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RECOMMENDATION 
 
That Council adopts the updated Community Engagement Policy. 
 
 
 
Attachments 
1  Community Engagement Policy - January 2019 Draft 4 Pages 
2  Community Engagement Handbook 21 Pages 
3  Engagement Plan Template 4 Pages 
4  VAGO Community Engagement Audit 2017 56 Pages 
  
 
EXECUTIVE SUMMARY 
 
The current community engagement policy was endorsed by SLT in July 2016 and due for review in 
2019.  
 
In 2017, a Victorian Auditor General Office (VAGO) review of Cardinia Shire Council's community 
engagement practices was undertaken with recommendations being made to improve the process.  
Since this time the 2018-2022 Council Plan has also come into effect. The updates to the policy 
and handbook address the VAGO recommendations and align the policy with the current Council 
Plan. 
 
BACKGROUND 
 
The VAGO audit which occurred in 2017 provided a range of recommendations to Cardinia Shire 
Council to improve the community engagement process. These included the addition of further 
engagement resources, templates and checklists to assist in the development and delivery of 
community engagement activities. This has prompted some additions and language changes within 
the policy; however the majority of the changes are already included in the community engagement 
handbook and engagement plan template.  
 
The main changes to Council's community engagement policy are; 
• Update to reflect current Council Plan, aligning with Our Community and Our Governance areas.  
• Update to meet VAGO recommendation of including objectives that articulate what the policy aims to 

achieve. 
• Update to meet VAGO recommendation of adding responsibilities, clearly stating who is required to 

undertake community engagement activities and when. 
• Inclusion of a reference to the resources, templates and tools available through the community 

engagement handbook. 
• Update to meet VAGO recommendation of including definitions of terms. 
These updates will bring Cardinia Shire Council's community engagement policy in line with some of  
the best practice policies which were used as a benchmark in the VAGO review.  
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POLICY IMPLICATIONS 
 
This policy aligns with the Liveability Plan in relation to social equity. Engagement is highlighted as 
an important component of the planning, implementation and evaluation of the Liveability Plan. 
 
This policy would replace the current community engagement policy which was adopted in June 
2016. 
 
 
RELEVANCE TO COUNCIL PLAN 
 
Our Community 
We will monitor and research emerging community trends to help plan for the needs of residents. 
We will provide a range of opportunities that encourage participation in Council policy and strategy 
development. 
We will strengthen Council’s community engagement through the development, implementation 
and promotion of effective practices. 
 
Our Governance 
We will develop a policy which details how Council will inform and engage consistently with the 
community on important matters. We will enhance the community’s confidence in Council’s 
community engagement. 
 
 

CONSULTATION/COMMUNICATION 
 
The update to this policy is based on the results of the VAGO review of Council's community 
engagement practices in 2017.  
 
The accompanying handbook and engagement plan template are living documents that are 
regularly reviewed and updated based on industry standards, ideas and feedback from staff and 
community. Additional resources and tools are added as required or when they become available.   
 
The updated policy and handbook will be communicated to the wider organisation via internal 
communication channels.  
 
 

FINANCIAL AND RESOURCE IMPLICATIONS 
 
The adoption of the policy in conjunction with the accompanying engagement handbook is intended 
to ensure a more consistent approach to community engagement across council. This may have 
budget implications in relation to increased staff time and finances being allocated to community 
engagement activities.  
 
 

CONCLUSION 
 
The proposed policy update takes into account the recommendations from the 2017 VAGO audit 
and brings it in line with the current Council Plan. The update provides Councillors, senior 
management, staff, volunteers and contractors/consultants with clarity and guidance in relation to 
the community engagement process. This will assist in the delivery of a more consistent approach 
to community engagement activities across Council.  
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Community Engagement Policy 
 
HPRM number INT1610627 

Policy owner Community Strengthening 

Adopted by SLT (Internal) 

Adoption date 13/02/2019 Scheduled review date: 13/02/2020 

Publication CardiNet and website 

Revision/version 
number 

1.03 

1 Policy alignment 
Community engagement plays a vital role in much of the work undertaken by Cardinia Shire Council 
and as such this policy aligns with the 2018 - 2022 Council Plan under the areas of; 
 
Our Community 
We will monitor and research emerging community trends to help plan for the needs of residents. 
We will provide a range of opportunities that encourage participation in council policy and strategy 
development. 
We will strengthen Council’s community engagement through the development, implementation and 
promotion of effective practices. 
 
Our Governance 
We will develop a policy which details how Council will inform and engage consistently with the 
community on important matters. We will enhance the community’s confidence in Council’s 
community engagement. 

2 Purpose and objectives  
The Community Engagement Policy has been developed for the purpose of meeting the following 
objectives; 
• Articulate and guide Council’s commitment and approach to high quality, consistent and genuine 

community engagement.  
• Provide a commitment to inclusive, transparent and accessible community engagement activities 

within the community  
• Provide a framework to build the capacity of the community to contribute to effective and 

responsive decision making 
 

3 Scope 
This policy applies to all areas of Council operations including those undertaken by Councillors, 
senior management, staff, volunteers and contractors/consultants acting as representatives of 
Council.  
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4 Policy description 
4.1 Background 
Community engagement is a planned process that involves the contribution and input of the 
community in decision making. It is intended to support and inform rather than replace the decision 
making or statutory functions of Council.  
 
Community engagement involves a variety of methods and communication techniques suited to the 
individual or group involved. These can range from informal discussions, to formal community 
meetings, focus groups, workshops, online feedback and idea generation and other creative 
approaches. In some circumstances, Council will also support community members advocating on 
issues themselves. 
 
Engagement is also about establishing relationships which facilitate meaningful dialogue and 
outcomes in communities such as improved services, facilities, policy and infrastructure. 
Council recognises that Councillors, staff and volunteers engage with the community continually and 
often informally. The community engagement policy aims to recognise and support this everyday 
engagement and ensure that it is enhanced by providing a clear set of engagement processes. 
 
While it is not practical to engage with the community on every issue, Council resolves to ensure that 
the community is as well informed as they can be on major issues, plans and projects. An informed 
community ensures they have the necessary information to form an opinion and provide input 
through a community engagement process. This direct input from residents enhances Council’s 
decision-making processes making it more relevant and transparent for the community. 

4.2 Importance of community engagement 
Traditionally, local government has relied on community representation through the election of its 
Councillors to ensure that community issues and priorities are reflected in Council activities. This 
remains fundamental; however Council recognises that broader community engagement, 
undertaken effectively, benefits business practice, planning and service delivery. Increasingly, 
community members expect to have direct involvement in identifying Council priorities and being 
part of Council’s decision making process.  Providing a clear community engagement framework 
assists to implement effective and meaningful engagement activities. 
 
Genuine community engagement provides transparency and accountability by ensuring that Council 
is addressing the identified priorities of the community. Community engagement ensures that 
community members are informed of Council operations and are able to provide input in a balanced 
and appropriate way, leading to collaboration and shared decision making. 

