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POLICY NO:  20 

 

 

NAME:  COMMUNITY ENGAGEMENT 

 

DATE ADOPTED/ Ordinary Meeting of Council 12.08.2008 

REVISED:  14.07.2009 

 

RESPONSIBILITY: CUSTOMER SERVICES 

 

OBJECTIVE:  To provide a strategic framework for planning and implementing 

meaningful community engagement activities.  

 

 

POLICY PURPOSE: 

 

1. Define the term ‘community engagement.’ 

2. Establish a culture that actively engages the community and outline Council’s 

commitment to conduct quality consultation and actively engage the community 

in contributing to and informing decision-making.  

3. Establish Council’s guidelines to ensure community engagement is well-planned, 

coordinated and implemented.  

4. Ensure mechanisms are in place that contribute to effective and equitable 

dialogue between the community and Council. 

 

POLICY DEFINITIONS:  

  

Community Engagement: 

Community engagement is a process for purposeful and timely information exchange 

between Council and the community.   The aim of community engagement at The Hills 

Shire Council is to build a genuine and ongoing relationship with the community that 

encourages community members to actively participate in Council’s decision-making 

process.  

 

Council: 

The Hills Shire Council 

 

Policy: 

The Hills Shire Council Community Engagement Policy 

 

Community: 

People who live, work, recreate and visit the Shire.   

 

PRINCIPLES FOR COMMUNITY ENGAGEMENT: 

 

1. Leadership 

Council will provide good governance by highly valuing and proactively seeking 

opportunities to provide the community with information and encourage 

participation in appropriate decision-making opportunities.  

2. Inclusive 

Stakeholders will be identified and provided with a range of activities that 

recognise the diversity of people who live in the Shire.   
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3. Responsive 

The community engagement process will be open and transparent and the 

community will be provided with feedback regarding progress and how their input 

has been used.  

 

4. Purposeful 

All engagement activities will be planned with objectives, outcomes, methods of 

engagement clearly documented and timeframes specified.   

 

5. Continuous Improvement 

The effectiveness of this policy will be reviewed regularly to ensure it achieves the 

specified purpose.   

 

COMMUNITY ENGAGEMENT OBJECTIVES: 

 

The specific goals of community engagement are: 

 

1. Communication 

Provide the community with information about a project, issue or decision that 

will affect their lives.  This includes promotion and advertising of opportunities to 

be involved in engagement activities and ‘have a say’ .   

 

2. Consultation 

Provide the community with opportunities to provide comments or input on a 

proposed decision or project that will potentially affect them. 

 

3. Participation 

Involve the community in the process of deciding on a strategy, policy or action 

that will potentially affect them by encouraging discussion and dialogue around 

issues.  

 

WHEN TO ENGAGE: 

 

Different types of engagement methods will be required depending on the issue or 

project being undertaken.  Community engagement may be required, but is not limited, 

to the following: 

 

1. Strategic Planning 

This affects the whole community and provides direction for Council’s 

Management Plan as well as other stakeholders in the community.  It also 

includes Council’s high level strategies including the Social Plan, Environmental 

Management Plan, Economic Development Framework and Local Strategy. 

 

2. Place-Based  

This involves the change of use of particular sites within the Shire and issues that 

affect individuals in a neighbourhood, town centre or shopping area. 

 

3. Service and Facilities Planning 

This may include the development or improvement of a service provided by 

Council. 

 

4. Legislative Requirements and Planning Issues 

This refers to all prescribed activity under the Local Government Act 1993 and 

other relevant legislation.  
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ENGAGEMENT STANDARDS: 
 
There are four types of engagement that involve the community at different levels: 
 
Engagement Type Specific Purpose Engagement Activities 

 
Strategic  Gather general input into 

Council’s broad strategic 
direction or policy areas  
e.g. Hills 2026 Community 
Strategic Direction. 

Community Summit 
Council Events 
Creative Activities 
Community Surveys 
Suggestion Box 
Online Forum, Survey and 
Feedback 

Specific  Discuss and explore 
specific issues or services 
that have been identified   
e.g. youth services or 
Town Centre 

Discussion Forums/Focus Groups 
Surveys 
World Cafes 
Target activities 

Consultation Gather community input 
on a proposed 
policy/project decision.  

Discussion Paper 
Draft Strategy/Plan/Policy 
Public Exhibition 
Open House 
World Cafes 
Library Information 
Days/Displays 
Council Events Display 
Online article and e-forum 
Stakeholder discussions/forums 

Feedback Inform the community 
about a decision or how 
the input they have 
provided has been used. 

Publish document on website 
Email newsletter 
Briefings 
Community Report 

 
 
RESPONSIBILITIES: 
 
Implementation:  All business functions of Council are required to 

communicate with our diverse communities.  This Policy 
therefore applies to all The Hills Shire Councillors, staff, 
volunteers including agents and contractors.  All methods 
and means of community engagement must adhere to this 
Policy. 

 
Training and Resources:  General Manager will determine officers responsible for 

equipping staff with the knowledge and skills to implement 
this policy.  Human Resources will organise appropriate 
training and Managers will identify and encourage their staff 
to undertake training. 

 
Monitoring and Review: General Manager will determine officers responsible for 

monitoring and reviewing the policy.  
 
 
RELATED DOCUMENTS: 
 
Engaging the Hills – Community Engagement Procedure and Toolkit (Attached) 
 
 



Engaging the Hills
Procedure and Tool Kit 
for Community Engagement

mpereira
Text Box
  



June 2008
Produced by Coordinator Corporate Planning
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INTRODUCTION
Forward
Community Engagement Defined
The Framework
The Benefits
Guiding Principles for Engagement 
When to Engage
Engagement Skills and Techniques
The Five Step Process
Community Engagement Planning Template



“…Council actively 
engages the 
community by 
providing relevant 
and meaningful 
opportunities for 
residents to 
contribute to, and 
participate in decision
making”
Baulkham Hills
 Shire Community 2007

Forward
Hills 2026 – Looking Towards the Future, the Baulkham Hills Shire’s Community 
Strategic Direction identifies the community’s desire to be involved in establishing 
and implementing a direction for the community’s future.  This is expressed through 
the Hills 2026 Community Outcome:

Hills 2026 Theme: Resilient Leadership 
Community Outcome: “Council works together with the community”

In response to this outcome, Council has developed the following strategies to 
ensure that the community is well informed and involved in decisions that will affect 
their future:

RL 1.1 Facilitate and develop strong relationships and partnerships with 
the community and other organisations.

RL 1.2 Actively advocate community issues to other levels of 
government.

