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Welcome to your final year of studies of Personal Development Skills as part of your 
Vocational Certificate.
Throughout the year you will investigate and demonstrate a range of personal development 
skills that will help you build applied skills in working effectively with others, demonstrating 
leadership, understanding motivation and planning, and then organising and 
implementing a teams-based Community Project.
You will also naturally apply your developing Literacy, Numeracy and Work Related skills-
sets in self and teams-based development situations, and when undertaking community 
participation activities and projects.
In Unit 3 you will complete two modules. 1: Collaborate and negotiate. 2: Motivate 
and lead. This coursebook has three sections for each module. The first two each have a 
graduated assessment task. The final section has an overall module assessment task.
In Unit 4 you will also complete two modules. 1: Community awareness and project. 2: 
Community participation.
This coursebook has three sections for module 1. The first two sections each have a 
graduated assessment task building towards your Community Project. Section 9 has a 
module assessment task where you will work collaboratively to create a detailed plan for 
your Community Project.
Module 2 has two sections. Section 10 focuses on effective community project management 
and concludes with a module assessment based on managing project resources. Section 11 
has the overall module assessment task whereby you will connect with and participate in the 
community by implementing and reviewing a collaborative Community Project.
Your school might also expect you to undertake volunteer and community placements 
related to your future career pathway, or VET certificate. This is an ideal way to develop 
your employability skills, gain experience and build a deeper applied understanding of the 
world of work.
Use this coursebook by completing the tasks in the spaces and pages provided. You will 
also need to 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 Skills 
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 Two ...................................................24
AT2 Recognise, Refl ect and Respect ........................ 48-50
AT3 Team Personal Development in Ac  on ...........68-71
AT4 Leadership Skills and Traits ...................................100
AT5 Leadership Approaches and Styles in Ac  on ........124
AT6a Leadership Por  olio ....................................... 132-3
AT6b Personal Development Project - Pre-Plan .....152-5
Unit 4
AT1  Community Project - Focus Area ..........................180
AT2 Community Project - Members/Groups ...............200
AT3  Planning the Community Project ...................214-5
AT4 Community Project - Resource Management ......246
AT5 Community Project ........................................272-4
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Module 1 - Community awareness and project
In this first module for Unit 4, you will start to plan and organise your Community 
Project or Community Awareness Campaign. We will refer to either of 
these generally as your Community Project, except where you have specific 
requirements for a Community Awareness Campaign.
Module 1 is covered through three sections: S7: Community Project, S8: 
Community Stakeholders and S9: Community Project Plan. Sections 7&8, as 
development sections each conclude with a graduated assessment task.
AT1 will see you unpack, investigate and establish a focus area/topic for your 
Community Project.
In AT2 you will investigate the importance of community stakeholders and negotiate 
with your team members, your teacher and community members or groups, to develop 
a community collaboration and partnership proposal for your Community Project. 
The module assessment task at the end of Section 9 (AT3), requires you to work 
as a collaborative team to create your detailed plan for your Community Project or 
Community Awareness Campaign.
You should also complete relevant applied activities on an ongoing basis in your 
Applied Vocational Booklet to see how personal development skills can be transferable 
to work-related situations.

Unit 4: Module 1 - Introduction7.01

M1: Community awareness 
and project 

7: Community Project

Community Project 160

AT1: Community Project - Focus Area  (p.180)

Communities 162

Community Project - PODR 174

Community Awareness 172

Community Action 168

Community Project Project - Brief

Community Types Community members & groupsBonds

OutcomesActions

GoalsCampaign

Process PODR

Community Project - Focus 178

Involvement

Goal-setting PODR tasks

Focus OutcomeMethod
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7.02Unit 4: Module 1 - Introduction

Your teacher will discuss the key requirements for successfully comple  ng 
Module 1: Community awareness and project with your class. List these below.

7-9

7: Community Project 8. Community Stakeholders 9: Community Project Plan

U4: Module 1 - Requirements 

M1: Community awareness and project 9: Community Project Plan

Community Project 202

AT3: Community Project Plan  (p.214)

Community Project Overview 206

Awareness Campaign Planner 212

PODR Project Planner 208

PODR - BrainstormProject community partners
Project brief

Community Stakeholders 182

AT2: Community Project - Community Members and Groups  (p.200)

Government Stakeholders 188

Community Partnerships 196

Community Issues 192

Stakeholders Pressure/lobby groups 

Departments & agencies Roles Broader government actions

AnalysingIssues

Developing community partnerships Potential partners

Not-for-profitWelfare/charitable

Researching

M1: Community awareness and project 8: Community Stakeholders
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Community Project7.03
Community Project
For Personal Development Skills Unit 4, you are required to plan, organise, implement 
and evaluate a collaborative Community Project by applying:

teamwork and collaborative skills and strategies
communication and negotiation skills and strategies
problem-solving and decision-making skills and strategies
project management and leadership skills and strategies, and
other project-specific task skills as needed.

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

the whole class participating in a universal Community Project
smaller groups undertaking the same teams-based Community Project to benefit 
the community, but from different perspectives or lived experiences
smaller groups or teams, developing and delivering their own specific negotiated 
community projects based on a particular area of interest, lived experience, or 
insight, expertise and knowledge.

Nature of the project
You are expected to plan, organise, do and review a project that offers benefits to the 
community. There are thousands of potential community projects that might benefit 
the community including environmental projects, volunteer programs, recreational 
activities, community engagement initiatives, fundraising and many, many more.
So your first step is to negotiate the scope and requirements of your project with your 
teacher. To do this you will have to focus in on:

specific areas of community interest and involvement
relevant communities, and
potential outcomes that you would be aiming to achieve.

Have you got any ideas that might suit? Discuss these as a class right now.
























Image: AndreyPopov/

iStock/ThinkstockCommunity Project: Overview

CollaborationTeamwork

Communication

Negotiation

Problem-solving

Decision-making

Project management 

Leadership

Task-specific skills

Community interest

Communities

Benefits

Involvement

Outcomes
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7.04Community Project

Your teacher will introduce the scope and requirements for the Community Project 
with the class. Make relevant notes to record key informa  on that you need to 
know in this Project Brief.
This is a working document. So what you record here will evolve over  me and be 
refi ned as you further explore op  ons for your Community Project.

7ACommunity Project - Brief

Community Project: Overview

Community Project: Who is involved?

Community Project: Focus area of interest, ac  vity or issue

Community Project: Overall  meline Community Project: Project milestones

Community Project: External people, partners, supporters and groups

Community Project: Safety, risks, permissions, legal and ethical considera  ons

Community Project: Other informa  on
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7.05
Community
Before you can choose a suitable Community Project we need to revisit the role of 
communities and how people can actively contribute to serve their communities.
A community can be described as a group of people or organisations that interact 
and/or live together. The members of a community normally have shared interests, 
values and identity. We are all members of various communities. Being a member of 
a community helps us by:

mixing with other people
getting help and support
building friendship networks
building work and professional networks
working together for a common goal.

Being an active member of a community is a two-way process. Community members 
gain benefits from being part of their community, such as help and support. Community 
members are also expected to contribute to their community by helping and supporting 
others.
Many not-for-profit, welfare, sporting, educational and religious organisations are 
active members of their community. These community enterprises also unite people 
who share common values. Many of these enterprises provide community services 
to make life better for other people.
Listed below are some key communities that you might already be a member of. 
Alternatively, you might become a member of some of these communities as you 
grow, mature and broaden your experiences.
So as a class, discuss the good things that come from being a member of these 
communities.













Online 
communities

Sporting
communities

School
communities

Hobby/recreation
communities

Work
communities

Religious
communities

Neighbourhood
communities

Cultural
communities

Family
communities

Retirement 
communitiesImage: Rawpixel/

Depositphotos.com

Types of Communities

Communities
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7.06

What is community? 

Iden  fy examples of communi  es that you are a part of, and describe what you 
do in that community. Find or create 2 images to show examples.

Describe any other communi  es that you might like to become a part of.

1.

2.

3.

7BCommuni  es

Communities My involvement(s)



Communities

PR
EV

IEW
 SA

MPL
E

PR
EV

IEW
 SA

MPL
E

FO
R PL

ANNIN
G 

FO
R PL

ANNIN
G 

PU
RPO

SE
S

PU
RPO

SE
S

DO N
OT C

OPY

DO N
OT C

OPY



164
PERSONAL DEVELOPMENT - VPC 3&4  // VOCATIONAL & PATHWAYS LEARNING (PREVIEW VERSION)

Written by Michael Carolan. Copyright © 2024 DELIVER Educational Consulting and its licensors. All rights reserved.

Communities7.07
Community bonds
“Me. Them. Us. Makes We. That is a community.”
As you know, communities both reflect, and unite people.
Communities are formed and develop based around the shared characteristics, 
interests, beliefs and values of the people involved.
In society, people need to connect with others, and that is how communities play such 
a vital role - connection. 
Some of the key uniting bonds include those listed below, but there could be many 
others as well. Can you think of some more?

Geographical location, especially in regional and remote areas.
Shared societal (social) values and beliefs, (including spiritual beliefs).
Common socio-cultural links.
Shared ethnicity and history.
Sporting and recreational activities.
Arts, music, dance and cultural pursuits.
Hobbies, interests and leisure activities.
Welfare, charity and community support 
services.
Volunteer and community involvement 
actions.
Environmental support programs.
Online and virtual communities.























Spirituality

Beliefs
Interests

Demographics

Hobbies

Ethnicity

Location

Sport & recreation

Communities form around...

Values

Arts & culture

Environment

Online portals Employment

Age

Shared history
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Many people unite together to protect and 
preserve their local environment.
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Think of the communi  es that you are part of. Describe the bonds that unite 
these communi  es. Are they local, na  onal or even global?
Use descrip  ve words to show how being part of these communi  es makes you 
feel. Find or create 2 images to show examples.

“Me. Them. Us. Makes We.”
This can be a very powerful statement. Why so?
How does being part of a community help to empower people?

1.

2.

3.
4.

7C

7.08Communities
Community bonds

Communities Uniting bonds This makes me feel...
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Communities7.09
Community members and groups
Communities are made up of many diverse people, groups, enterprises and 
organisations. These community members may exist and operate at a local, state, 
national or even a global level.
Local, national and global communities often form around shared demographic 
characteristics including age, gender, ethnicity and other defining characteristics. 
These characteristics can influence the personal values and community needs of 
members, and help to connect and unite people who are dealing with similar issues 
and problems.
Communities can also bring together people who may live or work in proximity to 
each other. These geographic bonds are very important in a country as large as 
Australia, as some community issues may be very localised.
Besides ‘ordinary people’, communities also include local businesses and traders, 
local politicians, council and shire workers, residents and resident groups, volunteers 
and volunteer groups, and activists. Communities also include many other people 
performing varied vocational roles, as well as community groups providing services. 
Communities also include formal organisations such as government agencies and 
support services, education providers, religious bodies, emergency services, 
medical and care facilities, sporting groups, arts centres and so on. 
Some communities extend globally, powered by the ability of community members to 
unite using a common voice through digital communication and social media platforms.

Government agencies
Businesses

Libraries

Visitors

Local councils

Sporting clubs

Recreation groups

Medical providers

Care facilities

Charities

Welfare agencies

Environmental groups

Community Members and Groups

Volunteer groups

Retailers

Employers

Arts/music societies

Schools

Religious bodies

Residents

Families 

Police

Emergency services

Community centres Community groups

Image: IgorVetushko/Depositphotos.com
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One way to think about the role of diff erent community members is by taking a 
voca  onal approach. 

Explain the role of these occupa  ons in communi  es. i.e. What do they do?
What posi  ves do people working in these roles contribute to the community?
Are you interested in any of these job roles? Why/why not? Add 3 more.
Find or create 2 images to show these community job roles in ac  on.

Community job roles require a high level of communica  on with people. Why is 
this important?

1.
2.
3.
4.

5.

7D

7.10Communities
Community voca  ons

Occupation What do they do? Positive contribution My interest is...

Nurse

Teacher

Police offi  cer

Local poli  cian

Performer

Religious leader

Carer
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Community Action7.11
Community action
The purpose of community action is to achieve some type of positive outcome for the 
community and for community members. These outcomes can be generally classified 
as either:

supporting community engagement
achieving positive community participation
achieving improved community health and wellbeing
providing community services
offering skills development and education
dealing with emergencies and other situations
reducing, stopping or eliminating a negative community action or outcome.

This list is just a basic classification. Some outcomes might be aimed at one single 
achievement, such as a local creek protection group. Others might be more complex 
and aimed at addressing a variety of community needs; such as the local library or 
health centre. And other outcomes might focus purely on stopping some type of activity 
that can harm local communities; such as a local residents’ action group against high-
rise development.















Network
building

Resident action 
groups

Citizen
awareness

Sporting
facilities

Recreation 
facilities

Charity
support

Welfare
services

Environmental
safeguards

Community
pride

Friendship
groups

Employee/
worker skills 

Government programs

Community
services

Business 
sponsorship

Educational 
outcomes

Arts/music
events

Religious/faith
services

Volunteer 
assistance

Community 
services

Community Outcomes can involve...

Image: MPetrovskaya/
/Depositphotos.com
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What is the purpose of community ac  on?

Form into pairs. Use your local knowledge; and research your local community.
Find examples of local community ac  on that aims to achieve the 
outcomes below.
What do they do - e.g. programs, services, ac  ons? Source images.
How successful have they been? Use evidence.

Iden  fy a local community outcome that you would like to help achieve. How 
can you get involved? 

1.

2.
a.

b.
c.

3.

