
Are you clear about what you want to 
achieve and how you want to be 

involved?

Is the participation request the best 
option for what you want to achieve?

Does your group meet the criteria for 
making a participation request?

Take an alternative approach (there 
may be existing processes that you can 

use to achieve your aims)

No – take action to make group eligible 

Do you know which public service 
authority you will make the 

participation request to?

Identify key contact and request copy 
of appropriate form

Do you have the information you need 
to complete the form?

Get information required

Complete and submit form

Is the public authority happy that all 
relevant information is contained in 

form?

Public service authority provides a notice 
stating what information is still required.

Get information 
required

Public service authority acknowledges 
receipt of participation request 

(validation notice)

Has the participation of more than one 
public service authority been 

requested?

Public service authority should 
make their decision within 30 

working days (from validation of 
the request)

Public service authority should 
make their decision within 45 

working days (from validation of 
the request)

Decision made and decision notice 
published by public service authority
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Appendix 1
Participation Request – flow chart
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