4.3 Responsibilities  
All council staff, volunteers and contractors/consultants are required to undertake a community 
engagement process including consultation with the Community Engagement Facilitator when; 

• A change will significantly affect the way services are provided 
• There is a proposed introduction or change which has the potential to significantly affect    

the community. This could include a policy, strategy, program, project or issue  
• A proposed change or action is likely to generate community concern 
• Additional information is required by Council to make an informed decision 
• Council are required to better understand community issues and sentiment 

The Community Engagement handbook is made available to all Councillors, senior management, 
staff, volunteers and contractors/consultants acting as representatives of Council. The handbook 
provides in-depth guidance on how to undertake community engagement activities including 
templates, resources, tools and further information on when, how and who to engage.  



Attachment 1 Community Engagement Policy – January 2019 Draft 
 

 

Attachment 1 - Community Engagement Policy - January 2019 Draft Page 1090 
 

4.4 International Association for Public Participation Australasia 
(IAP2) 

Council commits to aligning community engagement with the widely recognised International 
Association for Public Participation (IAP2) core values that underpin the practice of community 
engagement.  
Council makes a commitment that public participation will; 
• Provide opportunities for the public to have a say in decisions about actions that could affect 

their lives 
• Include a promise  that the public’s contribution will be taken into consideration and influence 

the final decision 
• Promote  sustainable decisions by recognising and communicating the needs and interests of all 

participants, including decision makers 
• Seek out and facilitate the involvement of those potentially affected by, or interested in, a 

decision 
• Will seek input from community in designing how they can participate in the decision making 

process 
• Provide participants with the information they need to participate in a meaningful way 
• Communicate to participants how their input was considered and affected or influenced the final 

decision. 
4.5 Principles and values 
Council commits to undertaking community engagement in a manner that is consistent with IAP2 
core values and our organisational values; teamwork, respect, accountability, communication and 
customer focus.  
 
All community engagement activities undertaken by Cardinia Shire Council are guided by three main 
community development principles;  
 
Social inclusion  
Providing community members with resources, opportunities and capabilities to meaningfully 
participate in community life in relation to areas that affect the communities’ development.  
Ensuring community members have ability to; 
• Learn (e.g. participate in education and training); 
• Work (e.g. unpaid or voluntary work); 
• Engage (e.g. connect with others, use local services and participate in local, cultural, civic and 

recreational activities); and 
• Have a voice (influence decisions, direction setting and planning that affects them) 
This is underpinned by the premise that every individual has an active role to play.  
 
Capacity building 
Supporting residents, communities and organisations to identify needs and develop local solutions 
including, distribution of resources, advocacy, empowerment, awareness raising and education.  
Working with the existing strengths, abilities and skills of residents, communities and organisations 
to increase involvement, decision-making and ownership of issues. 
  
Equity/social justice. 
Ensuring all resources and opportunities available to the community are available in a fair and 
equitable manner according to need.  
All residents and communities should be able to access Council services (where applicable), 
resources and information without discrimination.   
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Council recognises the importance of the feedback loop within community engagement and as such 
commits to incorporating this into community engagement plans to ensure that the community are 
provided with relevant and timely feedback on how their contribution has been used to inform 
decisions.  

4.6 Legislative requirements 
Community engagement is mandated under the following legislation: 
• Local Government Act 1989 
• Planning and Environment Act 1987 
• Public Health and Wellbeing Act 2008 
• Road Management Act 2004 
Where community engagement is mandated Council will adhere to the requirements as set out in the 
relevant act but where possible commits to going above and beyond the minimum standard to 
achieve best practice.  

5 Evaluation and review 
Through the adoption of this policy, Council commits to undertaking regular and consistent 
evaluation and review of community engagement activities and processes through:  
• The ongoing implementation of the evaluation methodology and associated engagement 

planning, evaluation and reporting. 
• Continual monitoring of community engagement plans submitted for approval. 

6 Related documents 
Type of document Title and/or HPRM reference 

Commonwealth/Victorian 
legislation 

Local Government Act 1989 
Planning and Environment Act 1987 
Victorian Charter of Human Rights and Responsibilities 2006 
Public Health and Wellbeing Act 2008 
Road Management Act 2004 

Report  INT194953 VAGO Community Engagement Audit 2016 

Policies INT163158 Community Strengthening community development principles  

Guidelines INT1373716 Community engagement handbook 

 

7 Definitions  
Community Engagement  
Is a process whereby council proactively seeks out information from the community including their 
values, concerns, ideas and aspirations. Where possible council will also include the community in 
the development of solutions and work together with them on the delivery of identified initiatives. 
This establishes an ongoing partnership to ensure that community members continue to shape 
council’s decision making and implementation process. 
 

International Association for Public Participation Australasia (IAP2) 
IAP2 is an international member association which seeks to promote and improve the practice of 
public participation or community and stakeholder engagement, incorporating individuals, 
governments, institutions and other entities that affect the public interest. 
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1 What is Community Engagement and why is it 

important? 
1.1 Community engagement  
Community Engagement is a process where Council use a variety of mediums to exchange 
information with the community with the aim of gathering data and ideas to make decisions or take 
action to solve problems. There are some important components of Council’s community 
engagement process these are; 

• It is a planned process – This ensures a well-defined purpose for the engagement and a 
clear roadmap for the rollout. 

• Community and Stakeholder focussed – The process takes into consideration who will be 
affected by the final decision/action and how the community can best provide input. 

• Inclusive – The methods of engagement are tailored to the identified target cohorts as 
required to maximise participation, access and inclusion.  

• Genuine process –where the information and ideas collected will help shape or influence the 
final decision or action. 

• Closing the loop – contributors and the wider community are informed of or are able to 
access the final result of the engagement process and how they influenced the final action or 
decision taken by council.  

 

1.2 Importance of engagement  
Looking at traditional communications and marketing tools of information provision, there is little 
opportunity for the community to contribute to decision making process of council. Community 
Engagement allows the community to have a meaningful, open discussion with Council and 
contribute, feedback, information and ideas that will assist in shaping the decisions and actions 
undertaken. 
Engagement processes undertaken effectively benefit council and the community. Benefits include; 
Benefits to council:  

• An informed decision making process, providing a better understanding of community 
sentiments, needs, values and ideas.  

• Builds a meaningful relationship with the community based on trust and mutual benefit.  
• Helps Council to prioritise issues, resources, services and projects to meet community 

expectations and gain efficiencies.   
• Allows Council to better explain proposed changes and actions to the community and assist 

them to understand the complexities of issues via open dialogue.  
• Build a positive and proactive image of council in the community.  
• Improved satisfaction levels with Council and it’s transparent decision making process. 