RL 1.3 Involve the community in the planning and decision making 
processes of Council

RL 1.4 Proactively inform our community about Council’s activities

The purpose of this document ‘Engaging the Hills –Procedure and Toolkit for 
Community Engagement’ is to equip the organisation with the skills and knowledge 
needed to actively plan and implement comprehensive and transparent processes 
to ensure the above strategies are continually achieved and reviewed. 

‘Engaging the Hills’ will assist staff to identify where there are opportunities to 
provide information, ask for comment and invite active participation from the 
community regarding projects and issues that contribute to providing better 
services and facilities and enhancing quality of life for the Shire.    

This procedure and Toolkit have been developed in response to the Hills 2026 
Community Strategic Direction and relevant provisions of Local Government Policy 
and Legislation including:

 Local Government Act (1993)
 Environmental Planning and Assessment Act (1979)
 Help Shape Your Future Hills Community Engagement Process - 2007
 Community Survey and Focus Groups – 2006/07
 Community Connections Discussion Paper – 2008
 Department of Local Government Options Paper ‘A New Direction for Local 

Government’

‘Engaging the Hills’ is a step forward for the Baulkham Hills Shire Council that will 
require cultural change both within the organisation and the community.  Time will 
be needed to refine skills and processes that will encourage the community to 
participate and communicate with Council. 

The implementation of this procedure will provide significant benefits for the 
community.  In addition to reinforcing the Hills 2026 Community Strategic 
Direction, it will lead to an increased understanding of the context for Council 
projects and decisions. 

Council looks forward to working together with the community to the 
implementation of ‘Engaging the Hills’. 
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Community Engagement 
Defined
Community engagement is defined as the process for purposeful and timely 
information exchange between Council and the community.   The aim of 
community engagement at the Baulkham Hills Shire Council is to build a 
genuine ongoing relationship with the community that encourages 
community members to actively participate in Council decision making. 

The Framework
The Baulkham Hills Shire Council Community Engagement Framework 
consists of several interrelating components that provide context, guidance 
and resources to support Community Engagement.  The framework will be 
reviewed along with the policy to ensure it reflects the Community Strategic 
Direction and ‘best practice’.  

The Benefits
Community engagement enables Council to be more responsive to the 
community’s needs and expectations as well as helping the community to 
understand how Council works and what it is able to deliver.  There are a 
number of benefits to engaging the community such as:

 More informed decisions that meet community needs 
 More effective use of resources
 Demonstrates Council’s commitment to be open and accountable 
 A better understanding from the community about the reasons for 

decisions
 It builds social capital within the community and creates a link between 

Council and residents
 Draws on local knowledge and expertise
 Allows a broad range of views to be expressed
 Meets legislative requirements

Community Engagement Framework

Community 
Engagement 

Policy

‘Engaging the 
Hills’ Guidelines 
for Engagement 

Coordination of 
Information 

Skills and 
Knowledge

Principles 
and 

Standards

Protocols, 
Process and 

Tools 

Community 
Engagement 

Register

Training and 
Support
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Guiding Principles for 
Engagement
Principles describe how we do things. Council is guided by the following 
principles when engaging the community:

1. LEADERSHIP
Council will provide good governance by highly valuing and proactively 
seeking opportunities to provide the community with information and 
encouraging participation in appropriate decision making opportunities. 

2. INCLUSIVENESS
Engagement activities will consider the demographic make-up of the Shire 
as well as members of the community who will be affected by a decision.  
Stakeholders will be strategically identified and provided with a range of 
activities that  recognise the diversity of people who live in the Shire.  Access 
and equity needs will be considered to ensure all people have access to 
information or opportunities to participate. All communications will use 
plain English and interpreters will be provided when required. 

3. RESPONSIVENESS
The community engagement process will be open and transparent and the 
community will be provided with feedback regarding progress and how their 
input has been used. When decisions have been made, the reasons for these 
decisions and any relevant issues will be clearly communicated to the 
community.

4. PURPOSE
All engagement activities will have clear negotiated intentions with 
methods that specifically achieve these results.  All engagement activities 
will be clearly planned with objectives, outcomes, methods of engagement 
clearly documented and clear timeframes specified. The engagement 
activities will be selected to suit the appropriate issue/group being engaged. 
The outcomes of engagement activities will be evaluated and documented 
and used as an internal resource. 

5. CONTINUOUS IMPROVEMENT
The effectiveness of this policy and procedure will be reviewed every two 
years to ensure it achieves the specified purpose.  The implementation of 
this policy will be incorporated into Council’s Corporate Planning 
Framework. The process and methods will be continually reviewed and 
analysed to ensure best practice and to enhance the planning, design and 
delivery of engagement activities. 
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When to Engage
Depending on the type of project being undertaken there are several 
circumstances that may require community engagement.  These include:

Strategic Planning
This affects the whole community and provides direction for Council’s 
Management Plan as well as other stakeholders in the community.  It also 
includes Council’s high level strategies including the Social Plan, 
Environmental Management Plan, Economic Development Framework and 
Local Strategy. This also refers to policy and strategy development for 
issues that may affect particular groups where there may be a specific 
impact that requires ongoing communication.
Place Based
This involves the change of use of particular sites within the Shire and issues 
that affect individuals in a neighbourhood, town or shopping area.
Service and Initiative Planning and Implementation
This may include the development or improvement of a service provided by 
Council or initiatives that should be considered for the future. 
Legislative Requirements and Planning Issues
This refers to all prescribed activity under the Local Government Act 1993 
and the Environmental Planning and Assessment Act 1979.   

Skills and Techniques
Engaging the community requires processes that call for a wide range of 
skills and techniques from several disciplines.  To successfully achieve the 
outcomes of the engagement any number of the following skills could be 
required: 

Facilitation and presentation will be required by most projects, whether 
leading a public meeting or running a project team.

Communication is vital to ensuring the engagement achieves its purpose.  
This not only includes giving information but also receiving and 
understanding information that is given by the community. 

Public relations refers to promoting and selling events and activities that 
will provide the community with an opportunity to be ‘engaged’ .  It involves 
providing information, managing events and delivering clear messages. 

Conflict resolution and mediation may be required for high impact projects 
that have the potential to be controversial or where parties have a high level 
of interest and influence on a particular issue. 

Organisational development skills will assist in developing a culture that 
seeks community participation and ensuring that the information gathered 
and the decisions made are demonstrated in Council’s activities. 

Information management skills will be needed to gather, interpret and 
summarise data so that it can be used. 

Project Management skills will be required to plan and coordinate 
engagement activities. 
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The Five Step Process 
Community engagment that is well planned and thought through is more 
likely to be effective and achieve the desired outcomes.  Successful 
engagment with the community comes from having a clear understanding
of the issues and how the information will be used.  The following process 
will guide effective engagement with the community:

1.  Prepare
During it’s annual planning process each team should identify projects 
requiring community engagement and include in their annual business 
program.  This provides Council with the opportunity to combine 
engagement activities and processes to minimise the risk of over consulting 
and ensure the most effective use of resources.  