7E

7.12Community Action
Community ac  on

Outcome Example What do they do? Success?

community 
engagement

community 
par  cipa  on

community 
health and 
wellbeing

community 
services

skills 
development 
and educa  on

dealing with 
emergencies

stopping 
a nega  ve 
outcome
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Community Action7.13
Positive involvement
Community engagement and involvement is about people taking action to be active 
members who serve their communities.
Taking action is about doing things.
People might take action to help others, such as people who are doing it tough due to 
the economic or financial circumstances impacting on their lives.
People might take action to support others, such as people who are new to a 
community or area, including newly-arrived refugees.
People might take action to guide others, such as more experienced people using 
their skills and abilities to provide advice and mentoring for younger people.
Taking action can also be about changing things.
People might take action to campaign for things, such as an emerging community 
leader forming a lobby group to convince the government to build a skate park in the 
local area. 
People might take action to improve things, such as people banding together to form 
a local environmental action group.
People might take action to protect things, such as people forming an action group to 
recognise and promote local Indigenous historical sites threatened by development.
Taking action can also be about creating things.
People might take action by starting their own local animal rescue and welfare group.
People might take action by launching an online information site that collects and 
shares the oral histories of their local community members.
People might take action by funding a not-for-profit social enterprise with an aim to 
support young gender-diverse local community members.
So the question really is, what ‘things’ can you do?

Working
JoiningVolunteering

Leading

Recruiting Lobbying

Donating Promoting

MarketingFunding

Getting InvolvedGetting Involved



Training Coaching

Image: depositedhar/Depositphotos.com
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7.14Community Action

Iden  fy examples of community ac  on that you are aware of, whereby 
community members and groups are taking ac  on by ‘doing things’.
What have you done in rela  on to this community ac  on, and what else could 
you do to contribute and help out?

Applied: Community Project
So what type of ac  ons could your group take to benefi t your community?

1.

2.

7FTaking ac  on

Doing by... Community examples I have done... / I could do...

Helping

Suppor  ng

Guiding

Campaigning

Improving

Protec  ng

Star  ng

Launching

Funding
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Community Awareness Campaign 
One particular type of community benefit project is a Community Awareness 
Campaign. A Community Awareness Campaign typically involves various activities 
aimed at informing, educating and engaging a community on a particular issue or 
cause.
If this is the project option that your teacher or your group is pursuing, then your 
Community Awareness Campaign is likely to involve some or even all of the following 
steps. Your teacher will discuss this with your class right now.

Identifying the issue or cause.
Researching and understanding the issue or cause.
Identifying the target audience for your campaign.
Clearly defining the goals and objectives of your campaign.
Creating a messaging and communication strategy.
Collaborating and partnering.
Using communication materials and media.
Developing educational and informational materials.
Staging events and activities.
Monitoring and evaluating ongoing progress.
Seeking, accepting and utilising feedback and review.
Sustaining the project for the future.

As always, effective communication is key to the success of your Community 
Awareness Campaign. This requires careful planning, initiative and adaptability based 
on the specific needs and dynamics of the community you are engaging with.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Community Awareness7.15

Community Awareness - Goals

Inform

Advise

Connect

Involve

Engage

Include

Communicate

Educate

Train

Support

Advocate

Demonstrate

Promote

Image: RawPixel/
Depositphotos.com
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Your teacher will discuss the scope and requirements for a Community Awareness 
Campaign with the class. Make relevant notes to record key informa  on that you 
need to know in this Project Brief.
This is a working document. So what you record here might evolve over  me and 
be refi ned as you further explore op  ons for your Community Project.

7G



Community Awareness Campaign

1.

3.

2.

5.

7.

9.

11.

4.

6.

8.

10.

12.

7.16Community Awareness
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Project process
You already understand that you and your teammates will need to put in a lot of 
work prior to actually doing your Community Project.
Most of this preparatory work involves thoroughly researching and analysing 
an area of interest, awareness or community engagement, and the potential 
benefits of your initiative for your chosen community.
You will then have to start planning and organising your project as part of a 
collaborative team.
Your team will then have to implement or do your Community Project.
And all the way along you will need to evaluate your progress and make 
adjustments as needed as part of a reviewing process.
So once again, you are encouraged to use a project planning process such as the 
PODR process or a similar one suggested by your teacher.

Goal-setting
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.
Doing 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 stages of 
the Community Project, and make necessary adjustments where needed.
Your teacher will now discuss the Community Project and also lead you through a 
brainstorming session to mix and match potential project foci, project methods 
and project outcomes based on the information on pp.178-9.

Community Project - PODR7.17

“We are creating an extended 
rap poem and a dramatic hip-
hop performance to highlight 

the negative impacts of 
bullying on young people.
We will be performing it for 

the grade 5&6ers at the local 
primary school.

It’s going to be a lot of 
work, many rehearsals 

and organising with other 
stakeholders.

 But with the right planning 
and collaboration we think we 

can pull it off!
What’s your idea?”

Image: .shock/
Depositphotos.com
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Plan-Organise-Do-Review
There are many possible tasks that might need to be completed at different stages 
when undertaking your Community Project. 

When first starting or initiating your project as part of the planning process.
In the lead-up to your project as part of the organising process.
During your project as part of the doing process.
Following your project as part of the reviewing process.

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 in 
conjunction with other tools when you are planning and making decisions.









3. Do
Undertake the day-
to-day activities 
needed to actually 
perform each task.
This is where 
everything comes 
together; and 
might even be the 
shortest (but not 
easiest) part of the 
entire process.





2. Organise
Break your Community 
Project goal(s) into smaller, 
more achievable, objectives.
Develop an action plan and 
timeline to achieve these 
smaller objectives on a task-
by-task basis.
Organise yourself, other 
people and any resources 
you need to successfully 
complete each task.







4. Review
Monitor what you’ve achieved, evaluate your Community Project 
goals; and make any changes and adjustments if necessary.
Remember that each of the 4 stages of Plan-Organise-Do-Review 
cross over. So, you should be reviewing throughout the whole 
project process.





1. Plan
Work out just 
what it is you are 
trying to do; i.e. 
your goal(s) for 
the Community 
Project, and how 
you might achieve 
these.
Summarise these 
in one or two 
short sentences.





7.18Community Project - PODR

Describe examples of how you have planned, organised, done and reviewed in 
previous PDS (or other) projects.

Planned Organised

Done Reviewed

7HPODR in the past
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Planning
Define objectives

Clearly outline the goals and objectives of your Community Project. What do 
you want to achieve, and how will it benefit the community?

Research and analysis
Thoroughly research the community’s needs, existing initiatives and potential 
challenges. Analyse the feasibility and impact of your proposed project.

Stakeholder identification
Identify and engage with key stakeholders such as community members, local 
organisations and potential partners.

Resource assessment
Determine the resources needed for your project, including human resources, 
materials and financial resources.

Timeline development
Create a realistic timeline with milestones and 
deadlines for each phase of the project.

Risk assessment
Identify potential risks and safety issues and 
develop contingency plans to deal with these.













Organising
Team development

Assemble a diverse team with members who bring different skills and 
perspectives to the project.

Roles and responsibilities
Clearly define roles and responsibilities for each team member to ensure 
everyone knows their tasks.

Communication plan
Establish a communication plan to ensure effective information flow within the 
team and with stakeholders.

Budgeting and funding
Develop a budget and seek funding sources if necessary. Clearly outline how 
funds will be allocated.

Logistics and event planning
Plan logistical aspects such as venues, equipment, and transportation if required.











Community Project: PODR Tasks

Community Project - PODR7.19

Image: kchungtw/
Depositphotos.com
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Doing
Execution of tasks

Implement the planned activities and/or event according to the established 
timeline.

Community engagement
Engage with the community during the project implementation and keep them 
informed and involved.

Monitoring progress
Regularly monitor progress against the set milestones. Use project management 
skills and tools to track tasks and deadlines.

Adaptability
Be flexible and ready to adapt to unforeseen challenges. Regularly communicate 
with the team to address issues as they arise.









Reviewing
Evaluate outcomes

Assess the outcomes against the initial objectives. Have you achieved what you 
set out to do?

Feedback collection
Collect feedback from team members, stakeholders and the community to 
identify strengths and areas for improvement.

Impact assessment
Evaluate the overall impact of the project on the community. Consider both 
short-term and long-term effects.

Adjustment and future planning
Based on the review, make adjustments to your approach if needed. Use 
insights gained for future planning and projects.









Complete word chains to iden  fy key words and/or terms related to each of the 
PODR stages for your Community Project.

Planning

Organising

Doing

Reviewing

7ICommunity Project: PODR Tasks

7.20Community Project - PODR
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Community Project - Focus7.21

Community areas of concern might include...
environmental issues 
climate change
recycling
sustainability
use of renewables
poor recreational facilities
public transport issues
aged-care issues
community isolation
natural disaster 
prevention/recovery
human rights
diversity and inclusion
cultural acceptance
First Nations recognition
First Nations issues
anti-discrimination
animal welfare concerns
animal rights





































lifestyle issues
charity support
job insecurity
financial pressures
welfare programs
homelessness
public safety
online safety
access to community 
services
community poverty
sporting/community clubs 
and involvement
volunteer support
road, driver and 
passenger safety
substance abuse issues
youth-related issues
medical/health issues

































mental health awareness/
depression
cyberbullying and online 
harassment
community isolation
work/life balance
educational issues
crime and punishment
public safety/personal 
security
youth unemployment
graffiti and vandalism
inappropriate public 
development

____________________________

____________________________

____________________________

____________________________





























The Community Project Focus....

Types of Community Projects might include...
community awareness campaign
fundraising project
community service program
community support project
volunteer program
mentoring program
cross-age tutoring
peer-support leadership
enterprise activities
crowd-funded enterprise
recycling program
community TV and radio involvement
advertising campaign
environmental training program
environmental renewal project
environmental awareness campaign
community gardening



































First Nations engagement program
cross-cultural awareness campaign
cultural celebration event
cross-cultural training program
creative arts exhibition
music, drama or other performance
primary-school mentoring
coaching/lifestyle clinics
recreation and sporting program
aged-care support and buddying
online information portal
child sponsorship

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

































The Community Project Method....





PR
EV

IEW
 SA

MPL
E

PR
EV

IEW
 SA

MPL
E

FO
R PL

ANNIN
G 

FO
R PL

ANNIN
G 

PU
RPO

SE
S

PU
RPO

SE
S

DO N
OT C

OPY

DO N
OT C

OPY



179
PERSONAL DEVELOPMENT - VPC 3&4  // VOCATIONAL & PATHWAYS LEARNING (PREVIEW VERSION)

Written by Michael Carolan. Copyright © 2024 DELIVER Educational Consulting and its licensors. All rights reserved.

7.22Community Project - Focus

The Community Project’s outcomes could involve one or more of...
sustained presentation
website
social media page
app
multimedia kit
infographic
advertisement
PR campaign
seminar/conference
information session
education program
video production
music/dance performance



























theatre/dramatic play
comic/graphic novel
artwork/mural
zine/booklet
training session
training program
training guide
mentoring program
recreational event
fundraising events
documentary
oral/video history
cultural awareness primer



























school magazine
game
blog/vlog
competitions
exchange program
luncheon/morning tea
micro enterprise
social enterprise

____________________________

____________________________

____________________________

____________________________

























The Community Project Outcome....

Discuss these 3 lists as a class. Add some other ideas to each of the lists.
Try mixing and matching from each of the 3 lists. Use the table below.
Use cut-out cards featuring each of these ideas, so that you can mix these 
randomly and generate some match-ups as poten  al ideas.

1.
2.
3.

7JCommunity Project - Mix & match

Focus... Method... Outcome(s)...
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Graduated Assessment7.23
AT1

For this assessment task, you are required to choose and nego  ate with your 
team members and your teacher to propose a suitable focus area/topic for your 
Community Project or Community Awareness Campaign.
Tasks

Explore poten  al focus areas/topics for your project.
Work as a collabora  ve team to unpack the focus areas/topic.
Meet with your teacher to propose your focus areas/topic and start to defi ne the 
scope and requirements of your project.
Complete a Community Project - Brief (7A, p.161) or similar pre-planning 
proposal.
Submit and discuss your Community Project - Brief with your teacher.
Refi ne your Community Project - Brief based on feedback and advice.

You should consider using images, mul  media, a mind-map and/or diagrams to help 
illustrate your Community Project - Brief.

1.
2.
3.

4.

5.
6.

Community Project - Focus Area
Module 1: Community awareness and project

Name(s): 

Focus
area:

        Key dates:
Unit 4

Module 1

Tasks - AT1: Community Project - Focus Area Must
Do? Due Date Done Level

Complete the tasks above in a format negotiated with your teacher.

1. Explore potential focus areas/topics for our project.

2. Work collaboratively to unpack the focus areas/topic.

Effectively negotiate with team members.

3. Meet with teacher to propose our focus areas/topic.

Defi ne the scope and requirements of the project.

4. Complete Community Project - Brief (or similar).

5. Discuss Community Project - Brief with our teacher.

Effectively negotiate with our teacher.

6. Refi ne Community Project - Brief based on feedback.

 Demonstrate effective project collaborative skills.

 Demonstrate effective project planning skills.

 Use images, multimedia and other elements.

 Prepare and submit our fi nal project brief.

Present or report to the class (if required).






























PR
EV

IEW
 SA

MPL
E

PR
EV

IEW
 SA

MPL
E

FO
R PL

ANNIN
G 

FO
R PL

ANNIN
G 

PU
RPO

SE
S

PU
RPO

SE
S

DO N
OT C

OPY

DO N
OT C

OPY



181
PERSONAL DEVELOPMENT - VPC 3&4  // VOCATIONAL & PATHWAYS LEARNING (PREVIEW VERSION)

Written by Michael Carolan. Copyright © 2024 DELIVER Educational Consulting and its licensors. All rights reserved.

