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Advice to students

Welcome to the final year of your studies of Personal Development Skills as part of your
Vocational Major. Throughout this year you will investigate and demonstrate a range of personal
development skills that will help you to further develop social awareness, interpersonal skills,
team skills, problem-solving and applied leadership to community engagement outcomes.
So again ensure that you apply what you are learning in the classroom to yourself, to your
interpersonal relationships, to leadership and team projects, to community placements, as well as
in other applied situations, including work placements - and vice versal!

You will also naturally apply your developing Literacy, Numeracy and Work Related skills-sets in
self-development situations and community participation initiatives.
In Unit 3 you will complete 3 areas of study:

AOS1 - Social awareness and interpersonal skills

AOS2 - Effective leadership and
AOS3 - Effective teamwork

This coursebook has two sections for each Unit 3 area of study. Sections 1, 3 and 5 have a
graduated assessment. Sections 2, 4 and 6 have the area of study assessment task(s).

In Unit 4 you will again complete 3 areas of study:

AOS1 - Planning a community project

AOS2 - Implementing a community project and

AOS3 - Evaluating a community project.

In this coursebook, sections 7 & 8 deal with researching and planning for the Extended
Community Project. Section 9 focuses on the use of applied tools to implement your project.
Finally, Section 10 deals with evaluating your project’s processes and outcomes; and then
preparing a presentation about your Extended Community Project.

Throughout the year, your school might expect you to undertake volunteer and community
placements related to your future career pathway, or VET certificate. This is an ideal way to
develop employability skills, gain experience and build a deeper applied understanding of the
world of work. You are also very likely to participate in team building and leadership programs,

especially in Unit 3.

Use this coursebook by completing the tasks in the spaces and pages provided. You will also

maintain your own work folios to
complete some tasks, as well as
others given to you by your teacher.
You may need to collect and keep
an evidence portfolio with copies of
resources, handouts and evidence
of you applying work-related skills.
You should also use your Personal
Development Applied Vocational
Booklet to help build skills and

to record, identify and apply
transferable skills and experiences
throughout the year.

You might be directed to complete
some or even all of these
assessment tasks, as well as
others supplied by your teacher that
are more suited to your learning
program.

€ Assessment tasks
Unit 3
AT1 The Power of Three ....cccoovcviveeeiiciieeee e 26
AT2a Recognise, Reflect and Respect.........ccccccuuuneeee. 46-7
AT2b Team Leadership Activity -
Social Awareness & Interpersonal Skills.......... 48-9
AT3 Leadership Skills and Styles......cccceveeeeeeeieeiieiicnnns 80
AT4a Training ACEIVITY ..uvvvvveiiiiiiiieieeee e, 106-7
AT4b Team Leadership Activity -
Leadership Style and Skills.......cccccceuereennnnnes 108-9
AT5 Are We Ready Team? Lead on!.......cccceveeeeeeenn. 132-3

AT6 Team Leadership - Problem-Solving Activity.. 156-9

Unit 4
AT1 Researching Community Issue & Planning a Project . 182
AT2 Planning & Pre-Organising Community Project . 210-3

AT3 Implementing your Community Project ......... 220-5
AT4a Evaluating the Project Process .....ccccceeeeeneenne 262-7
AT4b Evaluating the Project Outcome................. 269-74
\ATS Project Presentation .........cccceerveeniiiennncninnnnnns 276-8
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7.01 Unit 4: AOS1 - Introduction

Unit 4: AOS1 - Planning a community project

For Unit 4, Community project, you will undertake an Extended Community Project to address
an area of concern related to an environmental, cultural, economic or social issue.

In Section 7: Community Project, you will research the role of people, organisations and
communities in relation to environmental, cultural, economic or social issues. You will focus on

an area of concern and investigate what has been done by key external stakeholders in relation
to this issue area. You will apply your research to start to plan the goals and objectives for your
Extended Community Project.

At the end of this section, you will complete a graduated assessment (AT1: Researching
Community Issue & Planning a Community Project) involving selecting and researching your
area of concern and preparing the first stage of planning for your Extended Community Project.

In Section 2: Project: Planning & Organising, you will examine key project management skills
to enable you to plan, organise and implement your Extended Community Project. You will apply
time management, collaborative and leadership skills to pre-organise roles, responsibilities,
equipment and other inputs needed for your project. You will also consider marg¥jement strategies
in regard to finances, risk and safety, and contingency planning.

At the end of this section and area of study, you will complete an assessg ~

AT2: Planning and Pre-Organising a Community Prg: Q

Depending on how your teacher has structured you‘:an; I Pro @y Night also need to

have completed AT1, to fully satisfy the requireme Qg AOS1.

Note: Your teacher might modify or vary your a\gaman®nts; ol p.ce different assessment
tasks that are more suitable for the type ofaaxte \W2d C@imurRy Project that you are doing.

HEEE PIan;:gfeactc 0 % $7: Community Project
m&& unity Project

( Project focus Project method ) ( Project outcome )

QQ Unpacking Issues m
( Communit

1wues ( Analysing issues )

( Online research & information )

What's Been Done? 174

( Stakeholders ) ( External/Community partners ) ( Sources of information )

What Can You Do? 178

( Community project actions ) ( RAISE Engagement Model )

AT1: Researching Community Issue & Planning a Community Project p.182

162
- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 38&4 - COURSEBOOK -

Written by Michael quolan Copyright © 2023 DELIVER Educational onsulting and its ||censors All rights reserved.
www.delivereducation.com.au michael@delivereducation.com.auv



Unit 4: AOS1 - Introduction 7.02

AOS1: Planning a community $8: Project: Planning
project & Organising

Effective Planning

Time Management

People Management

Tech & Equipment Management

Materials Management
Financial Management
Risk Management &
Contingency Pla’ . g
gency \‘«.

[ U4: AOS1 - Requirements 7-8]
%requirements for successfully completing AOS1:
0je®c with your class. List these below.

§7: Community froj $8: Project: Planning & Organising

Your teacher will discuss
Planning a communi§

163
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7.03 Extended Community Project

Extended Community Project

For Personal Development Skills Unit 4, you are required to plan, organise, implement and
evaluate an Extended Community Project utilising interpersonal and collaborative skills,
leadership skills, project management skills and other project-specific skills as needed.

Depending on how your school and teachers have structured your Extended Community
Project, the task might involve:

U the whole class participating in a universal Extended Community Project

U smaller groups undertaking the same teams-based Extended Community Project to
address the area of concern, but from different perspectives or lived experiences

U the entire class, or smaller groups or teams, developing and delivering their own specific
Extended Community Projects

O you negotiating and then undertaking your Extended Community Project on your
own, based on a particular area of interest, lived experience, or insight gpxoertise and
knowledge about an area of concern.

Throughout this task, you are expected to manage this project autog &/ This doesn’t
mean that you have to research, plan, organise an&ement tP‘qQ'ect without any
Sl

support. Rather, it means that you have full respg ty fothQC¥mes of this project
under direction from your teacher, and other rei'@QgP:it supervisQE®d community partners.

You already understand that you, and perhXggau¥eamt will need to put in a lot of
work prior to actually doing the project. st this @oarary work involves thoroughly
researching and analysing an area c%z-rn

You will then have to start planni¢ @ ) OrgaArNINN Your project either on your ‘own’, or as
part of a team. You will then have tOQffplcg.e QK tio your community project. And all the
way along you will need to evaluate yo, *@ss, and make adjustments as needed, as
part of a contingency plan. 3\

As you already know, the best w‘ ) Lo ieve long-term goals is to break them down into

shorter, more achievable, dav-iCQ@ygobjectives. This supports your planning, and enables
you to move to the organis anc¥nen to the doing stages as part of the PODR process.
You are also expected 4 e (o review your progress throughout all stages of the
project, and make necesy adjustments where needed.

'éYour teacher will now introduce and discuss the Extended Community Project and also

164

lead you through a brainstorming session to mix and match potential project foci, project
methOds and prOjeCt Outcomes Image: miflippo/Depositphotos.com
based on the information on

pp.166-7.

“Each of us has at least one parent
born overseas, and all of these
are from different countries; and
Harvey is also a Boonwurrung man
from the Kulin Nation to add to his
Polynesian ancestry.

We are going to work together
to develop and deliver a cross-
cultural awareness program to
celebrate the racial diversity that
makes up Australia.”
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Extended Community Project 7.04

[ Extended Community Project - Brief 7A]

Your teacher will discuss the scope and requirements for the Extended Community ’
Project with the class. Make relevant notes to record key information that you
need to know in this Project Brief.

This is a working document. So what you record here might evolve over time and
be refined as you further explore options for your Extended Community Project.

Extended Community Project: Overview

Extended Community Project: Who is involved? %

Extended Community Project: Focus‘ﬂre&conc ~ is;ses and problems
\% ECP: Project milestones

ECP: ExigMaNQ pporters, partnerships, people and groups

ECP: Overall timeline

ECP: Safety, risks, permissions, legal and ethical considerations

Extended Community Project: Other information

165
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7.05 Extended Community Project

) 2 The Community Project Focus....

@ Community areas of concern might include... R
O environmental issues U lifestyle issues U mental health awareness/
QO climate change U charity support depression
U recycling U job insecurity O cyberbullying and online
O sustainability U financial pressures harassme?nt. )

O use of renewables U welfare programs = Commfm'ty isolation
U poor recreational facilities 1 homelessness - work/hfe bal'ance
O public transport issues U public safety - ec%ucahonal |ss‘ues
U aged-care issues U online safety - cr|m§ 2! U=
U community isolation U access to community = E:ckijllr?t;afety/personal
O natural disaster e
prevention/recovery U community poverty = youth .up .mloym'ent
U human rights U sporting/community clubs - graff|+‘ am‘ﬂ ¥ Jahtsm
O diversity and inclusion and involvement Hing Ne e
Q cultural acceptance O volunteer suppog dement
O First Nations recognition | road, driver & AN
O First Nations issues passenger sar \
O anti-discrimination Sl SlizEEns -"Qe osuesw
O animal welfare concerns J youlg "9'!3\ ¢ IS?U(%
\_d animal rights = me&_‘alﬂ*_'ssues J Y,
Q)
| 3 m Jjject Method....
- _ a& — D
Types of Commurga: A\gayement Projects might include...
U community awareness cam €04 U First Nations engagement program
U fundraising project U cross-cultural awareness campaign
U community service pr*$ O cultural celebration event
U community support_Qact U cross-cultural training program
U volunteer program U creative arts exhibition
U mentoring program O music, drama or other performance
U cross-age tutoring QO primary-school mentoring
U peer-support leadership U coaching/lifestyle clinics
U enterprise activities U recreation and sporting program
O crowd-funded enterprise U aged-care support and buddying
U recycling program U online information portal
0 community TV and radio involvement U child sponsorship
U advertising campaign Q
U environmental training program 0
U environmental renewal project
U environmental awareness campaign -
\EI community gardening 0 y

166
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Extended Community Project 7.06

The Community Project Outcome.... & =

(

O website

U social media page
d app

O multimedia kit

O infographic

QO advertisement

O PR campaign

O seminar/conference
O information session
O education program
U video production

U sustained presentation

O music/dance performance

U theatre/dramatic play

O comic/graphic novel
a artwork/mural

O zine/booklet

U training session

U training program

Q training guide

U mentoring program
U recreational event
U fundraising events
U documentary

4 oral/video history

O cultural awareness pgimer

The community project’s outcomes could involve one or more of...

U school magazine

U game

U blog/vlog

U competitions

U exchange program

U luncheon/morning tea
U micro enterprise

U social enterprise

1. Discuss these 3 lists as a class. Add so

2. Try mixing and matching from ea@.: 3 Iist:%
3. Use cut-out cards featuring Q \
randomly and generate some \Qgg/ch

r

D

N
v

@ N _.. QN
anvdnit
L )
n _ )

ject - Mix & match 7B ]

P cach of the lists.

the table below.
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7.07 Unpacking Issues

168

Community issues

Throughout your PDS studies, you have been investigating local, national and global
community issues classified into four main areas: social, cultural, environmental and
economic.

But it isn’t really necessary that you classify your area of concern for your Extended
Community Project as purely a social issue, or completely an economic issue, or entirely an
environmental issue or even a wholly cultural issue (even though someone’s cultural identity
should never be considered an issue).

In actuality, all issues intersect and are interrelated. In an applied sense, those issues play
out in society as socio-economic, socio-environmental or socio-cultural issues.

What is important is that you:
v’ clearly identify an area of concern

v’ research and analyse the area of concern as you would any ‘issue’ Deposishotoscom
v' identify the key elements of this area of

concern including issues and problems V
v' clarify the key stakeholders involved and

affected, and their roles and responses
v’ propose actions to help address this area c

concern
v' deliver a project outcome that helpsto v ‘
[iat¥d

address the issues and problems 4
with the area of concern.

to reverse global warming, end world p
or forever eliminate racism and other ¢

remotely possible. However, allgbgitive®ctions,
can start with you.

So this is your job. Aim fga Qe
local changes. Bring peN al®g. And pretty
soon you might be seeing ®groundswell of local
support at the grass-roots level. This is how
positive change starts to take hold. You. An
agent of change operating within your locus of
control.

ywo smaller

Or in other words, be the leader you want to see.

'é At times, simple images can convey profound
messages more succinctly and in a more
powerful way than text can.

What is going on in each of these images?

If you have creative drawing or multimedia
skills, and can write, or partner up with
someone who can write, then imagine a comic
or graphic novel as the project outcome for
your Extended Community Project!
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Unpacking Issues 7.08

[ Areas of concern 7C ]

1. Think of some areas of concern in each of the 4 issue areas. List 3-5 for each.

Social issues

Cultural issues

Environmental issues

Economic issues

2. Now, reflect on your studies in previous PDS units, in Literacy,
and in Work Related Skills. Add more detail to some of thesg

broader applied knowledge and experiences,

Social issues ‘

<
S

1€

ir "l&y
Qom your

R

Environmental issues

Economic issues

3. Choose 3 of these issu¥s and express these as socio-cultural, socio-

environmental or socio-economic issues.

e.g. The impact of price rises on the cost of living is a socio-economic area of
concern because many families and people on middle and lower-incomes are
finding it harder to manage their day-to-day personal financial situation.

N\ (

N\ [
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7.09 Unpacking Issues

Analysing issues

You learnt in previous PDS units, and especially in Literacy, the importance of effectively
analysing an issue. You have to apply this complex skill to your area of concern for your
Extended Community Project.

When analysing information, it is important that you can identify and deal with bias. You
also need to be on the lookout for the use, and misuse, of the tools of persuasion. A
lot of media and online information carries a bias, as does information disseminated by
stakeholders who have a vested interest in distorting the facts.

We know that content creators and stakeholders who have a vested interest related to the
issue will try to use persuasive words, arguments, images, visuals, videos, audio, posts
and other techniques to try and influence other people. So when analysing issues, you
should always ask yourself these questions.

'61. Authority: Are they in a position to know?
2

170

. Vested interest: What'’s in it for them? %
3. Independence: Who's ‘voice’ is being used?
4. Evidence: Are real statistics or facts provided, QV
or just anecdotes?
5. Verification: Has it been, or can it be, prove
disproved?
6. Media: How is it being communicated?

¥,

Some media types and methods c¢
information.

N Image: shirotie/
\ Depositphotos.com
What is the issue? \

iow and who. These will really help

@, "R analysis consider asking
q. lons such as what, where, why,
b I

)u to unpack the area of concern.

Who are the stakeholders?

= In one sentence clearly expllthe = List all the parties that are involved
issue, as a question, withouit Qe and/or impacted upon by the issue.
sides. = Without taking sides, describe their

= e.g. Do parents neeg Q@ a bigger role in the issue or how they will be
role in stopping kidsY€m vaping? affected.

What are the facts? What are the main opinions?

= Find out and/or describe any facts (not = Find out and/or describe any strong
opinions) regarding the issue. opinions related to the issue.

= Do this without taking sides. You = During your analysis remain neutral
might be describing some statistics and open-minded. So do this without
or numbers, as you have done in taking sides. You might have to
Numeracy e.g. (Civic, Health, Financial). interview people and take notes.

Conclusion and summary/recommendations
Depending on your brief you should either:
= Prepare a conclusion that summarises the issue and/or...
= Make recommendations based on your analysis of the issue.
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Unpack your area of concern by analysing the key issue or issues. Look for
information to clarify authority, vested interest, independence, evidence,

Unpacking Issues 7.10

[ Analysing the issue 7D]

verification and media. Also consider applying the 6 questions of ‘what’, etc..

=S*

Area of
concern:

Analysis step

What is the issue?

Information

Who are the
stakeholders?

What are the
facts?

What are the
main opinions?

Conclusion
and summary/
recommendations

Sources/
references
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7.11 Unpacking Issues

{7E Analysing information J

<
S

172

1. Use 3 different sources to find out information about your area of concern. ()\
Consider using a direct interview, reputable news media and social media.

Information | am searching for:

2. Summarise your results and report back to your group or to the class. What
similarities and differences did you experience in the information? Why is that?

( Source 1: N ( Source 2: N ( Source 3: )
\_ Y,

-

\ y,
Applied: Use this style of Issues Summary pro-forma to help guide your research.

4 '
Issues Summary

Title:

Source: Type: Date:

Author/creator:

Main points/stakeholders:
1.

2.
3.

