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OFFICIAL


Template 1 – Engagement plan
This template is part of the [footnoteRef:1]. [1:  https://www.vic.gov.au/better-practice-guide-inclusive-engagement] 

It can be used to plan your engagement with community.
Project title
[bookmark: _Toc203466196][bookmark: _Toc203561799]Key contacts
	Name
	Title, branch
	Responsibilities
	Email
	Phone

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc203466197][bookmark: _Toc203561800]Purpose
Why are you engaging the community?  
What issue are you trying to address? What decisions need to be made?  
[bookmark: _Toc203466198][bookmark: _Toc203561801]Context
Background
What is the background of this project? What happened before that might be relevant? 
Trends 
Local, regional, national or international trends impacting the project 
About the community
What you know including:
where they live
languages spoken
preferred channels for information
key cultural and religious dates
[bookmark: _Toc203466199][bookmark: _Toc203561802]Scope
Negotiables 
List everything that can be changed based on what you discover during your engagement 
How a strategy is implemented 
Ways of communicating 
How government works with community 
Non-negotiables 
List everything that is already decided and cannot be changed or influenced through your engagement  
Timeline – must be delivered by DATE 
Budget  
Legislative requirements 
[bookmark: _Toc203466200][bookmark: _Toc203561803]Questions
What do you want to ask the community to help with your decision-making? 
[bookmark: _Toc203466201][bookmark: _Toc203561804]Alignment with IAP2 spectrum 
The International Association for Public Participation (IAP2) has a public engagement spectrum. This spectrum can help you design an engagement process that is most appropriate for the decision you are trying to make.  
	Level 
	Description 

	Inform 
	Objectively share information to help your stakeholders understand your project 

	Consult 
	Get feedback from stakeholders on analysis, alternatives, decisions 

	Involve 
	Work with stakeholders to understand views, feedback, and develop solutions 

	Collaborate 
	Involve stakeholders in the decision-making process, developing alternatives, identifying solutions 

	Empower 
	Stakeholders can make and implement final decisions for the project  


[bookmark: _Toc203466202][bookmark: _Toc203561805]Stakeholder analysis  
Stakeholder interest refers to how much the stakeholder will be affected by or interested in the decision you are making. 
Stakeholder influence refers to how much the stakeholder can affect the decision you are making.  
If a stakeholder has high interest and high influence, you will want to engage them closely throughout the decision-making process. If a stakeholder has low interest and low influence, you might want to just keep them informed throughout the process.  
	Stakeholder name 
	Internal or external 
	Interest level (high, medium, low) 
	Influence level (high, medium, low) 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc203466203][bookmark: _Toc203561806]

Engagement methods  
Below are some examples of engagement methods. You can adapt these or insert your own.  
	 Project phase 
	Method 
	Description 
	Stakeholders 

	Discovery 
	Online surveys 
	Collect initial input on community needs and priorities to inform project scope  
	General public  

	Planning 
	Focus groups  
	Small group discussions to deep-dive into specific topics and issues identified in the Discovery phase  
	Selected stakeholders, community leaders  

	Execution 
	Public workshops  
	Interactive sessions aimed at co-creating solutions and gathering diverse viewpoints  
	General public, community organisations  

	Evaluation 
	Post-project interviews 
	One-on-one interviews to evaluate the engagement process and project outcome  
	Project team, key stakeholders  

	Reporting and Feedback 
	Community forums  
	Public meetings to share the project findings, decisions made, and next steps 
	General public, project team  


[bookmark: _Toc203466204][bookmark: _Toc203561807]Timeline 
	Activity 
	Start date 
	End date 
	Team or person responsible 

	 
	 
	 
	 

	
	
	
	

	
	
	
	


[bookmark: _Toc203466205][bookmark: _Toc203561808]Risks  
	Risk 
	Impact level (low, medium, high) 
	Mitigation strategies 
	Team responsible 

	
	 
	 
	 

	
	
	
	


[bookmark: _Toc203466206][bookmark: _Toc203561809]


Evaluation 
Below are some example criteria. Please use your own.  
	Criteria  
	Objective 
	Measurement 
	Team/person responsible 

	Quality of feedback 
	Feedback is actionable and reflects community needs 
	Community feedback 
Survey responses 
Diversity of participants reflects diversity of group(s) affected by decision
	 

	Quantitative outcomes 
	 
	Number of attendees at information sessions 
Number of information sessions hosted  
Number of submissions/survey responses  
	 

	Qualitative outcomes 
	 
	Community/participant sentiment 
Relationships formed/ strengthened 
Level of involvement from participant (i.e. engaged at events, not sitting silently) 
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