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Engagement Plan 

<Name of project> - Engagement Plan 

<The template below is to assist staff in developing an engagement plan for projects, plans or 
strategies.> 

<Delete content or tables that are not applicable to your project.> 

<A member of the Corporate Communications Team is available to assist you in completing this 
template.> 

Purpose of engagement: 
<To determine levels of community support for . . . /To obtain feedback on the . . . /To explore 
ideas around . . . > 

Background: 
<Community engagement has previously been conducted . . . /Council decision has been 
reversed . . ./Petition has been received . . . > 

Summary of project/proposal: 
<A draft Strategy has been endorsed by Council for engagement . . ./The following works are 
proposed for . . . > 

What do you want to achieve from the community engagement? 
☐ Gathering information
☐ Obtaining local knowledge
☐ Obtaining feedback on activity/proposal
☐ Obtaining feedback on draft plan/document
☐ Identifying need(s)
☐ Exploring values and trade-offs

☐ Validating research/data
☐ Seeking guidance/direction
☐ Educating community members
☐ Other
……………………………………………………. 

What is the relevant legislation to take into account? 
<N/A> 

Key messages to the community: 
• < . . . >
• < . . . >
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Engagement Plan 

Target/stakeholder groups 
☐ General community/residents/ratepayers 
☐ Young people  
☐ Seniors  
☐ Community groups/sporting clubs  
☐ Faith/religious groups 
☐ Environmental/friends’ groups 
☐ Resident/ratepayer groups 
☐ Parents’ groups 
☐ Culturally and linguistically diverse people 
☐ People with disability 
☐ Aboriginal and Torres Strait Islander people 
 

☐ Local businesses  
☐ Industry groups/peak bodies  
☐ Local schools/educational institutions 
☐ Media 
☐ Other local governments 
☐ State government(s) 
☐ Federal government 
☐ Parliamentarians/politicians 
☐ Shire Elected Members 
☐ Shire Executive  
☐ Shire staff 
 

Specific stakeholders: 
< . . . > 
< . . . > 

 
Areas/location are to be targeted as part of the engagement: 
☐ Issue specific – not location targeted   
☐ Whole of Shire  
☐ <Insert number> metres radius   
☐ Other 
……………………………………………  
☐ Byford 
☐ Cardup 
☐ Darling Downs  
☐ Hopeland 

☐ Jarrahdale  
☐ Karrakup 
☐ Keysbrook 
☐ Mardella  
☐ Mundijong 
☐ Oakford 
☐ Oldbury 
☐ Serpentine 
☐ Whitby 

Expected/desired number of participants 

☐ < 50 
☐ 50 - 100  
☐ 101 - 200 

☐ 201 - 500 
☐ 501 -1,000 
☐ >1,000 
 

 
Budget for engagement  
$ < . . . > 
 
The budget excludes staff time and operational resources. 

 
Planned start and end dates: 
Start: <Date>  
 
End: <Date> 

 
Engagement methods 
☐ Focus group ☐ Interview 
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Engagement Plan 

☐ Forums/workshop  
☐ Hardcopy questionnaire  
☐ Online questionnaire  
☐ Interactive display board 
☐ Public open house 
☐ Door knocking 
 

☐ Popup at venue or event  
☐ Meeting 
☐ Working group 
☐ Feedback form 
☐ Letter box 
☐ Other 
…………………………………………………… 
 

Description of above methods: 
< . . . > 
< . . . > 

 
Valid responses (if relevant) 
For a response to be valid, the respondent must: 
<reside/own property/operate a business within the Shire of Serpentine Jarrahdale> 
<include their name/phone number/email/postal address/suburb/full contact details> 
< . . . > 
The Shire <will not/will> accept anonymous responses. 

 
Multiple/duplicate responses (if relevant) 
The Shire will only accept: 
<1 response per person / household / rateable property> 
<1 formal response per organisation> 
< . . . > 

 
Communication methods  
Direct communication 
☐ Email  
☐ Letter  
☐ Meeting/face-to-face  
☐ Telephone call 
 
Print communication 
☐ Brochure  
☐ Flyer 
☐ FAQs  
☐ Scarp Voice (monthly 
newsletter in The Examiner 
newspaper) 
☐ Media Release 
☐ Newspaper advert  
☐ Poster 
☐ Public Notice  
 

Online communication 
☐ SJ Matters (monthly Shire 
eNewsletter)  
☐ Facebook post  
☐ Facebook advertisement  
☐ Google advertising   
☐ Twitter post  
☐ LinkedIn post 
☐ Website (consultation page)  
☐ Website (homepage 
banner) 

Electronic communication 
☐ Television advertisement 
☐ Radio advertisement (Heritage 
FM) 
 
Miscellaneous  
☐ Bus stop advertising  
☐ On site meeting/listening post  
☐ Shopping centre pop up  
☐ Special event/launch   
☐ Signage    
☐ Other  
……………………………… 
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Engagement Plan 

Communication 
method 

Target 
stakeholders Purpose and distribution method 

Example: Letter 
Residents 
Ratepayers 
Visitors  

Letter distributed to stakeholders via post advising them of 
the engagement and directing them to the “Community 
Consultation” section of the Shire’s website. 
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Engagement Plan 

<Name of project> - Engagement Schedule - Version <1. April 2020> 

# Activity  Outcome / detailed 
description 

Target 
stakeholder Key dates Notes Responsibility Output / record 

1. <Engagement Research> 

1.1 <desktop 
assessment> 

<understanding of the 
context> <internal>    <research report> 

1.2        
1.3        
        
2. <Engagement Plan> 
2.1        
        
        

       <engagement plan 
signoff complete> 

3. <Name of Phase> 
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Evaluation and reporting of engagement outcomes 
Outcomes from the engagement will be analysed and reported to the community via a 
Community Engagement Outcomes Report.  
 
The report will be presented <at a Council Meeting /presentation to Elected Members/. . . > 
and will be uploaded to the “Community Consultation” section of the Shire’s website. 

 
Approval 
 
 
 
Manager <Service Team Name>                                                

 
 
 
Date 

 
 
 
Director <Directorate Name> (if applicable)                                            

 
 
 
Date 

 
 
 
Chief Executive Officer (if applicable)                                            

 
 
 
Date 
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