Summary/conclusions:
\
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Unpacking Issues 7.12

Online Research and Information

( Online research
Try to source information from:
v’ federal, state and local government webpages and apps
v government department and government agencies: e.g. ATO, Medicare
v known and respected organisations: e.g. Australian Bureau of Statistics
v’ respected lobby groups: e.g. Australian Conservation Foundation.
v’ prominent aid or welfare organisation: e.g. RSPCA
v" individuals affiliated with reputable organisations
v' research connected with or conducted by educational institutions
v' reputable encyclopedia or dictionaries: e.g. Collins, Britannica, Macquarie
v independent news sources such as the ABC %
v" quality YouTube channels where the host or presenter has real exow\ Yperience
and know-how.
A J
Be wary of online infgg xgath “{H \
¥ Any ‘facts’ posted and shared on sociaw v
% Advertising that is written as ‘co$ mumblehlaﬁon.
% Viral online marketing and v AN pre@ar N to be facts.
% Online wikis, encyclopedias o Jvare freely edited by anyone.
x

ZIONGY 1S
TikTok videos by ‘people’ giving ac '@Jt health, nutrition, medical, financial,
mental health, personal relationfQi N IW¥ other important life issues.

% Seemingly ‘independent’ ing " g sites (actually set up or ‘sponsored’ or funded
by commercial organisatk%

¥ Important-sounding rchhstitutions’ that are in fact funded by companies or

groups of organisZm N

X Posts, articles, vic&md other content that pop-up in your feeds when you are
researching particular topics and issues.

% High Google listings (which are achieved using online marketing techniques called
‘SEQ’ - look it up!)

X Websites from non-verified sources, anyone could have set them up.

%X Social media shares and reposts (which often only present part of the story and may
be out of context.

%X Images that don’t include the creator/sources of the original image/

X Personal websites, blogs, forums, tweets, Instagram and other opinion-based
‘writing’.

% References drawn from newspapers and news reports, especially local newspapers.
Statistics used without a source.
Any information that conveniently ‘finds you’, rather than you ‘finding it’".

173
--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---

Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and its licensors. All rights reserved.
www.delivereducation.com.au michael@delivereducation.com.auv



7.13 What’s Being Done?

On your own?

For your Extended Community Project you are addressing an area of concern. But are
you the first ever person or group to do so? Are you the only person or group throughout

all local, national or global communities tackling this area of concern? Or are their currently
existing advocates, activists, agencies, community groups or even governments taking
action to address these issues or problems?

Most people realise that they cannot tackle societal and community problems and issues
on their own. Sometimes an individual or a group creates the impetus for change, and then
calls on a network of community partners to assist in various ways.

You can develop external partnerships to find other like-minded people to assist you to:
discover what is already being done

develop a broader skills-base

access services

raise community awareness

have greater access to funds, and

create opportunities to learn from mentors and otger experieanmr'nunity leaders.

g 4 4 3 48

There are a range of community partners who caj W¥N community
problems and issues. However, the challenge iSggPnd Sut jusQIWis suitable, available,
affordable, timely and interested. So you be@masta®doincdgaamaYesearch.

s

Community groups COK Yoy i%aders Community members
Community advocates Community activists

Business enterprises Q Social enterprises
Federal governmenQ

State government

Local government Government
Pressure groups Volunteer groups
Lobby groups '/ Welfare groups
Local media It?s more than likely that a lot of Broadcast media

work has already been done by
other stakeholders. So tap into

knowledge and experience.

News/current affairs Film & TV creators
Reports & investigations

Image: aleximx/Depositphotos.com
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What'’s Being Done? 7.14

External/Community Partners

Federal government

This level of government provides many social and community services. It can also provide
funding to arts, recreation, welfare and other groups. However, strict funding rules apply.

State governments Local governments
They are invqlved in spe;ific They target local programs by
state-based issues offering offering services directly, as well
services directly; as well as as local funding grants, and
funding opportunities, tralr_ung advice and support, for local
and support for community community initiatives.
initiatives.
c . . Media ogpiets
orporate suppor . .

. p‘ . PP Community radio i gycal press
Big organisations often have can reach 3. ag¥ence very
sponsorship, foundations and quickly, a n W actively and
social and community support quickly@a N&d with local social

programs as part of their N preneurs.

community involvement.

Local business v )

Local traders can be very active g/l tesdsulé:_hkai P;mble, SloFunq |
in grass-roots support and e:n IS arter i:‘a tefsoccjla
sponsorship; as well as in- entrepreneurs 1o attract funds
. ; to support their projects. Social

kind support, offering goods ) .
PP 99 media enables people to raise
awareness for ‘causes’.

prunding & social media

or services rather than cash

donations. \
Community groups 4 Support agencies

These can include existing % These might be government
community, cultural, press 1d agencies, charitable foundations,
lobby groups, and orgZRa TN RS> PR and fundraising companies and
such as Rotary and theQ Club. philanthropic societies.

[ External/community partners 7F\

ECP Applied
a. Research what governments at different levels, or government agencies, have
done, or are doing, in relation to your area of concern. Consider policy, programs,
funding and other responses.

b. Find out whether local, national or even global community groups and
organisations have, or are, taking action in relation to your area of concern.

c. Undertake research into your area of concern using both established media and
online media. Prepare a summary of what is being done, or has been done, in
relation to the issues and problems related to your area of concern.
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7.15 What’s Being Done?

176

Sources of information

As part of your Extended Community Project, you have to find out about previous and
current responses and actions of other stakeholders in relation to the area of concern.

Your research should focus on identifying, collecting, evaluating, interpreting and analysing
relevant information. And relevant information includes both primary research and
secondary research.

Your research could include direct contact with key people and stakeholder groups
involved, summaries of information on websites and social media, analysis of information
from reports and documentaries, as well as finding and using information from other
community stakeholders, and the media.

Your teacher will give you some advice on the best sources. But at this final stage of your
learning program, making appropriate choices is the responsibility of and/or your team.
This is when you should apply the research and analytical skills you have developed in

Literacy to help you do your research more effectively.
The five main sources of information for your investigation into an areegf cCQgIn are

described on these pages. However, you might need to access othqw of information

and community leaders, depending on the specific igpies and prgbI Qs associated with
your project’s focus ‘ & A
Image: PantherMediaSeller/
Depositphotos.com

1. People who are leaders and members of

2. Community groups and other websgm ai si
social media pages. %
3
Re

community groups.

. Other community stakehold$
4. Reputable relevant broadcasts U %
media.
5. Reputable agencies and orga@
including government stakegp|0c

“For our proje /e Qfgoing to
fully investig B! burning’
'é techniqueg O TITe prevention

as practis\Q@Py our First Nations
people forgyer 60,000 years.

1. Community leaders and members

When investigating a social or community issue it is important to do primary research with
the people who are involved in that issue and/or impacted on by that issue.

This means that you might interview and survey people involved. Ask them to explain the
following.

O What the area of concern is, and the associated issues and problems?

O Who are the main stakeholders affected or involved?

O What they believe needs to happen to help address the area of concern?
0 Successful actions that people and groups are doing.

U Challenges and barriers that people and groups have to overcome when dealing with
issues and problems.

U How you and others could help out?
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What'’s Being Done? 7.16

(
2. Community groups and websites

You will need to undertake secondary research
to find out and summarise information from
key websites or social media pages of groups

Find and summarise this type of information.

O The nature of the group or enterprises and
their history of action.

U The mission, values or objectives that drive
the community action.

U Key opinions related to the area of concern.

U Key facts and statistics related to the area of
concern.

U Sources of funding and support.
O Advice; and recommendations they make.

and enterprises addressing the area of concern.

3. Other community stakeholders

When investigating a social or
community area of concern, it is
important that you get other points
of view.

These could be from people, groups,
enterprises and agencies that have

a different perspective or viewpoint.
You might also seek information
from other sources who are involved
in the community issue, such as local
councils.

When doing your research, find
out information related to the
same points shown in the previous
explanations.

\_
4

\

J y J
. N ( . V )
4. Reputable relevant media 5. Reputz a1 Q@ies and
Many areas of concern play out in media menent(s)
including local news publications and websites. 7 Q2N argasWGI®ern either have
Some bigger issues get wider media coverage. p N, or QENirig addressed, by
You might be able to access videos on | VariQgggy W ment departments
Facebook and YouTube. There are even TV 25'd gFies (through policy,
shows and documentaries on big-pictuzfyue I %ﬂ ), programs and law) or by
such as Craig Reucassel's excellent, Wn$ oty reputable agencies in society,
Waste. Consider these sources. . including pressure groups and
O Local newspapers both in print augdPiling research (STl
O Local radio and community TV. % Now, this doesn’t mean that the
. . . issues and problems have been
&l SeEEl et/ pages e qyallty YO? N adequately dealt with. But you
channels. (But we'd say, give Tik QgaANisS!) must find out what these important
O Broadcast and streaming TV 4€ggyidec institutional stakeholders have
discovered, said, done and reported.
/L J

O Other media (as relevant\$

Investigate possible sources of information for your research into an area of

concern.

[ Sources of information 7GJ

1. Community leaders and
members

2. Community groups and
websites

3. Other community
stakeholders

4. Reputable relevant media

5. Reputable agencies and government(s)
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7.17 What Can You Do?

What can you do?

When it comes to establishing a focus for your Extended Community Project you need

to ask yourself; “What can you do?” The nature of your project will be based on the
interrelationship between the project focus, the project methods and the project outcomes.
Discuss these varied types of actions you might consider achieving through your Extended
Community Project. Your project might coalesce with one or two of these actions. And for

some complex areas of concern, your Extended Community Project might have to deliver all
of these types of actions (and more)!

| 2 Types of Community Project Actions

Advocate and lead

U Choose issues and problems and undertake extensive research
to become an advocate for this area of concern.

U Leverage your lived experience, and the advice and experie&
of others, to be a voice for positive actions and change V

U Lead, unite, promote, educate, train agd engage.

Address negative behaviour

U Develop actions to help preve

this harm from occurring in the %
first place. !\

to inform people and c&
ties about an area «

U Use suitable media an
messaging to raise awareness of
the need for action.

O Deliver a ‘call to action’ to unite
people behind a cause.

Promote and raise awarerd®s
U Develop a promotional ggmao-"Qy
\CP.

Join with a cause

O Select an area of concern and join
with existing stakeholders to take
positive action.

U Partner with community groups
and leaders to address issues and
problems.

O Lead by volunteering, donating,
promoting and other actions.

178

vositive behaviour

ms that benefit people and

M\ \
Q a s W positive actions and
e
e

U Focus on issues and problems
that cause harm to people and v

communities.
O Analyse the types of negative
behaviour and their impacts. Q
nt

6 ir communities.
(PAnalyse the types and impacts of

these positive behaviours.

U Develop actions to lead and
encourage others to model more
positive actions and behaviours.

Educate and train

O Create an education program to
advise people and the community
about issues and problems.

U Develop educational and training
tools to model positive action.
O Implement an education/training

program targeted to a specific
stakeholder audience.

Take direct action

O Identify an area of concern that
isn't being addressed or dealt
with satisfactorily.

U Create a local project to take
direct action to address issues
and problems.

U Lead others to create positive
local grass-roots actions.

--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and itfs licensors. All rights reserved.

www.delivereducation.com.au michael

delivereducation.com.au



What Can You Do? 7.18

[ Community project actions 7H ]

1. Apply the What/How question technique to establish the types of project 'g
actions you might be looking to achieve in your Extended Community Project.

( What to do? How to do it? h

N\ J

2. Undertake a session of Brainstorming to come up with key words and phrases ’é

related to the types of project actions you might be able to achieve in your
Extended Community Project.

k % : ~
\blems, what you could do, '
At

N

w

. Use drilling-down to unpack ues NN
what you should do, and wh \ project actions in your Extended

v ON
Community Project. Use the strucg ‘@')w, but expand this to poster-sized.
Add to this as you do further pla Nand organising for your project.
Issue:

AVhat S (" What will we do? )
?
(e do j (" What will we do? )
What cou¥

we ‘ What should ( What will we do? )
we do?

(What will we do? )

What should ( What will we do? )
we do? j

Area Issue: C What will we do? )
of What could
do? .
L we do What shoul j ( What will we do? )
?
we do? (" What will we do? )

?
we do? (" What will we do? )

Issue:
What could
we do?

What should C What will we do? )

we do?

d
What should j ( What will we do? )

( What will we do? )
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7.19 What Can You Do?
Creating positive change - RAISE Engagement model

Remember the RAISE Engagement model from last year when you were invited to apply
this model to a community engagement activity? The RAISE Engagement model is one you
can use again and again to help create community engagement, connection and positive
outcomes.

'é So you should strongly consider using this model to drive your actions in your Extended
Community Project. As you re-visit this model, think about how you can create positive
change to deal with the issues and problems associated with your area of concern.

RAISE Engagement Model
4

180

(

1. Recognition (Being heard)

= So you think there is a community area
of concern with issues and problems that
should be addressed?

= You feel passionate about making a
difference, and want to let as many people
know about what you hope to do. So
where should you start?

= But in this digital age, whereby everyone
has a voice, it is increasingly harder to
get heard. In addition, many messages
are unclear, garbled or so poorly
communicated that no-one is |r**‘“°

= So how do you get your mes>
noticed?

3. Involvement (Getting peop n |n)

= Once you have gained atter and
generated acceptance, YO recruit
people to help you.

= Issues are complex QgPcannot be
addressed or dealt witgpy one person

acting alone.

= There is power and synergy in a team of
like-minded stakeholders with shared
values and varied skills. And you can all
get much more work done to deal more
effectively with the issue!

= But; acceptance doesn't necessarily mean
action. Saying, Twill help you' is one thing.
Actually ‘volunteering’ time, effort and
expertise is another thing altogether.

= You can attract all the views, likes and
shares in the world - but if you haven't got
‘bodies’ to do the work with you - then
you are pretty much alone.

~N

2. Acceptance (Being believed)
= Some people are good at getting

attention, but that dgpsn't mean
they win people oveY
= Acceptance is HM\..ng like-
jel

minded stak W/vho agree with
you abou@eQue, about the need

Q) ''d about what can

Yeople who believe in
You are ‘saying’; and who

=\/e in you.

But be prepared for contrary views,

detractors, and even trolls - and

Nha

J

% shake them off!
(

4. Support (Getting resources)

= Everything costs: time, money,
labour, expertise. And someone has
to pay, even if things are donated.

= There are many opportunity costs
involved in community action - or in
other words, personal sacrifices to
be made.

= And there's generally no economic
payoff for taking grass-roots
community action.

= So you need to attract financial
supporters, skills supporters or
media supporters.

= But; once money is involved you
have a whole range of financial and
legal obligations to meet, including
budgeting, recording transactions,
keeping records and other account-
ability measures.
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What Can You Do? 7.20
4 . . A
5. Engage (Tackling the issue or problem)
= Finally, time to get started on the issue. You need to have developed concrete goals
and plans, and created efficient organising tools to meet your objectives, before you
start ‘doing’.
= Leadership is vital; teamwork and collaboration help create synergy and success.
= Safety is paramount, and ethics, including appropriate communication and personal
standards of behaviour, will come into play.

= But; things don't always go to plan. People don't turn up. Or the weather goes bad. Or
there is another legal or safety hurdle problem to overcome. So what is your back-up?
\_ J

[ RAISE Up! 71 J

Focus on an area of concern affecting the community that you are addressing as
part of your Extended Community Project. How could you apply each stage of the
RAISE Up model to help deal with the issues and problems? %

RAISE Stage Enablers - Positive acf

Recognition v \ ;

(Being heard) % E

Acceptance %
(Being believed) . s

Involvement % :
(Getting people to Q

Area of concern is:

joinin)

Support
(Getting resources)

Engage

(Tackling the issue
or problem)

ECP Applied: So what’s next? What actions are you getting ready to take? Why, ’é
how, who and when?
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7.21

Graduated Assessment

AT1

Researching Community Issue & Planning a Community Project
AOS1: Planning a community project

182

For this assessment task, you are required to select and research an area of concern
in relation to social, cultural, environmental and economic issues and prepare the
first stage of planning for your Extended Community Project. You will:

select an area of concern and justify your choice (your project focus)
identify issues and problems related to your area of concern

outline the objectives to be achieved for your Extended Community Project
investigate research methods and resources about the area of concern

I I Iy Wy

research the area of concern in relation to previous actions that have been taken
to address the area of concern

research the area of concern in relation to current actions that arggPeen taken to
address the area of concern
research the area of concern by examining the role of key s*Q"lVrs

propose what you can do to help address thgirea of co@g!
summarise and present the objectives er Wien @&\ ¥ nunity Project,

U

(I W

and the proposed actions you will take to¥

*hieve*‘sﬁ
) UNIT 4
i % ey dates: AOS1

Must

\

Name(s):

Tasks - AT1: Researching Comm
& Planning a Com

Complete the tasks in a format n

’ i Do? Dve Date Done Level
egoVate@vigh YQur teacher. 'é
a. Select an area of concern and iusf! \\ Yioice.

b. Identify issues/problems rel ur area of concern.

agQ
c. Outline obijectives for yog '%d Community Project.
d. Investigate research %nd resources.
e. Research and summonz \ previous actions taken.

f. Research and summarise current actions being taken.

[LL ]

g. Examine the roles of key stakeholders.

h. Propose what you can do to address area of concern.

I
OOQQQQQQQQQQQQ

1

i. Clarify your objectives; propose the actions you will take.

= Prepare and submit my final responses.

’é Present or report to the class (if required).

OO0V
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8.01 Effective Planning

Extended Community Project
At this stage of the unit, you are required to plan your Extended Community Project either
as an individual project, or as a team project.

As part of your successful application of personal development skills, including leadership,
you will be expected to manage this project autonomously. This means that you have full
responsibility for the outcomes of this project. But you will always be given guidance from
your teacher, and if relevant other relevant supervisors such as community partners.

You are well aware that you will need to put in a lot of work prior to actually doing the
project. Most of this preparatory work involves planning and then organising to enable you
and/or your team to achieve the goals and objectives associated with the project.

As you already know, the best way to achieve long-term goals is to break them down into
shorter, more achievable, day-to-day objectives. This supports your planning, and enables
you to move to the organising and then to the doing stages as part of the PODR process.
You are also expected to be able to review your progress throughout all sg¥%eas of the
project, and make necessary adjustments where needed.