Once a decision to engage the community has been made, the next step is 
to understand the type of impact the project or issue will have on the 
community.  It is then important to identify who it will affect and who will 
have the most influence or interest in the issue.  This will assist in 
determining the appropriate level of engagement to use.   

2. Plan
Establishing a clear purpose and objectives linked to methods and activities 
will ensure the engagement process is meaningful.  It will assist with 
gathering internal and external commitment and contribute to transparency 
and accountability. The engagement plan should be registered with 
Coordinator of Corporate Planning before it is implemented. 

3. Implement
Implementation of the activities set out in the plan requires coordination of 
appropriately skilled staff and resources.  This will include identifying clear 
outcomes for the activities to be undertaken, identifying clear roles and 
creating checklists to ensure everything needed for the session/activity is 
provided.  

4.  Evaluate
Evaluation can assist in identifying what has been learned, what can be done 
better and how information can be used. Evaluation should focus on both 
how the process has met the objectives as well as how the activities were 
received by the community and whether the methods used are suitable.  

5.  Communicate
A key part of community engagement is to ensure the community members 
are able to see how the information has been used.  This means making sure 
the results of the process are reported back to the community with an 
indication of what has been done or will be done as a result. It is equally 
important to ensure the organisation is aware of the results of the 
engagement so it can be used in the planning of activities and to avoid ‘over 
consultation’.  At the conclusion of the engagement process a report should 
be forwarded to Coordinator of Corporate Planning for inclusion on  the 
‘Community Engagement Register’.
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Community Engagement 
Planning Template
This document is designed as a guide to developing and implementing 
successful engagement.  Each chapter covers the steps contained in the 
following planning template.

‘Step by Step’ Process 
Overview

Step 1 PREPARE
1. Establish Need
2. Determine Stakeholders
3. Assess Community Impact
4. Level of Engagement Required

Step 2 PLAN
1. Develop Purpose and Objectives
2. Identify Methods
3. Set up Data Collection Process
4. Register Engagement Plan 

Step 3 IMPLEMENT
1. Promote and Communicate 

Engagement Opportunities
2. Plan Activities
3. Develop Session Plans/Checklists
4. Assess Access and Equity Needs

Step 4 EVALUATE
1. Conduct Staff Evaluation
2. Conduct Participant Evaluation

Step 5 COMMUNICATE
1. Produce Community Report
2. Report to Council
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STEP 1  PREPARE
Engagement  Need:
What are the issue/s that are of concern to the community?

What is the context for this issue?

Why is engagement needed?  

Key Stakeholders:
Identify key partners and stakeholders  who will have interest and power in this issue. 
Consider demographic mix, socio economic mix, culture, age, employment access etc.  
Key Stakeholder Interest/Power Level Engagement Preferences Relationship to Council

Level of Community Impact:
Determine the level of impact this issue is likely to have on the community. 

Level/s of Engagement Required :
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STEP 2  PLAN
Purpose of Engagement:
What is the overall outcome that is to be achieved from undertaking the engagement? 

Objectives and Key Messages:
Engagement Level/s Objective Key Message

Engagement Methods:
Target Group: Engagement Method/s: Resources/Skills Required:

Data Collection:
Engagement 
Method:

Data to be collected: Method of Analysis:
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STEP3  IMPLEMENT
Communications and Promotions:
Key Message: Communications/Promotions Tool:

Engagement Activities:
Method: Implementation Actions: Access and Equity Requirements:
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STEP 1   PREPARE
Engagement Protocols
Identify Stakeholders
Assess Community Impact
Identify Level of Engagement



Engagement Protocols

Corporate Design and Style
When conducting activities that represent Council it is important that all 
written materials such as posters, communications tools, brochures, letters, 
email and reports are consistent with Council’s Corporate Style.  
Publications must include Council’s logo using designated sizes, colours and 
formats.  A copy of Council’s ‘Corporate Style Guide’ can be obtained from 
the Internal Portal.  

Approval 
All community engagment plans must be submitted to your Group 
Manager, Coordinator Corporate Planning and Corporate Communications 
for approval.  Any changes will be discussed and the plan placed on a central
database as a resource for the organisation. 

Information Sharing
A report containing the results of the community engagment activities 
should be provided one month of the completion of the community 
engagment process.  This can be done by attaching the report to the 
‘Community Engagment’ subject via Dataworks.

Council 
Council should be kept informed about all engagment activities and their 
diaries should be consulted when planning commuity meetings/forums and 
public events.  Any public activities should be placed in the ‘Whats On’ so 
Councillors are aware it is happening.  The establishment of formal 
committees and joint ventures or partnerships must be submitted to Council 
for endorsement. 
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Identify Key Stakeholders
Before identifying who needs to be engaged there must be a clear decision 
or issue that will define the interest and influence of a particular group.  
Questions to consider are:

 What do you want the community to tell you?
 What is the decision to be made?
 What are the issues that will affect people involved?

Once there is a clear intention for the engagement the stakeholder groups 
can be mapped on the matrix below. Identifying the level of interest and 
power of each group will help to understand the level of ownership each 
group has to an issue. 

HIGH INTEREST/LOW POWER
Eg. Consumers
Users

HIGH INTEREST/HIGH POWER
Eg. Action Groups
Special Interest Groups
Committees
Established Networks

Lo
w

   
    

in
te

re
st

  H
ig

h

LOW INTEREST/LOW POWER
Eg. Youth
‘The Crowd’ – average person
Don’t know they’re interested

HIGH POWER/LOW INTEREST
Eg. Legislators
Service/Infrastructure Providers

Low           High Power

Once the key stakeholders are identified they need to be found. The 
following questions will assist you to understand the demographics and 
behaviours of your key groups to ensure you are able to reach them through 
meaningful and well placed activities. 

Issue: Considerations:
Demographics: What is the age and gender mix?

Literacy levels?
Socio economic mix?
Languages and cultural protocols?
Employment?
Access to transport? 

Engagement 
Preferences:

Have community members expressed a particular 
preference in how they will be engaged? 

Previous Engagement: Has this group been engaged before?
Is their trust/connection with these stakeholders?

Capacity: What are the skills, knowledge or resources required to 
participate in the engagement activities? Eg. Internet, public 
speaking, writing, time etc. 