Benefits to the Community: 
• Decisions made by council are more reflective of community needs, interests, values and 

ideas.  
• Community members feel more involved in the decision making process of council, reducing 

feelings of apathy, disengagement and disenchantment with Council process. 
• Increased feelings of belonging to the community, and overall social connectedness. 
• Increased sense of pride and ownership of solutions to community issues identified. 
• Better understanding of council process, resource limitations and other challenges. 
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1.3 Community Engagement challenges  
There will always be challenges when undertaking a Community engagement process. Through the 
development of your engagement plan you will identify potential Risks and ways that you can 
mitigate them. Some of the more common risks you may encounter include; 

• Ensuring the engagement participants are representative of the wider community  
• Engaging harder to reach segments of the community (Refer to section 12 of this handbook 

for tips) 
• Due to resourcing, budgets or other external factors, the final decision made is not in line 

with the majority of community feedback 
• Participants of the engagement activities have unrealistic expectations of the level of 

influence they will have, potentially leading to disillusionment in the overall process.  
• Particular groups may rally support and numbers in relation to an issue or decision to be 

made, providing a skewed data pool that is non-reflective of the wider community.  
• The final decision to be made after a community engagement process is delayed significantly 

or the information collected is not factored into the final decision making process of council.  

2 Community engagement policy and objectives  
The community engagement policy articulates and guides Council’s commitment and approach to 
high quality, consistent and genuine community engagement.  
Council believes that inclusive, transparent and accessible community engagement will build the 
capacity and resilience of the community and contribute to effective and responsive decision 
making. Refer to record number INT1871685 for a copy of the policy. 
The Community Engagement Policy has been developed for the purpose of meeting the following 
objectives; 
• Articulate and guide Council’s commitment and approach to high quality, consistent and genuine 

community engagement.  
• Provide a commitment to inclusive, transparent and accessible community engagement activities 

within the community  
• Provide a framework to build the capacity of the community to contribute to effective and 

responsive decision making 
 

3 Handbook purpose   
This handbook has been developed to support those who undertake community engagement in 
meeting their obligations as outlined within the Community Engagement Policy.     
The handbook aims to step staff through the process of developing, implementing and evaluating 
community engagement activities, utilising templates which support a more consistent approach to 
community engagement across Council.  
 

4 Terminology and definitions  
To ensure there is a consistent understanding of the terminology utilised in this handbook definitions 
can be found as Appendix 1. Please refer to this if you are unsure of the definition of a term utilised, 
or if you would like to check your thinking is consistent with the context of the handbook.  

5 Community engagement frameworks 
A range of frameworks are available and can be used to inform community engagement practice. 
Cardinia Shire Council holds preference for the IAP2 Spectrum of Public Participation and the 
Community Engagement Model.   

IAP2 Spectrum of Public Participation 
The spectrum depicts 5 levels of increasing influence that the public can have on an outcome or 
decision. Council recognises that community engagement occurs at any or all of the levels contained 

trim://INT1871685/?db=CA&view
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in the spectrum. Each of the levels of engagement within the spectrum is appropriate in particular 
situations to achieve particular outcomes and careful consideration of the level and method of 
engagement will be made at the discretion of Council. This will depend on the issue or policy being 
considered, the objectives of the engagement, timeframes, resources and levels of concern 
regarding the decision to be made. 
 
IAP2 Levels  Inform Consult Involve Collaborate Empower 

Community 
contribution  

Listen  Contribute  Participate  Partner  Decide  

Community 
engagement 
goal 

To provide 
balanced and 
objective 
information to 
assist 
understanding 
of a topic, 
alternatives, 
opportunities 
and/or 
solutions. 

To obtain 
community 
feedback on 
analysis, 
alternatives 
and/or 
decisions. 

To work with the 
community 
throughout the 
process to 
ensure that 
concerns and 
aspirations are 
consistently 
understood and 
considered. 

To partner with 
the community in 
each aspect of 
the decision 
including the 
development of 
alternatives and 
the identification 
of the preferred 
solution. 

To place final 
decision 
making in the 
hands of the 
public 

Promise to the 
community 

We will keep 
you informed. 

We will keep 
you informed, 
listen to and 
acknowledge 
concerns and 
aspirations, 
and provide 
feedback on 
how public 
input 
influenced the 
decision. 

We will work 
with you to 
ensure that your 
concerns and 
aspirations are 
directly 
reflected in the 
alternatives 
developed and 
provide 
feedback on 
how community 
input influenced 
the decision. 

We will look to 
you for advice 
and innovation in 
formulating 
solutions and 
incorporate your 
advice and 
recommendations 
into the decision 
to the maximum 
extent possible. 

We will 
implement 
what you 
decide 

 

6 When to engage 
Council undertakes community engagement on a regular basis; both formally and informally. To 
ensure that Council engages consistently and to avoid any confusion around expectations, the 
following circumstances have been identified as triggers for when community engagement should 
occur these are listed below.  
When there is a proposed introduction or change which has the potential to significantly affect the 
community. This could include a policy, strategy, program, project or issue  

Where a change will significantly affect the way services are provided 

When a proposed change or action is likely to generate community concern 

When additional information is required by Council to make a decision 

When Council are required to better understand community issues. 

When it is a legislative requirement  
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In addition, Council may elect to schedule a set number of general engagement activities throughout 
the year, that are not project specific, as a way of gathering community feedback that can be of use 
to the whole organisation.   
Please view the Community Engagement flowchart in HPRM (INT195770) to assist you to make a 
decision around if an Engagement Plan is required or not. 
 

When community engagement may not be required to occur 
The following are some of the acceptable circumstances for community engagement not occurring: 
 
An emergency or situation which impacts public safety, where an immediate resolution is required 

Situations which are confidential in nature 

When there is a ministerial exemption 

Day to day decisions which have minimal impact on the community.  

 
Given that community engagement should be considered at the planning stages of any project, 
limited time is not generally considered a justifiable reason for not engaging. 
 
You can also view the Community Engagement flowchart in HPRM (INT195770) to assist you to 
make a decision around if an Engagement Plan is required or not. 
 

7 Identifying who to engage  
Once you have identified that engagement is required and where on the IAP2 spectrum your 
engagement will sit, the next step to identify who you will engage. The main factors that will assist 
you in deciding on the target audience/s are; 

• Who is directly impacted 
• Who has a vested interest 
• Who would provide valuable insight  
• Who is the initiative aimed at  

From these points you should be able to identify specific groups, residents or cohorts that would be 
beneficial to have engaged in the process. These groups will form the ‘Target Audiences’ for your 
engagement activities alongside opening up opportunities for the broader community to contribute if 
they wish to do so.  