Project management Qg Wohotography/Depositphotos.com
To effectively plan, organise and do your Commur‘&
Engagement Project, you should adopt a projerg
management approach. A project managemgnt aNgroach
includes planning and organising all the task! w-Itica, v
resources, skills and responsibilities thg# e t eded%
successfully implement your projecCialNES"an 1Q groul®Zd
under five different project manag @ cateqc$
'g Managing a complex project !N 4
like juggling, while riding gun\@&/cl N a
tightrope. Can you c U k?

Pr danagement Categories

1. Time management

The scheduling of all the actions and activities that
need to be done at different stages of the project.

2. People management 3. Equipment & technology
The various roles, responsibilities and management
tasks that need to be completed, The various devices, tools and other
including how these are assigned to equipment needed to undertake the
team members. project, and their associated costs.
4. Materials management 5. Financial management
The consumables and other inputs that The management of all financial
are used up as part of the project, and aspects of the project including all of
associated costs. the costs and any revenue or sales.
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Project M

Effective Planning 8.02

anagement

-

\

Time management planning

= One of the key elements of successful
project planning is time management.

= People only have the same amount of
time available to them, 24 hours a day.
And of course, they cannot spend all
their time actively engaged in work or
project tasks.

= So, effective time management
planning involves managing both your
own, and other people’s time.

= This involves deadlines, timelines,
rostering, delegation and allocating
roles and responsibilities.

J

People management planning

= A second key element of successful
planning is effectively managing
yourself, as well as the people you
work with.

This might mean allocating and
communicating task roles and
responsibilities, preparing rosters and
ensuring that teams are balanced to
reflect complementary skills

It can also involve training and skilling
yourself and your team members

so that you and they arg Jr"e to
successfully completg all

\_

-

referred to as asset management.

that tasks are carried out safeg

= Effective use of equipment anL
weighing up costs vs benefits bo¥h f

Materials management planigf
= Another aspect of planning ii4

management of all the cAMX
and materials that migkt % :Ied to
achieve your goals.

Technology and equipment mag

= An important part of successful planning is 4
and equipment, including ICT, to achieve yol

= Effective technology and equipmerggmaariemer@egahfnvolve hiring or buying

the right devices and equlpment %perole hogdo use these, and ensuring
qQ "’1
ya

ement pla

rsaringpEhat §
10als. Tabus)

¥ —

' ¥the right tools
\ss, this might be

hically.

—)

Financial management planning

= The final element of effective planning
involves financial management.

This might involve careful budgeting
of revenue and expenses, forecasting

=

= These might be somet'\Q) as simple of market conditions, supervising the
as the ingredients used to bake a purchase of inputs and equipment,
cake, all the way through to all of the and allocating financial responsibilities
components and materials used to run to various team members.
an enterprise. = This also extends to cash security

= Sometimes these inputs are referred when fundraising, staging an event, or
to as consumables or components; or running a commercial enterprise.
they might be held as stock.

™ J

J

[ Community Project - Project management SAJ

<
S

ECP: Quickly now. Brainstorm some of your roles and responsibilities in each of
these 5 project management categories for your Extended Community Project.
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8.03 Time Management

Effective time management

Time is the only resource that is limited in the same way to every person in the world.
Effective time management is a key planning and organising skill because the pressures
and demands placed on people and workers, require them to be able to effectively allocate

their time to different tasks. e N
Schedules & Rosters

A schedule is the general term used
to describe planning, organising
and doing all the tasks and meeting
all the responsibilities and time

Planning, organising and implementing an Extended
Community Project will eat up a lot of time,
especially in the planning and organising stages.
And in the implementing or doing stage, you will

need to be spot on with your scheduling to ensure commitments, of an individual or a
that any activities or events associated with the team. e.g. "You free to discuss the
project run smoothly. presentation today?” “Let me check

my schedule - I'll get back to you.”
A roster is a formal sghedule that
organises the assi«€ygnt of duties
to individuals, tgams<@gP=sources

You have developed time management skills
throughout your VM and in previous PDS activities.
And in Numeracy you have directly developed skills
and techniques to manage your time effectively.

. o Effective rogRiN
If your Ext.ended Communlty PI'OJeC.t is a teams- > = Roste@n N to be planned well
based project then this requires a higher level of : i

time management. You and your teammates h«@g

the responsibility to manage not only your cgaa ‘

time, but also the time of others. All of vouv yoived.

responsibilities must coalesce so tha te¥Pn is "WRKOsters should ensure that an

working together towards achievingmgoWa's and appropriate balance of skills,

objectives. training and authority is covered
_ ] _ ) by the workers.

And if you are dealing with external sStak€&ggie®

and community partners, then you m; s\ g that not be used to favour or punish

you fit in with their own (often verygrogie®time L particular workers.

= Rosters must be fair, and must
commitments and availability

</
nme ve—

J

Estimating
Planning ) Organising
Timelines A \ Deadlines
Calendars ] Diaries
Schedules ) You might hear managers in vocational'é Timetables

situations say that they need everything
to run like clockwork. So how are you
going to work the clock?
Rosters Timesheets
Duration

Image: mtkang/Depositphotos.com
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Time Management 8.04

Urgency vs importance

Everything is important but is everything urgent? Just because your boss has asked

you to do something, does it really have to be done straight away? As part of effective
planning and organising it is important to categorise tasks according to their timeframe for
completion: immediate, short-term, mid-term or long-term.

A useful tool is the ‘ABC Task Analysis’ whereby tasks are classified as:
A = Important and urgent (do right away)

B = Important but not urgent (do next)

C = Not important nor urgent (do when able).

Tasks are organised according to their urgency and
completed in the order needed. Also, some Although everything

tasks are pre-requisites for others later on. might be ‘important’, not
everything is urgent!

Delegation
In work-related and project situations, one person cannot physically supgvisXggPdo, every
single task they have responsibility for. So they delegate tasks and reqwtles to others

N\

who can be relied upon to supervise, coordinate, or egpn do the teg

Delegation involves assigning tasks to other peoplgrSu¥ as LN NS, lower-level
managers, employees and even outside contraciQPB8ut tha pelQaI®vho is delegating is still

accountable for the task being done! v
Activity Action Roster

An ‘Activity Action Roster’ is a very Ol tOh e you effectlvely plan any PDS project,
activity or event. It’s like a detalled !

Activity:
Supetrvisor: Supervisor’s phone:
( E / / When...day 5 /
erson(s vipment/mone . . ...date one
responsub} 4R inputs Y/ Other information ..fime initials
e.g. Go to the shops and by Jim & $50 budget. AUM°?2 JB
b.ug. sausages for EBQ Aug 12 Yusuf Use the cash we Needs to be Halal 8gqm Ys
Y 9 : 9.00 am have collected. 45 mins

--- Add lines as needed ---

[ Community Project - Managing time SB]

ECP: Nice and quick: Brainstorm the time management tools and techniques that 'g
you should apply to managing time for your Extended Community Project.

After this, develop a proposed timeline to plan, organise and implement (do) your
Extended Community Project and present it to your teacher for feedback.
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8.05 People Management

Managing people

People are the most important resource in any organisation whether that be in commercial
businesses or not-for-profit social enterprises. In Australia, organisations spend about 55c in
every dollar on wages and salaries. This is more than all of the spending, on all of the other
costs, equipment, technology, stock and all other resources combined.

As part of your Extended Community Project you are more than likely to have the
opportunity to act as a manager or leader, as well as a ‘worker’. This means that not only
must you manage yourself, but you will also need to manage other people.

Effective people management relies on planning and organising the best way to use
employees’ skills, experience, time and enthusiasm. Get the balance right and you will be
enthused and have a motivated team. Get the mix a little out - and you might be dealing
with hesitancy, resistance and even downright non-compliance. In the end, it’s all about
leadership.

Effective People Manageme

Image: littleny/
Depositphotos.com

K'é Self-management: Top 10 Tips (G" inc.)
= Clearly identify your key objectives and goal ‘

People don’t
always want to
\*tives. |do what they are

= Break larger tasks down into smaller, achieva Q@ 'bite-ged"
supposed to do.

= Plan a realistic timeline for achlevement \ s obiect! xd goals.
= Use a diary or planner to record yo “)pc ltmen W$mmitments.
= Construct and tick off a daily tog r*r)

= Be honest about your strengt Neakne

= Assemble a support team based (e} Jl&'- \tary skills (synergy),
and not based on friendships.

= Don't assume - ask; get advice, re QarQuavd flnd out.

= Avoid busy work just for the &\ ; use your time wisely.

= Develop a back-up plan, juSggPase.

= Plan - first, Organise - ¢ d, ¥ - third, Review - all the time!

\_ ' % ,

-
(% Q . . )

< Managing others: Top 10 Tips (GST exc.)
= Clearly communicate the key objectives and goals.

= Assemble a team based on complementary strengths and weaknesses, and not on
friendship groups; i.e. go for synergy.

= Ensure that everyone has a printed copy of any deadlines and timelines.

= Allocate work tasks fairly and evenly according to skill, experience and enthusiasm.

= Clearly communicate workers' roles and responsibilities.

= Put anything important in writing.

= Choose a leadership and management style that suits your personality, the task,
and the team members.

= When suitable, delegate.

= Don't tell people off for what they have done wrong; instead show them how to do
things right.

= Be unbiased, fair and consistent.

J
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People Management 8.06

Don’t shirk the work

Working in a team is not simply just working in a group. After all, even though ‘U’ ‘R’ might
be in a group, there’s never no ‘I’ in team. So be a worker, not a shirker!

Sometimes there’s the unwanted, unrewarded, dirty or difficult tasks that no team
member wants to put their hand up to do. But someone has to do these tasks. You would
understand this if you have worked in a small or micro vocational or community enterprise
with very few, or even just one key person.

Here’s a tip. For the roles and responsibilities that everyone seems to avoid, such as
cleaning or de-installing (bumping out), share the job. When everyone chips in at the end
of an event, cleaning and de-installing happen much faster. For tricky tasks such as public
speaking, crowd-wrangling and following up people, have a pair take on the responsibility.

As a class discuss this example. What do you think? How would this approach be received? 'é
The team of four has just finished the final presentation and now tea, coffee and
biscuits are being eagerly consumed.

Team members are expected to greet and chat with important guestsQeclu% the

school principal, the local mayor and the CEO of a big community, N But the
room is only booked for another 10 minutes. So Jzgfand Kay si@t "\glo the cleaning-
up and de-installing, while Beau and Flo hand@ RVIN@RR

PAY]

Halfway through, Beau and Flo excuse themse! A1 our team we share

S by sg@ing,

responsibility for all tasks, even the dirty or{g S well rv Jay and Kay to
continue the conversation with you, we weinish % hing. Thanks so much for
coming today. We look forward to a & mating @ debrief in the future, if you
are available to give us more fe and iICQERSOr our upcycling program.”
“We’ll just get them now. Here’'s JaYhcgp:sC@Clalised in all the multimedia and

promotion, and Kay who was our expr‘*\m earching the complex nature of the

issue and the roles and responses OCONYNity stakeholders.”

E {Community Project - Managing people SCJ

Managing people is about effective leadership. What are the key dos and don’ts for ’é
managing people (including external partners) for your project.
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8.07 Technology and Equipment Management

Managing technology and equipment

In the commercial world, organisations invest billions in capital-intensive production
processes. All employees who use this equipment must use it properly. This also goes for
you and or your team in your Extended Community Project.

It is vital to plan so that you can achieve your project’s goals and objectives. You also need
to be trained to operate the technology and equipment in an effective, efficient and safe
manner.

It is important to analyse costs associated with the technology and equipment, such as its
fixed cost (or how much it costs to buy and install); as well as variable costs such as the
cost of electricity used to power the equipment.

When you use technology and equipment for your PDS project, consider these issues.

* Managing Technology and Equip

1. Suitability
You need to work out just what it is that yp need. Moz
equipment is over-engineered, and people 2@ functign{g

tcQfiology and
T Wiey never use.

3. Durability

2. Cost
You need to determine if it v You should be aware
is better for you to hire, or 6 that commercial-grade
buy, the equipment. You also equipment normally costs
need to consider installation a lot more than typical
costs, delivery costs, running 0 q consumer items, because it is

costs and even maintenance. made to last.

4. Training A\ 5. Safety
All workers using the You must ensure that
tech and equipment must everyone who uses the
ﬂ?e tramedl ho‘# tot.tjrse technology and equipment
IS prOPbelr Yi ed e’fhl‘ has been trained to safely
e operate it. All operators must

befgre the');tardetexpecti\ also ensure that customers/
and permitted to use it. clients are not put at risk.

6. Availability
You need to have access .
to the technology and You might need to be
equipment when you want, supervised when using the
so you must plan well in “What makes you think technology and equipment;

: you're the boss of me! and some equipment needs
advance in order to reserve So don't think that you're '  equip
specially licensed operators.

equipment and facilities. gonna’ tell me what to do!”

7. Supervision

8. Responsibility
You need to ensure that someone is responsible for the storage and safe
keeping of the equipment. This might mean maintaining an asset register, and
making sure that all equipment is returned to its rightful owner or place.
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Technology and Equipment Management 8.08

[ Community Project - Managing tech & equipment 8D ]

Think about all of the equipment and technology, including ICT, that you will need 'é
to use to plan, organise, do and review your Extended Community Project.

Use this table to identify what you need, and any planning, organising and doing
issues related to sourcing and using this equipment and technology.

Extended Community Project

Consider... Equipment

Technology and ICT
What we need? Issues to consider What we need?

Issues to consider

1. Suitability

2. Cost

3. Durability

4. Training

5. Safety

6. Availability Q$

7. Supervision

8. Responsibility

What do |/we need to organise next, in relation to equipment and technology?
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8.09 Materials Management

Managing materials

Materials are all the physical resources that go into the production of a good or the

provision of a service. So we can say that these are the consumables and material inputs

that are used up to provide a good or a service. For example:

= a potato chip manufacturer uses potato, oil, salt, water, electricity, packaging and so on,

= a hairdresser will use water, shampoo, conditioner, dyes, chemicals, coffee, power and
so on, and

= a pet rescue centre will use food, cleaning products, medicines, admin materials, and
utilities and materials for keeping the facility functional.

Materials can also include costs such as petrol

for transport, electricity to run equipment, gas to

power cooking and heating, and other similar bills

and utility expenses.

Materials inputs usually have an associated cost

(unless donated). You need to carefully budget for

and manage the cost of materials inputs, as these V

can quickly blow out, especially if you experience Q

waste, over-provision, and other inefficiencies. Q &
OCQ E®

In broader industry (i.e. from a WRS approach) Marg s terprises and community

. . ) grad 22 1®on the donations of goods
materials might take the form of: ) h%m cut costs and provide their
1. raw materials such as timber, wheg ol SErvices.

" St
. . . . Image: edul971/
2. components such as circuit bog DWNRIPYS Or svare parts Depositphotos com
O

3. stock such as books, beverag | chQRQN@2rs
4. consumables such as nails, paper a@Q@»d

Extended Community Project \

In a PDS project, materials are g irnSggputs you need so as to produce or provide any
goods or services. These matenQ€ gt used up (i.e. consumed) as a natural part of doing
or staging an activity or ev .11t Wroject management also requires resources that get
used as part of the plarQ, yganising and reviewing stages of the entire project, such

wigredients.

as paper, toner and ink, 3gnin materials, and even coffee and biscuits for meetings.

Materials are usually a variable cost, with an associated
input cost for each item you make.

For example, if you are involved in a PDS cultural
celebration event making spring rolls, and you make

100, then you’ll have to purchase and use up 100 sets

of inputs. The types of materials involved might include
pastry, vegetables, meat and sauce. The total cost of these
materials per spring roll might be 50 cents.

However, when you purchase materials to be used as inputs, you will usually find that the
cost per item decreases if you buy in bulk. This is one aspect of the concept of economies
of scale. For example, a commercial food manufacturer making spring rolls might produce
one million per week, and because they are buying in bulk, their total cost of inputs might be
as low as 5 cents per spring roll.
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Materials Management 8.10

[ Community Project - Managing materials 8E ]

Think about all of the materials, consumables and other inputs that you will need '4
to use to plan, organise, do and review your Extended Community Project.

N

Use this table to identify what you need, and any planning, organising and doing
issues related to sourcing and using these material inputs.

Extended Community Project

Consider... In the planning & organising stages In the doing stage

What we need? Issues to consider What we need? Issues to consider

1. Raw
materials

3. Stock

Q%
4. Consumables Q

5. Other

What do |/we need to organise next, in relation to materials and inputs?
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8.11 Financial Management

Budgeting

You are well aware from Numeracy of the importance of budgeting as a financial
management planning tool. A budget lists all of the forecasted revenue and expenses
over a period of time. A budget enables you to see if you expect to have more money
coming in (a surplus), or more money going out (a deficit).

If your project involves an activity or event then it is likely to include financial elements that
need to be planned, estimated and managed. This is even more important if you have
been given funding or a grant, as you will have to prove how you used these amounts
(acquit) as part of a financial review.

Your Extended Community Project might involve financial aspects on both the expenses
side and on the revenue side of the ‘ledger’. These could include:

fund-raising revenue and donations
sponsorship, grants, and other seed or (ERGRL1®1dINg R
other expenses or revenue related igmougpecifi@eamcW, activity or event.

& m@m“ \gément: PODR

( Plan: Budgeting ? | Organise: Budgeting )
= Be realistic. Prepare your budget ax \ = Prepare for the buying and/or selling.

accurately as possible. = Create shopping to-do lists.