Existing Structures/
Processes:

Are there existing processes/networks that already have 
connections with the target groups? 
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Assess Community Impact
After determining the key stakeholders the impact on the community can 
be determined.  There are three levels of impact, high refers to major Shire 
wide projects that will affect a large proportion of the community, medium
refers to projects that may have a positive or negative impact on a group in 
the community and low impact projects are those that require people to 
know but not necessarily be involved.  It may be necessary to involve other 
staff in determining the impact.  The criteria to assess the level of impact is 
provided in the table below: 

Impact: Impact Criteria: Example Engagement:

HIGH 
 Large proportion of 

the community is 
impacted

 High risk/controversial 
issue

 Significant 
sites/landmarks are 
impacted

 Impacts on the well 
being of the 
community 

 Significant plans and 
policies

 Community Strategic 
Direction

 Management Plan
 Plans of Management
 Local Environment Plan
 Town Centres
 Change of 

categorisation to 
community land

 Key Strategies such as 
Social Plan, Cultural 
Plan

 Provision of regional 
facilities

 Key changes to services, 
eg. waste management

 High Profile community 
facilities/DA’s

 Inform
 Consult
 Involve
 Partner

MEDIUM
 Lower level risk or 

positive or negative 
impact

 Potential for conflict
 Legislative 

requirement

 Loss of valued activity 
or program

 Removal of car parking
 Re-development of 

sportsgrounds
 Relocation of facilities
 Development 

Applications

 Inform
 Consult 
 Involve

LOW
 Changes to local 

area/services
 Changes to local 

activity
 Major Works to be 

undertaken

 Service improvements
 Local streetscape 

upgrades
 Changes to programs
 Community wide event
 Review of community 

needs
 Changes to customer 

service processes

 Inform
 Consult
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Identify Levels of Engagement
Once the project impact and key stakeholders have been identified the 
appropriate level of engagement can be determined to ensure activities will 
achieve the desired result.  To effectively engage, the ‘inform’ level should 
be used for all engagement processes in addition to one or more of the other 
three levels.  The four levels of engagement are:

Four Levels of Engagement:

1. Inform
Provide the community with information about a project, issue or decision 
that will affect people’s lives. This includes promotion and advertising of 
opportunities to be involved in engagement activities and ‘have a say’ as 
well as educating the community about Council’s role. This type of 
engagement should be used together with consultation and/or participation 
activities unless the level of expected impact on the community is low.  

2. Consult
Provide the community with opportunities to provide comments or input on 
a proposed decision or project that will affect them. This includes written 
submissions, public exhibition and providing feedback to the community 
when they have been involved in the decision making process.  This type of 
engagement should be used when required by legislation and for projects or 
decisions that have potential for medium level risk or conflict. 

3. Involve
Facilitates community participation in the process of deciding on a strategy, 
policy or action that will affect them by encouraging discussion and dialogue 
around issues.  It includes giving the community a sense of ownership and 
provides and opportunity to suggest solutions. Participation is required 
when a project or decision will affect a large proportion of the community, it 
is a high risk or controversial issue such as significant sites or landmarks, 
impacts on the well being of the community or for high level plans and 
policies. 

4. Partner
This level of engagement is a formal agreement with a community group or 
a key organisation with established roles and responsibilities and 
timeframes. It includes activities whereby Council joins together with 
another party to deliver services/projects.  
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PARTNER
Structured involvement with community stakeholders

INVOLVE
Giving and receiving information to make a decision together

CONSULT
Giving and receiving information about a decision or an issue

INFORM
Giving Information about an issue/decision





STEP 2   PLAN
Purpose and Objectives
Engagement Activities
Hints for Engagement Activities
Collecting Data



Purpose and Objectives
Community engagement requires a clear purpose and goals to drive the 
activities.  It is important to distinguish between the ‘engagement goals’ and
the ‘project goals’.  For example the project goal may be to create a 
Community Strategic Direction, but the engagement goal is to inform, 
consult, involve or partner with the community in the process of deciding 
what the future will look like.  The following table outlines the objectives for 
each level of engagement, the message these objectives should 
communicate and possible examples for achieving them.

Inform Consult Involve Partner
Objective To provide the 

community with 
balanced and 
objective 
information to
assist 
understanding of 
an issue or 
decision.  

Obtain 
community 
feedback 
regarding an issue 
or decision.

Work directly with 
the community 
throughout a 
project to ensure 
aspirations and 
concerns are 
consistently 
understood and 
taken into 
account. 

Partner with the 
community in all 
aspects of 
decision making 
including 
development of 
options and 
identifying 
preferred 
solution. 

Message Council will keep 
you informed.

Council will keep 
you informed, 
listen and 
acknowledge your 
views and 
aspirations, and 
provide feedback 
as to how the 
information has 
been used to 
inform Council 
decisions.  

Council will work 
together with you 
to ensure your 
aspirations and 
concerns are 
reflected in the 
options 
developed, and 
provide feedback 
as to how the 
input has 
influenced that 
decision. 

Council will ask 
for your advice 
and ideas to 
establish solutions 
and incorporate
this into the 
decisions where 
possible. 

Example  Facts Sheets
 Open 

Meetings
 Information 

Days
 Website

 Public 
Exhibitions/
Comment

 Public 
Meetings

 Surveys
 Focus Groups 
 Reply 

Postcards/
Forms

 Workshops
 Community 

Summits/
Forums

 Deliberative 
Polling

 Art and 
creative 
initiatives

 Committees
 Advisory 

Groups
 Ballots
 Delegated 

Decisions

LEVEL OF COMMUNITY IMPACT
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Engagement Activities 
After a clear purpose and objectives have been determined activities to suit 
each target group and level of engagement can be chosen.  Following is a list 
of some activities for each level of engagement.  It is not an exhaustive list 
and other activities can be used.  

INFORM
Method Considerations Strengths Challenges

Printed Materials
 Newsletter
 Brochures
 Notices
 Postcards
 Rates insert

 Use ‘plain English’
 Limit the amount of 

information
 Create visual interest
 Include details such as who, 

what, where, why and how
 Provide contact and 

opportunity to provide 
feedback

 Can reach a large 
audience

 Creates 
documentation for 
the engagement 
process

 Requires mailing 
list/network

 Materials may be 
discarded without 
being read

Information 
Displays/Public 
Exhibition
 Library
 Administration 

Centre
 Community Halls
 Shopping 

Centres

 Have staff at location to 
answer questions

 Provide a summary 
leaflet/brochure that can be 
taken away

 Keep a tally of how many 
people approach the display

 Create visual interest
 Limit the amount of 

information 
 Set up in a prominent 

position
 Design layout in accordance 

with Council’s Corporate 
Style Guide

 Provide details about how 
to make a submissions

 Can be set up in 
multiple locations

 Often not well used
 Requires setting up 

and packing down 
 Requires staff 

resources

Reports and 
Publications
 Technical Report
 Discussion/Issues 

Paper

 Use ‘plain English’  Can be more credible 
if written by 
independent groups

 Provides more 
detailed information

 Doesn’t reach a large 
audience

 Can be costly and/or 
take time to prepare

Media 
 Media Release
 Feature Story

 Use in addition to other 
communication tools.  