Activities 8: Community Stakeholders p. Due date  Done                    Comment

8A Stakeholders 183

8B Community services 185

8C Welfare and charitable agencies 187

8D Government stakeholders 189

8E Understanding government 
actions

191

8F Community issues 192-
193

8G Researching an issue 194-
195

8H Developing partnerships 196

8I Potential community partners 198-
199

AT2 Community Project - Community 
Members and Groups

200

Community Stakeholders
8.01 Community Stakeholders ............ 182
8.07 Government Stakeholders ........... 188
8.11 Community Issues ........................ 192

8.15 Community Partnerships ............. 196
8.19 Graduated Assessment ................. 200

8

Comments:
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Community Stakeholders8.01
Community Project - Who?
For your Community Project you need to clearly identify the key people, groups, 
organisations and communities that you will be interacting with.
Some of you might be trying to address an issue impacting on people in the 
community. If so, you may need to identify the role of pressure groups and 
charity and welfare agencies.
Other projects might involve partnering with existing groups and community 
leaders to provide a service or to perform a community activity.
Those of you undertaking 
a Community Awareness 
Campaign have to clarify to 
whom you are communicating. 
That is, who your intended 
audience is, and what is it that 
you are communicating about?
The audience could also 
involve existing members of the 
community, community groups, 
government agencies and 
commercial organisations.
So it’s time to focus in on the 
‘who’. And that will help you to 
determine just ‘what’ you can do.

Stakeholders
A stakeholder is a person or group that is involved in, or affected by, a 
decision.
In any issue there are many stakeholders on opposing sides. These 
stakeholders might have different levels of power depending on their role in the 
issue. This can lead to outcomes that advantage one side at the expense of 
another.
Sometimes stakeholders might clash because they have different values. 
You see this with protests over different issues. Consider Japanese whaling 
authorities versus Sea Shepherd, or the Greens versus coal mining!
When analysing an issue it is important that you ask these questions.
“What is the role of the stakeholders?” and
“What do they stand to gain or lose from the decision being made?”
For your Community Project you have to clearly identify which stakeholders are 
involved, their roles and how they are affected. And you should strongly consider 
partnering with an already existing community stakeholder, such as a local 
community group.

Image: mangostock/Depositphotos.com

All community actions impact on other people - either 
directly or indirectly. Who do you want to make a 

difference for?
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8.02Community Stakeholders

Government departments, 
agencies and bodies

Residents

Educational 
institutions

Recreation 
groups

Arts/music 
societies

Corporations

Employers

Visitors

Local business

Stakeholders

Sporting clubs

Environmental 
agencies

Charities

Welfare 
agencies

Religious 
bodies

Pressure 
groups

Indigenous 
groups

Community 
groups

Lobby groups

Employees

Tourists

Form into your project teams. Describe examples of people, groups, agencies 
and organisa  ons from these stakeholder types, that contribute posi  vely to the 
community. You choose 3 more types relevant for your project.

8AStakeholders



Community groups Government agencies Educa  onal ins  tu  ons

Residents Welfare agencies Pressure groups
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Pressure and lobby groups
Pressure and lobby groups operate as important community stakeholders. Pressure 
and lobby groups work to give people with different social values voice and power.
Pressure and lobby groups might also try to promote values and behaviours that 
they believe the government and/or commercial and industry organisations are not 
promoting.
Pressure and lobby groups aim to bridge the gap between profit and people, and to 
help ensure that harm is minimised. 
There are thousands of pressure and lobby groups working to service their local 
stakeholders and to bring about change in local community areas.
These include:

local environmental groups
regional arts organisations
targeted welfare agencies
animal rescue and welfare service-providers
sporting and recreation clubs
youth support agencies,

 and many more.
Smaller local groups might be staffed entirely 
by volunteers. They might rely on fundraising, 
donations, government (especially local 
government) grants, as well as distributions 
from charitable foundations and trusts to 
survive.
They try to bring about change by lobbying 
key local influential stakeholders, and by using 
their community knowledge to network with key 
decision-makers.
A lot of change in society originates from enterprising grassroots action by community 
groups; as well as from many of the major pressure and lobby groups.
But at times, different pressure and lobby groups can come into conflict with one 
another about social and community issues, because they hold different social values 
and represent the interests of opposing stakeholders.













Pressure/lobby groups 
Unions including the ACTU, 
VTHC and others.
Industry associations such 
as the National Farmers’ 
Federation.
Australian Conservation 
Foundation
The Wilderness Society
RSPCA
Friends of the Earth
Gun Control Australia
Amnesty International
Human Rights Council of 
Australia
GetUp!
Public Transport User’s Group
Sea Shepherd

























Community Stakeholders8.03

Image: VisualGeneration/
Depositphotos.com
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8.04Community Stakeholders

What is the role of pressure and lobby groups?

Which pressure and/or lobby groups do you support the ac  ons of; and why so?

Applied
Research informa  on about a pressure or lobby group that impacts on your 
Community Project focus area of interest.

1.

2.

8BCommunity services

Name: Type of organisa  on:

Web: Loca  on:

Aim/mission: Key people & roles: 

What they do: Who they work with:

How could they help us? How can we help?

Online resources that we can use: Key contact details:

Other relevant info:
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Welfare and charitable agencies
Welfare and charity agencies operate to provide support 
for disadvantaged people and groups, and/or to 
provide social support services.
Many welfare and charity enterprises work directly in 
the community with people who might be dealing with 
problems such as financial hardship, job losses, family 
breakdown, physical and mental illness, community 
isolation - the list is almost endless.
Many welfare and charity enterprises rely on donations, 
government grants, community funding and the 
operation of community enterprises (such as charity 
shops) to raise their funds.
They may have paid staff, such as visiting care nurses 
for elderly people, combined with volunteers making social visits to elderly people.
Some welfare and charity enterprises are run by religious organisations as part of 
their commitment to positive social and community values, such as The Salvation 
Army, St Vincent D’Paul and Anglicare.
Others are major community enterprises with a high profile such as Red Cross, The 
Smith Family and the McGrath Foundation.

Not-for-profit and member enterprises 
Not-for-profit and member enterprises operate to provide a social or community 
service for their members.
Many not-for-profit and member enterprises operate like a business, and indeed 
many are very large organisations. However, the aim of their operations is to provide 
services or other benefits to their members, and for the community in general.
Examples of large not-for-profit and member enterprises include the AFL, RACV, 
The National Farmers Federation, unions, employer associations and many other 
organisations.
At a local level these might simply be community groups and clubs including local 
sports, recreation, arts and other clubs. Local groups often require significant volunteer 
and community support just to continue to provide their basic services to locals.

Community Stakeholders8.05

Welfare/charitable agencies
These provide support, advice or services to clients with special needs.

Image: KatarzynaBialasiewicz/
iStock/Thinkstock

Red Cross Australia
The Smith Family
Oxfam Australia
World Vision Australia
Ozchild
The Salvation Army













McGrath Foundation
Make a Wish 
Foundation
Care Australia
Youth off the Streets
Mercy Ships











St Vincent De Paul 
Society
Rotary Australia
Lions Club Australia
Bali Street Dogs
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8.06Community Stakeholders

What is the role of welfare and charitable agencies?

How does your local community benefi t from welfare and charitable agencies?

How could you help them to con  nue to help others?

What is the role of not-for-profi t organisa  ons and member enterprises in the 
broader community?

What is the role of not-for-profi t organisa  ons and member enterprises in the 
local community?

How could you get involved with them?

1.

2.

3.

4.

5.

6.

8CWelfare and charitable agencies
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Government departments and agencies
Governments at all levels, federal, state and local, are key community members as 
they are the elected representatives of their community.
Federal and state governments develop policies to deal with significant social issues. 
Some of these policies result in community service programs such as education, public 
housing, health, and social services including welfare support. 
Many community programs and services are provided 
by local government such as libraries, sanitation, 
parks and recreation, child-care, community learning 
centres, sporting facilities, community support 
services, home care support and local arts, sporting, 
recreational and environmental programs.
Broader state and Australian (Federal) government 
departments and agencies offer essential services. 
These include police forces, fire and ambulance 
emergency services, environmental protection 
agencies, national parks, health and medical care, 
education, public transport and many more services.
Some of these services might actually be operated 
by businesses through tender or contracting-out. In 
these partnership models, the government is likely 
to supply most of the funding.

Government Stakeholders8.07

Image: Keith Brofsky/
Photodisc/Thinkstock

Australian government
The Australian government is the 
key driver of national community 
action.
Many government departments 
provide the social policy 
framework and funding for 
national action, e.g. health, 
medical, environment, education, 
employment, defence, 
citizenship, immigration, welfare 
and support.
There is also a range of 
government agencies that 
provide community services such 
as Services Australia (Centrelink 
and Medicare).







State governments
State governments have their own 
social policy and community action 
aims that they enact on a state 
basis.
State governments are responsible 
for law and order, delivery of health 
services, state-based education, 
state environmental outcomes and 
other specialised services.
State governments may operate 
some of their community services 
within a funding framework 
established by the Commonwealth 
government, so at times there 
might be a clash of values with 
‘Canberra’.
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8.08Government Stakeholders

What local, state and federal government departments, organisa  ons, agencies 
and services do you access or interact with as part of your daily life?

How does the community benefi t from these government stakeholders 
providing community and social services?

What types of occupa  ons and job roles exist in these service organisa  ons; and 
do you know of anyone employed in these roles?

1.

2.

3.

8DGovernment stakeholders

Local government State government Federal government

Local government State government Federal government

Local government State government Federal government
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Broader government actions
The Australian government is a key driver of national community outcomes. The 
aim of national community action is to achieve some type of positive outcome for the 
community and for community members on a broad scale.
This means that the timelines for action might be longer-term. The processes 
involved can be difficult to navigate because they involve complex hierarchies of 
stakeholders. 
However, an elected government may not necessarily represent the values of specific 
communities and citizens. This is because the government’s social agenda might 
prioritise certain actions and social policies, and target assistance for certain groups of 
people in society, in line with its core values and ethos.
We might think that national community action is always achieved on a large scale 
because policy settings and funding decisions are made at a national level.
But national policies will always be enacted at a local level through government 
departments, government agencies, government programs, and other community 
groups that might be supported or funded by the government.
National outcomes are often achieved by the actions listed below. Of course, there will 
be many others. Discuss some that are important to you.

Developing a shared 
national identity.

Engaging with 
different and diverse 
people and groups.

Reducing, stopping or 
eliminating a negative 

national action or outcome.

Dealing with national 
emergencies and other 

crises.

Offering national 
skills development and 

education.

Providing national 
community services.

Providing targeted 
welfare, support and 
assistance programs.

Improving national 
health and wellbeing.

Achieving positive 
environmental change.

Achieving positive 
large-scale action.

Recognising and 
celebrating Indigeneity.

Supporting active 
citizenship. Giving voice to under-

represented groups.

Broader Government Actions



Image: ClassyCatStudio/
Depositphotos.com
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List some of the broad community services or ac  ons provided by the Australian 
Government, its government departments or agencies. Do you access or benefi t 
from any of these?

List some of the broad community services or ac  ons provided by the state 
government or its government departments or agencies. Do you access or 
benefi t from any of these?

List some of the main community services or ac  ons provided by the local 
government or its departments or agencies. Do you access or benefi t from any 
of these?

When it comes to government community ac  ons (at diff erent levels) what do 
you feel they do well? In which areas could they improve? Give examples.

1.

2.

3.

4.

8E

8.10Government Stakeholders
Understanding government ac  ons
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Part A: What’s going on?
Discuss the community issues or ac  vi  es being shown in the images. Add 1 image 
of your own. Explain if this is an issue for any community that you are a part of.

8F Community issues



Community issues
Whether you realise it or not, your Community Project is almost certain to involve 
trying to deal with, address or raise awareness about a community issue.
A community issue exists when there is some type of problem occurring that is 
causing harm or potential harm to people, to groups of people, to the environment; 
or causing some other negative outcome.
By now you are already aware of various economic, environmental, cultural or 
social issues that might impact upon a community. Indeed some of these issues 
might be impacting on your community, and on you.
Sometimes we actually experience issues playing out right in front of us as part of our 
day-to-day lives. Examples could include homeless people in your community, rubbish 
in a local river or at the beach, or even seeing someone you know being bullied online. 
Your Community Project might be aimed at assisting community members to deal with 
an economic, environmental, cultural or social issue.
So the question is. What can you and your team do to help deal with the problems 
associated with community issues? Well that’s what your Community Project might 
be all about.

Community Issues8.11

Image: kzenon/iStock/Thinkstock

Image: Zog/iStock/Thinkstock

Image: londondeposit/Depositphotos.com
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Part B: Analysing a community issue
Choose a community issue that you are addressing as part of your Community  
Project. e.g. Your project might be aimed at helping the local community deal with 
a problem such as environmental waste.

Complete this summary table based on what you know at this stage.

How might you be able to fi nd out more informa  on about this community 
issue? What sources of informa  on could you use? Who could you contact 
for advice?

1.

2.

Analysing a community issue
Do you remember the five steps involved in analysing an issue? You also developed 
these skills in Literacy. Well now it is time to apply those 5 steps to help you to collect, 
analyse and communicate information about a community issue.

What is the issue?
Who is involved?
What are the facts?
What are the main opinions?
What is your conclusion and/or 
summary or recommendations?

1.
2.
3.
4.
5.

1. Issue

2. Who 3. Facts

4. Opinions 5. Conclusion/recommendations

Community Issues 8.12

Image: shirotie/
Depositphotos.com
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Use these tables to guide and organise your research into your community issue, 
problem or ac  vity. You might split into pairs within your group. 
You might not need to fi ll in all rows, this depends on the scope of your ac  vity.
Your teacher will work through an example for each of the 4 categories.