= spending on inputs, materials and other consumables o e tos com
= equipment and hire costs

= food, drinks, catering and related expenses %

= marketing, promotional and advertising expenditure V

= transportation, training costs and insurances Q

= income and revenue from sales or service incn&

=

=

=

= Always undere;timate reven4g’ gnu = Shop around for the best deals (but
always overestimate expegse cheaper isn't always better).
= Calculate forecasted su@oeficit. = Have funds ready and available
= Include amounts ar: hw.ces for when you need them, including cash
\ unknown and ‘other \@s. ) denominations and change.
r - N = Use digital funds and tools if suited.
Do: Budgeting = Check your budget to ensure it is still
= Run an activity or event with a close reasonable and realistic.
eye on the money going out, and the \. /
money coming in. ( Review: Budgeting )

= Keep all receipts. Record daily operating
expense amounts in a diary.

= Make sure you are staying close to

= During and after your activity, compare
budgeted amounts with actuals.

= Tally and record the actual amounts.

budget. .
= Limit financial responsibility - make 1 = Work out the variance %.
or 2 people responsible and have them = Reflect/discuss why the variation is
report to the group/leader. occurring.
= If revenue or expenses seem way off, = Seek financial advice if needed.

S change your budget, and/or your plans. Change plans or implement a back-up. y

)
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Financial Management 8.12

[ Financial management - Budgeting 8F ]

Your Extended Community Project might involve money-related revenue and 'é
expenditure, especially if you are involved in activities or doing an event.

Use this Cash Budget/Financial Planner template to prepare initial estimates of
revenue and expenses. Then prepare updated ongoing budgets as you spend or
earn any funds associated with your project and its activities/events (e.g. weekly).

Cash Budget/Financial Planner

Name(s):

Project: Date(s):

Revenue
items

Forecast

$

Actual  Vari- Expenditure Forecast Ag¢tual  Vari-
$ ance $ items ' ance $

Total Revenue Total Expenditure

(or)

Forecasted Surplus $ Forecasted Deficit $

Actual Surplus $ (or) Actual Deficit $

Variation $ Variation $

Student signature: Date:

Supervisor’s signature: Date:
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8.13 Risk Management

196

Risk assessment and hazard control

When you are undertaking your Extended Community Project you need to anticipate, plan
for and manage potential risks and hazards.

Naturally, you must carefully consider risks and hazards to you and your teammates.

But you also have a duty of care to ensure that all stakeholders involved in the project,
either directly or indirectly, are not harmed in any way. This includes customers, clients,
supervisors, contractors and the general public. You also need to ensure that you
minimise your environmental impact through ethical and sustainable use of resources
and equipment.

Image: jennyonthemoon.

Potential areas of risk that you might need to mitigate include: 'Y Deposihoroscom
© physical injury, health and wellbein :
phy jary . 9 You are
© mental health and wellbeing ambassadors
e e - . of your VM
© public liability for injury and illness proéram and
: Al i also for the
© financial risk %aol. So don't
© environmental risk Wut reputations
) ) at risk. Stay
© reputation risk professional!
©

plagiarism and copyright issues;
and many others specific to your particular proj%d asgocia Xctivities and events.

Risk assessment and hazard control v

When undertaking risk assessment ar@ ? contrC® ulre are four interrelated concepts

that you need to understand and ag
Hazard: A hazard is a work task, a¥ 2d NN an item of machinery, equipment,

chemicals, or some other element that m@.a harm to people, including varied work-

related stakeholders.
Risk: The risk is the potential Iikel%r Cnance that a hazard will result in harm to
people, including varied stakeh¢iges.

Harm: The harm is the out e (N\QPinight occur as a result of the risk associated with the
hazard. Harm can incIu@ -Wness, psychological harm, disease, or even death.

Control: A control is an'Qion, procedure or item that reduces, or in most cases, eliminates,
a safety hazard or risk, suc% as PPE.

( '6 Hazard management: Guidelines Image:os HanuelGeli Di/photos.com)
v" Involve workers in the process. v" Conduct inspections using
v' Appoint a safety representative (or team checklists.
for a large project). v" Use criteria to assess
v" Ensure people have time away from normal performance.
working duties to develop safety plans. v" Bring in outside
v" Determine priority areas. expertise if
v Liaise with school staff about all potential needed.
risks and follow their advice and v' Eliminate and/or
guidelines. reduce risks.
v' Use WorkSafe Victoria guides and codes ¥ Provide ongoing
. of practice where available. training and support.
J
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Risk Management 8.14
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8.15 Risk Management

198

Hazard control

When you are conducting risk assessment and hazard control for your Extended
Community Project you must make sure that you use similar processes to what is
expected of managers and workers in the world of work.

Hazard control can involve a number of steps, such as those outlined generally through the
Hierarchy of Control; or more specifically through the ITEACM process.

Alternatively, WorkSafe Victoria suggests a seven-step risk control plan
. Establish consultation and communication.

. Allocate responsibilities.

. Decide and develop work plan.

. Identify hazards.

. Assess risks.

. Control risks.

N O g~ ODN -

. Review risk control plan.

Risk identification must commence during the initial stages of proce N‘roject
development, such as when starting a business or goject, deve'o&a new product,
introducing new equipment, or implementing a @prac“%

Risk and hazard identification also continues on'QgPongoing baQs ®rough OH&S/WHS
audits and reviews, as well as consultatio{gggh ¥ orkervtner stakeholders.
T

Training is a vital part of risk assessmegggand lazan%r\ . This should include induction
training, corrective re-training, and on&.mi' ) to syghort the implementation of new
work practices.

Appropriate personal protective eCQimgpt U be identified and sourced prior to
workers undertaking any work activity. "’%need to be trained in the correct use of this
equipment. PPE has to be checked tc N& (hat it remains functional.

Risk assessment is aimed at de\"u,. an understanding of the potential harm, injury or

illness that might occur as a reSQgPi @ hazard. It also involves an analysis of the potential
likelihood of the hazard ocr g. WK assessment must happen on an ongoing basis.

The control stage is wg aQhe elements of effective hazard management come into
play. Questions associat®qgwith this stage should include these, and more.

= Has the hazard been identified?

= Have workers been appropriately trained and equipped?

Image: MattZ90/
Thinkstock

= Has the process been assessed to ensure that the
hazard is controlled effectively to minimise harm?

Hazard monitoring is also required on an ongoing basis.
This includes a review of existing safety processes, as well
as an evaluation of the effectiveness of all hazard control
and risk assessment procedures.

In addition, any issues that are raised must be dealt with,
and monitored, to ensure that the changes are eliminating

potential harm. Stairs and trip hazards are a potential problem

in all worksites and across all community
settings - especially when people rush.
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Risk Management 8.16

-

Hierarchy of Control (ESEAP)

A Hierarchy of Control starts with the controls
that are the most effective (e.g. elimination)
down to controls that are less effective. You can
find graphical representations online.

Elimination:

= First, always try to remove (eliminate) the
hazard. e.g. Toxic cleaning chemicals.

Substitution:

= If the hazard cannot be eliminated, then make
a change (substitute) to create a safer, or less
hazardous, work practice or work environment.
e.g. Switch to less toxic cleaning chemicals.

Engineering:
= Change the physical work environment to

control the hazard more effectively. e.g. Create
a safe chemical storage area.

Administration:

= Develop workplace procedures to improve
‘people safety’. This usually involves reporting

training and support. e.g. Train workers abgut
the potential dangers that could occur as &
result of exposure to the chemicals; 2y
safe handling and safe use methods:
Personal Protective Eqmpment
= Use PPE as a 'protective barrler I
physical harm from contact with the

e.g. Use gloves, eye protection and!

4 )

ITEACM

1. Identify: Undertake an audit
or review of work processes and
activities; or respond to an OH&S/
WHS issue that has been reported.

2. Train: Identify training needed
as part of the work process; as

well as training to enable HSR or
safety rep to undertake an audit.

3. Equip: Ensure that all workers
have appropriate and fully-
functioning personal protective
equipment to control hazards.

4. Assess: Assess and re-assess
potential hazards, thair likelihood
of occurrence, hovgegnful they
might be, and s’

( 5. Contnr

safely.
¢ .
Q«:nsur\

SO W

capacity to dg w\Vuvities

"rl:ge processes to
a®sociated with the
o controlled through
trd ~PE, changed work
nra ices, updating machinery and
< on.

6. Monitor: Check, and keep
reviewing, to ensure changes have
been made, and that workers

are implementing safer work
practices.

\_ J

Community Project - Risk management 8G J

ECP Applied:

barrier mask.

Z
S

a. Identify all of the potential risks and hazards associated with your Extended
Community Project; and any associated activities and events for the project.

b. Apply appropriate hazard control processes to manage these risks and hazards.
Your teacher will inform you whether your school or any external partners need
to apply a specific risk and hazard control process.

c. Brainstorm potential risks and hazards in these categories.

= financial risk

= environmental risk

= reputation risk

= plagiarism and copyright issues

What will you need to do to mitigate these risks?

199

- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK -

Written by Michael quolan Copyright © 2023 DELIVER Educatioj
www.J elivereducation.com.au michael

al Consulting and its I|censors All rights reserved.

delivereducation.com.au



8.17 Contingency Plan

Contingency plan

In complex projects and activities, things

can, and do go wrong. That’s a natural part
of enterprise in action. So you need to plan
for likely issues and problems, as well as
unforeseen issues and problems. That’s why
you need a strong contingency plan.

Contingency planning is where the ‘critic’ team
role can be very useful. Try to anticipate all
the things that potentially could go wrong and
threaten the timely and effective achievement
of your project’s goals and objectives; or in
a worst-case scenario, cause your project to
collapse entirely.

Z
S

N

Contingency planning

People - You/your team
© illness and emergencies

© lateness/absences/no shows
© not meeting deadlines

© conflict and withdrawal

© balancing external responsibiliX

People - Clients/customers

© non co-operative and resistantA\
© change mind/withdraw sup%

© choose a competitor
©® complaints and refunds
© communication mis rS@ndings

Safety
© fail a safety audit
© fail a risk management plan
© tagging and testing
© managing an emergency incident
© can't find an OH&S supervisor

Equipment and Technology
© breakdowns and tech issues
© safety problems
© lack of training
© too expensive/cost rises
© keeping safe/asset management

200

Y
2

For every important responsibility, have a
second person as a back-up; just in case
things don’t go to plan!

Lulu’s going to host the cultural event, but
just in case something hzdieas on the day,

Gertie will ST QW1 g /mage: Jgustavofrazao/

depositphotos.com

Nipervisors/partners
© AW ons denied
®) cofact and appointment issues
> _J-scheduling and cancellations
© external partners withdrawing
© suppliers and services failures

Materials and inputs
© poor quality
© unavailability and delays
© rising costs
© safety, spoilage and transport
© sustainable use policies

Money and budgeting
© poor budgeting
© costs blowouts
© revenue shortfalls
© funding shortfalls
© need for deposits & pre-payments

Environmental and Weather
© inclement weather for events
© site unavailability
© delays and re-schedules
© sustainability management
© site health and safety issues

--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and itfs licensors. All rights reserved.

www.delivereducation.com.au michael

delivereducation.com.au



Contingency Plan 8.18

[ Community project - Contingency plan 8H ]

Think about all of the potential issues that could impact on your Extended 'é
Community Project that might require you to make refinements and changes.

Use this table to identify what resources you need, and any planning, organising
and doing issues related to sourcing and using these resource inputs.

Extended Community Project

Within our control Ouvutside our control

Type of issue

What could happen? What’s the back-up? What could happen? What’s the back-up?

People -
Me/our team

People - 1 %
Clients/
customers ‘

People - ‘ &
Supervisors/
partners v | :

Safety QE$
Materials \
& inputs

%

Equipment ‘
& Technology Q

Money
& budgeting

Permissions
& legals

Environmental
/weather

Other

201
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8.19 Extended Community Project

202

Extended Community Project

Your teacher will lead you through a number of steps to plan for the implementation of your
Extended Community Project. Use the pro-formas on pp.203-9 to help you identify and
plan your requirements. These include a PODR - Brainstorm, the overall task Personal
Development Project Overview, and the more project-specific PODR Project Planner.

0 Plan-Organise-Do-Review R

There are many possible tasks that might need to be completed at different stages when
undertaking your Extended Community Project.

= When first starting or initiating your activity as part of the planning process.
= In the lead-up to your activity as part of the organising process.

= During your activity as part of the doing process.

= Following your activity as part of the reviewing process.

So a good planning tool that can help you work out what you need to do, is the PODR or
Plan-Organise-Do-Review Process. The PODR Process should also be used i@@gnjunction
with other tools when you are planning projects and making decisions.

V Do )

( 1. Plan S 2. Organise (

= Work out just
what it is you are
trying to do; i.e.
your goal(s) for the
community project,

= Break your commungproject

goal(s) into smallgpr M
achievable, obje Q.
= Develop an SgRRR.L®N and

—Qudertake the day-
yO-day activities
needed to actually
perform each task.

= This is where

and how you might
achieve these.

= Summarise these

everything comes
together; and might
even be the shortest

timeline ta ayfetm e F
smalle@ s on S RbY-
18

tas ey
: = OI: YOUQS QY ;
in one or two short and N reglor N (but not easiest) part

\ & AN A W AN J

4. Review

= Monitor what you'\/e%ed, evaluate your community project goals;
and make any c4 es ®id adjustments if necessary.

= Remember @P:aQ Of the 4 stages of Plan-Organise-Do-Review cross
over. So, youould be reviewing throughout the whole activity process.

\

Applied Skills: Extended Community Project

As part of planning, implementing and reviewing your Extended Community Project, you
need to apply these skills. These skills will naturally complement one another. Applying
these should be a natural and organic process. So when you are working out the required
tasks for your Extended Community Project, you should always ask: what, how and why?

= Communication (Think what, how and why?)
Critical thinking (Think what, how and why?)
Problem-solving (Think what, how and why?)
Planning (Think what, how and why?)
Decision-making (Think what, how and why?)

$ 4448

Metacognitive skills (Think what, how and why?)
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Extended Community Project 8.20

( Project: PODR - Brainstorm 8l ]

List the main tasks that will most likely be required at each of the 4 PODR stages for 'é
your Extended Community Project.

Project is:

1. Planning Stage 2. Organising Stage

4. Reviewing Stage

203
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8.21 Extended Community Project

-~

'é Complete this overview planner for your Extended Community Project by recording
important information in every relevant section, throughout the entire process.

Tick off each task as it is negotiated with, and approved by, your teacher.
You can copy and expand this planner if needed.

Personal Development Project Overview

1. Your teacher will lead a class discussion about the 2. Choose appropriate team
potential project or projects that you can undertake. members (if relevant).

Approved Approved
Date Date
3. Choose an Extended Community Project that you’re interested in and disciiss i @Rtgpthers.

\%

. & Approved
v v
4. Complete a PODR Brainstorm, p.203 ack 65. Fill-out an initial PODR Project

from your teacher Planner (pp.206-9), and submit
this to your teacher for checking,
advice and approval.

A\ Approved Approved
Date Date

6. Contact and arrange ngac\ ¥ch any external parties that you will be working with to
discuss your project. (% g @reed to make appointments and get permissions).

Approved
Date
7. Discuss the outcomes of these meetings with your teacher to assess whether your project is
viable. (If not, go back to step 4.) Discuss safety, legal, ethical and other issues.

204

Approved
Date
_J
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Extended Community Project 8.22

~

8. Obtain any relevant permissions from the school and other supervision and legal issues that
need to be sorted out.

Approved
Date

9. If you get the go-ahead to proceed, complete an updated PODR Project Planner (pp.206-9).

Submit this to your teacher for checking, advice and approval.
Approved
Date

group. Discuss these roles with your teacher (and your mentor). Use relevant POSg.@»ject

Planner at different stages. '

v Approved
Q A
11. Identify any potential safety issazard<, W tline how these will be minimised.

Approved
Date

12. Ensure that all relev ern¥ssions, ethical and legal requirements have been sorted out.

Approved
Date

13. If everything is ready to go, and you have 14. After the Extended Community Project is
approval from your teacher, then undertake finished complete evaluation questions. Your
the Extended Community Project. teacher will inform you of your presentation

requirements about the project.

Approved Approved
Date Date

205
--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and its licensors. All rights reserved.
www.delivereducation.com.au michael@delivereducation.com.auv



8.23 PODR Project Planner

PODR Project Planner: Extended Community Project

'f Use this planning and goal-setting pro-forma to guide your community project.
Enlarge it to A3. Present this to your teacher for checking and discussion.

Name(s): Date:

Community Project:

i. Planning stage

(For your overall Extended Community Project.)

Write a one sentence description of your project.

List 3 key goals/objectives associ:«dwith thegm ’t.

Who else is invo@ project? What skills can they offer?

206
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PODR Project Planner 8.24

ii. Organising stage

(For your overall Extended Community Project.) ¢

(" What is the overall timeline? (By when do key tasks need to be done?)

\_
(" Which external stakeholders and partners might be involved? )
% J
V.ed, ™

What resources, materials, equipment and technology ming\ \2

e
R

What are the main rd _‘s \_' e:ach person for this project?
w Y N\
\
[

Ll

List potential safety hazards, legal requirements and permissions.
\ [
J

J

o
)

™ (7
Z

O\
™ (7
N\

/

(™ T (7
e w)k\

207
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8.25 PODR Project Planner

1IN

iii. Doing stage

(For your specific community project outcome or event.)

-~

.

What is the timeline for doing the specific project activity, outcome or event?

~

J

(" What supervision is needed when doing the specific project activity, outcome or event? A

™

Q

\_ -~ _J
/" What tasks need to be done for the spmarject ol = or event, who will do A
these, and by @hen@ffust tf@e lone?
Ktht? ) : "e% : E What? )
Who? &When? th.:&\ =n2 Who? &When?

L % J L J
What? Q E’ What? O Whare P
Who? &When? Who? &When? Who? &When?

N & \§
What? ) What? ) What? )
Who? &When? Who? &When? Who? &When?