 Personal contact with 
media may generate 
greater interest in the story. 

 Make the story creative and 
interesting – but simple. 

 Ensure quotes and facts are 
consistent with Council 
policy.

 Use plain English
 Set up photo opportunity

 Creates interest
 Doesn’t cost 

anything

 Not all stakeholders 
will read the 
newspaper

 Story may not be 
picked up by the 
paper 
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INFORM
Method Considerations Strengths Challenges

Advertising
 Paid Advertising
 Corporate Page
 Newspaper 

Insert

 Establish the key message 
for the Ad

 Provide essential 
information such as who, 
what, where, when, why 
and how. 

 Include contact details
 Design layout in accordance 

with Council’s Corporate 
Style Guide

 Try to place in prominent 
position

 Satisfies legislation
 May reach a broad 

audience

 Expensive
 Limits the amount of 

information 
 Not all stakeholders 

will read the 
newspaper

 One impact only

Website
 Dedicated 

webpage
 Homepage Link

 Keep it simple and easy to 
navigate

 Organise information 
logically

 Reaches a large 
audience

 Inexpensive
 Can provide a range 

of information 

 Site needs to be kept 
up to date

 Needs to be user 
friendly for people to 
use

 Some people don’t 
have Internet access

Briefings
 Community 

Groups
 Service Clubs

 Provide a speaker/facilitator
 Make presentations short 

and simple
 Use visual information

 Information is 
controlled

 Proactive and 
targeted

 Provides contacts for 
mailing list/network

 Same presentation 
can be used for 
different groups

 Builds social capital

 Conflicts may have 
to be managed

 Need to capture 
interest of the 
audience

Open House  Allows people to move at 
their own pace

 Set up several stations of 
different information

 Have a staff member at 
each station to answer 
questions

 Provides one-to-one 
communication

 Facilitates 
interaction

 Builds credibility

 Documenting input
 Could be disrupted
 Needs staff 

resources
 Doesn’t provide 

opportunity to be 
‘heard’
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CONSULT
Method Considerations Strengths Challenges

One-to one 
meetings/Survey

 Should where possible be 
conducted in person

 Clearly communicate how 
results will be used before 
they participate

 Values the individual 
voice

 Provides 
understanding of 
public issues and 
concerns

 Interviewers must be 
engaging and build 
trust

 Time consuming

Information 
Hotline/Dedicated 
Email Address

 Provide adequate 
information for person 
handling enquiries

 List a person not a ‘position’ 
as the contact

 Enquiries are 
answered at first 
point of call

 Controls information 
flow and consistency

 Requires time and 
resources to be 
available

Community 
Fairs/Events

 Be creative and colourful
 Use interactive activities
 Have information/

communication tools  with 
key messages 

 Raises 
awareness/interest

 May attract media 
coverage

 Public need to 
attend

 Expensive

Invite 
Submissions
 Written 

Correspondence
 Council’s 

Corporate Page

 Provide essential 
information such as who, 
what, where, when, why 
and how. 

 Local issues should invite 
submissions in writing 

 Shire wide issues should be 
advertised in Council’s 
Corporate Page

 Formally advises 
people of the 
opportunity to 
provide comment

 Time consuming
 Mailing Cost
 Usually attracts 

‘negative’ comments

Response 
Methods
 Postcards
 Newspaper cut 

off
 Tear off Forms
 Web response 

poll

 Use prepaid postage
 Ask for contact details
 Document results
 Prepare as ‘Printed 

Material’
 Place in libraries, admin 

centre and distribute at 
community events

 Provides opportunity 
for broader input

 Creates interest and 
is also an 
information tool

 Establishes general 
issues and concerns

 Expensive to 
produce

 Results are not
‘statistically valid’

 Results can be 
skewed

 Distribution 

Surveys
 Online
 Phone
 Face to face

 Should be professionally 
developed to avoid bias

 Ensure each question has a 
purpose

 Use ‘closed’ questions i.e. 
Yes/no or with options

 Don’t make it too long
 Collect base information 

including gender, postcode, 
length of time in the Shire

 Do not ask for personal 
information



 Information is 
statistically valid

 Provides input from 
a cross-section of the 
community

 Selection is random

 Expensive
 Labour intensive

Focus Groups  Conduct 2 sessions per 
given target group

 Use a skilled facilitator 

 Provides opportunity 
to test current 
information

 Expensive
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INVOLVE
Method Considerations Strengths Challenges

Online Tools
 Forums
 Blogs

 Someone will need to 
monitor and update the 
information

 Have a clear idea about the 
information required and 
how it will be used

 Interactive
 Facilitates discussion
 Easy to use

 Not accessible to 
everyone

 Information can be 
manipulated

Public Art  Link to existing community 
groups

 Provide an opportunity for 
the artworks to be 
presented

 Talk to potential 
participants in advance

 Visual representation 
of the community

 Alternative form of 
expression

 Pictures can often 
speak louder than 
words

 Requires time and 
commitment

 Groups need to be 
project managed and 
kept motivated

Target Forums
 Community 

Meetings
 Special Meetings

 Consider linking to existing 
meeting (at least 30 min on 
the agenda)

 Make contact with a key 
representative of the group

 Make presentation 
interesting and visually 
appealing

 Have something to give the 
group i.e. 
Brochure/communications 
tool

 Use response tools to 
gather qualitative data 

 Gain understanding 
of issues and ideas 
from various groups

 Create networks
 Builds trust

 Creating interest
 May not represent 

views of the whole 
community

Workshops  Use interactive activities in 
addition to 
presentation/information 
activities

 Have a session plan
 Have a team of facilitators
 Clarify process, roles and 

outcomes at the beginning 
of the workshop

 Creates discussion 
around options and 
alternatives

 Fosters small group 
participation

 Builds trust
 Fosters public 

ownership 

 Managing 
conflict/hostile 
participants

 Resources are 
needed 

 Set up and pack 
down

Community 
Forum

 Have a Session Plan
 Create branding or clear key 

message for the topic
 Use independent facilitator
 Have speakers
 Promotion and advertising

 Creates interest
 Enables community 

participation and 
discussion

 Expensive to run

Site 
Tour/Meeting

 Limit the number of people 
per tour

 Have a question/answer 
session

 Provide refreshments
 Consider safety issues

 Develops rapport 
with stakeholders

 Creates public 
knowledge of issues 
and processes

 Could attract 
protestors

 Limited by numbers
 Time consuming 

Public Meeting
 Formal Meeting 

with 
presentations

 Avoid this type of 
engagement where 
possible!