7.1 Who to engage checklist  
The who to engage checklist can assist you to identify which target cohorts of the community you 
should be consulting with in regards to your initiative. Please refer to the Who to Engage Checklist in 
HPRM INT194457 
 

7.2 Stakeholder Mapping  
After you have considered the various target cohorts you are focussing on as part of the consultation 
it is also useful to undertake a stakeholder mapping process. A stakeholder in this context is defined 
by a person or group of persons that have a connection to the issue or proposal. By thinking about 
the variety of stakeholders in the community and the level of interest and influence each of them 
possesses can assist you to identify where to focus your engagement activities to get the best results 
with your available time and resources. The table below can be used as a basic stakeholder mapping 
tool. By indenting each stakeholders level of interest in your topic and their level of overall influence 
in relation to creating change will assist you in identifying where significant focus should be directed. 
 

trim://INT195770/?db=CA&view
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SECONDARY 
STAKEHOLDERS 
High Influence  
Low Interest  

 
Monitor closely and engage if 

possible 
 

PRIMARY  
STAKHOLDERS 
High Influence  
High Interest  

 
Engage with closely 

TERTIARY 
STAKEHOLDERS 

Low Influence 
Low Interest  

 
Minimal focus / provide 

information  
 

PRIMARY/SECONDARY 
STAKEHOLDERS 

Low Influence  
High Interest  

 
Offer Engagement  / 

participation opportunities  

 

8 Choosing suitable engagement methods  
Knowing why you are engaging and who you are engaging now allows you to look at how you will 
engage. The type of engagement method to be utilised for your project needs to be chosen by taking 
into the consideration the needs of the target audience. There is no ‘One size fits all’ approach to 
engagement. Some factors to consider include; 

• Age and interests  
The type of consultation tailored towards an adult audience will more than likely not be as 
effective for a group of secondary school students of primary school students. Providing a 
range of engagement mediums and feedback opportunities to cater for a wide variety of age 
groups and interests can greatly assist in gaining participation from a broader cross section 
of the community.  
• Literacy levels  
Consider the varying levels of literacy in the community including those of whom English is 
not their first language. Feedback mechanisms such as survey and polls cannot be the sole 
information collection avenue, the offer of face to face meetings, drop-ins and/or workshops 
allows the community to provide verbal feedback and participate in activities to generate 
deeper discussion around a topic. If required interpreters can be utilised to ensure CALD 
community members can participate equally and effectively.  
• Availability  
The times and days your target audience are available to be consulted is another important 
consideration. For school aged children and young people accessing them in school hours 
may be the easiest way to gain their feedback. Working adults will generally not be available 
to attend consultations during the work day and after hours or weekend sessions may be 
offered. Retired senior citizens however may find daytime meetings more convenient. 
Appropriately timed sessions can greatly assist in gaining participation from your target 
groups. 
• Location  
Along with considering times of availability, delivering activities in the right location for your 
target audience/s greatly improves engagement levels. The more accessible and convenient 
the location is for the community to access the more likely they are to attend. For localised 
consultations one central venue may be enough, for other shire wide projects multiple 
locations and times may be required to ensure equal access by all of the community.  
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Please refer to Sections 11 and 12 of this handbook, Engagement Resources and Tools and 
Engaging hard to reach groups, for further guidance on delivering engagement activities.  

 

9 Community engagement planning 
Community engagement planning is vital and should start early. Having a community engagement 
plan ensures that there is a clear purpose for engaging and ensures that Council is able to identify 
who needs to be engaged and how, what information needs to be presented, what questions asked 
and how the information will be collected, used and fed back.  

Process for developing a community engagement plan 

If you are undertaking an activity which falls within the criteria of ‘when to engage’ you may be required to 
develop a community engagement plan. Following these steps will assist in your planning. If a community 
engagement plan is deemed necessary,  

Step 1 
Contact the Community Engagement Facilitator with the basic details of your project and engagement 
ideas/requirements if you know them. The Community Engagement Facilitator will then determine whether a 
community engagement plan is required or whether a communications plan would suffice.  

Step 2 
If it is established that a community engagement plan is required, the Community Engagement Facilitator 
will send through the planning and evaluation template and notify the Communications unit.  

Step 3 
Complete the template as best you can, using the community engagement handbook as a guide. If 
assistance is required to complete the template, make a time to meet with the Community Engagement 
Facilitator. 

Step 4 
Save completed templates in the relevant project folder in HPRM and send the record number to the 
Community Engagement Facilitator. Feedback will be provided on the plan and if necessary, the Community 
Engagement Facilitator will make a time to meet and discuss the plan. 

Step 5 
Once feedback has been received, the plan will go to the Communications unit who will schedule a meeting 
with you to develop a communication plan and identify how the engagement activities will be promoted/ 
communicated to the community. 

Step 6 
Finally, the community engagement plan must be approved by your manager who will also determine the 
reporting requirements to SLT and Council.  

Step 7 

Once community engagement has been completed, complete the evaluation section of the engagement 
plan and the reporting template. Discuss with the Community Planner the process for uploading results to 
the Community Engagement section on CardiStats so that this can be shared more broadly across the 
organisation.   

 
A range of resources, tools and example plans have been provided in folder number 15-95-36 
(community engagement resource folder) to support you to plan, implement and evaluate your 
engagement activities.   
 
 
 

trim://15-95-36/?db=CA&conts
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10 Completing the community engagement templates 
The following section will provide guidance on completing the community engagement planning 
templates. Please consider all of the suggested points when completing the templates.  

10.1 Community engagement plan 
10.1.1 Project title and engagement period 

• Provide the name of your project. Make it clear so that anyone picking up the engagement 
plan understands what it is about.  

• When will the official engagement period begin and end? 

10.1.2 Project overview 
• To provide some context to the engagement, provide a brief overview of the project/issue 

which the community engagement is occurring for.  
• Include basic details that a community member might want to know about the project/issue. 

This might include who, what, when, where, why, how, costs, timelines, etc.  
• If there are any historical or political issues to be aware of, add them in here.  
• What are the benefits to the community? 

10.1.3 Engagement overview and purpose 
Engagement overview; 

• Provide an overview of the engagement component of the project. 
• Why are you undertaking community engagement?  
• At what stage of the project is the engagement occurring?  
• Has any other engagement occurred for this project in the past? 

Aim; 
• State the overall Aim or the engagement, what do you hope to achieve out of the 

engagement process?  
Engagement activity table; 
(This will inform your evaluation after the engagement process) 

• List the engagement activities to be undertaken.  
• Develop key indicators and/or outcomes for each activity that state what you are wanting to 

achieve. 
• Set target numbers if relevant for the activity, these can be aspirational to have a goal to aim 

towards. This can include numbers of particular cohorts. (eg. 50 seniors, 50 young people 
and 25 local business’) 

10.1.4 Key messages 
• What do you want the community to know about the project/issue and engagement 

opportunity?  
• What are the key messages you want conveyed? 
• Remember you want your audiences to understand and act upon your key messages.  

10.1.5 Political Issues  
• Are there any political issues are you aware of that need to be considered or addressed? 

These can be addressed in the risk management section.  

10.1.6 Negotiables/non-negotiables 
• What aspects of the project/issue can stakeholders provide input into? Be clear and honest about 

this as it will set the parameters for the engagement and ensure that the community are clear 
about what they can and cannot influence.  

• Be conscious of what Council can and cannot influence. 
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10.1.7 Stakeholders/target audiences  
Segments of the community; 

• Assess which segments of the community you are intending to target in the overall 
engagement process and tick the relevant segment boxes. You can add any other specific 
segments not included in the list. 