\ J J U )

208
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PODR Project Planner 8.26

iv. Reviewing stage

(For your overall community project/ and for the specific outcome or event.)

(" When will a progress report be prepared and discussed with your teacher? )

N\
AN

What criteria will be used to monitor and check your progress?

N

N4
> < <

What back-up plans gin plav-

v.
Q
&

_ \_ y,
" How will risks be managed oA §0|.1g basis? Who has responsibility for this? )
\_ J
4 Feedback on PODR planner ) 'é

Before you move on to the organising stage, you need to present this planner to your
teacher for feedback and possible changes.
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8.27 Assessment Task: AOS1

AT2 Planning and Pre-Organising a Community Project

AOS1: Planning a community project

210

ra

For this assessment task, you are required to research, plan and pre-organise your
Extended Community Project.

-
Part A: Select and research an area of concern

The first step is for you to select and research an area of concern in relation to social,
cultural, environmental and economic issues and prepare the first stage of planning for
your Extended Community Project.

Note: You might have already done this for AT1: Community Issue and Actions, p.182.
Select an area of concern and justify your choice (your project focus).

Identify issues and problems related to your area of concern.

Outline the objectives to be achieved from your Extended Communitgrroject.
Investigate research methods and resources about the area of concerY

(I N N Ny I

Research the area of concern in relation to previous actions thzm Q@ cn taken to
address the area of concern.

Research the area of concern in relation to "m&acﬁow WMWY been taken to
address the area of concern. Q

Research the area of concern by exanw> » role asvakeholders.

Propose what you can do to helpgmldre@the a:aaf @ ncern.
Summarise and present the obi$f v@ur Extgded Community Project, and
the proposed actions you v Q 1P ack R hese.

U

Ooo0o

p _4
Part B: Plan and pre-org ‘I\ pir Extended Community Project
The second step is for you to acqgalM/alY and pre-organise your Extended Community

Project using a variety of plogigs an¥organising tools.
In doing this, you are al%@ ¥ to apply skills in communication, critical thinking,

1g, planning and metacognition. (See pro-forma on

problem-solving, decigay
p.214.) Q
The key planning and oi®uanising tools that you might use are:

Project: PODR - Brainstorm, p.203

Personal Development Project Overview, pp.204-5
PODR Project Planner, pp.206-9

Community Project - Managing tech & equipment, p.191
Community Project - Managing materials, p.193
Financial management - Budgeting, p.195

Community Project - Risk management p.199
Community project - Contingency plan, p.201
Community Project - Planning Skills Record, p.214, and

[ I I oy Ny oy By

AT2: Extended Community Project pro-forma, pp.212-213

~
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Assessment Task: AOS1 8.28

Extended Community Project - Project Brief

4 1. What is the area of concern focus for the Community Project? )
N\ J
4 2. What does the Community Project involve? R
=
=
=
N\ J
4 3. What are the main benefits of dgig Qs Cc )
= v
. Q@ :
) %

N !\_ y
4 4. What areqie g timelines and deadlines? )

. &

5. Who else is involved in this Community Project?

21
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8.29 Assessment Task: AOS1

212

Z
S

a.

b.

Name(s): Key dates:

Project:

Tasks - AT2: Planning & Pre-Organising a Community Project ' 5" Due Date Done Level

Choosing and investigating an area of concern

<
S

Must

:
O
_

Negotiate the task details with my teacher. @

Stage 1: Planning the Extended Community Project

Select an area of concern and justify your choice.
Identify issues/problems related to your area of concern.
Ovutline obijectives for your Extended Community Project.

Investigate research methods and resources.

JUUL

7
&

Research and summarise previous actions taken.

OO

N

Research and summarise current actions being taken.

Examine the roles of key stakeholders.

Propose what you can do to address area o Sor ¥ v

S

Clarify your objectives; propose the ¢ yoWPwill tak

Q

Apply feedback to refine and make impr

<
S
Z
S

=
=
=
=
=

Z
S

Planning the Extended Community Projed \

Get feedback on the PO¥%
Complete Personal C4g=BomWit Project Overview

(pp-204-5 or similar) cGget feedback.

Identify requirements you will need to satisfy prior to participating
in the project.

Identify key resources you will need to implement the project.
Identify potential external partners and supporters you might
engage with to deliver the project.

Identify any safety hazards and risks you need to manage when
participating in the project.

Identify any ethical issues you will need to manage when
participating in the project.

Plan a proposed timeline to manage the project

Complete a PODR Project Planner (pp.206-9) and submit this to
your teacher for checking, advice and approval.

Apply communication, critical thinking, problem-solving, planning,
decision-making and metacognitive skills.

QOOOOOOOOOY POOC
JUUULUUULUL puUUUls
OOO000O0O0O0O0OO0O LOOOOOLOOOOO
JUHbbogddon pogiioogudn
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Assessment Task: AOS1 8.30

Must

Tasks - AT2: Planning & Pre-Organising a Community Project Do> DveDate Done Level

Stage 2: Organising the Extended Community Project
'é Get feedback on the PODR Project Planner (pp.206-9 or similar). @

'g Contact, arrange meetings and meet with any external parties that
you will be working with.

¢ Complete any personal requirements that need to be satisfied
before participating in the project.

= Organise a timeline with key milestones and deadlines.

= Pre-organise the specific resources required for the project.
- People management
- Time management

- Materials management

2\

OOOO0O0ORDOOOOOOO

- Equipment and technology management

- Financial management 4
P

- Risk management Q W

Organise contingency and back-up strategies.
Complete an updated PODR Project Plarg (PrO06- 9)
a1 Vd r'pprowil

submit this to your teacher for checking,

MUSISISIISING,

t"

]
]
]
]
]
]
]
]
]
]
]
]
]
]
L]

U R

Stage 4: Plannin “Swing of the Extended Community Proj

' Discuss progress with your .r. pYor to implementing (doing)
the project.

©
0
-

= Develop (and implemenack-up plans (if needed).

= Develop criteria to evaluate successful application of:
- Communication skills.
- Planning (& organising) and decision-making skills.
- Critical thinking, problem-solving and metacognitive skills.
- Applied use of materials, equipment and technology.
- Achievement of the objectives for the Community Project.
- Teamwork and group success.

- My personal success.

- Other:

SINISISININISISIINS,
00000000008
OOO0O0O0O0O0OO0O

]
]
]
]
]
]
]
]
]
]
L]
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8.31 Community Project - Planning Skills Record

214

Name(s):

Area of
concern:

& skills of:

Communication
What, how
and why?

Required
resources?

Tools, techniques Applied demonstration

Key dates: PDS

Extended
Community
Project -
Planning

Applied demonstration Applied demonstration

for research for planning for pre-organising

Critical-thinking
What, how
and why?

Required
resources?

Problem-solving
What, how
and why?

Required
resources?

Decision-making
What, how
and why?

Required
resources?

Planning
What, how
and why?

Required
resources?

Metacognitive
What, how
and why?

Required
resources?
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Implementing Your Project

(9.01 Introduction - AOS2..................... 216 9.27 Project Event Timeline................. 242 h
9.03 Extended Community Project..... 218 9.29 Project Event Diagram ................. 244
9.05 Assessment Task - AOS2.............. 220 9.30 Project Event Safety Audit........... 245
9.11 Project Elements/Considerations 226 9.31 Project Event To-Do Lists............. 246
9.15 Task Skills ........ccocereevurivcuernnannnnen. 230 9.33 Project Event Planner................... 248
9.21 Doing the Community Project.... 236 9.35 Time Management Planners ....... 250

k9'23 PODR Planner - Implementation 238 9.37 Contingency Plan.......................... 252 )

Activities 9: Implementing Your Project p. Duedate Done

Comment

9@ U4: AOS2 - Requirements 217 O Q
9A What's the doings? 219 U Q
AT3 Implementing Your Extended 220- D Q )
Community Project 225 p )
9B Essential project elements 227 D Q
A
9C Essential project considerations 229
9D Task skills ot |
9E Stakeholder engagement 4
Managing stakeholder \ )
9F . .
relationships )
9G Putting it all together Q
9H Implementation TEMP-O 4 L_j Q
9.23- PODR Project Planner - %238- O Q )
9.26 Implementation % 241 )
91 Project Event timel.q 22123 D Q )
9J Project Event diagram 244 D Q
9K Project Event safety audit 245 D Q
. . 246-
9L Project Event to-do lists 047 D Q |
: 248-
9M Project Event Planner 249 D Q |
. 253-
9N Contingency Plan 955 O O
(" Comments:
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9.01 Unit 4: AOS2 - Introduction

216

Unit 4: AOS2 - Implementing a community project

Section 9: Implementing Your Project is an action-oriented section that culminates in you
planning, organising and implementing your Extended Community Project.

For this area of study, you will be introduced to your assessment task early in the section
so that you can establish a framework within which to develop and apply the project
management skills, tools and techniques.

AT3: Implementing Your Extended Community Project pp.221-225

When implementing your Extended Community Project, you will have to finalise and
deliver one or more project outcomes. You first explored these project outcome foci in
Section 7 and consolidated these through the planning and pre-organising stages in AT2.

AOS2: Implementing a
community project

S9: Implementing Your Project

oty
o) ([ Q¥ ) o ) (oo )

Project Event Timeline

Project Event Diagram
Project Event Safety Audit
Project Event To-Do Lists

Project Event Planner

Time Management Planners

(Project Activity/Event Timeline Planner ) ( Daily Timesheet - Task Planner )

Contingency Plan
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Unit 4: AOS2 - Introduction 9.02

Unit 4: AOS2 - Implementing a community project (cont.)

You will establish key project considerations and identify required task skills, as well as the
importance of stakeholder engagement and relationship management.

You are then invited to apply the PODR Planning Process to plan, organise, do and review
your Extended Community Project to support effective implementation.

To achieve this, you will apply your suite of metacognitive skills such as planning,
communication, critical thinking, problem-solving and decision-making; as well as employing
effective time management, collaborative and leadership skills.

Note: Your teacher might modify or vary your assessments; or introduce different
assessment tasks that are more suitable for the type of Extended Community Project that

you are doing.

L2’ - Requirements 9 }

Your teacher will discuss the key requiren o:r sticcgP ¥y completing AOS2:

Implementing a community pro;ec@i:r clat Phese below.
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9.03 Extended Community Project

218

N

Implementing the Extended Community Project

Your Extended Community Project might involve a specific one-off activity or event, or
perhaps a series of activities and events, such as a:

training activity
sports, health or recreation event or activity

= seminar or conference

= community day event or cultural celebration

= fundraising drive

= social enterprise Celebrate
= promotional and awareness campaign the

= media engagement and communication MH@VMW%!
=

=

=

Image: Rawpixel/

performative arts, creative endeavour or product launch or event. depositphotos.com

As you have already realised through your extended period of planning aiqgganising, the
staging of that event might be the shortest part of the entire community@rojcQgProcess.
However, this will be the most important part of the entire process.Q

lo.\[ \

So now is the time for you to use and apply all of y&skills to as
In this doing stage, you now have to focus on ¥ LHe®pc tas

/our goals.

\U¥ed to successfully

implement or deliver your project’s activity oL eveNgouicO'Em
Once again you should reflect on the PODR o &1 *h%nce now is that you are
dealing with the specific tasks requirer@ < Extc% Tommunity Project.

S

v" This means your planning wilg §Ch o qmicro-scale.
v Your organising will be directl led J NN\ W2bjectives needed for many different
micro activities and tasks.

v Your doing will be about each tezs & Yer safely carrying out the tasks needed to
successfully meet their respor@es.

v And your reviewing will swdgg» real-time monitoring, assessment and judgement
that you are meeting yodne Q¢ objectives, including the use of immediate and

supportive feedbaclg
You have planned for t&ou have organised for this. So let’s go! And this time we’ll start
a little differently by introdu¥®ing your assessment task at the beginning of the section.

“Our entire class is focusing on
implementing waste reduction,
recycling and upcycling
recommendations from Craig
Reucassel’s, War On Waste series.

Because there are so many areas to
address, we have split into 5 different
project teams with each taking
responsibility for a particular area of
waste reduction.

In this implementation stage, we
are going to deliver information and
training programs to different cohorts
within the school community.”

Image: william87depositphotos.com
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Extended Community Project 9.04

{ What'’s the doings?

QA}

1. What is specifically involved in the implementing or doing stage for your

Extended Community Project?

2. What are the expected timelines associated with your ‘doing’?

3. Are there other people, groups or external partners that you need to work with

or integrate with?

a N

\_ J N\ N
4. OK. One sentence for each. h@lm, R \
objectives for this doing stage & the@
|

N\ ([ N

"IN y

(" What are we doing - speciﬁcally?l\

pd Community Project.

How will we ensure that everyone )
knows their roles and responsibilities?

%
&

- L J
(" How will we ensure that we haveall \ [ How will we check on progress )
our equipment, technology and inputs? throughout the doing stage?
L J J
(" How do we monitor and checkfor ) ( What back-ups and contingencies do )
safety? we need to have in place?
- L J
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9.05 Assessment Task: AOS2

AT3

Implementing Your Extended Community Project
AOS2: Implementing a community project

220

For this assessment task, you are required to implement your Extended Community
Project.

Project outcome - Focus

For your Extended Community Project, you will have to finalise and deliver one or
more project outcomes.

You first explored these project outcome foci when you did the Community Project
- Mix & match (pp.166-7).

You then consolidated these through the planning and pre-organising stages of your
project in AT2: Planning and Pre-organising a Community Project (pp.210-3).

The Extended Community Project outcome is: <

Project outcome - Frequency

Some of your projects involve delivering (imQ\encing) o\ Wigle outcome or
activity such as a presentation on the be{gss W volu) 2 in the community, a
performance about youth mental hegath Qlleny@sar cultural awareness event.
Other projects might require a serie%'.:liv rableglitcomes or activities, such as a
recycling training program for [Y2ar WNNses, ongoing weekly participation in

a community program, or a seric Q. S U\
awareness campaign.

The frequency of the Ex&kﬂ Community Project outcome is:

Project outcome - FQt

In essence, your projecputcome might be delivered in 1 of 3 main formats.
U Communication: Such as a presentation, media campaign, ad, comic, etc..
U Participation: Community program, training activity, volunteering, etc..

U Event: Performance, fundraising drive, celebration, luncheon, etc..

But keep in mind, that some of your projects may cross over, and be implemented
as a hybrid activity using 2 or 3 of these deliverable formats. And you might even be
doing a unigue Community Project that requires its own outcome activity format.

d communications as part of a media

( . N N\ ( . . - N\ (
Communication outcome Participation outcome Event outcome
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Assessment Task: AOS2 9.06

Community Project - Implementation Brief

4 1. What is the specific implementation goal of the Community Project? )

N\ J
4 2. What does the implementation of the Community Project involve? )
=
=
=
\_
[

3. What main actions are needed to inde

| V-
@ Q-
R |

4. What are the key ti‘ g and deadlines for implementation? A

. &

=

=
\_ W,
-

5. Who else is involved in implementation of the Community Project? A

=

=

221
--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and its licensors. All rights reserved.

www.delivereducation.com.au michael@delivereducation.com.au



9.07 Assessment Task: AOS2

222

ZIN

Name(s): Key dates: N

AOS2

Project:

Tasks - AT3: Implementing Your Extended Community Project

Use this evidence record to tick-off the main tasks you have completed in the lead-up to
implementing your community project. These include:

Stage 1: Planning and Organising the Extended Community Project (or AT1)
Stage 2: Pre-Organising the Extended Community Project (or AT2)

Stage 3a: Planning & Organising of the Doing/Implementing phase focusing on the project
outcome’s activity or event.

Stage 1: Planning and Organising the Extended Community Project

Choosing and investigating an area of concern

Planning the Extended Community Project

and/or AT1: Researching Community Issue & Planning a
Community Projects, p.182

Apply communication, critical thinking, problem-solving, planning, (‘
decision-making and metacognitive skills. v

OO

%,

‘e
0

Complete all pre-organising tasks that are rw prior 1AW the project.
Create a project timeline with key miI\ nd dec%s.
Organise contingency and back-up siVatedgeg

Pre-organise the specific resourcc @ @
and/or AT2: Planning & Pre-organising N

Stage 2: Pre-Organising the

©

i
00000
UG

ired forQnNroject.

funity Project,
pp-210-3. Q
Apply communication, critical thinkgy g, lem-solving, planning, @
decision-making and metqcognii%ﬁll‘s.

Stage 3a: Planning Q&

JUUU

for Doing/Implementing the Extended Community Project

d. Plan the implementar Qg of the project outcome activity or event.

Use relevant planning tools, techniques and strategies.

Evaluate for suitability, effectiveness and potential issues.

Apply communication, critical thinking, problem-solving, planning,
decision-making and metacognitive skills.

elele
UL

b. Pre-organise the implementation of the project outcome activity or event.

Use relevant organising tools, techniques and strategies.

Pre-organise the specific resources required for the project
outcome.

Pre-organise contingency and back-up strategies.

Evaluate for suitability, effectiveness and potential issues.