8G Researching an issue

Source:  1. People who are community members and from community groups.
Informa  on Specifi c source Interpreta  on/analysis

Source:  2. Community group and other websites.
Informa  on Specifi c source Interpreta  on/analysis



Community Issues8.13
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Source:  4. Relevant media.
Informa  on Specifi c source Interpreta  on/analysis

Source:  3. Other community stakeholders.
Informa  on Specifi c source Interpreta  on/analysis

Source:  2. Community group and other websites (con  nued).
Informa  on Specifi c source Interpreta  on/analysis

Community Issues 8.14
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8.15 Community Partnerships
Developing community partnerships
Most people realise that they cannot tackle community problems and issues on their 
own. After all, community engagement is really all about reaching out, connecting with, 
and working with others to achieve a greater good.
Sometimes an individual or a community group creates the impetus for change, and 
then calls on a network of community partners to assist in various ways.
You should strongly consider developing external 
community partnerships to find other like-minded people 
and groups to assist you to:

develop a broader skills base
access support and services
raise community awareness
have greater access to funds, and
create opportunities to learn from mentors and other 
experienced community members.

There is a range of community partners who could assist you to deal with community 
problems and issues. However, the challenge is to find out just who is suitable, 
available, affordable, timely and interested. So you better start doing some research.











Research 2 of the types of community partners from p.197. As a class, develop 
a databank of informa  on, resources and contacts. Invite one of the partner 
stakeholders to address the class and give advice for your Community Projects.

8H Developing partnerships


Name: Type of community partner:

Web: Loca  on:

Aim/mission: Key people & roles: 

Key ac  vi  es/services: How it could assist our Community Project:

Online resources that we can use: Key contact details:

Other relevant info:
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Community Partnerships

Potential Community Partners

Federal government
This level of government offers many community services itself. It also provides 

funding to arts, recreation, welfare and other groups. However, strict funding rules 
apply. It might provide info guides and other shareable texts.

State governments
They are involved in specific state-

based issues offering services 
directly; as well as funding 

opportunities, training and support 
for community initiatives.

Media outlets
Community radio and local press 
can reach a wide audience very 

quickly, and can get actively and 
directly involved with local social 

entrepreneurs.

Corporate support
Organisations often have 

sponsorship, foundations, skills 
(‘donated’ labour) and social and 
community support programs as 

part of their community involvement. 

Local governments
They target local programs by 

offering services directly, as well 
as lots of local funding grants, 

and advice and support, for local 
community initiatives.

Crowdfunding & Social media
Pozible, GoFundMe and Kickstarter 

enable social entrepreneurs to attract 
funds to support their projects. 
Social media enables people to 
quickly raise awareness for their 

‘causes’.

Support agencies
These can include existing pressure 

and lobby groups, community 
organisations such as Rotary and 
Lions Club, government agencies, 

charitable foundations, as well 
as consultants, professional PR 

and fundraising companies, and 
philanthropic societies.

Local business
Local traders can be very active in 

grassroots support and sponsorship 
for local community groups and 

clubs; as well as in-kind support by 
offering goods or services rather 

than cash donations.

8.16

Community groups
There might be 100s of local 
community groups and social 

enterprises and 1000s of broader 
social enterprises working at a 

grassroots level to provide services, 
support, volunteer programs 

and other community initiatives, 
including advice and support.

Community services providers
Naturally, organisations providing 

community and social services 
might offer potential partnerships, 

mentoring and advice.

Faith communities // and clubs
People unite through their shared 

faith and spirituality; and/or through 
membership of local clubs; and work 

tirelessly in the community.
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Choose 2 local community organisa  ons, agencies or groups that operate to 
benefi t the community and who might be a good ‘fi t’ as a poten  al partner for 
your project. Further research the opera  ons of these community groups and 
complete a summary pro-forma for each.

8I Poten  al community partners

Name

Loca  on Contact details/Online presence

What services do they off er?

Which community members do they help?

How do their services and ac  ons benefi t the community?

Are they stand-alone, or part of a broader 
organisa  on?

How are they funded?

What challenges might they face? Are there volunteer opportuni  es?

How could they help you? How could you help them?

8.17 Community Partnerships
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Name

Loca  on Contact details/Online presence

What services do they off er?

Which community members do they help?

How do their services and ac  ons benefi t the community?

Are they stand-alone, or part of a broader 
organisa  on?

How are they funded?

What challenges might they face? Are there volunteer opportuni  es?

How could they help you? How could you help them?

How might these community groups be suitable for our Community Project? 

8.18Community Partnerships
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Graduated Assessment8.19
AT2

For this assessment task, you are required to nego  ate with your team members, 
your teacher and suitable community members or groups, to develop a community 
collabora  on and partnership proposal for your Community Project or Community 
Awareness Campaign.
Tasks

Work as a collabora  ve team to iden  fy relevant community members and 
groups that you could consult with.
Summarise the roles and ac  ons of relevant community members and groups.
Propose how your project team could consult, collaborate or partner with 
suitable community members and groups for your Community Project.
Meet with your teacher to discuss your collabora  ve and partnership proposals 
for your project.
Arrange appropriate mee  ngs and consulta  ons with community groups, 
members and partners.
Develop and submit a fi nal community collabora  on and partnership proposal 
for your Community Project based on feedback and advice.

You should consider using records of interviews, images, mul  media, a mind-map 
and/or diagrams to help illustrate your collabora  on and partnership proposal. 

1.

2.
3.

4.

5.

6.

Community Project - Community Members and Groups
Module 1: Community awareness and project

Name(s): 

Project:

       Key dates:
Unit 4

Module 1

Tasks - AT2: Community Members and Groups Must
Do? Due Date Done Level

Complete the tasks above in a format negotiated with your teacher.

1. Identify community members and groups to consult with.

2. Summarise roles/actions of community members & groups.

3. Propose how to consult, collaborate or partner with group.

4. Discuss collaborative/partnership proposals with teacher.

5. Meet with community groups and members.

6. Submit community collaboration/partnership proposal.

 Demonstrate effective project collaborative skills.

 Demonstrate effective project consultative skills.

 Use images, multimedia and other elements.

 Prepare and submit our fi nal project brief.

Present or report to the class (if required).
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Activities 9: Community Project Plan p. Due date  Done                    Comment

9A Project Brief revisited 203

9B Project community partners 204

9C PODR - Brainstorm 205

9.05-
9.06

Community Project Overview 206-
207

9.07-
9.10

PODR Project Planner 208-
211

9D Awareness Campaign Planner 212-
213

AT3 Planning the Community Project 214-
215

R9 Review and Refl ection 216

9.01 Community Project....................... 202
9.05 Community Project Overview ..... 206
9.07 PODR Project Planner .................. 208

9.11 Awareness Campaign Planner ..... 212
9.13 Module Assessment...................... 214
9.15 Review and Reflection ................. 216

9

Comments:

Community Project Plan
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Community Project
Community Project
Your teacher will now lead you through a number of steps to discuss and plan your 
Community Project (we will use this term generally). You can use the pro-formas on 
pp.203-13 to help you identify and plan your requirements. These include:

a Project - Brief, p.203
the Project Community Partners, p.204
a PODR - Brainstorm, p.205
the Community Project Overview, pp.206-7
the overall task PODR Project Planner: Community Project, pp.208-11
the Awareness Campaign Planner, pp.212-3.













Applied Skills: Community Project 
As part of planning, organising, doing and reviewing your Community Project you need 
to develop and apply the following skills. The applied use of these skills will naturally 
complement one another. The application of these skills should also be a natural and 
organic process.
So when you are thinking about how to plan, implement and evaluate your Community 
Project, you should always ask: what, how and why?

Negotiation (Think what, how and why?)
Collaboration (Think what, how and why?)
Communication (Think what, how and why?)
Leadership (Think what, how and why?)
Project management (Think what, how and why?)
Task-specific skills (Think what, how and why?)
Problem-solving (Think what, how and why?)
Decision-making (Think what, how and why?)

















9.01

Image: AndrewLozovyi/Depositphotos.com

“We have linked up with 3 
different local community groups.
For our Community Project we are 
going to volunteer 40 hours with 
each group, by working in teams 

of two as needed.
It took a lot of planning and 

organising and now we are ready 
to go!

At the end we will report to the 
class about our experiences and 
invite the community leaders to 

that presentation.”
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The fi rst stage of any project is the overall Project Brief. The brief outlines the key 
goals and requirements of the Community Project.
You prepared your brief earlier in, Sec  on 7. But you might have had to make some 
refi nements to it since then. So now is the  me to complete this project summary.
Use short sentences to record key project details.

Community Project
Project Brief revisited 9A

1. What does the Community Project involve?










2. Who is involved in this Community Project?

3. What are the main benefi ts of doing this Community Project?

4. What are the key timelines and deadlines for the Community Project?






























9.02
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Complete summaries to describe your rela  onship with your community partners 
and the role they will play in the Community Project.

9B Community Project Partners

9.03 Community Project

Name, loca  on & details Name, loca  on & details

Key contact people and details Key contact people and details

What services do they off er generally? What services do they off er generally?

Why are we partnering with them? Why are we partnering with them?

What role will they be playing in the Community 
Project?

What role will they be playing in the Community 
Project?

What advice are they providing us? What advice are they providing us?

What support are they providing us? What support are they providing us?

What resources are they providing us? What resources are they providing us?

What support are we providing them? What support are we providing them?

Other informa  on? Other informa  on?
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List the main tasks that might be required at each of the 4 PODR stages for your 
Community Project.

PODR - Brainstorm

1. Planning Stage 2. Organising Stage

3. Doing Stage

4. Reviewing Stage

Our Community Project is:

9C

9.04Community Project
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Community Project Overview

1. Your teacher will lead a class discussion about the 
poten  al projects that you can undertake. 

2. Choose appropriate team 
members (if relevant). 

3. Choose a Community Project that you’re interested in and discuss it (and with your team).

4. Complete a PODR Brainstorm p.205 Get feedback from 
your teacher

5. Fill out an ini  al PODR Project 
Planner (pp.208-9), and submit 
this to your teacher for checking, 
advice and approval.

6. Contact and arrange mee  ngs with any external par  es and community members that you 
will be working with to discuss your project. (You might need to get permissions for this.)

7. Discuss the outcomes of these mee  ngs with your teacher to assess whether your project is 
suitable. (If not, go back to step 4.) Discuss safety, legal and other issues.

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date



9.05
Community Project Overview

Complete this ongoing planner and record for your Community Project by recording 
important informa  on in every relevant sec  on, throughout the en  re process.
Tick off  each task as it is nego  ated with, and approved by, your teacher.
You can copy and expand this planner if needed.
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Community Project Overview
8. Obtain any relevant permissions from the school, including workplace learning forms, 
excursion forms, and other supervision and legal issues that need to be sorted out. 

10. Start to organise your Community Project. (Confi rm the roles of everyone in the group). 
Discuss these roles with your teacher and your mentor. Use relevant PODR Project Planner at 
diff erent stages.

9. If you get the go-ahead to proceed. complete an updated PODR Project Planner (pp.208-9). 
Submit this to your teacher for checking, advice and approval.

11. Iden  fy any poten  al safety issues or hazards, and outline how these will be minimised.

12. Ensure that all relevant permissions, ethical and legal requirements have been sorted out.

13. If everything is ready to go, and you have 
approval from your teacher, then undertake 
the Community Project.

14. A  er the Community Project is fi nished 
complete evalua  on ques  ons. Your teacher 
will inform you if you also have to give a 
presenta  on based on the project.

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date

Approved

Date

9.06
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PODR Project Planner

List 3 key goals/objec  ves associated with the project.
 

Write a one sentence descrip  on of your project.  

Who else is involved in the project?  What skills can they off er?
 

PODR Project Planner: Community Project
Use this planning and goal-se   ng pro-forma to guide your Community Project. 

When fi nished present this to your teacher for checking and discussion.

Name(s): ________________________________________________    Date: _______

PDS Project: ___________________________________________________________



9.07

i. Planning stage
(For your overall Community Project.)
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PODR Project Planner

Which external stakeholders might be involved?

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

What resources, materials, equipment and technology might be required?
 

What are the main roles of each person for this project?
 

List poten  al safety hazards, legal requirements and permissions.
 



9.08

ii. Organising stage
(For your overall Community Project.)
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What tasks need to be done for the specifi c project campaign, outcome or event,
 who will do these, and by when must these be done?

 
What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What is the  meline for doing the specifi c project campaign, outcome or event?

What supervision is needed when doing the project campaign, outcome or event?

PODR Project Planner



9.09
iii. Doing stage

(For your specifi c Community Project campaign, outcome or event.)
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Feedback on PODR planner 
Before you move on to the organising stage, you need to present this planner to your 

teacher for feedback and possible changes.

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

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

Do you need to have back-up plans in place? If so, what?

PODR Project Planner





9.10
iv. Reviewing stage

(For your overall Community Project/ & for the specifi c campaign, outcome or event.)
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Awareness Campaign Planner9.11

If your Community Project involves an awareness campaign you will also need to 
plan how this is likely to be done.

9D Awareness Campaign Planner

Community Awareness Campaign: Names:

Explana  on Key resources (inc. people)

1. What is our 
issue or cause 
we are raising 

awareness 
about?

2. What are 
the specifi c 
elements, 

and who are 
stakeholders, 
related to the 

issue or cause?

3. Who is 
the target 

audience for 
our awareness 

campaign/why?

4. What are the 
key goals and 
objec  ves of 

our campaign?

5. What do 
we propose 
to do for our 

messaging and 
communica  on 

strategy?
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Awareness Campaign Planner 9.12

6. How might 
we collaborate 

and partner 
with external 

groups?