External stakeholders; 
• Next look at which specific individuals, groups and/or organisations need to know about the 

project and have the opportunity to provide input? This needs to include those who would be 
directly and indirectly impacted as well as those who may have an interest.  

• Who would Council benefit hearing from? Are there experts or organisations who can provide 
valuable input? 

• Which hard to reach groups need to be engaged? Read guidance on how to engage with hard 
to reach groups. (Refer to section 7 of this handbook) 

• Are there any potential issues or history with any of these key stakeholders? How will these 
be addressed? 

Remember that it is not always about the numbers of people reached, it is about reaching the right 
people – a community engagement process is pointless if you are engaging those who aren’t 
impacted or interested. If you are unsure of your stakeholders it can be useful to undertake a 
stakeholder analysis. 

10.1.8 Internal Stakeholders / collaborators  
• Who are the internal stakeholders that you will need to consult with in relation to your 

project? 
• Who could you partner with to assist in the consultation and provide support? 
• Would other business units benefit from this consultation process, can you link across like 

portfolios to avoid consulting about the same or similar theme? 

10.1.9 Existing data and concurrent engagement opportunities 
• What other information are you drawing on to inform your project? This could include 

research, statistics or the results of other engagement activities undertaken by Council. This 
will ensure that you are not collecting information that we already have.  

• Are there other engagement activities or events occurring concurrently that this engagement 
could be tied in with? This will help to ease the consultation fatigue the community often face 
and help to better coordinate activities across Council. 

10.1.10 Funding information/budget 
• Is there funding to undertake this engagement? 
• Is this engagement externally funded? If so, do these funding sources need to be 

acknowledged in any communications? 
• Is there an approved promotional/marketing budget for your community engagement and 

communication requirements? 

10.1.11 Risk considerations 
It is important to note that during the engagement process various risks may arise, and it is equally 
important to document any potential or identified risks prior to engaging. AS/NZS ISO 31000:2009, 
Risk management defines risk as ‘the chance of something happening that will have an impact on 
objectives’.  
Risks can include financial, operational, environmental, legal, strategic, privacy/data as well as risks 
to reputation.  
The key questions to consider when completing the risk table are:  
Identified risk; 

• What can go wrong?  
• What problems or issues may arise prior to or during the engagement process? 
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Risk Mitigation strategy; 
• What can I do to prevent the risk/issue?  
• What do I do if the identified issue occurs?  

Stakeholders involved; 
• Which parties are involved in this risk directly or as part of the mitigation measure? This 

could be community members / groups, organisations, internal business units or individuals. 
Responsibility; 

• Who holds the responsibility to undertake the risk mitigation strategy for the risk identified?  
 

10.2 Engagement action plan and communication tools 
Each engagement activity will have its own action plan section. Some of these may be grouped 
together. For instance if you are delivering an online survey and an online ideas forum these could 
be placed together under ‘Online Engagement activities’ as many of the tasks will be the same. 
Similarly if you are undertaking a range of consultations in the community these could be bought 
together under the title of ‘Face to Face consultations’ without the need to step out each one 
individually.  

10.2.1 Community engagement activity 
• Enter the name of the Community Engagement activity  

10.2.2 Dates 
• Enter the start and finishing date for the specific engagement activity 
• If exact dates are unknown, provide estimated dates 

10.2.3 Stakeholders/target audience 
• These should be selected from the stakeholders identified in the previous section of the 

handbook. 
• It is likely that you will have different activities and communications for different 

stakeholders. 

10.2.4 Activity description and format  
• Describe the engagement activity and the method that you will be using to collect and 

distribute information.  
• If relevant, provide a breakdown of how the activity will be delivered (eg. the individual 

activities to be delivered as part of a community workshop and their timings)  
• Provide a list of promotional avenues for this activity, this will assist in completing the 

communication plan.  
• List any activities or events being run by others that you plan to tap into, this may include 

local events and/or meetings.  
• Note: Consider which activities you will use to engage hard to reach groups.  

 

10.2.5 Feedback mechanisms  
• How will the overall results of the engagement process be fed back to those who have 

participated and made available to the broader community?  
• Will you collect details of participants so that you can provide direct feedback? If so, how? 
• Remember, some methods of reporting back will be unsuitable for some of the hard to reach 

groups e.g. a written summary will not be suitable for non-English speakers.   
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10.2.6 Engagement activity table  
Engagement Activity key tasks / milestones; 

• Break your engagement activity down into step-by-step tasks. 
• This might include things like contacting community groups, booking venues, arranging 

catering, etc.  
Due date; 

• When does the engagement activity need to be completed?  
• Are the timelines realistic and clear? Do they allow for any contingencies?  

Responsible person/s; 
• Who is responsible for completing the task by the due date? 

Communications / Marketing tools; 
• What methods will you use for the activity to promote activities and/or communicate to the 

target audience/s? 
Please keep in mind the advance notice required to implement some common communications 
mediums. 

• Article in connect – 2 months notice  
• Write a speech – three weeks’ notice required 
• Produce posters – five business days’ notice required for approval of design, three weeks’ 

notice required for printing. 
• Produce a media release – two weeks’ notice required  
• Organise a media photo opportunity – two weeks’ notice required 
• Publish a web page update – five business days’ notice required  
• Publish new web page content – five business days’ notice required  
• Draft/post a Facebook post – five business days’ notice required  

Distribution method / promotional channels; 
• Use this section to list where, how and to who the different types promotion will be 

distributed. 
• If this is printed promotional material where will they be placed around the community and 

who will be sent copies? 
• If this is social media promotion will there be paid advertisements?  

 

10.3 Evaluation  
The only way of establishing if the community engagement process was successful is to plan for, and 
undertake an evaluation process. Evaluation in community engagement is a continuous quality 
improvement measure; determining what has and hasn’t worked assists individuals and 
organisations to refine skills and share their learnings so that mistakes can be mitigated and 
successes replicated.  
 
All too often evaluation is ignored or begun too late therefore setting up clear objectives, outcomes 
and targets for a project at the planning stage means the ‘success’ of an engagement process can 
be measured and improvements can be identified and implemented for the future.   
 

10.3.1 Engagement Evaluation table  
Key indicators / outcomes; 
Here you will be referring back to the engagement activities and outcomes / targets set-out in the 
engagement plan for each activity.  

• Were the intended key indicators /outcome met and achieved?  
• If a target number was set, was it met? 
• Were there any additional positive outcomes that were not originally expected?  

Barriers, negatives; 
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• Were there any barriers that you came up against during the engagement activities that 
affected meeting your objectives/targets? 

• Were you able to put anything in place to assist in removing identified barriers to the 
process? Did they work? 

• Were there any unforeseen negative outcomes that arose through the consultation process?  
• Were you able to put anything in place to minimise or remove these negatives?  

Number engaged; 
• Document how many individuals contributed to the engagement activity.  

