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Project title
Purpose
This document outlines the plan to engage stakeholders in relation to inform [insert decision to be made]. It describes the approach to ensuring genuine engagement with all stakeholders, clear communication of impacts and benefits and minimise misinformation.
[bookmark: _Toc225523152]Project overview
Brief background information about the project and decision to be made based on the outcomes of the planned engagement. Provide high-level summary of any previous engagement or commitments.
[bookmark: _Toc225523153]Engagement objectives
Define the overarching objective of this engagement. Break this down into SMART objectives to clearly demonstrate why engagement is required and what you want to achieve at the end of the process.
Objective 1
Objective 2
[bookmark: _Toc225523154]Stakeholder analysis
Who should be involved in this engagement and in what capacity? What engagement method is required with each stakeholder group to help achieve the objectives listed above or mitigate any potential risks? Identify groups and individuals who may:
influence the engagement process and outcomes
be impacted by the decision
be interested in the topic of engagement
See example table below. You may add more columns if needed (e.g., current relationship, desired outcome, key messages, planned events).
	Stakeholder
	Impact
	Expectations
	Method

	Business owners
	High 
	To have a say in when the project kicks off and propose compensation schemes due to temporary closure.
	Involve / collaborate

	Community groups
	Medium
	To provide input to key decisions and be informed on available support for members of their community.
	Consult

	General public
	Low
	Awareness of closure times in advance
	Inform

	Other agencies
	Medium
	To be aware of planned process and how it affects their responsibilities.
	Inform / consult


[bookmark: _Toc225523155]Key messages
	[bookmark: _Hlk521681115]Stakeholder
	Table heading

	Business owners
	Objective 1
Objective 2

	Community groups
	Objective 1
Objective 2

	General public
	Objective 1
Objective 2
	


[bookmark: _Toc225523156]Supporting documents and assets
	Asset
	Responsibility
	Due date
	Status

	Draft Masterplan
	Officer name
	dd/mm/yyyy
	In progress

	Explanatory guide
	Officer name
	dd/mm/yyyy
	Completed

	Economic benefits factsheet
	Officer name
	dd/mm/yyyy
	Not yet started


[bookmark: _Toc225523157]Risk and issue management
	Risk / Issue
	Management strategy

	Identified risk / issue
	Management approach

	
	

	
	




[bookmark: _Toc225523158]Equity, accessibility and inclusion
Outline strategies that will be adopted to ensure stakeholder equity, engagement accessibility and inclusion of historically under-represented groups.
· Strategy 1
· Strategy 2
[bookmark: _Toc225523159]Budget
	Item
	Cost ($)

	Community hall
	$

	
	

	Total
	


[bookmark: _Toc225523160]Evaluation and outcome reporting
	Report
	Audience
	Channel
	Responsibility
	Timeline

	Consultation summary report
	All stakeholders
	Project website, yourSAy, media
	Officer name
	dd/mm/yyyy

	Engagement evaluation report* (Internal)
	Leadership Teams, partner agencies
	Email, meeting
	Officer name
	dd/mm/yyyy


*The Engagement Evaluation report summarises the engagement process, evaluates the engagement against the Better Together Framework and outlines lessons learnt and recommendations for future engagement planning and delivery. It is recommended to consider how the engagement will be evaluated throughout the process.
[bookmark: _Toc225523161]Key contacts
	Name
	Project role
	Responsibility
	Contact

	Officer name
	Project Sponsor
	Approver
	xx.xxxx@sa.gov.au 
08 8 XXXX XXXX

	Officer name
	Project Lead
	Facilitator
	xx.xxxx@sa.gov.au 
08 8 XXXX XXXX

	
	
	
	



[bookmark: _Toc225523162]Action plan
	Phase
	Timeline
	Stakeholder/s
	Channel
	Objective
	Evaluation
	Responsibility
	Approval

	Design
	dd/mm/yyyy – dd/mm/yyyy
	Other agencies (SA)
	Email, meetings, community of practice
	Objective 1
	How will success be measured?
	Tom Smith
	John Doe

	Planning 
	dd/mm/yyyy – dd/mm/yyyy
	Business owners
	Email, meetings, planning session
	Objective 2
	How will success be measured?
	Dick Smith
	Jane Doe

	Implementation
	dd/mm/yyyy – dd/mm/yyyy
	Community groups
	Email, yourSAy, community sessions, project website
	Objective 3
	How will success be measured?
	Harry Smith
	Jane Doe

	Evaluation
	dd/mm/yyyy – dd/mm/yyyy
	Executive Director
	Email, meeting
	Objective 3
	How will success be measured?
	Tom Smith
	John Doe

	Reporting 
	dd/mm/yyyy – dd/mm/yyyy
	All stakeholders
	Email, project website
	Objective 4
	How will success be measured?
	Harry Smith
	Jane Doe



	For more information:
	T Number

	Full name, Title
	E Firstname.Lastname@sa.gov.au

	Business Unit, Division
	W dpc.sa.gov.au



[bookmark: _Toc225349385][bookmark: _Toc225523163]Appendix 1: IAP2 Public participation spectrum
	
	Inform
	Consult
	Involve
	Collaborate
	Empower

	Public participation goal
	To provide the public with balanced and objective information to assist them in understanding the problem, alternatives, opportunities and/or solutions.
	To obtain public feedback on analysis, alternatives and/or decisions.
	To work directly with the public throughout the process to ensure that public concerns and aspirations are consistently understood and considered.
	To partner with the public 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 public
	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 public input influenced the decision.
	We will look to you for advice and innovation in formulating solutions and incorporate your advice and recommendations into the decisions to the maximum extent possible.
	We will implement what you decide.


Source: IAP2 International Federation 2014.









[bookmark: _Toc225349386][bookmark: _Toc225523164]Appendix 2: Better Together self-evaluation guide
These prompt questions are intended to support alignment with the Better Together Framework. 
	Evaluation comments / recommendations

	Principle 1: We know why we are engaging
· Did we document the purpose and objectives before the engagement commenced?
· Did we map participants’ level of influence and interest?
· Did we communicate the purpose clearly?
· Did the engagement match it’s intended purpose?
· Did we track changes made to engagement plan as it progressed?

	Principle 2: We know who we are engaging
· Did we record stakeholder mapping and expectations?
· What strategies did we use to reach stakeholder groups with low engagement history?
· What collaboration opportunities and partnerships did we leverage?

	Principle 3: We know the history
· What sources were reviewed for historical context?
· What previous engagement activities and outcomes were referenced in planning?
· Was the rationale for a new engagement clear to stakeholders?

	Principle 4: We start early
· When did the engagement commence and who was involved?
· What steps were taken to build relationships before decisions were finalised?
· What inputs did stakeholders make into objectives and engagement design?
· What solutions were co-designed as part of the engagement?

	Principle 5: We are genuine
· Was the engagement intent and scope clearly conveyed in the engagement communications?
· What methods or tools were used to collect feedback and why?
· What accessibility measures were put in place to avoid exclusion of any stakeholder groups?
· What participation options were provided and what stakeholder groups was each option aimed at?
· Did we acknowledge each feedback and clearly communicate next steps? 

	Principle 6: We are relevant and engaging
· What creative methods were adopted for this engagement and why?
· What factors contributed the most to the engagement outcomes?
· How did our communications and promotion tactics rank in increasing awareness and participation?
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