7. How will we 
create and use 
communica  on 
materials and 
media for our 

campaign?

8. How will 
we develop 

educa  onal and 
informa  onal 
materials for 

our campaign?

9. Will we need 
to stage any 
events and 
ac  vi  es?

10. How will 
we monitor 

and evaluate 
our ongoing 

progress?

11. From whom 
will we seek, 

accept and act 
on feedback 
and review?

12. Will the 
campaign be 
sustainable 

for the future? 
How?
Other
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Module Assessment9.13
AT3

For this assessment task, you are required to work as a collabora  ve team to create 
a detailed plan for your Community Project or Community Awareness Campaign.

Tasks - Complete a:
Project - Brief, p.203 (or similar).

Project Community Partners, p.204 (or similar).

PODR - Brainstorm, p.205 (or similar).

Community Project Overview, pp.206-7 (or similar).

PODR Project Planner: Community Project, pp.208-11 (or similar).

Awareness Campaign Planner (if required), pp.212-3 (or similar).

Submit and discuss your Community Project plan with your teacher.

Refi ne and fi nalise your Community Project - Brief based on feedback and advice.

Present your proposal to your class/relevant stakeholders (if required).

You should consider using images, mul  media, a mind-map and/or diagrams as part 
of your Community Project Brief.

1.
a.

b.

c.

d.

e.

f.

2.

3.

4.

Planning the Community Project
Module 1: Community awareness and project
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Name(s): 

Project:

Key dates:
Unit 4

Module 1

Tasks - AT3: Planning the Community Project Must
Do? Due Date Done Level

Complete a plan for our Community Project that includes the following information.
1a. Project - Brief (or similar). Details:

1b. Project Community Partners (or similar). Details:

1c. PODR - Brainstorm (or similar). Details:

1d. Community Project Overview (or similar). Details:

1e. PODR Project Planner: Community Project (or similar). Details:

1f. Awareness Campaign Planner (or similar). Details:

2. Discuss Community Project plan with our teacher.

3. Refi ne Community Project plan based on feedback.

 Demonstrate effective project collaborative skills.

 Demonstrate effective project negotiation skills.

 Demonstrate effective project planning skills.

 Demonstrate effective project communication skills.

 Use images, multimedia and other elements.

 Prepare and submit our fi nal project plan.

4. Present or report to the class/stakeholders (if required).













Addi  onal informa  on:















Module Assessment 9.14
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9.15 Review and Reflection
Review and Refl ection

Which Personal Development skills did I develop during this unit?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

How have the skills of Personal Development helped to improve my personal life?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

How have Personal Development skills helped to improve my work-related skills?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

My performance in developing my Personal Development skills this unit was:

What were my strongest areas of performance? What should I work on improving?

Signed: ______________________________________________  Date: _________



















0
not shown

1
low

2 
reasonable

3
good

4
very good

5
excellent

My strongest topics/skills were: But I need to improve my skills in:
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Activities 10: Community Project Management p. Due date  Done                    Comment

10-11 U4: Module 2 - Requirements 218-
219

10A Community  leaders 222-
223

10B Community Project - 
Management

224-
225

10C What/How problem-solving 227

10D Project - Problem-solving 229

10E Managing time 231

10F Project - Managing time 232-
233

10G Project - Managing people 235

10H Project - Managing materials 237

10I Project - Managing technology 
& equipment

239

10J Project - Budgeting 241

10K Project - Contingency plan 243

10L Project - Task skills 244

AT4 Community Project - 
Resource Management

246

10

Comments:

Community Project Management
10.01 Unit 4: Module 2 - Introduction . 218
10.03 Community Leadership ............... 220
10.07 Project Management ................... 224
10.09 Problem-Solving Tools ................ 226
10.13 Time Management ....................... 230
10.17 People Management.................... 234

10.19 Materials Management ............... 236
10.21 Tech & Equipment Management . 238
10.23 Financial Management ................ 240
10.25 Contingency Plan ......................... 242
10.27 Task Skills ...................................... 244
10.29 Graduated Assessment ................ 246
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Unit 4: Module 2 - Introduction10.01

M2: Community participation 10: Community Project  Management

Community Leadership 220

AT4: Community Project - Resource Management  (p.246)

Project Management 224

People Management 234

Time Management 230

Problem-Solving Tools 226

Community leaders Sense of belonging

Drilling-downWhat/How problem-solving

DelegationSchedules and rosters

Managing people Managing others

Materials Management 236

80-20 rule 

Self-management

Tech & Equipment Management 238

Financial Management 240

Contingency Plan 242

Task Skills 244

Activity Action Roster

Budgeting PODR

Module 2 - Community participation
In this final module for Unit 4, you will implement and evaluate your Community 
Project or (Awareness Campaign) as part of active and collaborative community 
participation.
In S10: Community Project Management you will fully investigate resource 
management and apply the skills and techniques you develop to plan, organise and 
do your Community Project. This section has a graduated assessment task (A4), 
related to planning and organising resources for your project.
In S11: Project Implementation you will fully implement your Community Project, 
including any specific project activity and event outcomes. You will also undertake 
various self and peer evaluations as part of a review process.
The module assessment task at the end of Section 11 (AT5) is an all-encompassing 
assessment covering the entire scope of your Community Project.
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10.02Unit 4: Module 2 - Introduction

Your teacher will discuss the key requirements for successfully comple  ng 
Module 2: Community par  cipa  on with your class. List these below.

10-11

10: Community Project  Management 11. Project Implementation

U4: Module 2 - Requirements 

Doing Your Community Project 248

AT5: Community Project  (pp.273-4)

PODR Activity Planner

Activity/Event Timeline

Activity/Event Planner

Activity/Event Safety

Activity/Event To-do Lists

Activity/Event Layout 258

Project Performance Evaluation

Time Management Planners

Project Evaluation 266

264

270

260

259

262

256

252

M2: Community participation 11. Project Implementation
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Community leaders might be...

Community Leadership
Community leaders
As part of your Community Project you will be expected to contact, interact with, and 
potentially even partner with:

community members,
community leaders and
community groups.

Proactive members of the community will be the people and their groups who are 
creating opportunities and taking action. You will know them because they will 
generally be doing more to help others.
Some community leaders will be working in a managerial role in an official capacity 
such as education, health-care and sports, arts and recreation leaders.
Other community leaders might be in a representative role through public office such 
as local councillors and politicians.
Many local and inspirational community leaders might act in a transformational role 
as an agent of change. Many of these will be volunteers or people who have started 
their own community enterprises.
So have you already found out about them, 
or met with them, or even 
partnered with them? If 
not, then now is the final 
chance to connect with your 
local community leaders 
before you implement your 
Community Project.







Sometimes community leaders are operating 
ethical small-scale businesses.

Image: macrovector/
Depositphotos.com

10.03

Employed directly by organisations to 
fulfil community service occupations.
Elected as representatives of the 
people through a federal, state or 
local democratic process.
Acting as an agent of change in 
a community enterprise or group 
they have started by undertaking 
community action or activism.
Elders, cultural ambassadors and 
faith leaders who carry the history, 
knowledge and cultural and spiritual 
traditions of their people.
Appointed to lead and manage 
community services, community 
organisations and government 
agencies.











Chosen or elected by a community 
group or member organisation 
as their leaders, such as with 
local sporting clubs and cultural 
enterprises.
Using their skills and expertise as 
a volunteer across one or more 
community activities.
High achievers in sport, media, 
performance, arts, science, business, 
etc., who leverage their profile to 
create positive community action.
Ordinary people who just want to 
make a difference by doing, helping 
or serving others, or operating 
businesses in a more ethical way.
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Community Leadership 10.04
Sense of belonging
One of the key features of community participation is a sense of belonging.
Community organisations and groups, by their very nature, are focused on connection 
and engagement. Community leaders work tirelessly to turn ‘I’ into ‘we’.
As humans, people have a need to connect with others. People reach out to 
communities to find like-minded people who share similar values or interests. This 
helps people to develop a sense of belonging.
People join in with communities because they want to unite with others to achieve 
positive actions and outcomes. This is a strong driver of community belonging.
People benefit from the social interaction that comes from community involvement. 
This helps bring people together through sharing, helping and supporting. Once 
again, a sense of belonging is one of the key outcomes. 
And people like to identify as members of their communities. Community pride is one 
of the most powerful drivers of belonging.
But when it comes to community connection, ‘being’ part of a community is only a 
small part of the equation. A sense of belonging is more about ‘doing’ as part of a 
community. Because after all, that is what community is truly all about.
Have a think about where, how and why you belong in the community and how your 
Community Project is helping to create belongingness for you, and for others.



A Sense of Belonging

Advice

Support

Communication

Involvement

Understanding

Inclusion

Unity

Empathy

Recognition Enjoyment

Support

Connection

Duty

Encouragement

Teamwork

Service

Acceptance

Engagement

Doing

Image: 
DmitriyDemidovich/

Depositphotos.com
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Part A: Community leaders
Discuss how diff erent community leaders create or gain their posi  ons.
Describe community leaders you are aware of who a  ained their roles by these 
means/ac  ons.

1.
2.

10A Community leaders



Employed
Who?

Organisa  on?

What do they do?

1.

2.

3.

Appointed
Who?

Organisa  on?

What do they do?

1.

2.

3.

Elected
Who?

Organisa  on?

What do they do?

1.

2.

3.

Chosen
Who?

Organisa  on?

What do they do?

1.

2.

3.

Ac  vist
Who?

Organisa  on?

What do they do?

1.

2.

3.

Elders / or cultural / or faith leaders
Who?

Organisa  on?

What do they do?

1.

2.

3.

High achievers
Who?

Organisa  on?

What do they do?

1.

2.

3.

Volunteers
Who?

Organisa  on?

What do they do?

1.

2.

3.

Community Leadership10.05
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Part B: Community leaders and belonging
Give examples of community groups and leaders that create a sense of 
belonging for community members in each of these varied se   ngs.

Applied
Interview 2 diff erent community leaders. Summarise their responses to these 
ques  ons.

1.

Care and support Sport and recrea  on

Environmental ac  on Arts and culture

1.

Why is a sense of belonging so 
important in what they do?

What advice can they give us for our 
Community Project?

Are there any ways that we could 
work together?

a.

b.

c.

2.

Why is a sense of belonging so 
important in what they do?

What advice can they give us for our 
Community Project?

Are there any ways that we could 
work together?

a.

b.

c.

Community Leadership 10.06
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10.07 Project Management
Project resources
In life, if you want to achieve your goals you will need to become good at planning 
and organising. This involves a lot of applied skills including making decisions, 
solving problems and negotiation.
In community and vocational settings, goal achievement is about being able to properly 
manage all of your resources. The same is true for your Community Project. Four 
main types of resources consist of:

time
people (labour)
resources (inputs), equipment and technology
money (capital).

A good leader has to plan to manage all of these resources 
effectively as part of all project work tasks.
An effective team needs to allocate these as roles and 
responsibilities to team members.
Your teacher will lead you through a 
discussion of these resources for your 
Community Project.









“Remember me? Well you have investigated 
so many of the skills that you need to 

successfully undertake your Community 
Project throughout Unit 3 and in other VPC 

subjects. Now - just apply them!”



Images: Jorge enrique Villalobos /
Hemera/Thinkstock

Brainstorm tasks, responsibili  es or even poten  al issues that you are likely to have 
to deal with for these 4 resource management areas for your Community Project.

10B



Community Project - Management

Time management

Timelines 

Deadlines

Diaries

Appointments

Rosters











Travel times

Delivery times

Production times

Delegation

Negotiation
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10.08Project Management
People management

Resources, equipment and technology management

Money management

Budgeting

Fundraising

Revenue and income

Expenses and costs









Profit and loss

Pricing

Market forecasts

Petty cash and security









Consumables and raw materials

Ingredients

Stock

Sourcing equipment









Technologies

ICT and digital

Appropriate training

Workplace safety









Leadership style

Roles and responsibilities

Delegation

Training and support









Supervision

Motivation

Negotiation

Conflict and stress
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It’s not easy
At times during the planning, organising, doing and reviewing of your Community 
Project you and your team will likely encounter a range of problems.
Now it is important not to look at problems as things that cannot be overcome. Sure 
problems and issues are inconvenient and can take time and effort to deal with. 
But problems are a natural part of implementing successful projects. If everything 
was easy then we would have no problems in life at all. But the world isn’t like that 
and things that are worth doing, such as your Community Project, have a level of 
complexity.
Naturally some things can, and will, go wrong. Some of these situations might be 
outside of your locus of control - such as the weather, or an external stakeholder 
pulling out. But it is still the responsibility of the group to plan for these and have a 
back-up.
Other problems might be within your team’s, or your own, locus of control. These 
can include missing deadlines, absences, personality clashes and managing 
resources effectively. You need to have strategies in place to deal with these 
problems when they arise, so as to ensure that a smaller problem, does not snowball 
into a bigger and more complex issue to sort out.

What/How problem-solving
A really effective problem-solving tool that you are already likely to be aware of is the 
What/How problem-solving process.
The first step that you should take when dealing with any problem is to consider 
whether the problem is a ‘what’ problem, or a ‘how’ problem. 

A ‘what’ problem
A ‘what’ problem occurs when you don’t know what to do to solve this problem. This 
inability could be based on a lack of experience and skills, poor communication, or just 
having to deal with something you have never encountered before.
For example, “This customer wants to return the computer because it is not booting, 
but I don’t know what to do?” So essentially, this is a problem based on ignorance. 
“I’ve got no idea what to do!”
In response you could ask for help, or ask for advice on where to get help, or get 
trained, or supervised in how to solve 
the problem of, ‘what to do’. In this 
example your manager might advise 
you to: 
“Document the issues that the 
customer is having, book the return 
in with the service centre, then notify 
the customer of the date when it will 
be ready for pick-up.” 