Feedback from participants; 
• In this section you will provide details of any feedback you received about the consultation 

process. This may be in the form of; 
- Verbal feedback you have documented  
- Information from feedback forms or comments box from workshop participants at the end 
of a session 
-  Any feedback received from community via email or mail 

• If there is data from an evaluation, include the main findings in this section and provide a 
reference number or link to the full data in HPRM.  

Suggested improvements; 
• What would help you or others who are looking to undertake a similar process? 
• Was the selected target audience/s correct? Did you reach the right people? 
• Did you collect the right information, could the data have been more informative? 
• Was there enough communication / promotion to get people involved in the process? 
• Would different engagement activities been better suited to this engagement? 
• Could the activities have been facilitated differently to achieve a better outcome? 
• Did you have the right partners / stakeholders on board the process? 
• Were there any missed opportunities for partnerships? 
• Were the participants satisfied with the community engagement process? How do you know? 
• Did people engage well with the methods? How did you know? 

 
Report link;  

• Provide links to any report, consultation data, outcomes or recommendations that have been 
informed by the engagement process 

 
 

10.4 Engagement reporting 
It is important to capture the results of the community engagement process. There are various 
benefits to this - it can be used as the basis for reporting back to the community, SLT and Council, it 
can be used by others within the organisation who are interested in or who are seeking to gather 
similar information and the process can also be used for an individual’s personal and professional 
development.  
 
Once the engagement report has been completed send to the community planner who will upload on 
CardiStats. If any of the content within the report is confidential, speak to the community planner to 
establish how this might be best handled.  

10.4.1 Overview of project 
• This information can be taken directly from the community engagement plan. 

10.4.2 Overview of engagement process 
• This information can be taken directly from the community engagement plan. This includes 

the purpose, objectives, key messages, negotiables/non-negotiables and stakeholders.  
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10.4.3 Engagement methods 
• Describe the process you followed to deliver and collect information. This is about what you 

actually did.  
• If you delivered the engagement exactly as planned, much of this will be able to be drawn 

from the community engagement plan however if there were any changes report on how the 
engagement was delivered and if relevant discuss why changes were made.    

10.4.4 Communication methods 
• How did you communicate the engagement activities to the community? 
• What tools were utilised? 

10.4.5 Evaluation methods 
• What evaluation questions were chosen? 
• What tools were used to collect data?  

10.4.6 Engagement and evaluation results 
• What was the raw information that was collected through the methods? This includes 

number of people who participated, the stakeholders who participated (internal and external) 
and the issues that were identified/raised. 

• What did the evaluation reveal? What were the key learnings? 
• Were there any unintended outcomes that resulted from the engagement? 
• Which engagement and communication methods worked and which didn’t? 

10.4.7 Key findings and recommendations 
• What conclusions can be drawn from the results?  
• Are there any key themes or areas that can be identified?  
• What are the take home points? 
• Were there any learnings from the process that are worthwhile sharing with others? What 

worked and what didn’t? 
• What recommendations are being made? 

10.4.8 Conclusion 
• Provide a summary of the engagement process 
• How will the engagement results be used? 
• How will the information be fed back to the community? 
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11 Engagement resources and tools 
There are a range of different ways you can illicit responses and gain information from individuals. 
Some common collection methods include; surveys, polls, written submission (mail and email), 
meetings and workshops. 
A combination of all methods is best to gain feedback from a cross section of the community. Below 
are some tips around developing and delivering engagement activities and consultations.    
 

11.1.1 Surveys and polls 
Using a survey or poll can be an easy way to collect information for defined questions. 
Surveys and polls can be delivered online and/or printed and used at face to face 
engagements for those that are not comfortable using technology.  
Refer to the Survey and poll Guidelines in HPRM for things to consider when developing 
a survey or poll. INT1871689 

11.1.2 Online Forums  
Delivering an online forum gives the community to have a wider scope in providing 
feedback or asking questions.  
Online forum tools offer options for two forum types; 
Ideas forum: This forum provides an opportunity for community members to post an idea 
in relation to the question you have posed, for example;  
“Tell us where you think we should build new playgrounds in Cardinia Shire”  
Community members are able to post ideas around the subject, with other community 
members having the option to support the idea. The number of supporters can give a 
gauge of the relevance of the idea for the community.  
Questions forum:  
A question forum provides the community with an opportunity to ask questions about an 
issue / project. 
For example; 
“Ask a question about the council budget” 
Community are able to pose a question to council that will be responded to by the 
nominated responder (this can be a range of people), based on the purpose of the 
forum. Other users can also support the question, which can give a gauge of the 
relevance of the question for the broader community.  
Refer to Online Forum Guidelines in HPRM for things to consider when developing an 
Online Forum. INT1871690 

 

11.1.3 Written submissions   
It is always required to provide an avenue for community members to send their 
feedback in by writing. In some cases this is a statutory requirement and in others it 
provides an avenue for community members that would like to submit a more detailed 
response or those that are not technologically savvy. Written submissions can be 
received by mail, email or can be dropped off at customer the customer service desk. 
Refer to Written Submission Guidelines in HPRM for things for further guidance on 
written submissions. INT191825 
 

11.1.4 Community meetings and drop-in sessions  
Community meetings and drop in sessions are a great way to bring together community 
members to provide them with information about your project, allow the community to 
ask questions and receive feedback. Feedback can be received by utilising mechanisms 

trim://INT1871689/?db=CA&view
trim://INT1871690/?db=CA&view
trim://INT191825/?db=CA&view
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such as the physical and online surveys and polls and/or online forums. This type of 
consultation is best when you are looking for a ‘support’ or ‘do not support’ or you are 
looking to gauge community sentiment on a project.  
Refer to Community meetings and drop-in sessions guidelines for things to consider. 
INT1871688 

 

11.1.5 Facilitated workshops 
Workshops differ from traditional community meetings and drop in sessions, there is still 
information delivery, time for questions and feedback however the key focus of a 
workshop is to gain ideas to further information and ideas from participants to assist in 
decision making and the development of a project. Where possible workshops should be 
interactive and engage participants in a process of generating ideas and sharing 
knowledge.  
Refer to Facilitated Workshop Guidelines for things to consider when delivering 
workshops. INT19788. 
Also refer to community engagement Session Plan folder  in HPRM to gain ideas from 
previous facilitated workshops and the Community Engagement Resource Folder 15-95-
36 for ideas on how to engage participants.  
 

11.1.6 Other / Creative approaches 
There are many other ways you can receive feedback and ideas form the community 
outside of the ones listed above. Creative approaches can include using photos, art, 
stories and videos be utilised to create an interesting and engaging consultation. Many 
of these can be completed online via social media and community consultation 
platforms, along with face to face / physical delivery.  
Refer to the Community Engagement Resource Folder 15-95-36 for some inspiration on 
create approaches. 

12 Engaging hard to reach groups 
12.1 Culturally and Linguistically Diverse (CALD) Communities 
English is most likely an additional* language therefore consideration of this in engagement is 
important.  