Apply communication, critical thinking, problem-solving, planning,
decision-making and metacognitive skills.

elelelele
UL
00000 000
JUUUd 0
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Assessment Task: AOS2 9.08

Name(s): Key dates:

UNIT 4
Project & AOS2
Ovutcome:

Tasks - AT3: Implementing Your Extended Community Project lgg‘s?i Due Date Done Level

Stage 3: Implementing/Doing the Extended Community Project

'é Negotiate the project implementation details with teacher. @ [: O [:
= Complete Community Project - Implementation Brief. p.221 O [: O [:
= Establish and apply Essential project elements. p.227 Q [: O [:
= Establish and apply Essential project considerations. p.229 Q [: O [:
= Establish and apply relevant Task skills. pp.230-1 Q [: O [:
= Establish and apply Stakeholder engagement strategies. p.232-3 Q [: O [:
= Effectively manage Stakeholder relationships. p.235 Q C O [:
= Complete an Implementation TEMP-O. p.237 Q [—_—'| \) [:
= Complete a PODR Project Planner - Implementation. pp.2#38-241 )Q_ O [:
= Submit PODR planner to teacher for final approval 4 &off. QN ij O [:
= Create and apply the Project Event Timeline. p, 242 A\ [: O [:
= Create and apply a Project Event diagram. p.y O [: O [:
= Undertake and apply a Project Event sc%ﬁ. Fe ’2455 Q [: O [:
= Create and apply Project Event to! pPp-246 Q [: O [:
= Apply Project Activity /Event Timeline P¥inn¢ cgneed. p.248 Q [: O [:
= Apply Daily Timesheet - Task Planners ¢ N Y 0.249 Q [: O [:
= Establish and apply Contingency P'A‘omck-ups. pp-250-1 @ [: O [:

OL JOL ]

' OC 10

= Organise the resourc&:ired for implementation. @ D O D
= Apply effective time management skills in implementation. @ S O S
= Manage safety and risks in implementation. @ S O S
= Manage financial risk and responsibilities in implementation. @ S O S
= Ensure ethical standards and behaviours in implementation. @ S O S
= Appropriately document evidence for implementation. @ S O S
oL J0OCL

oLJ10o0C ]

= Communicate an effective response to a community issve. @ S O S
= Implement a project outcome activity or event. @ S O S
= _plonning, decisiontmaking and metacadnitive sdls, L JO[L ]
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9.09 Assessment Task: AOS2

Stage 4: Reviewing the Extended Community Project

'é Discuss the plan for implementation with teacher.

= Develop (and implement) back-up plans (if needed).
= Develop criteria to evaluate successful application of:
- Planning (& organising) and decision-making skills.

- Critical thinking, problem-solving and metacognitive skills.

- Applied use of materials, equipment and technology.

JULUUUUUU

%

0000 0O00000OOOOO®OOOOOOOO0
JUol odoiioodoionioddaiin

©
©
O
©
- Communication skills. @
©
©
©
O
O

= Develop criteria to evaluate successful achievement of: (\

—
- The objectives for the Community Project outcome:« |

- Recommendations to deal with the area of concer
- Organising of resources for the proiec'r: v ‘

- Time management skills for the prgiact? E

‘cathe project.

%

JUUU UobUUudue

- Managing safety and risks for th¥ 2ct.

- Managing financial risks and responsi/@it\
- Meeting ethical standards and bghaRurs®r the project.

- Documenting of evidence for'@QgProject.

= Develop criteria to evaluate personal achievement of:
- Teamwork and group success.
- My personal success.

- Other:

GIOISISENGIGINISISINVIVISI

- Other:

Additional information:

\Signed: Date:

J

\_
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Community Project - Planning Skills Record 9.10

Name(s): Key dates: PDS
Extended
Project Community

activity/event Project -
outcome: Implementation

Applied demonstration Applied demonstration
for doing for reviewing

Applied demonstration
for planning & organising

Tools, techniques
& skills of:

Communication
What, how
and why?

Required
resources?

Critical-thinking
What, how ‘

and why?
Required Y
resources? < :
Problem-solving v ;
What, how v
and why? |
Required Q Q
resources? %
Decision-making \
What, how

and why?

Required
resources?

Planning
What, how
and why?

Required
resources?

Metacognitive
What, how
and why?

Required
resources?
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9.11 Project Elements and Considerations

226

ZIN

People skills

As you know, planning, organising and now implementing a successful Extended
Community Project is driven by developing and applying a suite of intrapersonal and
interpersonal sKkills.

Linking these skills-sets together is well-developed social awareness and
. . . [/ : Sakura28
effective communication. Four key elements can be grouped under: depositphotos.com

1. Emotional intelligence
2. Interpersonal skills
3. Leadership

4. Team collaboration.

So now it’s time for you to clearly identify just how you
will best apply these skill-sets for the implementation of

your community project. And do we even need to remind
you that many of these are interrelated and will cross %
over one another.

It all starts with effective social V

awareness and communicatir«
Doing Your Proj .ms:‘w
1. Emotional intelligence 6 2. Interpersonal skills
® Communication © WPrbal communication

® Non-verbal communication
® Social awareness

® Social awareness
© Active listening

© Empathy © Active listening
© Understanding your strengths and © Collaboration and consultation
weaknesses © Negotiation
© Understanding the strength% ® Conflict resolution
weaknesses of others ® Decision-making
© "Reading’ behaviouq ) ons © Listening to and understanding
© Building resilience others’ perspectives
3. Leadership 4. Team collaboration
© Communication © Communication
© Social awareness © Social awareness
© Taking responsibility © Consultation
© Showing initiative © Planning and organising
© Building a team © Team dynamics
© Sharing a vision © Building synergy
© Planning and decision-making © Taking responsibility
© Organising resources © Supporting others
© Delegating roles and responsibilities © Negotiation
© Encouraging and motivating others © Conflict resolution
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Project Elements and Considerations 9.12

[ Essential project elements QB}

Brainstorm key words and terms related to each of these 4 key elements that are 'é
essential for implementing your community project.
4 4

1. Emotional intelligence ) 2. Interpersonal skills )

4. Team collaboration A

4 3. Leadership \
QQ&

- AN J
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9.13 Project Elements and Considerations

Project considerations

For your community project, you have a responsibility to ensure that you always act
appropriately, safely and ethically; and that you don’t put yourself, your teammates or any
other person at risk of harm. You have a duty of care to others and to the environment.
Four key considerations related to your responsibilities are:

1. Health and safety

2. Wellbeing
3. Managing risk
4. Ethics.

Underpinning these key considerations, is again, well-developed social awareness and

communication as part of effective leadership.

So now it’s time for you to clearly decide how you will ensure that everything you do for the
implementation of your community project delivers proactively on these congiderations.

Again, many of these are interrelated and will cross over one another. So

you address holistically, then the better.

1IN

Health and safety
® Communication and social awarenesg

© Ensuring the physical and mental
safety of you and your team

© Protecting the safety of direct
customers/clients

Protecting the safety of others \%
First-aid and incident manage%
na

Risk management and hazaigla
Training and skills develggene
Monitoring actions for %cesses
Reporting and revidgul,

Managing risk
Communication and social awareness
Dealing with physical safety hazards
Dealing with mental safety hazards
Asking for help and advice
Maintaining emotional wellbeing
Managing financial risk
Managing reputation risk

© Working sustainably and protecting
the environment

© Getting relevant permissions
© Analysing information sources

(R ECHCECREN®

©00O606 066

228

Doing Your Project: K

ore of these

Wellbeing

@‘.omn‘mication and social awareness

© " ivi2lhging health and safety
Helping the wellbeing of others

© Aligning the goals of you and your
team

© Motivating others with a shared vision

© Recognising and celebrating
achievement

© Managing work/life balance
© Protecting the environment

0& $ Giving back to the community

Ethics
® Communication and social awareness

© Accepting responsibility for actions
and outcomes

© Maintaining privacy and
confidentiality

© Treating people respectfully

© Getting permissions to feature other
people

© Avoiding plagiarism and managing
copyright issues

© Getting permissions to use others’
intellectual property

--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and itfs licensors. All rights reserved.

www.delivereducation.com.au michael

delivereducation.com.au



Project Elements and Considerations 9.14

[ Essential project considerations QC}

Brainstorm key words and terms related to each of these 4 key considerations that 'é
are essential for implementing your community project.

4 1. Health and safety N ( 2. Wellbeing )

4. Ethics A

4 3. Managing risk \
&
4

- AN J
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9.15 Task Skills

Task skills

As you already realise, activities, events and other outcomes related to your Extended

Community Project require a range of varied, but interrelated task skills. Some of these
‘doing’ actions will be general and needed for all sorts of activities and events, whereas
some will be more specific and related to a particular project outcome, activity or event.

To clearly identify the task skills that might be needed for your community project, ask
yourself and/or team members these questions.

1. What actions do we need to do?
2. What skills will this require?
3. Who will do these tasks, how and by when?

[ 9D Task skills }

Community Project. Explain the task skills that will be required. Iden ho will
do these, and how and when these will be done. Create a larger tQle nWeeded.

2. Task skills reqy”»d... ~ Q

'é Clarify key actions you need to do for the implementation stage of yojg Extended
Q 9 Nl

1. Actions to do...
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allocate
tasks

organise team
members

organise team
members

prepare written
information

organise
travel times

negotiate
permissions

plan
timelines

organise
transportation

organise
resources

communicate
responsibilities

make
appointments

plan
budgets

Task Skills 9.16

Potential Task Skills

hire rooms
and facilities

organise
music

write a speech/
presentation

develop market-
ing materials

resolve
conflict

organise
guest speakers

monitor
safe : E peop

use

¢

Qand! le and
Wilect money

estimate
quantities

write a speech/
presentation

multimed:\
) /a

prepare
visual aids

confirm
attendance

make
posters

complete and
lodge forms

develop web
materials

make & record
presentations

introduce
guests

contact
people

make

anr:uncements
Vc‘mleshoot

Qte\,mical issues
org‘.mise& return
equipment

wrarlle
le

hire
equipment

confirm
appointments

organise
rosters

print
handouts

operate ICT
equipment

A’y

clean-up
location

prepare food
and refreshments

assess and
manage risks

plan and lead
meetings

apply ethical
guidelines

complete
evaluations
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9.17 Task Skills

Stakeholder engagement

Whether you are working in a commercial enterprise, a not-for-profit social enterprise, a
government agency, or even just as a volunteer in the community, it is important to always
understand the purpose of what you are doing. You will be working towards achieving

the goals and objectives related to producing goods, or providing services, for varied
stakeholders such as customers, clients, members, supporters, students, patrons,
residents, patients and other types of stakeholder groups. So your purpose is driven by
positive, proactive and timely stakeholder engagement.

When implementing your Extended Community Project, you just need to ask yourself,
“Why am | doing what I’'m doing?” Well, the answer is always, “ Well it'’s for them!”

ZIN

Doing Your Project: Stakeholder Engagement

Stakeholder engagement %
1. What are our objectives? 6. Who are our supervkx

= What are the intended outcomes? = AVhat roles d¢
= What might be some unintended &at are oS 1 W 1sibilities to them?
outcomes? o \\Wat re QN and information do we
2. Who are our customers/clients/audience/, nee@man Q@ de to them?
communities? )7 O I\OWMWI are we communicat-

= How are we meeting their 4
3. Who are our partners?

= What are their needs? ing o\sc\ ;ses and outcomes?
= What are we doing/supplyingg — W/ are we communicating with face-
to-face?

=" Who are we communicating with

= How are they helping us? via phor_1e, email, SMS and other
! ‘professional’ methods?
= How are we helping them?
gilop

= Who are we communicating with via

= What reporting and inforz ‘ online content and social media?
WEWEL RO to o = Who are we communicating with via
4. Who are our supporters the creation of information, training,
= How are they su PNy Is? presentations, and other content?
= How are we suppCqgag them? = How are we meeting their needs?
= What reporting and information do 8. What are our responsibilities to the
we need to provide to them? environment?
5. Who else might our actions impact? 9. What are our responsibilities to our
= How might we impact others? communities?
= How might they impact on us? 10. What are our responsibilities to our
school?

= How might we have a digital impact?
= What environmental impacts might 11. What are our responsibilities to each
result from our actions? other?

( 9E Stakeholder engagement ]

'é Brainstorm key words and terms about actions that will ensure positive and
professional stakeholder engagement for implementing your community project.
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Task Skills 9.18

How will we engage with stakeholders such as...

1. Our objectives re: people

(" 2.0ur customers/clients/audience/ ) 4 3. Our partners? )
communities?
\ J % J
4 4. Our supporters ) 4 5. OtheV A
N qjk ‘:i y
4 6. Our supervisors? 4 7. To whom, and how, we are )
| \ communicating
AI l
N % J J
4 8. The/our en\Qne, 2?7 ‘ 4 9. Our communities? )
. J . J
4 10. Our school? ) 4 11. Each other? )
. J . J
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9.19 Task Skills

234

Managing stakeholder relationships

As you have been working through this section on implementing your Extended
Community Project, all of the advice for successful ‘doing’ has been in relation to concepts
and areas of knowledge that you are already of, and have been developing and applying
throughout your entire Vocational Major program.

It is now that we need to introduce the importance of managing stakeholder relationships.
When you are working in industry, taking action in the community, or participating in any
other activity, the key to successful behaviours and outcomes is the ability to effectively
manage relationships with both external and internal stakeholders.

And this also applies to

your community project. In
essence, what you are doing
- to one extent or another - is

all about successfully dealing
with and/or providing for other %
stakeholders. V
So as a class, discuss these top Q
10 tips for managing stakeholder «
relationships, and start to
analyse how each might apply to
your own community projects. v sv
Image: rbhavana

depositphotos.com

(" 'é 10 tips to hf@‘\ge sQxNolder relationships )

1. Identify and prioritise Resolve conflict
Identify all stakeholders who might be y-onflict and disagreement are inevitable,
affected by, or can affect, your action! so develop an effective conflict resolution
Prioritise them based on their impqg2a e process to deal with issues and concerns in a
and potential impact on your pgfest. fair and timely manner.
2. Understand needs and gae N Q4P ns 7. Align objectives
Take time to understand n*eholder’s Whenever possible, align your goals and
needs, expectations, c4 nspnd goals. objectives with the goals and expectations
Apply active listening. of your stakeholders to create a shared
3. Open communication purpose.
Maintain ongoing communication with 8. Monitor and review
key stakeholders by informing them about Regularly assess the effectiveness of your
your goals, plans, progress, challenges and actions, and seek and act on feedback.
achievements. 9. Adapt to change
4. Two-way engagement Be flexible and adaptable to deal with
Create a two-way communication process changing goals, needs and circumstances as
where stakeholders can provide feedback, part of planning for contingencies.
ask questions, advise and assist in decision-  10. Be ethical
maklrﬁg. Demonstrate strong ethical standards in all
5. Build trust interactions with stakeholders, including
Consistently deliver on promised actions, respecting their rights, confidentiality and
demonstrate ethical behaviour, and show privacy.

kgenuine concern for stakeholders’ interests.
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Task Skills 9.20

{ Managing stakeholder relationships 9F J

List the 10 tips for managing stakeholder relationships. Develop behaviours and 'é
actions that you would need to apply to your own community project.

1. ) 2. N\

NG J NG J

3 ) (4. N\

\_ J \_ J
9 I 10 )
\_ J \_ J

Applied: Your teacher will introduce you to a conflict resolution process that you
can investigate and apply to potential issues when doing your community project.
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9.21 Doing the Extended Community Project

[ 9G Putting it all together }

Z
S

Extended Community Project.

Use this visual planner to outline what you are required to do to implement your

Extended Community Project, What'’s the doings?, p.218

é Project Elements and Considerations ) é Project Elements and Considerations )
Essential project elements, p.226 Essential project considerations, p.228
L J L ) J
(" Task Skills: Task Skills, N\ ( Task Skills: Stakeholder ) Task Skills\@Ra/g@ ging stake- )
p.230 engagement, p.232 holdwlah\ Pships, p.234
L
. J _v ) SN y,
4 Implementation TEMP-O, p.237 $ K-PO’ ! Project Planner - Implementation, )
Q pp.238-241
RN\
|
\ QY Y,
4 Project Event N\( Pre@@.vent \ Project Event N\( Project Event To- )
Timeline, pp.242-3 @ 244 Safety Audit, p.245 Do Lists, pp.246-7
- AN AN AN J
4 Project Event Planner, pp.248-9 ) 4 Time Management Planners, pp.250-1 )
- J - J

Contingency Plan, pp.253-6
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Doing the Extended Community Project 9.22

[ Implementation TEMP-O 9H J

Now that you are at the implementation stage, use this TEMP-O task organiser 'é
to identify the specific tasks, equipment, materials and roles of team members
needed to do your Extended Community Project. Your teacher will check this.

4 1. ‘Doing’ Tasks N\ ( 2. Equipment for ‘Doing’
(What, when & how?) (What, when & $?)

v.
N\t
\ Q& ,

4 3. Materials for ‘Doing’ \ 4. What people will ‘Do’ A
(What, when & $?) (Who is responsible, who supports, who

% checks?)
&
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9.23 PODR Project Planner - Implementation

238

Name(s):

Community Project:

PODR Project Planner: Implementation of the Community Project
Use this planning and goal-setting pro-forma to guide the implementation phase of

Date:

your community project. Enlarge it. Present to your teacher for checking and discussion.

i. Planning the ‘doing’ stage

(For your implementation of the Extended Community Project.)

(" Write a one sentence description of the implementation of project. )

\_ . A

( List 3 key goals/objectives associated with thg implementh‘_the project. ‘
Vel

L \ % J J

\ \_ g

(" Who else is involved in the ; $ﬁaﬁon of the project? What skills can they offer? A

Q(_ DY

: |
g L J
4 ( N\ 0
x\ J L /j
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PODR Project Planner - Implementation 9.24

ii. Organising the ‘doing’ stage

(For the implementation of the Extended Community Project.) ’<

" What is the implementation timeline? (By when do key tasks need to be done?)

" Which external stakeholders and partners might be involved in implementation? )

% J
What resources, materials, equipment and technology mig@-ed? )

)l \;{‘T& o
RN

N\

4

N 7

& J
\ % 9,
(" What are the main roles of each :\r;‘ tor the implementation of the project? )

4 w " 9 N\ R

\ Q 5
L % J J
( Q\ { N Y

L

List potential safety hazards, legal requirements and permissions.
{ 0
J

J

(™ (7
\wwj@
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9.25 PODR Project Planner - Implementation

240

1IN

iii. Doing the ‘implementation’ stage

(For your specific community project activity, outcome or event.)