 Use informal meetings prior 
to the public meeting

 Provides opportunity 
for the community to 
speak 

 Satisfies legislation

 Does not foster 
discussion

 Creates conflict
 Not all people like to 

speak in public
 Old fashioned
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PARTNER
Method Considerations Strengths Challenges

Advisory 
Committee
 Provide public 

input into 
planning process

 Define roles and 
responsibilities

 Use third party facilitation
 Interview potential 

members beforehand

 Provides detailed 
analysis

 Participants gain 
understanding of 
perspectives

 General public may 
not reflect 
committee 
recommendations

 Consensus may not 
be achieved

 Time and labour 
intensive

Task Force
 Policy 

development 

 Have strong leadership
 Ensure credible and 

independent membership
 Ensure diverse perspectives 

are represented

 Constructive 
opportunity 

 Consensus may not 
be achieved

 Time and labour 
intensive

Joint Venture
 MOU
 Formal 

Arrangements

 Define roles and 
responsibilities

 Determine timeframes and 
contributions

 Develop a formalised 
agreement/framework and 
communication processes

 Ensure it adds value to the 
community and has Council 
support

 Must be reported to Council

 Partnership with the 
community

 Joint directions and 
decisions

 Administration and 
material cost
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Hints for Engagement Activities
Following is information about how to implement some of the above 
activities.  More information and resources are available from Coordinator 
Corporate Planning or Manager Community Planning.  

How to Write a Media Release

What is it? A news story in the local paper or other media such as radio 
to advise the community of an activity, issue, service or 
project to raise awareness or generate interest. 

Process: 1.  Check the deadline for media releases by contacting the 
Corporate Communications and Marketing Team.

2.  Compile dot points outlining the project including the 
purpose, who is involved, desired outcomes, when activities 
will take place, how people can be involved and how the 
input will be used.   Include a contact and/or a process for 
making a submission or providing input.  Have your 
manager sign off on this information.

3.  Forward your information to the Communications and 
Marketing Team for incorporation into a Media Release.  

4.  Arrange a photo shoot to accompany the story.  This can 
be done in consultation with the Communications and 
Marketing Team. 

Suggestions: The following should be considered when compiling 
information for your media release:
 A media release should be used in addition to other 

communication tools.  Not all stakeholders will read 
the newspaper.

 Personal contact with media may generate greater 
interest in the story – ask Communications Team.

 Include quotes from key people to add interest. 
 Ensure quotes and facts are consistent with Council 

policy.
 Use plain English

Costs: Time will be required to write the story and there may be 
photography costs.  
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Preparing Written Correspondence

What is it? Personally addressed letter that informs residents of a 
project, issue, service or action.

Process: 1.  Write a letter that addresses the following items:
 Who is affected by the issue and who is to be 

involved?
 What is the decision and what can the recipient do 

to be involved?
 Where will activities be held or more information be 

available?
 Why is Council changing policy or undertaking 

project?
 How can the recipient can become involved?

2.  Provide a staff contact.

3.  Include appropriate signature.

4.  Attach supporting information and documents.

5.  Forward to Group Manager for authorisation.

6. File a copy of the letter. 

Suggestions: When preparing your correspondence consider the 
following:
 Are there possible language barriers?
 Check the protocols for who should sign the letter.
 Use plain English and check that the letter is easy to 

understand.
 Check that facts and quotes reflect Council Policy.
 Check times and dates are correct.  
 Don’t use ‘jargon’. 

Costs: Allow for printing and mailing costs. 
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Preparing Advertisements and Notices

What is it? Paid or free notice of an event, project or meeting in a local 
newspaper or publication.

Process: Newspaper Notice – Council’s Community Notices
1.  Discuss availability of space with Executive Services. 
2.  Prepare notice and seek Group Manager and 
Communications and Marketing approval. 
3.  Attach a copy of the advertisement/notice to the 
‘Advertising’ task bar under ‘incidents’ in Dataworks.  
4.  Forward any images to accompany the notice to 
Executive Services. 
5.  Confirm acceptance of the notice/advertisement and 
request quote. 

Notice in Hills Update – Council’s Monthly and Quarterly 
Newsletters
1.  Discuss availability of space with Communications and 
Marketing Team.
2.  Prepare information and seek Group Manager and 
Communications and Marketing approval. 
3.  Provide information to be included to Communications 
and Marketing Team via Dataworks task bar. 

Free Notice in Newsletter
1.  Contact the organisation/school/committee to seek 
inclusion in the newsletter or other publications.
2.  Agree on size of notice.
3.  Prepare notice and seek Group Manager and 
Communications and Marketing for approval. 
4.  Forward for inclusion with accompanying fax/letter to 
confirm.

Suggestions: When preparing your notice consider the following:
 Use plain English and make it short and simple.
 Include a contact.
 Check details of times and venues.

Costs: Advertising costs for Community Notices Page. 
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Preparing Printed Materials

What is it? Detailed information in a summarised format that 
communicates a message regarding an activity, service or 
Council information. 

Process: 1.  Establish the key message for the brochure/leaflet.
2.  Provide essential information such as who, what, 
where, when, why and how. 
3.  Include contact details.
4.  Design layout in accordance with Council’s Corporate 
Style Guide or submit task to Corporate Communications 
and Marketing for design. 
5.  Forward to Group Manager and Communications and 
Marketing for approval. 
6.  Decide how the publication will be distributed and how 
many copies will be needed.
7.  Organise for the publication to be printed or seek 
guidance from Communications and Marketing Team. 
8.  Deliver to distribution outlets.
9.  Circulate to Group Managers and Councillors for their 
information.

Suggestions: Consider the following when preparing your publication:
 Use plain English
 Stick to essential information – don’t try to include 

too much.
 Understand and reflect the communication style of 

your target group.
 Include images and charts for visual appeal.
 Ensure the font is not too small.
 Make sure Council’s logo is included. 
 Are posters required to accompany the publication?

Costs: There will be printing and distribution costs.  Design costs 
may be incurred if a professional designer is required. 
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Preparing an Information Display

What is it? Displays of information (visual and/or auditory) on site or in 
a prominent public location to inform the community of a 
proposal, action or service.  

Process: 1.  Decide on a key message and information to be 
displayed.
2.  Determine the best way to present the information. i.e. 
on display boards, video, photos etc. 
3.  Design posters and promotional material to accompany 
the display. 
4.  Forward designs to Communications and Marketing for 
approval. 
5. Book presentation space.
6. Organise staff to man the display.

Suggestions: When designing and displaying your material consider the 
following:
 Ensure it is relevant to your target audience
 Use several types of communication tools to ensure 

people with hearing or sigh impairments have 
access to the information.

 Use branding and communication tools that will 
create interest.