10.09 Problem-Solving Tools

Image: SergeyNivens/
Depositphotos.com
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A ‘how’ problem
A ‘how’ problem occurs when you know what to do, it’s just that you don’t really know 
how to go about solving the problem. This inability could once again be due to a 
lack of experience, skills or knowledge. However, it might also be caused by barriers 
preventing you from coming up with the best solutions.
For example, “I know I have to document the customer’s problem with the computer, 
but I don’t know which pro-forma to fill out?”
So in this case, this is a problem based on a lack of knowledge and skills. “I know what 
to do, it’s just that I don’t know how to do it?”
In response to a ‘how’ problem you should ask yourself, “Why am I unable to do this?” 
Is your inability due to a lack of skills, time, commitment, budget, resources, support, 
permission, or a combination of these?
Once you can solve for why then you really are identifying the problem!



An  cipate 3 common problems that might occur during your Community 
Project. e.g. Consider:  me, people and resources.
Unpack whether your problem is a ‘what’ problem or a ‘how’ problem. Note: 
Complex problems will have elements of both what and how.

Propose some solu  ons to these problems. If you do this well, you will have a 
range of problem-solving techniques ready to go for your Community Project.

1.

2.

10CWhat/How problem-solving

10.10Problem-Solving Tools

Time problem People problem Resource problem

Time solu  ons People solu  ons Resource solu  ons
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Drilling-down
When you break a problem down into its smaller components it makes it easier for you 
to tackle the issues and try and solve that problem. Drilling-down allows you to make 
a choice between different courses of action. You might have used this method 
before as part of your PDS or WRS studies.
Drilling-down breaks complex problems into progressively smaller parts. This makes 
big problems a little easier to solve. You can also ask yourself a series of ‘what/how’ 
questions as part of the drilling-down process. As you move to the right-hand side of 
the drill-down, you might be starting to see some solutions. 

Effective drilling-down
Identify your ‘big’ problem, and write it at the left of a sheet of paper or 
board.
List the main points, issues or questions that make up this larger problem. 
Try for between 3-5. If stuck answer, ‘why’ or ‘why not’?
List any points, issues and questions that influence these new issues. Try 
for 2-3. If stuck answer, ‘why’ or ‘why not’?
Finally, list some factors for each of these. If stuck answer, ‘why’ or ‘why 
not’?
Start to analyse the right-hand side for some possible solutions.
Now you have drilled-down and broken the problem down you will be 
better able to identify and select some potential solutions!













I failed 
my Learner 
Permit test.

Did I study 
enough?

Did I understand 
the material?

Did I prepare 
effectively for the 

test?

Did I give full 
attention without 
any distractions?

How much time 
did I spend reading 

the materials?

Did I seek help 
and advice from an 

adult driver?

Did I get 
feedback on what I 

got wrong?

How many 
practice tests did I 

do?

Did I record what 
I knew and what I 

didn’t know?

10.11 Problem-Solving Tools
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10.12Problem-Solving Tools
The 80-20 or Pareto rule 
The 80-20 rule (or the Pareto rule or principle) states that 80% of outcomes are likely 
to be due to 20% of causes. Results can be shown on a bar graph. For example:

80% of sales revenue is likely to come from 20% of customers/clients
80% of complaints are likely to come from 20% of customers
80% of delays to a project team are 
likely to be caused by 20% of factors 
(i.e. one process or person).

As a problem-solving tool, the 80-20 rule 
suggests that you should concentrate on 
the main few issues or problems causing 
the 80% of bad outcomes.
Just a few main issues, the 20%, will 
be causing most of the problems, the 
80%. You can never fix all 100% of the 
causes, but you should try and fix the main 
problems.
Also, don’t worry about exact percentages, just remember that you can fix most 
problems just by addressing a few, or even just one, major cause.






This is a classic 80-20 bar 
graph. Perhaps it is for a 
problem such as:

factors causing students 
to come late to class
causes of road accidents, 
or
reasons for customers 
returning a product.







Drilling-down
Iden  fy a complex problem that you need to deal with for your Community 
Project, such as safety. In your work folios, drill-down to iden  fy a range of 
poten  al solu  ons to help deal with this problem (e.g. safety issues).
80-20 rule
Most problems and issues will be due to just a few causes. What do you think 
will be the most common causes of issues and problems for your Community 
Project? Develop poten  al ac  ons to help deal with these common problems

1.

2.

10DProject - Problem-solving

Common problems Poten  al (solu  on) ac  ons
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10.13 Time Management
Effective time management
As you are well aware, 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.
Planning, organising and doing your Community Project requires a lot of time, 
especially in the planning and organising stages. And in the doing stage, you will need 
to be spot on with your scheduling to ensure that any activities or events associated 
with the project run smoothly.
You have developed time management skills throughout your VPC and in previous 
PDS activities. And in Numeracy you have directly developed skills and techniques to 
manage your time effectively.
For your Community Project you and your teammates have the responsibility to 
manage your own time, and the time of others. All of your task duties must coalesce 
so that your team is working together towards achieving its goals and objectives.
And if you are dealing with external stakeholders and community partners, then you 
must ensure that you fit in with their own time commitments and availability.
You will need to develop a clear and accurate timeline for your project. The timeline 
outlines the overall timeframe required to complete a project. A deadline is the 
actual date and time when a task needs to be completed by. There might be a 
number of deadlines (and milestones) that fall within a project’s overall timeline, so 
your timeline should consider and outline long-term, mid-term and short-term goals.
All team members need to be aware of their deadlines. Back-up plans may need to be 
considered if a task isn’t completed by a certain time.

Diaries

Estimating

Duration

Schedules

Calendars

Timetables

Rosters Timesheets

Effective Time Management

Planning Organising

DeadlinesTimelines

Image: mtkang/Depositphotos.com

 You might hear managers in vocational 
situations say that they need everything 

to run like clockwork. So how are you 
going to work the clock?
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10.14Time Management
Schedules and rosters

A schedule is the general term used 
to describe planning, organising and 
doing all the tasks and meeting all the 
responsibilities and time commitments, 
of an individual or a team.
e.g. “You free to discuss the presentation 
today?” “Let me check my schedule - I’ll 
get back to you.”
A roster is a formal schedule that is used 
to allocate people to duties, tasks and 
roles (including resources).

Effective rostering
Rosters need to be planned well in 
advance.
Rosters need to be communicated to 
all workers involved.
Rosters should ensure that an 
appropriate balance of skills, training 
and authority is covered by the 
workers.
Rosters must be fair, and must not be 
used to favour or punish particular 
workers.









In your project teams describe an example that shows the relevance of each of 
these  me management terms for your Community Project. Add 1 more.

Managing  me 10E

Es  ma  ng Planning Organising

Dura  on Timelines Deadlines

Milestones Calendars Diaries

Timetables Rosters
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Delegation
In work-related and project situations managers don’t ever have time to do all the tasks 
required of them. So they need to delegate tasks.
Delegation is when a person assigns tasks to others, such as lower-level managers, 
employees, and even outside contractors.
When you delegate tasks and responsibilities to others, you need to be sure that team 
members to whom you have delegated can be relied upon to supervise, coordinate, 
or even do the task. And at times, team members will need adequate training to 
ensure that they can complete tasks delegated to them. This is an example of applied 
problem-solving and decision-making.
But always remember, the person who is delegating is still accountable for the task 
being done! You can’t just push the responsibility onto someone else and forget about 
your own responsibility. You are a team after all! So check-in, and if needed give help 
and support.
When it comes to your Community Project, delegation might involve your team:

identifying team members’ strengths
pairing up
setting clear expectations
establishing a timeline
having regular check-ins
encouraging open communication
providing resources and support
being flexible and adaptable
giving recognition and feedback
keeping records of roles, responsibilities
and tasks completed.





















10.15 Time Management

Image: Stockbyte/
 Stockbyte/Thinkstock

What are the main skills, tools and techniques our team will use to manage our 
 me for our Community Project?

1.

Project - Managing  me10F
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10.16Time Management

Working in project teams requires delega  on. How will your Community Project 
team handle each of these elements of successful delega  on?

2.

Activity Action Roster
An ‘Activity Action Roster’ is a very useful tool to help you effectively plan any PDS 
project, activity or event. It’s like a detailed to-do list. You first arrange tasks in the 
required order (perhaps using Post-it notes), and then add them to the Activity Action 
Roster with more detail.

Activity Action Roster

Activity: _________________________________________________________________________________

Supervisor: ________________________________________ Supervisor’s phone: ______________________

Task
By ...day

...date

...time

Person(s)
responsible

Equipment/money/
inputs Other information

When:
- day/date

- time
- duration

Done/
initials

e.g. Go to the shops and 
buy sausages for BBQ.

Monday
Aug 12
9.00 am

Jim &
Yusuf

$50 budget.
Use the cash we 
have collected.

Needs to be Halal

Monday
Aug 12
8.00 am
45 mins

JB
YS

Iden  fying team members’ strengths

Se   ng clear expecta  ons

Having regular check-ins

Providing resources and support

Giving recogni  on and feedback

Pairing up

Establishing a  meline

Encouraging open communica  on

Being fl exible and adaptable

Keeping records of tasks completed
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10.17 People Management

Self-management: Top 10 Tips (GST inc.)
Clearly identify your key objectives and goals. 
Break larger tasks down into smaller, achievable, ‘bite-sized’ 
objectives.
Plan a realistic timeline for achievement of these objectives and 
goals.
Use a diary or planner to record your appointments and 
commitments.
Construct and tick off a daily ‘to-do’ list.
Be honest about your strengths and weaknesses.
Assemble a support team based on complementary skills 
(synergy), and not based on friendships.
Don’t assume - ask; get advice, research and find out.
Avoid busy work just for the sake of it; use your time wisely.
Develop a back-up plan, just in case.
Plan - first, Organise - second, Do - third, Review - all the time!























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.
In your Community Project, you are more than likely at different times 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. 
As a team you will all need to support 
and help one another. So this might 
require a bit of give and take - that’s 
where negotiation comes in!

People don’t 
always want to 
do what they 
are supposed 

to do.

Effective People Management
Image: littleny/

Depositphotos.com



Image: PeopleImages.com/
Depositphotos.com
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10.18People Management
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.























Managing people is about leadership and communica  on. What are the key dos 
and don’ts for managing people (including external partners) for your project? 
Consider the role of problem-solving, nego  a  on and decision-making.

If you were to se  le on 3 essen  al ac  ons for managing yourself and for 
managing others for your Community Project, what would these be?

1.

2.

10GProject - Managing people

Managing myself
 

 

 

1.

2.

3.

Managing others

 

 

1.

2.

3.

Managing people
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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 can quickly blow out, especially 
if you experience waste, over-provision, and 
other inefficiencies.
In broader industry (i.e. from a WRS approach), 
materials might take the form of:

raw materials such as timber, wheat or steel
components such as circuit boards, downpipes or spare parts
stock such as books, beverages and chocolate bars
consumables such as nails, paper and food ingredients.

Community Project
In your Community Project, materials are all the inputs you need so as to produce 
or provide any goods or services. These materials get used up (i.e. consumed) as a 
natural part of doing or staging an activity or event.
But project management also requires resources that get used as part of the 
planning, organising and reviewing stages of the entire project, 
such as paper, toner and ink, admin materials, 
and even coffee and biscuits for meetings.
Materials are usually a variable cost, with an 
input cost for each item you make or provide. e.g. 
40c for a sausage, 15c for the bread, 10c for the 
onions, 5c for the sauce = 70c of input materials 
cost for ‘snag sanger’ to be sold for $2!. (Note Oil 
would be another cost, as too gas, BBQ hire etc..)







1.
2.
3.
4.

Many social enterprises and community 
groups rely on the donations of goods 

to help them cut costs and provide their 
services.

Image: edu1971/
Depositphotos.com

Image: SarahRichardson/
Depositphotos.com
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Think about all of the materials, consumables and other inputs that you will need 
to use to plan, organise, do and review your Community Project.
Use this table to iden  fy what you need, and any planning, organising and doing 
issues related to sourcing and using these material inputs.
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

2. Components

3. Stock

4. Consumables

5. Other

What do we need to organise next, in rela  on to materials and inputs?

Materials Management
10HProject - Managing materials
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10.21
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 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 (running costs) such as the cost of electricity used to power the equipment.
When you use technology and equipment for your Community Project, consider 
these issues.

1. Suitability 
You need to work out just what it is that you need. Most technology and 

equipment is over-engineered, and people pay for functions that they never use.

2. Cost
You need to determine if it 
is better for you to hire, or 

buy, the equipment. You also 
need to consider installation, 

delivery and running costs 
and even maintenance.

4. Training
All workers using the 

tech and equipment must 
be trained how to use 

this properly, effectively, 
responsibly and ethically 
before they are expected 
and permitted to use it.

3. Durability
You should be aware 

that commercial-grade 
equipment normally costs 

a lot more than typical 
consumer items, because it 

is made to last.

5. Safety 
You must ensure that 

everyone who uses the 
technology and equipment 
has been trained to safely 

operate it. All operators must 
also ensure that customers/
clients are not put at risk.

6. Availability
You need to have access 
to the technology and 

equipment when you want, 
so you must plan well in 

advance in order to reserve 
equipment and facilities.

7. Supervision
You might need to be 

supervised when using the 
technology and equipment; 
and some equipment needs 
specially licensed operators.

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.

“What makes you think 
you’re the boss of me! 

So don’t think that you’re 
gonna’ tell me what to do!”