.

(" What is the timeline for implementing the specific project activity, outcome or event? )

J

-

( What supervision is needed when implementing the project activity, outcome or event? A

o &

J

" What tasks need to be done for implem)

who will do these, agal by
0 $

nen r@ist thgse be done?

T 1{.e spev::ject outcome or event, A

Ktht? What? )
Who? &When? th&& Who? &When?

L % J L J
What? Q E’ What? O Whare P
Who? &When? Who? &When? Who? &When?

| g g
What? ) What? ) What? )
Who? &When? Who? &When? Who? &When?

& J J U )

Written by Michael quolan Copyright © 2023 DELIVER Educational
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PODR Project Planner - Implementation 9.26

iv. Reviewing the ‘implementation’ stage

(For the implementation of your specific project activity, outcome or event.) 'é
(" When will a progress report be prepared and discussed with your teacher? )
\_ J
4 What criteria will be used to monitor and check your progress? )
\_ P QU _/
( What back-up plans for imlnlen. \tatiorgaee inQ)lace? )
_ \_ y,
" How will risks be managed on%omg basis? Who has responsibility for this? )
\_ J
4 Feedback on PODR Project Planner - Implementation ) 'é
Before you implement your project’s activity, event or other outcome, you need to
present this planner to your teacher for feedback and possible changes.
\_ J
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9.27 Project Event Timeline

[ 91 Project Event timeline ]

Now it is time to work on the implementing/doing stage of your project outcome.
Your previous planning and organising will have helped prepare you to deliver an
activity, outcome or event for your project.

This might be a seminar, a community day, a cultural celebration, a fundraising
drive, a sports, arts, health or recreation activity, or some other community project
approved by your teacher.

However, some of you might be doing activities for your Extended Community
Project on an ongoing basis, rather than just as a single outcome. If so, you will still
need to complete these planners at the beginning of the implementation stage.
Then as you get more familiar with your ongoing work roles and responsibilities,
you can update with any information as you progress through your project.

Here are some key steps for this ‘doing’ stage that apply to your ExteQgQgp:
Community Project. Your teacher will guide you as to which onesw % to do.

To make the implementation easier, we will simply refer to this hnWvent’.

a. Plan and draw a Project Event Timeline (pvif«
b Q

N

Q). Include key roles,
¥ information.

. Develop a visual mind-map, or Project E diagram (\
work stations, equipment location, s{@gLisW®:es ar s O
i

c. Complete a Project Event safety gmdit ,.245)%h e this checked.

d. Create and use Project Event +n$s (rQQ46-78n paper or e-devices.

e. Develop a Project Event PIp.ZM-_ Nt lists all the tasks, the times and
the people involved in preparn W, i

@ d in cleaning-up (or de-installing)
the project’s event. !\

é Brainstorm all the time, s¢gc 2 and rostering requirements associated with A
< n"

doing the specific ‘Project E: Whnen finished arrange these on the Project timeline.

&
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Project Event Timeline 9.28

\ P
Q?’:,
2 4\
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9.29 Project Event Layout & Safety

[9] Project Event diagram ]

'é Develop a visual mind-map, or Project Event diagram. Include key roles, work
stations, equipment location, safety issues and other information.

%
\ ¥
& \§
QN
o
<a\\
&
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Project Event Layout & Safety 9.30

[ Project Event safety audit 9K J

You will have responsibility for ensuring that you do your Project’s activity, '6
outcome or event safely. Your safety responsibilities naturally include you and your
teammates, as well as customers and clients and any other stakeholders that might

be affected by what you do for your Project’s activity, outcome or event.

1. Complete this audit in each of the 4 safety categories. Identify who has
responsibility and who acts as a back-up.

2. Submit to your teacher for feedback. Make any necessary changes.

4 1. Equipment, technology and N\ ( 2. Training and skills-development
materials safety. that is needed prior to ‘doing’.

&
\%
<<’\§
q. S
Teacher feedback: 0 $rfeedback

- __/K %

\

4 3. Activity/Event Monit% N 4. Emergency Management )
Teacher feedback: Teacher feedback:
\_ /L J
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9.31 Project Event To-Do Lists

[ 9L Project Event to-do lists ]

246

N

When it comes to the doing part of your Extended Community Project, there will
be lots of smaller tasks that need to be done by you and/or each team member,
depending on the specific activity, event or outcome you are implementing.

Getting on top of these tasks requires careful organising.

It is good to develop lists that show:

v" tasks that need to be done,

v' clear communication of who is responsible for doing these, and

v easy identification of when they need to be done.

So you need to develop checklists that can be ticked-off as each task is completed.

member completes one for each task they are responsible for.

You could also set e-reminders to help you out. V

However, a more effective approach is to com&hese [
: S

You might just use simple Post-it-note checklists and make sure that P‘:h team

that include a bit more detail to help everycgl: st Qo tc W task roles and

responsibilities.

fOQatted to-do lists

Task:

Tasks I have to complete| Time Tasks | have to complete Time | Contact info.

no.

Lig ’s To-do List
Q
\ Task: Date:

Task Done

inif.

9.30- 9.30- | Mr Smith, room

MC

. |
e.g. Pick up BBQ 500 é1 MC | |eg. Pick up BBQ 7% nith 1
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Project Event To-Do Lists 9.32

’s To-do List ’s To-do List
Task: Date: Task: Date:
Tasks | have to complete| Time | Contact info. Task D.o.n ®|  |Tasks I have to complete| Time | Contact info. Task D.o.n €
no. | Inif. no. | inif.
e.g. Pick up BBQ 750y | Mr Smith,reom |3 mc | |eq. Pick up BBQ 750y | Mr Smith, reom | 3| mc
| \ :
's To-do List
Task: Task: Date:
Tasks I have to complete| Time Tasks | have to complete| Time | Contact info. .’:Zk D,.:,.';e
e.g. Pick up BBQ 930 e.g. Pick up BBQ 9507 | Mr Smith, reom |3 mc
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9.33 Project Event Planner

[ 9M Project Event Planner ]

248

ZIN

One way to communicate all the individual tasks that need to be done is to create
a Project Event Planner. You should organise this into tasks required to prepare for

the ‘event’, tasks during the ‘event’ and then tasks to complete after the ‘event’.

Every team member should have a copy of the Project Event Planner so that they
know who is doing what, when and where.

Project/(Event):

Project Event Planner

Task Time People Equipment/materials Other information Done?

Divide this planner into 3 sections: ‘Preparing for the event’, ‘During the event’ and ‘After thg event’.

Preparing for the event 30 mins Viade Knife, chopping board, A4 VT
e.g. Cut-up onions 11-11.30 goggles, bowl. \ifche)

During the event 60 mins . - GQ ot 1NgPle both

e.g. Take customer orders 12-Tpm Khristy | Cash fin, g0 of change. od & money. CB
After the event 60 mins | Nancine & | BinsgPoom¥@uray cl | bins must be NR/
e.g. Clean-up serving area 1-2pm Czarleah ), wipes. emptied in skip. CB
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Project Event Planner 9.34

Project Event Planner (cont’)

Project/(Event):

Task Time People Equipment/materials Other information Done?

Divide this planner into 3 sections: ‘Preparing for the event’, ‘During the event’ and ‘After the event’.

A

RN

\\\

&
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9.35 Time Management Planners

250

Project Activity/Event Timeline Planner

List all key dates, tasks, people and other important information. Tick off completed tasks.

Week Mon Tue Wed Thur Fri Sat/Sun
Dates
Aug 12/ 12.30 Aug 14/ 9am Aug_15/ 3.30
Aug Group planning Meet Richo to Draft PODR due
€9-  12th-18th meeting in library. finalise draft to Mr McSmitt.
PODR. (set reminder)
O @ O (@] O
1
O O O O O
2
0 ® ® 0 ®
3
0 ® ® 0 ®

[+ )
D
0

&
0

g g
J\LA} a
Y,
o d d

0O O O

L9,
%2
4
o Qg o%
5 O G O
o G G G
b O 6 O

o
0

ollle
O 0O
0O O

[+ )
D
0
0
0

a
g
g
g
O

oooooo%joooooooooooo
O‘C

20
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Time Management Planners 9.36

Daily Timesheet - Task Planner

Name: Project:
Day: Date: Task:
Time: Use i

15 or 30 min  Brief Description of Task Persongs) q Equipment/ q Olher. Duration .D?pe/

blocks. responsible inputs needed information initials

egg' 3862;- Set up chairs for presentation. MC chairs needl(:c;;egguf ot | 15.30 mins MC
eg 8.01- Get video projector and laptop data projector, Need to test the .
8.30am ready. RS & JP laptop, cables. lighting as well. 15-30 mins RS

Total Time spent on task today: List tasks not yet finished:

Other information:

Student signature:

Supervisor’s signature:
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9.37 Contingency Plan

252

Back-up plans

Have you ever heard the saying, “The best-laid plans of mice and men often go awry”? Well
what this means is that you can do all the careful planning and organising in the world,
but sometimes things can and do go wrong.

Some of those things will be mainly within your locus of control such as meeting
deadlines, having all inputs and equipment ready to go for an activity or event - and one of
the most common issues for presentations - getting the ICT devices to ‘talk’ to each other. In
these cases, a good technique to anticipate what might go awry is to apply the What/How
problem-solving process to unpack, and plan for, potential problems.

Other events might be mainly outside your locus of control, such as an external partner
cancelling, team members falling ill, and that notorious plan spoiler, bad weather! Again
you could apply the What/How problem-solving process to help anticipate and plan back-up
actions to help deal with these; and a proactive round of drilling-down could also assist.

So you, and your team, need to develop back-ups as part of a contingen@l.

Contingency planning V

Step 1 is to anticipate all the potential problems andgive them a 1Q@Qu@) u¥ng ‘unlikely’,
‘possible’ and ‘probable’. And these ratings might &e as Yol W'ser to staging an
event or activity. If you think back to ‘team roleg15is @Vhe N ERCYe of the critic can be
really useful.

For example, you initially first rate the weath{ag™® pg:nti@oroblem for an outdoor event,
as ‘possible’. As you get closer and se > wather %‘SL this might change to ‘probable’
or to ‘unlikely’. And in the ‘probab@ \'OU Wileed 0 be ready to implement your back-

up plans - justin case! And the ci Jht FeVENG ady said, ‘what if it rains’? So as a
back-up, you’ve scoped out a tempoNy rauS@that you can hire for the day.

Step 2 is to have back-ups in place, i2NQOQYF=. One good technique in team situations is
to allocate two team members to eaclQare®of responsibility. So if something happens to
one of those workers, the other g CSg@ue the job.

good communicator with € @< involved, good at seeing the little details and ticking-off
lists, and good at che(Q Jeadlines and reporting back to others.

And step 3 is to develop y®r contingency plan, with roles, responsibilities, times and
other contingency information laid out clearly, for everyone to see. Sometimes you can
plan this on a whiteboard, like a

roster grid. Then when finished take

a photo and make sure everyone

has this; and knows what they have

to do, and when, if required to swing

into action.

Another technique is to appcgal QP organiser or event wrangler - someone who is a
OIE

And of course, if you are flying solo
in your project, then it's all down to
you. But that doesn’t mean that you
can’t get advice, and support.

“Suze is the wrangler, and we all have
each others’ backs in teams of 2.”

Image: ridofranz/depositphotos.com
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Contingency Plan 9.38

[ Project contingency plan 9N J

Now is the time to develop your contingency plan. But of course, this will need 'é
some further tweaking as you get closer to implementing your project.

Use these 8 categories to guide you, but you might need some other focus

categories depending on your project’s activity and event.

1. People (Internal)

Potential problem Likelihood Back-up action Who/when?

% JPeople (External)

Potential problem @: Back-up action Who/when?
:
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9.39 Contingency Plan

3. Processes

Potential problem Likelihood Back-up action Who/when?

“_Q
4. Inputs and @ate Qils
Potential problem Likelihood B2 mv Who/when?

l 5. Equipment and Technologies

Potential problem Likelihood Back-up action Who/when?
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Contingency Plan 9.40

6. Safety, incidents and emergencies

Potential problem Likelihood Back-up action Who/when?

7. Financig &

Potential problem Likelihood | » «mv Who/when?

Q

8. Other

Potential problem Likelihood Back-up action Who/when?
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9.41 Community Project - Contingency Skills Record

Name(s): Key dates: PDS
Extended
Prqiect Community

activity /event Project -
outcome: Contingency

Applied demonstration Applied demonstration
for planning back-ups when doing back-ups

Applied demonstration
of potential problems

Tools, techniques
& skills of:

Communication
What, how
and why?

Required
resources?

Critical-thinking
What, how

and why? V
%

Required
resources?

Problem-solving v i
What, how
and why?
U
Required ‘
%

resources?

Decision-making \
What, how
and why? %

Required
resources?

Planning
What, how
and why?

Required
resources?

Metacognitive
What, how
and why?

Required
resources?
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Evaluating Your Project

( )
10.01 Project Evaluation & Presentation..258 10.17 Evaluation: General Competencies.274
10.05 Assessment Task 4a.......ccccceeevevevneces 262 10.18 Evaluation: Specific Competencies.275
10.06 Project Process Evaluation................ 263 10.19 Assessment Task 5 276
10.11 Assessment Task 4b.............cccccuueeeeee. 268 10.21 Project Presentation Evaluation......278

k10.12 Project Outcome Evaluation............. 269 )

Activities 10: Evaluating Your Project p. Duedate Done Comment
10A Evaluating your project - 259
Process
10B Evaluating your project - "
Ovutcomes
10C Presenting to an audience 261
AT4a Evaluating the Project Process 22%27'
]]%%%_ Project Process Evaluation 22(;?;'
10.10 Proi.ect Process Evaluation 267
- Skills )
=4
AT4b Evaluating the Project Outcome .‘ L } Q '
' — N D,

10.12- 5 . . 9 |y
10.13 Project Outcome Evaluation ol ’\) |
10.14 Proi.ect Outcome Evaluation S ¥

- Skills )
S
]]%_]]56- Project Performance Evult%é;g - Q |
10.17 Evaluation:. Gene& 574 Q
Competencies - J
. . )
10.18 quluahon..Speclﬂc 575 Q
ompetencies - )
. . 276-
ATS Project Presentation 278 | Q |
. . . ) )
10.21 Pr0|.ect Presentation Evaluation 278
- Skills )
S N
R10 Unit Review and Reflection 279 Q
(" Comments:
I\
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10.01 Project Evaluation and Presentation

AOS3: Evaluating a community project

In life we need to self-reflect on our actions in all of our personal, social, community and
work-related activities. Honest self-reflection is how we grow and mature as a person and
also how we become more employable.

We all need to identify what we did well and consolidate on those behaviours as part of a
transferable skills-set for future activities.

We also need to reflect on tasks that we completed, but at which we really could do with
further improvement by skills-development, training and more experience.

And naturally we need to identify those tasks that we didn’t do so well at, or avoided, or
left to others to do. We need to take steps to both broaden and deepen our skills-sets in
these areas.

This is vitally important because to succeed in life we must by manage all of the
responsibilities that come from being an adult. Doing so requires ongoing problem-
solving, critical thinking and accepting responsibility for self-manager<

This also extends to the workplace where you are expected to grow, {Qrn cQPouild skills
and expertise through lifelong learning. At work people are relying Ns you gain
experience you will be expected to learn how to do&ore diffi '&higher-level tasks,

expected of a responsible and adaptable worke‘

Self-review: Extended Community Projecg
Processes of feedback, review v

and self-assessment are all

important ways to identify your

strengths and weaknesses. SeIf—Q
review enables you to develop

an action plan to guide further \
improvement. 4
Honestly assessing the

successes and challenges %
associated with your Exten@

Community Project cars o]l

you to identify transferabskills I—
you developed through project Depositphotos.com
participation.

An honest evaluation can also help you to create a learning improvement strategy to
further develop your transferable skills.

Your teacher will lead you through activities 10A-10C to clarify your requirements to meet
Area of Study 3. They will also introduce you to the three assessment tasks:

= AT4a Evaluating the Project Process (pp.262-7)
= AT4b Evaluating the Project Outcome (pp.269-274)
= ATS5 Project Presentation (pp.276-8)

'é As always, they might modify these tasks or vary your assessments; or introduce different
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assessment tasks that are more reflective of the nature of the Extended Community Project
that you undertook.
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Project Evaluation and Presentation 10.02

Evaluating your project process (AT4a)

You will start by evaluating how you did at planning, organising, doing and reviewing your
Extended Community Project. This is an example of applying metacognitive skills to
assess the performance of you and your team in the processes you develop and applied.
We can say this is a bit like unpacking the ‘how’ of your Extended Community Project.

Let’'s compare this to baking a cake. Well at this stage you are not focusing on how the cake
looked, tasted or appealed to its eaters - that will be in the outcome stage of evaluation.
Instead you are evaluating what you did to make the cake such as choosing a recipe,
following that recipe, using all your skills and resources and applying all of the other process
steps.

Later in this section, you will evaluate your project’s outcomes. And perhaps when you do
this, you might kick back and have a slice of cake as a bit of a celebratory reward.