 Use large print on posters and boards.
 Make sure location is prominent.
 Where possible use interactive activities.
 Make sure all information is endorsed by Council.
 Include contact details for people who would like 

more information. 
 Are there Council events such as the Orange 

Blossom Festival, Heritage Week, Seniors Week, 
Australia Day Expo  etc that could be a venue for the 
display?

Costs: Allow resources for display materials and possibly the space 
depending on the location. 

Page  30 Step 2  Plan



Session Plan Template for a Workshop or 
Forum

Title: ‘Title of the Activity/Event’

Written By:

Date:

Activity 
Outcome:

‘What are you trying to achieve through this activity?’

Objectives: ‘What will be the results of this session’

1.

2.

3.

Session Time:

Motivators: ‘Why do the participants want to be involved in this session?’

Entry Level: ‘What experiences and information do the people participating already have?’

Potential 
Challenges:

‘Are there any potential conflicts or challenges that will need to be managed?’

Method: ‘What is the process for the session?’

List the activities for this session.

Include estimated timeframe for each activity. 

Tools/Aids 
Required:

‘What tools, aids, materials or documents will you need for this session?’

Room Set Up: ‘Describe the room set up’

Ensure set up reflects the type of activity being conducted. 
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Facilitating a Session

1. Set the Scene
Ensure the environment is set up to support the session.  Consider seating 
plan (circle, theatre style, tables), use visuals (maps, diagrams, 
whiteboards), temperature, lighting, name tags, instructions and 
refreshments.  

2. Introduce Yourself
Give a brief explanation of who you are, your background and the context 
for  facilitating the session.  Be personable and friendly.

3. Be Directive
Outline the purpose and objectives of the session.  Have a copy for each 
participant and display on the projector.  

4. Clarify Roles
Explain your role and that of other facilitators or staff.  Allow the group to 
also clarify their roles.

5. Set Boundaries
Explain briefly how the event will proceed.  Let the group know how you will 
keep them on track by sticking to the agenda (unless otherwise agreed by 
the group), the process for changing activities and reporting back to the 
group and the procedure for ensuring everyone has the opportunity to be 
heard.  It is important to be clear up front about the boundaries to ensure 
the activity does not get side tracked or dominated by individual agendas. 

6. Establish Trust
Provide an opportunity for the group to introduce themselves and 
communicate their goals.  

7. Explain the Process
Outline the process for the planned activities.  Always ensure the group 
understands and is happy with the process before proceeding.  Have the 
process written down or displayed on the screen as well as stating verbally.  

8. Recap
At the conclusion of each activity outline the key findings.  At the end of the 
session recap the purpose and objectives and ask the group to explain if and 
how they have been achieved.  

9. Thank the Group
Thank the group for their time, input and participation.  Flag any follow up 
sessions or next steps.  
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Collecting Data

Representative Sample
Representative means to involve people who represent the characteristics of 
the target population.  Engagement needs to be as representative as 
possible as well as reflect the level of issue or improtance of a project.   High 
impact projects and issues should aim to be highly statistically valid and 
representative whereas lower impact projects should endeavour to include 
as many people as possible.  For example if a project relates to the whole of 
the Shire it needs to include people from all age groups and people groups.  
If it is a project that relates to a particular group such as Youth, then the 
people engaged should reflect that group.  

Qualitative and Quantitative Consultation
There are two types of data that can be collected to ensure engagment is 
representative.  ‘Qualitative’ engagement refers to ‘quality’ involvement  by 
collecting people’s  views and attitudes to gain a better understanding of the 
issues.  It is not statistically valid because it does not measure quantity of 
response.  It can however, be representative because it allows for a range of 
views that reflect the broader community or the target group.  

Quantitative data is collected  to measure the response of the community 
regarding an issue.  It is usually done through community and user surveys.  
A random sample relative to the popoulation size is selected to ensure a 
level of confidence that ensures the data is statistically valid.  For example 
the confidence level on a 300 size sample for a population of 160,000 is 95%.
This assumes a proportional response of 50%.   In other words, if the survey 
was to be repeated there would be a +-5% chance of the same result.  
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STEP 3   IMPLEMENT
Promotion
Invitations
Access and Equity



Promotion
Promotion is essential for effective engagement.  People need to be aware 
of activities or meetings so they have the opportunity to attend and be 
involved.  In most cases more than one type of promotion will be required to 
raise awareness and interest within the community.  The level of promotion 
should reflect the identified impact of an issue of project. For example 
where a project has a perceived high impact on the community there should 
be more promotions undertaken to ensure as many people as possible are 
aware of the activities. The following table includes some tools for 
promotion and communication:

Communication Tool Description
Branding Develop an ‘image’ for your project that can be 

easily identified. 
Notice in Local 
Newspaper/Newsletters

Place an ad or notice in the Local Newspaper, 
School Newsletter or Hills Update.

Brochures/Leaflets Distribute leaflets at libraries, Council 
Administration, through schools, letterbox drops 
or Council’s Rates Notice. 

Posters/Banners Place banners or posters in prominent positions 
such as the Libraries, Council Administration or 
Shopping Centres. 

‘Give Aways’ Provide a selection of tools with project branding 
such as fridge magnets, rubber bracelets, 
balloons or stickers with project branding.  

Invitations
Invitations are required for structured events such as Workshops or Forums 
where numbers will need to be limited or managed.  Invitations should 
include:

 A clear purpose for the activity
 Why Council is conducting the activity
 How the information will be used
 Venue details/time/date/RSVP
 Who is involved
 Project branding
 Council Logo

Depending on the level of impact and the type of activity an open invitation 
could also be used by placing an ad in the Local Paper or distributing 
invitations without specified address recipients.  Be aware that people may 
not always RSVP – so ensure numbers allow for ‘non-replies’.
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Access and Equity
The location and  set up of a venue is vitally important for allowing all people 
with the opportunity to participate.  When preparing a venue the following 
items should be considered:
 Physical accessibility – pathways and ramps to cater for people with a 

disability 
 Provision of amenities – for people with a disability (wheelchair 

accessible toilets)
 Good lighting and safe pathways for participants
 Parking for participants including people with disabilities

Baulkham Hills Shire Community venues that currently have disabled access 
include:

 Castle Hill Community Centre 
 Baulkham Hills Community Centre
 Beaumont Hills Community Centre
 Burnside Gardens Community Centre
 Castle Glen Community Centre
 Council Function Room
 Don Moore Community Centre
 Dural Memorial Hall
 Glenhaven Community Centre
 Rouse Hill Community Centre
 Village Green Community Centre
 Vinegar Hill Community Centre

When catering for people with disabilities ensure there is enough room 
around tables for wheelchair access and visual and audio instructions are 
provided.  