 Managing Technology and Equipment

Technology and Equipment Management
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10.22Technology and Equipment Management

Think about all of the equipment and technology, including ICT, that you will need 
to use to plan, organise, do and review your Community Project.
Use this table to iden  fy what you need, and any planning, organising and doing 
issues related to sourcing and using this equipment and technology.

10IProject - Managing technology & equipment

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

7. Supervision

8. Responsibility

What do we need to organise next, in rela  on to equipment and technology?
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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 Community 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 as part of a financial review.
Your Community Project might involve financial aspects on both the expenses side 
and on the revenue side of the budget. These could include:

spending on inputs, materials and other consumables
equipment and hire costs
food, drinks, catering and related expenses
marketing, promotional and advertising expenditure
transportation, training costs and insurances
income and revenue from sales or services
fund-raising revenue and donations
sponsorship, grants, and other funding; and
other expenses or revenue related to your specific 
project, activity or event.



















10.23 Financial Management

Plan: Budgeting
Be realistic. Prepare your budget as 
accurately as possible. 
Always underestimate revenue/ and 
always overestimate expenses.
Calculate forecasted surplus or deficit.
Include amounts and allowances for 
unknown and ‘other’ items.









Do: Budgeting
Run an activity or event with a close 
eye on the money going out, and the 
money coming in. 
Keep all receipts. Record daily operating 
expense amounts in a diary.
Make sure you are staying close to 
budget.
If revenue or expenses seem way off, 
change your budget, and/or your plans.









Review: Budgeting
Tally and record the actual amounts. 
During and after your activity, compare 
budgeted amounts with actuals. 
Seek financial advice if needed.
Change plans or implement a back-up.









Organise: Budgeting
Prepare for the buying and/or selling.
Create shopping to-do lists. 
Shop around for the best deals (but 
cheaper isn’t always better).
Have funds ready and available when 
you need them such as cash and 
change.
Use digital funds and tools if suited.
Check your budget to ensure it is 
realistic.













Project Financial Management: PODR

Image: adrian825/
photos.com
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10.24Financial Management

Your Community Project might involve money-related revenue and expenditure, 
especially if you are involved in ac  vi  es or doing an event.
Use this Cash Budget/Financial Planner template to prepare ini  al es  mates of 
revenue and expenses. Then prepare updated ongoing budgets as you spend or 
earn any funds associated with your project and its ac  vi  es/events (e.g. weekly).

10JProject - Budge  ng

Cash Budget/Financial Planner

Name(s): ________________________________________________________________________

Project: ___________________________________________________ Date(s): ______________

Revenue
items

Forecast
$

Actual
$

Vari-
ance $

Expenditure
items

Forecast
$

Actual
$

Vari-
ance $

Total Revenue Total Expenditure

Forecasted Surplus $ (or) 
Forecasted Defi cit $

Actual Surplus $ (or) Actual Defi cit $

Variation $ Variation $

Student signature: _______________________________________________   Date: ____________

Supervisor’s signature: ___________________________________________   Date: _____________
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10.25 Contingency Plan

People - You/your team
Illness and emergencies
Lateness/absences/no shows
Not meeting deadlines
Conflict and stress
Balancing external responsibilities







People - Clients/customers
Not interested or resistant
Complaints and refunds
Change mind/withdraw support
Choose a competitor
Communication problems







Safety
Fail a safety audit
Fail a risk management plan
Tagging and testing
Managing an emergency incident
Can’t find an OH&S supervisor







People - Supervisors/partners
Permissions denied
Contact and appointment issues
Re-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







Equipment and Technology
Breakdowns and tech issues
Safety problems
Lack of training
Too expensive/cost rises
Keeping safe/asset management







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







Contingency planning in the event of...

Contingency plan
In complex projects and activities, things 
can, and do go wrong. So you need to plan 
for likely issues and problems. That’s why 
you need to have a back-up or contingency 
plan for your Community Project.
As a team, try to anticipate all the things 
that potentially could go wrong and threaten 
the achievement of your project’s 
goals and objectives; or in a 
worst-case scenario, cause your 
project to collapse entirely.

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 happens on the day, Gertie will step-in.

Image: Jgustavofrazao/depositphotos.com
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Think about the poten  al issues that could impact on your Community Project that 
might require you to make refi nements and changes.
Use this table to iden  fy what resources you need, and any planning, organising 
and doing issues related to sourcing and using these resource inputs.
Community Project

Type of issue
Within our control Outside our control

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

People - 
Me/our team

People -
Clients/

customers

People -
Supervisors/

partners

Safety

Materials 
& inputs

Equipment
& Technology

Money
& budge  ng

Permissions 
& legals

Environmental
/weather

Other

10.26Contingency Plan
10KProject - Con  ngency plan
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Task Skills

 Clarify key ac  ons you need to do for your Community Project to succeed. Explain 
the task skills that will be required. Iden  fy who will do these, and how and when 
these will be done, and the resources needed. Create a larger table if needed.

10L Task skills

1. Actions 
to do...

2. Task skills 
required...

3. Who? How? 
When?

4. Resources
needed?

Task skills
As you know, activities, events and other outcomes related to your Community 
Project require a range of varied, but interrelated task skills. Some of these will be 
general and needed for all sorts of projects, 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. 

What actions do we need to do?
What skills will this require?
Who will do these tasks, how and by when?
What resources will we need to use?

1.
2.
3.
4.

10.27
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Potential Task Skills

allocate
tasks

organise team
members

assess risks
and hazards

prepare written
information

organise
travel times

negotiate
permissions

plan
timelines

organise
resources

organise
transportation

communicate
responsibilities

make
appointments

plan
budgets

hire rooms
and facilities

organise
music

write a speech/
presentation

develop market-
ing materials

organise
guest speakers

resolve
conflict

monitor
safety

use
multimedia

brief
team members

handle and
collect money

estimate
quantities

write a speech/
presentation

prepare
visual aids

make
posters

confirm
attendance

complete and 
lodge forms

develop web
materials

organise
guests

wrangle
people

hire
equipment

confirm
appointments

organise
rosters 

operate ICT
equipment

print
handouts

make & record
presentations

contact
people

introduce
guests

make
announcements

troubleshoot
technical issues

return
equipment

clean-up
location

prepare food 
and refreshments

assess and
manage risks

plan and lead
meetings

complete
evaluations

apply ethical
guidelines

Task Skills 10.28
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Graduated Assessment10.29
AT4

For this assessment task, you are required to iden  fy, plan and organise the 
resources required for your Community Project.
You will do this by developing and applying eff ec  ve project management skills and 
techniques in your collabora  ve team.
You should also apply other project skills as needed including problem-solving, 
decision-making and nego  a  on.
Complete the planner below by briefl y summarising what you did for each project 
management resource category.

Community Project - Resource Management
M2: Community par  cipa  on

Name(s): 

Community:
Project

     Key dates:
Unit 4

Module 2

Tasks - AT4: Community Project - Resource Management Must
Do? Due Date Done Level

Complete the tasks in a format negotiated with your teacher.
i.



Time management and resources required.

ii.



People management and resources required.

iii.



Inputs/materials management and resources required.

iv.



Technology & equipment management and resources required.

v.



Financial management and resources required.

vi.



Other management and resources required.

 Demonstrate effective collaborative skills.

 Demonstrate effective negotiation skills.

 Demonstrate effective planning skills.

 Demonstrate effective problem-solving skills.

 Demonstrate effective decision-making skills.

Present or report to the class (if required).
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Activities 11: Project Implementation p. Due date  Done                  Comment

11A What are we doing? 249

11B Activity/Event - Brainstorm 250

11C TEMP-O - Project’s activity/
event

261

11.05-
11.08 PODR Activity Planner 252-

255

11D Activity/Event Timeline 256-
257

11E Activity/Event - Diagram 258

11F Activity Event - Safety audit 259

11G Activity/Event - To-do lists 260-
261

11H Activity/Event - Planner 262-
263

11.17 Project Activity/Event Timeline 
Planner

264

11.18 Daily Timesheet - Task Planner 265

11I Community Project - 
Evaluations

267

11.21 Project Evaluation: 
General Competencies  

268

11.22 Project Evaluation: 
Specifi c Competencies

269

11.23-
11.24 Project Performance Evaluation 270-

271

AT5 Community Project 272-
274

R11 Unit Refl ection and Review 275

11.01 Doing Your Community Project ......248
11.05 PODR Activity Planner ................. 252
11.09 Activity/Event Timeline ................... 256
11.11 Activity/Event Layout .................. 258
11.12 Activity/Event Safety ................... 259
11.13 Activity/Event To-Do Lists ........... 260

11.15 Activity/Event Planner ................. 262
11.17 Time Management Planners ....... 264
11.19 Project Evaluation ........................ 266
11.23 Project Performance Evaluation . 270
11.25 Module Assessment ..................... 274

Project Implementation 11

Comments:
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Doing the Community Project
At this stage of your final PDS unit, you have done extensive collaborative planning 
and organising for your Community Project. Indeed, some of you might right now be 
actively engaged in community participation as part of your project.
It’s likely that nearly all Community Projects might involve a specific one-off activity or 
event to stage an initiative such as a:

community day
cultural celebration
fundraising drive
training or education activity
sports, arts, health or 
recreation activity, or 
some other type of community 
participation and engagement 
activity.

For those of you undertaking a 
community or public awareness 
campaign, then your campaign 
will require a communication 
activity and might also involve an 
event.

Now is the doing
If you do have a one-off activity or event as part of your Community Project, then this 
‘doing’ phase’ might be the shortest part of your entire project. 
However, this activity or event outcome will become the most important part of the 
entire project process. So now is the time for you to use and apply all of your skills to 
achieve your goals.
In this doing stage, you have to focus on the specific tasks required to successfully 
implement this ‘activity’. Once again you should reflect on the PODR Process. The 
difference now is that you are 
dealing with the specific 
tasks required to do your 
collaborative activity or 
event as part of your 
Community Project. 
This means your planning 
will now switch to a micro-
scale. So these doing 
tasks will now be shown in 
green (for go!). 













Doing Your Community Project11.01

Image: RawPixel/Depositphotos.com

“We’ve come a long way from the beginning of the 
planning for our Community Voice Musical.

Now we’re off to check out the venue in which we will be 
performing.”

“We’re ready to hit go on our ‘Leap for Life’ activity fun day 
which will raise funds for The Leukaemia Foundation.”

Image: mandygodbehear/
Depositphotos.com
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11.02Doing Your Community Project

OK. Right now. Short and sharp. Clear and concise. Answer these ques  ons about 
what the doing stage involves for your Community Project.



What are we doing? Why are we doing this?

How does our ‘doing’ help others? How does our ‘doing’ help us?

What are we looking forward to? What are we anxious about?

11AWhat are we doing?

Go
Your organising will be directly related to all the 
objectives needed for different micro activities and 
tasks.
Your doing will be about each team member safely 
carrying out the tasks needed to successfully meet 
their responsibilities.
And your reviewing will switch to real-time 
monitoring, assessment and evaluation that you 
are meeting your specific objectives, including the 
use of immediate and supportive feedback.
You have planned for this. You have organised for 
this. So let’s go!

Image: montego/
Depositphotos.com
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As a team, clearly and concisely describe your key objec  ves for this doing stage, 
(i.e. an ac  vity or event) of the Community Project. Use point form.

Doing Your Community Project11.03
11B Ac  vity/Event - Brainstorm



What are we doing - specifi cally?
What is our ac  vity or event outcome?

How will we ensure that everyone 
knows their roles and responsibili  es?

How will we ensure that we have all 
our equipment, technology and inputs?

How will we check on our progress 
throughout the doing stage?

What tasks will we have to do for our 
ac  vity or event outcome?

What other people or groups does our 
ac  vity or event involve?

What permissions or support will we 
need to have for our ac  vity or event?

How do we monitor and check for 
safety during our ac  vity or event?

What problems and issues might we 
have to deal with?

What else might be relevant for our 
ac  vity or event?
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Use this TEMP-O task organiser to iden  fy the specifi c tasks, equipment, materials, 
and roles of team members needed to par  cipate in and do your Community 
Project ac  vity or event. Your teacher will check this.

1. ‘Doing’ Tasks
(What, when & how?)

2. Equipment for ‘Doing’
(What, when & $?)

3. Materials for ‘Doing’
(What, when & $?)

4. What people will ‘Do’
(Who is responsible, who supports, who 

checks?)

11C



TEMP-O - Project’s ac  vity/event

11.04Doing Your Community Project
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PODR Project Planner - Activity/Event

List 3 key goals/objec  ves associated with the Community Project’s ac  vity/event.

 

Write a one sentence descrip  on of your Community Project’s ac  vity/event.

Who else is involved in your project’s ac  vity/event? What skills can they off er?

 

PODR Project Planner: Community Project - Ac  vity/Event
Use this planning and goal-se   ng pro-forma to guide an ac  vity/event for your 

Community Project. Enlarge it. Present to your teacher for checking and discussion.

Name(s): _________________________________________________    Date: _______

Community Project: ______________________________________________________



11.05

i. Planning the ‘doing’ stage
(For your Community Project’s ac  vity or event.)
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PODR Project Planner - Activity/Event

Which external stakeholders and partners might be involved in the ac  vity/event?

What is the project’s ac  vity/event  meline? (By when do tasks need to be done?)

What resources, materials, equipment & tech are required for the ac  vity/event?

 

What are the main roles of each person for the project’s ac  vity/event?

 

List poten  al safety hazards, legal requirements and permissions.

 



11.06

ii. Organising the ‘doing’ stage
(For your Community Project’s ac  vity or event.)
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What tasks need to be done for doing the project’s specifi c ac  vity/event outcome, 
who will do these, and by when must these be done?

 
What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What?

Who? &When?

What is the  meline for doing the project’s specifi c ac  vity/event outcome?

What supervision is needed when doing the project’s specifi c ac  vity/event outcome?

