment, including frequency
and duration of meetings, preparation tasks or other activities.

Payment: Insert details about payment or reimbursement, if applicable.

Support provided: Insert details about training, coaching, administrative
support, or other resources available.
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How this resource was developed

This resource has been created by members of the Health Voices Victoria
team who bring different expertise in community and lived experience
recruitment. This includes team members who can speak to the experience of
going through recruitment processes as a consumer advocate, as well as
people who are regularly recruiting and collaborating with community
members through different engagement opportunities.

It was informed by:

Survey responses from 30 consumers, community members and people with lived
experience expertise

Survey responses from 15 consumer engagement practitioners

Feedback from 7 researchers who are members of Deakin’s Faculty of Health
Community Research Engagement Network (CREN)

Findings from ‘Unmasking inclusion’ a project by a Masters of Social Work student
on removing barriers to participation in research for members of the autistic
community

Some resources that helped us get started were:

Recruiting consumers | Australian Clinical Trials Alliance

Build better lived experience advisory groups | Better Together Collective

Co-design & Collaboration Resources | Centre of Research Excellence to Accelerate
Innovation and Translation in Stroke Trials

All of Us: A guide to engaging consumers, carers and communities across NSW
Health | NSW Health

Seldom Heard Groups Action Plan 2025-2026 | Scottish Government
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https://involvementtoolkit.clinicaltrialsalliance.org.au/toolkit/undertaking/recruiting-consumers/
https://bettertogethercollective.com/lived-experience-advisory-panel-best-practices/
https://stroke-trials-cre.org.au/resources/co-design-collaboration-resources/
https://www.health.nsw.gov.au/patients/experience/all-of-us/Pages/default.aspx
https://www.health.nsw.gov.au/patients/experience/all-of-us/Pages/default.aspx
https://www.gov.scot/binaries/content/documents/govscot/publications/strategy-plan/2025/08/seldom-heard-groups-action-plan/documents/seldom-heard-groups-action-plan/seldom-heard-groups-action-plan/govscot%3Adocument/seldom-heard-groups-action-plan.pdf
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