Catering for Specific Needs
There are a range of requirements and needs that will need to be considered 
when engaging the community to ensure opportunities to participate are 
provided to all people. The following table gives an overview of the 
considerations that will need to be taken into account when implementing 
engagement activities:

For more information please refer to Council’s Access and Equity Statement 
and Disability Action Plan found on the Internal Portal. 
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Considerations for Access and Equity: 
Group Possible Issues Requirements
Older People  Frailty

 Failing eyesight
 Housebound
 Going out at night
 Transport

 Use large plain font on sand 
coloured paper  for printed 
materials

 Utilise support services
 Hearing loops and portable 

microphones should be used
 Provide assisted transport
 Disability access

People with 
Disabilities

A range of different 
disabilities that all require 
different forms of assistance

 Use large plain font on sand 
coloured paper  for printed 
materials

 Take into account special 
assistance such as Braille, sign 
language, audio etc

 Provide aides to assist 
participation

 Communication may take longer
 Assisted transport 
 Disabled access
 Provide opportunities that enable 

people with disabilities eg. Phone 
in, email

Culturally and 
Linguistically Diverse 
Communities

 Language –
interpretation needs

 Sensitivity to particular 
cultural and religious 
understandings, 
requirements and taboos

 Provide interpreters and 
translations

 Use video
 Utilise key ethnic media/networks
 Consider holding separate groups 
 Culturally appropriate 

refreshments
Young People  Often Youth will not 

attend
 Need to go where they 

are
 May require transport

 Provide information through youth 
networks and spaces

 Use bright and catchy written 
material

 Distribute information through 
schools

 Use less structured consultation 
processes

 Use art and creative activities
 Be relaxed and informal
 Transport will need to be available

Families Childcare
Working – time of activity

 Consider providing information
through family networks such as 
schools, child health centres, 
libraries

 Provide Childcare
 Incorporate children’s activities
 Have night meetings
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STEP 4  EVALUATE
Evaluating Engagement Activities



Evaluating Engagement 
Activities
Evaluation facilitates learning and examines what worked well, what did not 
work and why.  Evaluation needs to cover the whole engagement process 
from preparation  to implementation of activities. Evaluation will help to:

 Examine what worked well/not well and why
 Identify unanticipated outcomes 
 Provide input to improve future engagement activities
 Assess whether or not the engagement  purpose and objectives were 

met and how it impacted decision making
 Examine if the process was cost effective and effective use of time and 

resources

The information gathered through the evaluation process will be used to 
inform future community engagement planning and decision making. 
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STEP 4  EVALUATE
Staff Evaluation:
Objectives:
Were the objectives of the Community exercise clear to participants?

Was there a legislative requirement to engage the community?

Stakeholders:
Were you successful in reaching the targeted stakeholders?

Did you provide feedback to those involved in the engagement?

Methods:
What was the general response to the activities?

Did different groups respond to different methods?

Did the methods used match the objectives?

Did you get the required quantitative/qualitative information?

How did you ensure the sample was representative?

Communications:
Was the promotion of activities successful?

Did the communications/promotions tools attract the right audience?

Was the information made available in a variety of formats and was it easy to access?

Resources:
Was the budget allocated sufficient to implement the engagement process?

Were there any unexpected expenses?

Did you have enough appropriately skilled staff for the activities?

Community Engagement Outcomes:
Has the process provided you with information that is meaningful?

Has the process been of benefit to the stakeholders?

How has this process improved Council’s relationship with the community?

Have you used the information generated by this process?

What has changed as a result of this process?
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STEP 4  EVALUATE
Participant Evaluation:
Activity:
How did you find out about the opportunity to be involved?

Were you able to access the activity/information required easily?

Stakeholders:
Do you think you were the right person to be consulted/engaged?

Do you feel you had meaningful input to contribute to this process?

Methods:
Were you comfortable with the methods of communication used by Council?

Do you believe appropriately skilled staff handled the activity?

Were you clear about the purpose and objectives for the activity?

Did you have enough information?

Did you feel your input was valued?

Community Engagement Outcomes:
Are you happy with the outcomes of the engagement?

Has the process been of benefit to you/the community?

Do you have a better understanding of Council’s role?

Do you have a better understanding about your role?

What has changed as a result of this process?

Community Follow Up:
Did you receive adequate follow–up?

Do you know how the information you provided was used by Council?
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STEP 5  
COMMUNICATE

Reporting to the Community
Reporting to Council
Report Template



Reporting to the Community
When the community has been provided with the opportunity to participate 
in activities where information and input is gathered feedback should be 
provided about how the information has been used.  This can be done at the 
end of the process, or after each engagement activity.  There are a number 
of ways feedback can be provided:

 Writing letters/email
 Publishing a report
 Providing summaries of results of workshops/meetings
 Acknowledgement of written submissions
 Via Council’s website
 Presentations to the community
 Media release
 Council events/celebrations

Reporting to Council
The outcomes and results of the engagement process should be shared with 
Councillors and Council Staff to ensure it is used to inform and enhance 
planning and delivery of services, facilities and projects.  The plan and report 
will be stored on a central database that will provide a resource and report 
on the engagement activities undertaken by Council.  Information can be 
reported to Council in a number of ways:

 Memo/email to staff alerting them of the information
 Councillor Workshop Presentation
 Staff Presentations
 Publish a Report
 Meetings
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STEP 5  COMMUNICATE
Community Engagement Report:
Overview of Context, Purpose and Objectives:

Communications Tools Used:

Stakeholders that were engaged:

How Data was collected:

What the Data has told us:

How the Data has been used to inform Decision Making:

Follow Up Activities/Next Steps:
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RESOURCES



Helpful Websites
Queensland Government Community Engagement website 
www.getinvolved.qld.gov.au

International Association of Public Participation
www.iap2.org

Consultation Resource Website – Victorian Local Governance Association
www.vlgaconsultation.org.au

Community Engagement in the NSW Planning System – Prepared for Planning NSW by 
Elton Consulting (2003)
www.iplan.nsw.gov.au

Two –Way –Street: How government departments can engage with young people through 
consultation
www.generate.qld.gov.au

The Connecting with Communities Toolkit – Improvement and Development Agency, UK
www.idea.gov.uk/communications

Written References
Carson L & Gelber K (2001) Ideas for Community Consultation: A Discussion on Principles 
and Procedures for Making Consultation Work. Sydney: New South Wales Department of 
Urban Affairs and Planning

Hirst A & Sarkissian W (2002) Community Participation in Practice: New Directions. 
Murdoch : Institute of Sustainability and Technology Policy. Murdoch University

International Association for Public Participation (2000) IAP2 Public Participation Toolbox
Twyford V, Waters S, Hardy M & Dengate J (2006) Beyond Public Meetings: Connecting 
Community Engagement with Decision Making : Twyford Consulting
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