PODR Project Planner - Activity/Event


iii. Doing the ‘doing’ stage

(For your Community Project’s ac  vity or event.)

11.07
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Feedback on PODR Project Planner - Implementa  on
Before you do your project’s ac  vity/event or other outcome, you need to present this 

planner to your teacher for feedback and possible changes.

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

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

What back-up plans for implementa  on are in place?

PODR Project Planner - Activity/Event





How will risks be managed on an ongoing basis? Who has responsibility for this?

iv. Reviewing the ‘doing’ stage
(For your Community Project’s ac  vity or event.)

11.08
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Now it is  me to work on the doing stage of your project’s ac  vity or event.
Your previous planning and organising will have helped prepare you to deliver a 
one-off  event for your project. This event might be a community day, a cultural 
celebra  on, a fundraising drive, a sports, arts, health or recrea  on ac  vity, or some 
other Community Project event organised by your teacher.
However, some of you might be par  cipa  ng in your Community Project on an 
ongoing basis rather than just as a single event. If this is the case you will s  ll 
need to complete these planners at the beginning of the doing stage. Then as you 
get more familiar with your roles and responsibili  es, you can update with any 
informa  on as you progress through your ac  vity or event.
Here are some key steps for this ‘doing’ stage that might apply to your Community 
Project. Your teacher will guide you as to which ones you need to do.

Plan and dra   an Ac  vity/Event Timeline (p.256-7).
Develop a visual mind-map, or Ac  vity/Event diagram (p.258). Include key roles, 
work sta  ons, equipment loca  on, safety issues and other informa  on.
Complete an Ac  vity/Event safety audit (p.259) and have this checked.
Create and use Ac  vity/Event to-do lists (p.260-1) on paper or e-devices.
Develop an Ac  vity/Event Planner (p.262-3) that lists all the tasks, the  mes and 
the people involved in preparing, in doing and in cleaning-up (or de-installing) 
the event. 

a.
b.

c.
d.
e.

11D

Activity/Event Timeline

As a team, brainstorm all the  me, scheduling and rostering requirements 
associated with doing the specifi c Community Project’s ac  vity or event.

When fi nished create a larger-scale Ac  vity/Event Timeline.



Ac  vity/Event - Timeline

11.09
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Activity/Event Timeline 


11.10
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Activity/Event Layout11.11

Develop a visual mind-map, or Community Project Ac  vity/Event Diagram.
Include key roles, work sta  ons, equipment loca  on, safety issues and other 
informa  on.

11E Ac  vity/Event - Diagram
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You will have responsibility for ensuring that you par  cipate in, and do your 
ac  vity or event safely. Your safety responsibili  es naturally include you and 
your teammates, but also extend to customers and clients, as well as any other 
stakeholders that might be aff ected by what you do for your ac  vity/event.

Complete this audit in each of the 4 safety categories. Iden  fy who has 
responsibility and who acts as a back-up.
Submit to your teacher for feedback. Make any necessary changes.

1.

2.



1. Equipment, technology and 
materials safety.

Teacher feedback:

2. Training and skills-development 
that is needed prior to ‘doing’.

Teacher feedback:

3. Ac  vity/event monitoring

Teacher feedback:

4. Emergency management

Teacher feedback:

11.12
11FAc  vity Event - Safety audit

Activity/Event Safety 
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When it comes to the doing part of your Community Project, there will be lots of 
smaller tasks that need to be done by you and/or each team member, depending 
on the specifi c ac  vity, event or outcome you are implemen  ng.
Ge   ng on top of these tasks requires careful organising.
It is good to develop lists that show:

tasks that need to be done,
clear communica  on of who is responsible for doing these, and 
easy iden  fi ca  on of when they need to be done.

So you need to develop checklists that can be  cked-off  as each task is completed.
You might just use simple Post-it-note checklists and make sure that each team 
member completes one for each task they are responsible for.
You could also set e-reminders to help you out. 
However, a more eff ec  ve approach is to complete these pre-forma  ed to-do lists 
that include a bit more detail to help everyone stay on top of their task roles and 
responsibili  es.







___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

Activity/Event To-Do Lists



11G

11.13

___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

Ac  vity/Event - To-do lists
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Activity/Event To-Do Lists

___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

___________________________ ’s To-do List

Task: ______________________ Date: _____

Tasks I have to complete Time Contact info. Task
no.

Done
init.

e.g. Pick up BBQ 9.30-
10.00

Mr Smith, room 
H2B 1 MC

11.14
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One way to communicate all the individual tasks that need to be done is to create 
a Community Project Ac  vity/Event Planner. You should organise this into tasks 
required to prepare for the ac  vity/event, tasks during the ac  vity/event and then 
tasks to complete a  er the ac  vity/event.
Every team member should have a copy of the Ac  vity/Event Planner so that they 
know who is doing what, when and where.

11H Ac  vity/Event - Planner

Community Project: Activity/Event Planner

Activity/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’.

Preparing for the event
e.g. Cut-up onions

30 mins
11-11.30 Vlade Knife, chopping board, 

goggles, bowl.
Must do in the Foods 

kitchen. VT

During the event
e.g. Take customer orders

60 mins
12-1pm Khristy Cash tin, $20 of change. Cannot handle both  

food & money. CB

After the event
e.g. Clean-up serving area

60 mins
1-2pm

Nancine &
Czarleah

Bins, broom, spray clean 
& wipes.

All bins must be 
emptied in skip.

NR/
CB

Activity/Event Planner11.15
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11.16Activity/Event Planner
Community Project: Activity/Event Planner (cont’)

Activity/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’.
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Time Management Planners
Project Activity/Event Timeline Planner

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

Week Month/
Dates Mon Tue Wed Thur Fri Sat/Sun

e.g. Aug
12th-18th

Aug 12/ 12.30
Group planning 

meeting in library.

Aug 14/ 9am
Meet Richo to 
fi nalise draft 

PODR.

Aug 15/ 3.30
Draft PODR due 
to Mr McSmitt.
(set reminder)

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

11.17
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Time Management Planners

Name: ______________________________________ Project: ___________________________________

Day: _______________________  Date: __________ Task: _____________________________________
Time: Use 

15 or 30 min 
blocks.

Brief Description of Task Person(s)
responsible

Equipment/
inputs needed

Other
information Duration Done/

initials

eg 8.01-
8.30am Set up chairs for presentation. MC chairs need to set out at 

least 50 15-30 mins MC

eg 8.01-
8.30am

Get video projector and laptop 
ready. RS & JP data projector, 

laptop, cables.
Need to test the 
lighting as well. 15-30 mins RS

Total Time spent on task today: List tasks not yet fi nished:

Other information:

Student signature: __________________________ Supervisor’s signature: ____________________________

11.18
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Evaluating your 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 for 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 manage all of the 
responsibilities that come from being an adult. Doing so requires ongoing problem-
solving, critical thinking and accepting responsibility for self-management.
This also extends to the workplace where you are expected to grow, learn and build 
skills and expertise through lifelong learning. And at work, people are relying on you.

Self-review: Community Project
Processes of feedback, review and self-assessment are all important ways to 
identify your strengths and weaknesses when working collaboratively.
Self-review enables you to develop an action plan to guide further improvement so 
that you can emerge from Year 12 as a more work-ready team player.
Honestly assessing the successes and challenges associated with your Community 
Project can enable you to identify transferable skills you developed through your 
project participation.
This should also extend to evaluating your peers and having them evaluate you.
An honest evaluation can also help you to create a learning improvement strategy to 
further develop your 
transferable skills.
You can address 
these in your final 
outcomes for both 
Literacy and Work 
Related Skills.

Project Evaluation11.19

Image: RawPixel/
Depositphotos.com
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Your teacher will explain your refl ec  on and evalua  on requirements. Outline your 
refl ec  on and evalua  on requirements you are required to complete. These are 
likely to include:

self-evalua  on //      evalua  on of your teammates //      peer evalua  on
eleva  ons from community partners //     evalua  ons by the teacher.





11ICommunity Project - Evalua  ons



11.20Project Evaluation

Community Project:

Names:
Evaluations By who & Of who? Pro-forma/Format By when? Feedback

e.g. Self By me of me
e.g. Community Project 

- Evalua  on: General 
Competencies, p.268

Nov 12, 3 days a  er 
comple  on.

- I was best at se   ng and 
mee  ng deadlines.

- I needed to show more 
leadership.

Self

Self in team 
situa  ons

Of 
teammates

By
teammates

By
peers

By
 community 

partners

By
teacher(s)

Other
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Project Evaluation: General Competencies  11.21
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: ____________________

Performance at:         

Communicating effectively................

Being adaptable ................................

Managing time ....................................

Solving problems ................................

Managing resources ...........................

Planning and organising ...................

Negotiating .........................................

Making decisions ................................

Using technology ................................

Working collaboratively ...................

Being self-aware ................................

Working safely ...................................

Applying leadership skills .................

Briefl y describe up to 3 of this student’s most successful contributions/areas of involvement.

1. ____________________________________________________________________________

2.  ____________________________________________________________________________

3.  ____________________________________________________________________________

Briefl y suggest areas that this student should aim to develop further.

1. ____________________________________________________________________________

2. ____________________________________________________________________________

Feel free to comment further. (Add another page or a specifi c evaluation if necessary.)

_______________________________________________________________________________

_______________________________________________________________________________

Signed: __________________________________________________     Date________________



























    Excellent    Very Good     Good      Basic      Not shown
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Community Project - Evaluation: Specifi c 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: ______________________

Briefl y suggest areas that this student should aim to develop further.

1. _____________________________________________________________________________

2. _____________________________________________________________________________

3.   _____________________________________________________________________________

Feel free to comment further. (Add another page or another evaluation if necessary.)

________________________________________________________________________________

________________________________________________________________________________

Signed: __________________________________________________      Date: ______________

Specifi c work-related skills/competencies successfully demonstrated by the student included...

e.g. Ethically used social media groups to raise awareness of community campaign.

11.22Project Evaluation: Specific Competencies
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Project Performance Evaluation11.23
Community Project: Outcome goals and objec  ves

Name(s):                                                                                                                                       Date(s):

Personal successes and challenges






 

 







Communica  on successes and challenges





 

 





Nego  a  on successes and challenges





 

 





Time management successes and challenges





 

 





Collabora  ve successes and challenges
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Problem-solving successes and challenges

External stakeholders successes and challenges

Using technology and equipment successes and challenges

Other successes and challenges

11.24Project Performance Evaluation

Decision-making successes and challenges

Managing materials and inputs successes and challenges
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Community Project
Module 2 - Community par  cipa  on

Module Assessment Task
AT5

Overview
For this assessment task, you are required to connect with, and par  cipate in the 
community through successfully implemen  ng and reviewing a collabora  ve 
Community Project.
Assessment
To successfully complete your Community Project you are required to:

establish the requirements of your project (PODR: Planning and PODR: 
Organising) i.e. Module 1 - AT1, AT2 & AT3
par  cipate in/do the project and any associated ac  vi  es/events (PODR: 
Organising and PODR: Doing) i.e. Module 2 - AT4 & AT5.
evaluate the project (PODR: Reviewing). i.e. Module 2 - AT5.

Your teacher will have explained a range of steps, tools and techniques to enable 
you to successfully implement and evaluate your Community Project. 







Requirements
Our Community Project is:

Our main objec  ve is:

I am working with:

External partners/ supporters/ par  cipants are:

Key resources required are:

The key project dates are:

The project’s implementa  on outcome/ac  vity/event involves:

Key resources required for outcome/ac  vity/ event are:

The key dates for the outcome/ac  vity/event are:

11.25
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Module Assessment Task 11.26
Name(s): 

Project:

          Key dates:
Unit 4

Module 2

Tasks - AT5: Community Project Must
Do? Due Date Done Level

Successfully implement and review a collaborative Community Project.
i.



Establish the requirements of our Community Project.

ii.



Plan our Community Project.

iii.



Consult and negotiate with external stakeholders for our 
Community Project.

iv.



Organise our Community Project.

v.



Organise resources required for our Community Project.

vi.



Implement (do) our Community Project.

vii.



Plan, organise and do any specifi c events/activities 
associated with the Community Project.

viii.



Evaluate my participation in the Community Project.

ix.



Evaluate our participation in the Community Project.

 Demonstrate effective project collaborative skills.

 Demonstrate effective project communication skills.

 Demonstrate effective project negotiation skills.

 Demonstrate effective project planning skills.

 Demonstrate effective project problem-solving skills.

 Demonstrate effective project decision-making skills.

 Demonstrate effective community leadership.

 Use images, multimedia and other elements.

Present or report to the class/stakeholders (if required).
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Module Assessment11.27

Complete a review on the extent to which you developed and demonstrated 
employability skills when undertaking your Community Project.

How could these be transferred and applied to voca  onal situa  ons?

Community Project: _____________________________________________________________

Name: ___________________________________________________          Dates: ___________

Employability 
skill

How well did I develop and 
demonstrate this skill in the

Community Project?

How can I transfer and 
apply this skill to 

vocational situations?

Communica  on

Teamwork

Problem-
solving

Planning and 
organising

Self-awareness

Learning

Technological

Ini  a  ve and 
enterprise skills
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Unit Review and Reflection 11.28
Unit Review and Refl ection

Which Personal Development skills did I develop during this entire unit?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

How have the skills of Personal Development helped to improve my personal life?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

How have Personal Development skills helped to improve my work-related skills?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

My performance in developing my Personal Development skills this entire unit was:

What were my strongest areas of performance? What should I work on improving?

Signed: ______________________________________________  Date: _________



















0
not shown

1
low

2 
reasonable

3
good

4
very good

5
excellent

My strongest topics/skills were: But I need to improve my skills in:
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