12.1.1 Engagement considerations 
• Liaise with Council’s Diversity Officer 
• Where possible, consult with existing/established CALD and interfaith networks, CALD 

groups and key community leaders 
• Provide interpreters and translators – Council use onsite and telephone interpreters through 

TIS National phone 131 450. Contact Customer Service for access to the code.   
• Videos and visual aids can be useful when conveying information 
• The CALD community are not one homogenous group – it is important to be sensitive to 

differing cultural and religious backgrounds  
• Varying norms will be followed when communicating with government agencies 

*Most people from CALD backgrounds can speak up to five languages  

12.2 People with disabilities  
People with a range of disabilities will require different forms of assistance to enable participation. 

trim://INT1871688/?db=CA&view
trim://INT19788/?db=CA&view
trim://15-95-36/?db=CA&conts
trim://15-95-36/?db=CA&conts
trim://15-95-36/?db=CA&conts
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12.2.1 Engagement considerations  

• Allow more time for communication 
• Keep information short and simple 
• Encourage carers to attend 
• Venues must be accessible to all 
• Provide opportunities for participation 
• Written material in plain large print (minimum point size 14 Arial preferred) on plain paper 
• Consideration of communication aides to enable participation e.g. Alphabet and 

Communication Boards 
• Verbal information and, or, verbal translation preferable for people with language / learning 

difficulties 
• Written information recommended for people with a hearing impairment 
• Use international access and disability symbols in advertising and promotional material 
• Consider gaining assistance from specialist disability agencies and services 
• Possible use of translators and interpreters 

12.3 Children (aged under 12 years) 
Children would not generally attend usual consultation forums or partake in structured consultations 
including online surveys and formal meetings. The way they engage with content can be very 
different to other cohorts and there a variety of ways you can ensure the children and council get the 
most out of engagement activities.   
 
Why engage with 0-12 year olds? 

• UN convention on the rights of the child article 12 states that children have the right to give 
their opinion and for it to be taken seriously 

• Consultation provides an opportunity to understand issues that are important to children and 
to hear it from their perspective & in their language 

• Ensures Council is inclusive of children 
• Develops relationship between Council and its youngest citizens, fostering communication, 

trust and rapport 
• It is necessary that children are engaged in Council plans. Please contact the Healthy 

Children’s Facilitator for advice & support  
 

12.3.1 Engagement considerations 
• Liaise with Council’s Healthy Children’s Facilitator for advice on activities and connections to 

local education providers and other groups. 
• The use of existing/established primary school committees, kindergarten groups and 

children’s programs delivered in the community and/or by council can assist in gaining 
easier access to groups of children to consult with. How will you ensure a diverse group of 
children are consulted?  

• Speak directly to kindergartens, primary schools, clubs and sporting facilities and try to 
organise times to meet with children at these venues. Distribute promotional material to 
these groups if information needs to go home to parents.  

• Preferably you would consult with children as part of their usual routine at clubs, or 
education facilities for example to make it easier for them to contribute. 

• If you are meeting outside of the children’s usual routines and venues, transport will need to 
be available to facilitate access for parents and children.  
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• Think about the timing and duration of the session, what time of day will the consultation 
run? 

• Keep the use written material and writing to a minimum as many of the children you will be 
engaging with will have limited literacy skills.  

• Use clear language when communicating ideas and asking questions of children, do not use 
jargon or complicated terminology. 

• Use less structured consultation methods such as visual based activities and activities that 
promote movement to hold attention and focus.  

• Facilitators are an important consideration to ensure a successful consultation.  Do they 
have the required skills and qualifications? 

• Facilitators will all require a current ‘Working with Children’ check as part of the Child Safe 
Standards, this check must be worn by the person during the session. 

• Does the facilitator have an existing rapport with the children? Does a workshop need to be 
held for the facilitators to ensure they are familiar with principles & strategies for consulting 
children? 

• Consider the use of art and creativity/play in activities to collect data and information from 
children   

• Adapt the activities to suit the different cohorts of children, you would likely not deliver the 
same activities to a group of kindergarten children that you would to Grade 6 students.  

• Provide recognition and appreciation of children involvement in the process (small prizes, 
certificates, vouchers etc) 

• Follow up: how will the information be used and what follow up & feedback will be provided 
to children? 

• Consent considerations: is parental consent required? What’s the procedure for disclosures 
that may occur during the engagement activities? 

• Ask children that have participated what they thought about the activities and process to 
help improve further engagement / consultations with children in the future.   
 

Note: If you are delivering engagement activities with children within an existing group or education 
provider consent can be managed by them or may already be in place. If you are looking to deliver a 
face to face consultation such as a workshop or forum with children outside of these avenues a 
consent form will need to be completed. The consent form must collect information on allergies and 
other medical conditions along with emergency contact details. Please consult with the Healthy 
Children’s Facilitator for further advice on this.  

12.4 Young people (aged 12-25 years) 
Young people do not generally attend usual consultation forums or partake in structured 
consultation approaches. Adapting your approach to be more interactive can assist you in getting 
young people more interested in being involved.  

12.4.1 Engagement considerations 
• Liaise with Council’s Youth Services team 
• Where possible, use existing/established youth committees, groups and programs delivered 

by Council’s Youth Services 
• Use written material that is bright, catchy and which features aspects that will attract the age 

group or interest group you are engaging 
• Use clear language with no jargon, acronyms or complicated terminology  
• Do not assume written material will be read, for clear messages use verbal communication 
• Distribute promotional material through social media, schools, clubs and sporting facilities 
• Use a less structured consultation approach with hands-on and active elements 
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• Consider the use of art and creativity when communicating and receiving feedback 
• Facilitators are an important consideration to ensure a successful consultation.  Do they 

have the required skills and qualifications? 
• Consider utilising support workers and young people as co-facilitators in the consultation 

process 
• Facilitators working with any person under 18 will all require a current ‘Working with 

Children’ check as part of the Child Safe Standards, this check must be worn by the person 
during the session. 

• Does a workshop need to be held for the facilitators to ensure they are familiar with 
principles & strategies for consulting with young people? 

• Remember not all young people attend school, where else can you reach young people? 
• Venue should be relaxed and informal and easy to get to 
• Transport will need to be available  
• Provide recognition and appreciation of young people’s involvement (food, certificate, movie 

vouchers etc) 
• Ask young people that have participated what they thought about the activities and process 

to help improve further engagement / consultations with young people in the future.   
Note: All young people under the age of 14 will need a consent from parents to complete written 
surveys. If a face to face consultation such as a workshop or forum is being delivered all young 
people under 18 will require parental consent to participate. The consent form must collect 
information on allergies and other medical conditions along with emergency contact details. If 
the consultation is being delivered within an existing group or education setting this consent can 
be managed by them or may already be in place. Consult with the Youth Services Team for more 
guidance on this.  

 

12.5 Older persons 
Older people regularly engage with council and experience shows that they engage in a variety of 
ways but may be limited by physical and cognitive function. Keep in mind that the older person may 
also be from a CALD background or have a disability so the engagement considerations above would 
also apply. 

