	

	

Effective engagement for proponent checklist 
While proponents are responsible for engagement on their projects, councils with capacity can support the process or provide guidance. 
Councils may consider providing the letter below to proponents. The letter outlines steps and recommendations for proponents to help ensure high-quality engagement and positive community outcomes. 
The letter and tools can be adapted for use in one-on-one meetings, discussions or working groups with proponents. It may be included in a council’s guide to doing business in the region to set clear expectations for proponents.
Proponents are not legally required to submit their engagement plans to council with these elements for review before starting consultation. However, if time allows, reviewing these elements and providing input can be helpful.

Letter template:

Subject: Key elements for your community engagement plan
Dear [Proponent name],
Thank you for your commitment to engaging with our community as part of your project in the (region name). To ensure meaningful and effective engagement, we request that your engagement plan addresses the following key elements:



1. Project scope and objectives 
· Clearly outline the scope of your project, operating landscape, timeline and the objectives of your engagement activities.
· Provide a plan for future engagement stages, including timelines. 
· Include a risk assessment, including strategic considerations and a mitigation response plan.
· Define roles and responsibilities for both your team and council.
· Identify the anticipated level(s) of participation in line with the IAP2 Spectrum of Public Participation.
· Specify negotiable and non-negotiable components of decision-making.



2. Stakeholder analysis
· Map relevant community and stakeholder groups and how you plan to engage each group. 
· Engage local community leaders to identify or confirm relevant groups.
· Use existing data to reduce consultation fatigue.
· Consideration: council may identify ways to maximise outcomes and reduce consultation fatigue. For example, this could include the council sharing contact details for local community leaders or organisations, and/or providing a high-level summary of outcomes from recent engagement.



3. Engagement to date 
· Summarise previous engagement activities and how feedback:
· has influenced your engagement approach, and 
· has influenced the project design or options.



4. Communication and engagement channels 
· Identify a variety of channels and tactics to avoid over-reliance on one method.
· Develop key messages and ensure they are clear, jargon-free, and in plain English.
· Include mechanisms for ongoing community input or dispute resolution.



5. Reporting and next steps 
· Include a clear framework for collecting and reporting feedback.
· Create an evaluation process to gather feedback throughout the project and regularly report the results.
· Clearly outline the next steps and communicate them to all participants.
· Set up systems for ongoing dialogue, for example, by forming a Community Reference Group.


Council appreciates your efforts to engage meaningfully with our community. 
Additional tools have been provided in the Appendix to support your engagement. 
If you have any questions or require further guidance, please contact [Council Contact Name] at [Contact Details].
Kind regards,

[Your Name]
[Your Position]
[Council Name]

This resource is not an instrument prescribed by statute and provides no statutory guidance. Any references to policies are not an interpretation of those policies. The material or any part of the material in this resource (including any references to legislation) does not constitute legal advice. This resource should not be relied upon for the making of any decisions or the taking of any actions.
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