As always, when you evaluate, you need to establish some criteria with which to judge the
success, or otherwise, of all of the actions you undertook in planning, org«sgng, doing
and reviewing your Extended Community Project. V

Wwoject - Process IOA]

l :uv\ \ating VAN l

First you will evaluate the Extended ComguniNaProje@gat®ns of the processes
you (and your team) used. You need to e\v yegar pfOrmance in relation to:

v" how well you planned the overa@.mity oD |8
v" how well you organised the NPOM@UNLY project
v" how well you did the overall@nur ) ®t, and even
v" how well you reviewed your plan'\i@'anising and doing processes you used
for your community project (an&\“'s % bit of metacognition right there).
5 TOY e

Evaluating the planning procg Evaluating the organising process for the
Extended Community FQg#Fct Extended Community Project

&

Evaluating the doing process for the Evaluating the reviewing process for the
Extended Community Project Extended Community Project
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10.03 Project Evaluation and Presentation

Evaluating your project outcome (AT4b)

Your second assessment required for Area of Study 3, is to evaluate the outcome of your
Extended Community Project. If we stick to the cake analogy this might be about how it
looks and tastes to you and others. AT4a was about the process, AT4b is about the results.
The very core reason for implementing your Extended Community Project was to achieve
goals and objectives that you identified as being important for the community.

You developed your goals and objectives in response to an area of concern related to a
social, cultural, environmental or economic issue. You then implemented your project to try
and address this area of concern. So how did you go?

'é For AT4b, you will evaluate the extent to which your community project achieved what you
hoped it would. To point yourself in the right direction, ask yourself these (as well as more

questions).

v’ Have you raised awareness?

v Have you contributed to your community? %

v Have you proactively engaged with community members? V

v Have you made a positive change?

v Have you helped prevent or reduce negative h@Qiours and C@.es?

v Have you helped others learn new ways of Qﬂg Or actirg

V" Is your community better off (even just a{gab'® by W) y' did for your Extended

Community Project? %

[108 Evaluating your project - C W

'é Clearly identify your key goals ana ob@es associated with implementing the
Y-

Extended Community Project. W/ u\ ions (criteria) would you need to ask
yourself and others, so as to e'qui: h%w well you went at addressing these?

1. 2.
X

3. Q 4.

5 6.

7 8.

9 10.
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Project Evaluation and Presentation 10.04

Presenting to an audience (AT5)

Your final assessment required for Area of Study 3 is to make a presentation about your
Extended Community Project to a relevant audience that:

€< communicates your project’s goals and objectives

€ describes your project’s planning and implementation

€ discusses your evaluations of the project’s process achievement

€« discusses your evaluations of the project’s outcome achievement

®: includes other information as required, including audience engagement.

Your teacher will discuss your requirements with you as a class and then more specifically
with teams and/or individuals. And make sure that for your presentation, you apply all those
transferable skills that you have been developing in Numeracy, in Work Related Skills and

especially in Literacy.
{ Presenting t%udience 10C}

1. What are your presentation requirements? Q 'é
4 The presentation about the Extended C&nity Pri@ Wvolves... )

- J

2. What transferable skills can | applv @ge pYesentation from other subjects and

experiences? \
Presentation s" IS, s and techniques from Literacy.

R

Presentation skills, tools
and techniques from
Numeracy.

Presentation skills, tools
and techniques from Work
Related Skills.

Presentation skills, tools
and techniques from other
experiences.

261
--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and its licensors. All rights reserved.
www.delivereducation.com.au michael@delivereducation.com.au



10.05 Assessment Task 4a

AT4a Evaluating the Project Process
AOS3: Evaluating a community project

262

You should evaluate the design and implementation (i.e. your planning,
organising, doing and reviewing) of your Extended Community Project.

For this assessment task, you are required to undertake a thorough evaluation of the
processes used in developing your Extended Community Project.

1.

Tasks - AT4a: Evaluating the Project Process

4\

1.

Develop criteria to evaluate planning stage.

Use criteria to evaluate the planning of yCQb0je;

.F
Develop criteria to evaluate oro'~"$ge

Use criteria fo evaluate the J_ W
Develop criteria to evaluate doing « %
Use criteria to evaluate the doigey oyotY project.
Develop criteria to evaluate\Qgesving stage.

Use criteria to evalugtaX ‘ewing of your project.

Summarise the key sigths demonstrated.

Summarise the key weaknesses demonstrated.

. Self-assess your performance.

N

Complete assessments of teammates.
Seek external evaluations.

Propose future transferability of knowledge and skills.

Evaluate applied use of communication, critical thinking,
problem-solving, planning, decision-making and
metacognitive skills.

Prepare and submit my final responses.

Present or report to the class (if required).

‘@1

—
4/

0O © VOOV

ik

0O O OOOOOOOOOOOOOO

Done

2. You need to assess for both strengths and weaknesses.
3. You need to self-assess, assess your teammates, and seek external assessments.
4. Finally, you will propose how to apply what you have learned from the design
and implementation of your Extended Community Project, and transfer this
knowledge and these skills to future endeavours in your life.
Name(s): ngyes % L‘th';;

Level

(]
(]
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Project Process Evaluation 10.06

Project Process Evaluation: Planning Stage

4 Goals and objectives

Did the we define clear and achievable
goals for the project?

\

4 Our plan )

Did we create a comprehensive plan
outlining tasks, timelines, resources,
and responsibilities?

\_
4 Our stakeholders

Did we identify and engage relevant
stakeholders, considering their needs
and expectations?

J
N

.

(

\_ Q J
4 )
\_ J
4 Our greatest achievement was: A
. J

V4

J

Our risks A
Did we anticipate potentiQ#f1Zllenges
and develop contingeQes tN¥eal this

thQ

J
\
. J
4 )
. J

(" An area for improvement would be: A

. J
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10.07 Project Process Evaluation

264

Project Process Evaluation: Organising Stage

(

Our resources

Did we allocate resources effectively,
including time, materials, finances and

people?

) 4 Our delegation )

Did we assign tasks, roles and
responsibilities to team members based
on their skills and strengths?

.
(

Our communication

Did we use open communication
channels to ensure everyone was
informed and aligned?

N\ ([

&

AN

\_ J
4 Our logisticg )
Did we handle logistics Qi 25 venue
bookings, equipmeiQanciaterials

efﬁQ‘,ly

V¥

V4

Our greatest achievement was:

L J
\

&

|

J \_ J
) 4 )
J \_ J
A (" Anarea for improvement would be: A
J . J
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Project Process Evaluation 10.08

Project Process Evaluation: Doing Stage

4 Our execution A

Did we execute the project outcome or
event according to our objectives and
plans?

4 Problem-solving )

Did we address unexpected issues and
adapt to changes and contingencies in
the outcome or event?

- J
4 Our time management )

Did we stay on schedule and meet
deadlines to deliver on our roles and
responsibilities?

V4

J
Our quality )
Did we maintain high-gua Q@5igndards
in the execution of 1 outYme or

er

J
\
. J
4 )
. J

(" An area for improvement would be: A

.

(

\_ Q J
4 )
\_ J
4 Our greatest achievement was: A
. J

. J

--- INTERIM DRAFT PERSONAL DEVELOPMENT: VM 3&4 - COURSEBOOK ---
Written by Michael Carolan. Copyright © 2023 DELIVER Educational Consulting and its licensors. All rights reserved.

www.delivereducation.com.au michael

delivereducation.com.au

265



10.09 Project Process Evaluation

Project Process Evaluation: Reviewing Stage

4 Our review ) 4 Our reflection )
Did we constantly monitor that all goals Did we review our successes and areas
and objectives were being met on an for improvement throughout all stages

ongoing basis? of the project?

- J - J

4 Our feedback collection ) 4 Our feedback vgp: )
Did we gather feedback from Did we apply the advice 1"\ Q@ fgedback

stakeholders, team members and other to make improveme Q. reNPements
participants? and to deal w0 Q#zences

O
62;34_

\_ Q J . J
4 ) 4 )
\_ J . J
é Our greatest achievement was: A (" Anarea for improvement would be: A
. J . J
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Project Process Evaluation 10.10

Name(s): Key dates: PDS
Extended

. Community
Project Project -

Process Process

Tools, techniques Successful use Successful use Successful use Successful use
& skills of: in planning stage in organising stage in doing stage in reviewing stage

Communication
What, how
and why?

Resources we
applied.

Critical-thinking
What, how ‘

and why?

Resources we N l
applied. Q
Problem-solving v i
What, how vV
and why?
Resources we 0 Ny
applied. %
Decision-making

What, how 4
and why? R 4
Qe

Resources we
applied.

Planning
What, how
and why?

Resources we
applied.

Metacognitive
What, how
and why?

Resources we
applied.
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10.11 Assessment Task 4b

AT4b Evaluating the Project Outcome

AOS3: Evaluating a community project

268

( \

For this assessment task, you are required to undertake a thorough evaluation of the

outcome of your Extended Community Project.

1. You should evaluate the extent to which you and your team achieved the goals
and objectives associated with your Extended Community Project.
You might use or modify the evaluation questions on pp.269-270.

2. You need to assess for both strengths and weaknesses.

3. You need to self-assess, assess your teammates, and seek external assessments.

4. Finally, you will propose how to apply what you have learned from the outcomes
of your Extended Community Project, and transfer this knowledge and these
skills to future endeavours in your life.

UNIT 4
Name(s): : AOS3

Tasks - AT4b: Evaluating the Project Outcome
Project: Q
1. Evaluate the achievement of your proiecth(% @
d. - Achievement of the project gogda OB W ectiQes @
b. - Stakeholder engagement & Qshih ,
c. - Use of applied skills \%

d. - Use of collaborative and tearguaki

Level

e. - Presentation to an audiency

2. Summarise the key siNggaths demonstrated.
Summarise the key weaknesses demonstrated.
3. Self-assess your performance.
Complete assessments of teammates.
Seek external evaluations.

4. Propose future transferability of knowledge and skills.

Evaluate applied use of communication, critical thinking,
= problem-solving, planning, decision-making and
metacognitive skills.

OESASISSISISSIOISISION,

= Prepare and submit my final responses.

Present or report to the class (if required). |

ZIN
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Project Outcome Evaluation 10.12

a. Project Goals and Objectives: Evaluation
i. Summarise the Extended Community Project that you undertook.
ii. Explain the specific outcome(s) you were aiming to achieve.
iii. Describe the goals and objectives related to meeting your outcome(s).

iv. Use 3-5 criteria to evaluate how successfully you and your team performed at
meeting the goals and objectives associated with the outcome(s) of your Extended
Community Project.

v. Summarise the effectiveness of you and your team at achieving the goals and
objectives of your Extended Community Project.

Ideas and information

\

b. Stakeholder Engagen

i. Describe the external stakeholdt-.
Extended Community Project.

. Outline the goals and strategies u) |gage with and manage relationships with

these external stakeholders.
iii. Use 3-5 criteria to evaluate@ccessfully you and your team performed at

meeting the goals asso ' engaging with your external stakeholders.

: ¥
: ’Q~.

iv. Summarise the effe Q@ stakeholder engagement and relationship
management for aQF ing®he goals and objectives of your Extended Community
Project.

Ideas and information

N\
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10.13 Project Outcome Evaluation

270

Ve

4 N

c. Applied Skills: Evaluation

Describe the extent to which you and your team effectively applied each of these skills
to achieve the outcomes associated with your Extended Community Project.

U Leadership U Decision-making

U Risk management U Equipment use

U Contingency planning U ICT use

U Critical thinking U Metacognitive skills
U Creative thinking a

U Problem-solving a

( - - - \
d. Collaborative and Team Skills: Evaluatior

i. Describe how your group negotiated and madecisions tc@ah @ your objectives
associated with the project.

ii. What were your roles as part of this projecC Q@ hy these?

iii. Explain how your group used conflict n =21 Went/ré p:n skills and strategies
associated with this project.

iv. Evaluate the effectiveness of you%n sni'cceSsr- ¥ completing the project.

\_ % ‘ Y,
e v - - N
e. ¥resentation: Evaluation

i. Outline the formg 20Qand content of your presentation to an audience.
ii. Discuss the feedba®gou (the group) received from the audience (including external
stakeholders) in relation to your communication of information.
iii. Evaluate your own, and your team member’s communication, in the presentation.
\_ J
N
Other
\_ Y,
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Project Outcome Evaluation 10.14

Name(s): Key dates: PDS
Extended

. Community
Project Project -

Ovutcome Outcome

Use in working Use in engaging
collaboratively with stakeholders

Use in meeting
goals and obijectives

Tools, techniques
& skills of:

Communication
What, how
and why?

Resources we
applied.

Critical-thinking

What, how
and why?
Resources we N
applied. Q
Problem-solving v i
What, how vV
and why? |
Resources we 0¥ N\
applied. %
Decision-making \
What, how

and why?

Resources we
applied.

Planning
What, how
and why?

Resources we
applied.

Metacognitive
What, how
and why?

Resources we
applied.
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10.15 Project Performance Evaluation

272

4 Extended Community Project: Outcome goals and objectives )
Name(s): Date(s):
N\ W,
4 Personal successes and challenges )

@) @)
@ @
© ©
\_ % Y,
( Collaborative successes and challenges V )
@ :
@) VE
® % 2
. o_ ) N y
é CommunicazaCQs (N ’5ses and challenges A
@ A @
@) Q% S
@ @
N W,
4 Technology successes and challenges )
@ @
© @
@ @
o W,
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Project Performance Evaluation 10.16

4 Time management successes and challenges )
@ @)
& ©
@ @
N W,
4 Problem-solving successes and challenges )
@ @
@ @
® ® V:
\ « y
4 External stakeholders succ% and challd :zcv A
® v, v.
@ °$ 3
@ .
\_ _NS /
é Tech@successes and challenges A
® % ®
© l ©
@ @
N\ W
4 Other successes and challenges )
@ @
@ @
@ @
g .

Written b
WWW.

del
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10.17 Evaluation: General Competencies

274

Extend Community Project - Evaluation: General Competencies

This evaluation should be completed by your supervisor in relation to your project. Your teacher
might also instruct you to self-assess and/or have your team member(s) complete an evaluation.

Student:

Project:

Student’s role(s):

Evaluated by: Position:

Excellent Very Good Good Basic Not shown

Performance at:

© Communicating effectively........ . JC J)C)C)
© Being adaptable ) () L (L
© Managing fime ) () &
© Solving problems ) ( )
©® Managing and leading .. C )
© Planning and organising .- N )
© Critical thinking j] E % E %
©® Making decisions ‘

©  Using 16chN0IOGY v % ) )
S janjanian
© Working collaborafively .......... :__J [ % E % E % E %
© Working safely Q

© Applying metacognitive skill 4 ) )

Briefly describe up to 3 of f@den ¥ most successful contributions/areas of involvement.
1. Q

2.

3.

Briefly suggest areas that this student should aim to develop further.

1.

2.

Feel free to comment further. (Add another page or a specific evaluation if necessary.)

Signed: Date
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Evaluation: Specific Competencies 10.18

Extend Community Project - Evaluation: Specific Competencies

This evaluation needs to be completed by your supervisor in relation to your project. Your teacher
might also instruct you to self-assess and/or have your team member(s) complete an evaluation.

Student:

Project:

Student’s role(s):

Evaluated by: Position:

Specific work-related skills/competencies successfully demonstrated by the student included...

e.g. Ethically used social media groups to raise awareness of community campaign.

Briefly suggest areas that this s®dent should aim to develop further.

Feel free to comment further. (Add another page or another evaluation if necessary.)

Signed: Date:
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10.19 Assessment Task 5

AT5 Project Presentation

AOS3: Evaluating a community project

ZIN

276

ra

For this assessment task, you are required to prepare and deliver a presentation to
an audience to communicate the development, implementation and evaluation of

your Extended Community Project.

Your teacher will discuss the requirements, logistics and other essential elements
that you will be required to fulfil for your presentation.

Note these below. (You’ve got lots of applied Literacy skills to transfer!)

4 . .
Presentation requirements

\ %A J
And for one last time in your VOC&»IOP@L, program, you can use the PODR

Planning Process to plan, organise, & eview your presentation.
A Presentation: Organising

Presentation: Plannin#

&

Presentation: Doing Presentation: Reviewing
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Assessment Task 5 10.20

Key UNIT 4
dates: AOS3

Name(s):

Must

Tasks - AT5: Project Presentation Do? Dve Date Done Level

Project:

1. Negotiate format, deadlines and other task information.
Details: @ O

2. ldentify goals and objectives for the presentation.

@CJOC_

3. Complete and edit to get your information together for

the presentation. Details: @ :] Q )

4. Determine roles and responsibilities for the presentation.

Details: @ ——— ~ )
L NV
5. Develop appropriate techniques and media to
communicate information orally. Details: : C\ VW Q

6. Develop appropriate techniques and medi

communicate information visually. Detgils: ‘ \/)

7. Develop appropriate technique r¥unic§

multimedia information. Details:

8. Develop appropriate techniques anq@MQa"ro
communicate other information. Qg

9. Prepare the presentatio e o®imed practise-run, and
refine presentation. DgiIN

10. Develop and apply criteria to elicit and use feedback
about the Extended Community Project. Details:

= Other? Details:

= Engage with the audience in the presentation.

ablolo|o|6|le

Evaluate applied use of communication, critical thinking,
= problem-solving, planning, decision-making and
metacognitive skills.

OIOROAOAVEESEEY

]
.

'é Present to the audience.
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10.21

278

Project Presentation Evaluation

Name(s):

Project
Presentation

& skills of:

Communication
What, how
and why?

Resources we
applied.

Tools, techniques  Applied use for

Key dates: PDS

Extended
Community
Project -
Presentation

Applied use for Applied use for
engaging audience reviewing

Applied use for

planning delivering

Critical-thinking
What, how
and why?

Resources we
applied.

Problem-solving
What, how
and why?

Resources we
applied.

Decision-making
What, how
and why?

Resources we
applied.

Planning
What, how
and why?

Resources we
applied.

Metacognitive
What, how
and why?

Resources we
applied.
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Unit Review and Reflection 10.22

Unit Review and Reflection
Which Personal Development skills did | most develop during this entire unit2

How have the skills of Personal Development helped improve my personal life?

* QY.
» S

My performance in developgm nN

2rsonal Development skills this entire unit was:

0 1 2 3 4 5
not shown oW ‘ reasonable good very good excellent

What were my strongest areas of performance? What should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:
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