12.5.1 Engagement considerations 
• Ensure that written material is in plain large print (minimum point size 14) on plain paper 
• Keep written and verbal information short, simple and clear 
• Consideration should be given to utilising support services and direct care workers for 

assistance e.g. home help may be able to invite people to participate in surveys and 
interviews 

• Access existing support and social groups where older people regularly meet 
• Allow adequate time for communication 
• Utilise hearing loops and portable microphones where available 
• Ensure transport and respite/carer needs are catered for to receive maximum attendance 
• Ensure the venue is accessible and appropriate for people with mobility aids and who have 

difficulty with movement.  
• Provide engagement opportunities for those who are housebound e.g. online, hard copy 

surveys that can be posted in 
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12.6 Sole parent families and carers 
Sole parent families and carers may not be able to get to onsite consultation opportunities but if they 
do they will most likely have children with them.  

12.6.1 Engagement considerations 
• Consider providing information through schools, parents groups, playgroups, childcare 

centres and kindergartens 
• Provide information parents can take away to read when they are less busy/distracted 
• Provide a venue that is child/family friendly and openly support children attending 
• Provide child care and/or activities to keep the children occupied 
• Attend an existing meeting, group or place that families and carers frequent 
• Hold engagement opportunities at night for working parents to attend or provide a number of 

sessions at various times through the day 
• Allow for additional time and flexibility 
• Provide online engagement opportunities 
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13 Appendix 1: Terminology and 
definitions  

Community Engagement  
Is a process whereby council proactively seeks out information from the community including their 
values, concerns, ideas and aspirations. Where possible council will also include the community in 
the development of solutions and work together with them on the delivery of identified initiatives. 
This establishes an ongoing partnership to ensure that community members continue to shape 
council’s decision making and implementation process. 

International Association for Public Participation Australasia (IAP2) 
IAP2 is an international member association which seeks to promote and improve the practice of 
public participation or community and stakeholder engagement, incorporating individuals, 
governments, institutions and other entities that affect the public interest. 

Community Engagement Framework 
Sets out a principals and a conceptual structure which underpin community engagement activities.  
A community engagement framework could be developed from the ground up or pre-existing 
frameworks can be chosen that suit the needs of an organisation. Cardinia Shire Council has chosen 
utilise the IAP2 participation framework as the underpinning principal to base community 
engagement activities upon, which is widely accepted as best practice.  

Engagement Methods 
The activities, resources and tools used to include the community in a discussion to receive 
feedback, information and ideas about the topic at hand.  

Participation  
Within Community Engagement process this is defined by people being involved in providing 
information, advice and ideas through contributing to a consultation via any of the engagement 
methods being utilised. Where possible it is desirable to include community members further in the 
development of solutions and the delivery of initiatives.  

Influence  
The community members ability to shape or impact a decision made by council. 

Culturally and Linguistically Diverse  
The Australian Bureau of Statistics (ABS) defines the CALD population by country of birth, language 
spoken at home, English proficiency and some other characteristics including year of arrival in 
Australia, parents’ country of birth and religious affiliation 
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Community engagement plan for: 
 
Plan developed by: [Author] 
Engagement period: Start: Select start date  End: Select end date 
Please refer to the Community Engagement Handbook for assistance in completing this template and undertaking Community 
Engagement activities INT1871686 

Project overview 
(Overview of larger project the engagement is informing / part of) 
 

Engagement overview and purpose 
(Synopsis of why community engagement is being undertaken, who will be involved and methods to 
be used) 
 
 
Aim: (Overall aim of engagement process) 
 
Engagement Activities  Key Indicators/Outcomes Target 

(Method being utilised) (how will you measure success / or know 
you achieved what you set out to do) 

(optional target 
for survey 
numbers / 
participants) 

   

   

 

Key messages 
What do you want the community to know about the project/issue and engagement opportunity? 
 

Negotiables/non-negotiables 
What aspects of the project/issue can stakeholders provide input into? Be clear and honest about 
this as it will set the parameters for the engagement and ensure that the community are clear about 
what they can and cannot influence.  

Negotiables Non-negotiables 

  

  

  

  

APPROVED BY:  ENTER TEAM LEADER / MANAGER NAME    DATE: ENTER DATE 
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Stakeholders/target audience 
What segments of the community will you specifically target; (please tick all relevant) 
 
Under 12 ☐  12-25☐  25-50 ☐  Families ☐ Seniors ☐  CALD ☐  Indigenous ☐  Disability ☐ 
Indigenous ☐ LGBTIQ ☐ 
Refer to the ‘Who to engage’ checklist in HPRM for assistance in identifying target groups 
INT194457  
 
Other external stakeholders or groups: (please list); 
 

Internal stakeholders/collaborators 
Identify your internal stakeholders: 
 

Feedback mechanism(s) 
(How will you feedback the results / decision made to the community) 
 

Existing data and concurrent engagement opportunities 
(Have similar consultations been delivered previously, or other data you can draw upon to support 
the engagement. Are there consultations / events / services being delivered you can utilise as a 
platform for your engagement) 
 

Funding information/budget 
Click to add details of funding required/available for the engagement 
Click to add details of funding available for promotion/marketing? 
Click to add details of any external funding sources that need to be acknowledged? 

Political Issues 
(Are there any political issues that surround this project or might be sparked by the engagement 
process?) 
 
Complete the table to provide details of identified or potential risks and how these will be mitigated. 
 

Identified risk Stakeholders involved Risk mitigation strategy Responsibility 
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Engagement and communications action plan 
 
1. Community engagement activity:  
From: Click to select date. To: Click to select date.(leave blank if one day) 
Stakeholders/target audience:  Click to enter stakeholders/target audience for this activity 
 
IAP2 participation level:  INFORM ☐ CONSULT ☐ INVOLVE ☐ COLLABORATE ☐ EMPOWER ☐ 
Refer to the IAP2 Spectrum chart for more details on participation levels INC18110003 
 
Activity description and format:  
 
Evaluation:  
  
Feedback Mechanism/s:  
 
Key Tasks / Milestones  Due date Responsible person/s 

   

   

   

   

Communication/marketing tool(s) Distribution method 
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Evaluation 

 

Key indicators / Outcomes  
 [Did you achieve expected objective, outcomes and targets, were there any other 
unintended positive outcomes] 

Did you experience any barriers / negatives, before or during the 
engagement process? [Also include if there were any ways you overcame 
these] 

Number 
Engaged  

Activity 1: 
 
 

  

Activity 2: 
 
 

   

Activity 3: 
 
 

  

Activity 4: 
 
 

  

Was there any feedback collected or evaluation undertaken about the engagement / consultation process?     YES ☐   NO ☐ 
If yes please provide summary of feedback below; 
 
Suggested improvements that could be made to individual engagement activities and/or the overall engagement process and delivery? 
[What would others undertaking a similar engagement activity next time, this may include communication promotion, facilitation, target group selection, partnerships etc...] 
 
 
 
 
Please provide links to any report / outcomes, consultation 
data or recommendation the engagement informed 

{Please Insert Title and TRIM link ] 
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