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	About your project 

	Project name

Example: Kids play day
	

	Name of contact person
	

	Name of Organisation / Group /  Association overseeing this project
	

	Australian business number (if any)
	

	Contact address
	

	Contact phone number
	

	Project area  (locations or streets bordering the neighbourhood area)
	

	Project summary:

If you have completed the Ideas Planner use your thoughts to assist completing this section.

	What are the aims of your project (what do you want to achieve) Example:  To make our street safer for families and children to enjoy games in safety. To get the community more interested in safer streets.
	

	How will your project achieve these aims? (how it will make your street a Living Neighbourhood)
Example:  Street will be cleared so that kids can play safely.  Cars will need to use alternative route as the street will be blocked off.
	

	Who are the target audience? (The people that you want to take part and the behaviours of those you would like to see change)
Example:  Neighbours to take part in organising, kids to play and drivers that normally speed through our streets to slow down or find another route.
	

	How many people do you think might take part in your project?

Example: 40-50 neighbours and 200 drivers
	

	How many people will be actively involved in helping out? (Planning, organising, taking part during your project, fundraising, clearing up etc) Example: 10 people 
	


	ACTION PLANNING

	Evidence of effects and support
	Possible action steps
	Who will do this?
	What did you find out? What’s the status
	Date Completed?

	Evidence that my idea will increase safety or make my streets more people friendly.


	Count traffic travelling through the streets at different times of the day?

Find examples where other Neighbourhoods have closed their street?


	
	
	

	Agreement and support from neighbours
	Get others involved – Talk to your neighbours about their feeling of safety in our area and their ideas.

Are there any neighbours who can help out and what kind of things they might do to make your project happen.


	
	
	

	Agreement and support from local businesses or community groups
	Talk to the group leaders or shop keepers and write down their thoughts and ideas and whether or not they will support you with funding or their time and skills.

	
	
	

	Does the project have/need a group to meet regularly or even a committee?
	Ask those neighbours that show keen interest, have specific skills, have time and are motivated to get involved.

	
	
	

	Does your project raise any health and safety concerns that you can think of?
	Are there any issues, particularly for vulnerable groups including children, the elderly or people with low mobility?

How can these be addressed?


	
	
	

	Do you need permission?
	Possible action steps
	Who will do this?
	What did you find out? What’s the status?
	Date Completed?

	Does the project affect the use of any land or space that you or your neighbours do not own? If so you are likely to need a licence or permission from Local Council, State Government or the police. 
Examples of small activities that require licences or permission include: running a raffle, putting up bunting, closing a footpath temporarily and putting up posters on stobie poles.


	Talk to Council about road closure and traffic controls and posters, setting up barricades or putting up temporary signage.

Talk to the police about road closure and traffic controls.
	
	
	

	Communicating
	Possible action steps
	Who will do this?
	What did you find out? What’s the status?
	Date Completed?

	Who needs to know about your project to get more support, to take part, to hear about its progress and results?

What is the best way to communicate with each of these people?

Examples of communication methods include: regular emails, twitter/facebook, phone calls, individual conversations or group meetings, word of mouth.

	For larger projects it is useful to make a communications plan that considers who you want to talk to, why, how and when. It is also helpful to keep a record of what was said and agreed. This can be done on a simple spread sheet.

Groups might include: 

· Your neighbourhood: to increase interest, ask for help and make sure they turn up.
· Council and Police: to get permission & find out about support.
· Local MP / councillors: to help gain recognition for the importance of your project.
· Local shop owners: to get permission to use their space, gain support or funding.
· Funders: to help pay for the project.
· Media:  to generate interest & celebrate success.

	
	
	

	Materials and resources
	Possible action steps
	Who will do this?
	What did you find out? What’s the status
	Date Completed?

	What resources do you need to make your project happen and who will supply them and what will they cost? 
If you need funding please fill in the project budget and identify the items you are applying for.
	Make a list of your requirements and costs. Where you can get them from, who can supply them, or what the cost may be if you have to buy anything.  We’ve prepared a simple project budget to get you started. Possible items include:

· Barricades
· First aid kits

· Posters, signs, leaflets (design and printing)

· Chairs and Tables

· Food / refreshments

· Toys / games

· Music system

· Art work

	
	
	

	Funding opportunities
	Possible action steps
	Who will do this?
	What did you find out? What’s the status
	Date Completed?

	After developing ideas of what your project might cost you may want find out how to fund your project. 

Smaller neighbourhood projects could be funded by contributions from your local community and businesses. 
Some projects may also be eligible for grants from council or elsewhere.
 Whatever funding you need, you will always need to carefully document where funds were received from, what the conditions are and how the money was spent. See the Grants table below.

	Identify funding opportunities. 
Make applications as required.

Record funding received, conditions and expenditure. We’ve included a simple Grants Table for this.


	
	
	

	Barriers and risks
	Possible action steps
	Who will do this?
	What did you find out? What’s the status
	Date Completed?

	Determine barriers and risks specific to completing your project and how they might be addressed.
	Possible areas to consider include:

· Objections from the local neighbourhood – clarify your objectives, ensure traffic disruption is kept to a minimum, build wider support.
· Objections from council – do as much local research as possible, show local support, engage councillors and MPs where possible, highlight local people addressing local concerns and opportunities for raised council profile from more direct involvement. Discuss joint media engagement.
· Lack of funding – Generate wider momentum and support for the idea, highlight safety benefits, research local fundraising and grant options. Consider options to scale your project and build it up slowly.
· Drivers of ‘through traffic’ irritated at having to use alternative route – Make sure you get the message about changes to any road layout as soon as possible.
	
	
	

	Monitoring and review
	Possible action steps
	Who will do this?
	What did you find out? What’s the status?
	Date Completed?

	While your project is up and running you have the opportunity to capture reactions and photographs of people that are affected. This kind of monitoring is useful to help you review and improve your approach.

Once your project is completed, don’t forget to share your story! 
	· Take photos

· Talk to people and get feedback

· Note concerns and successes.

· Monitor number of attendees.

· Take photographic records.

· Changes in behaviour of different road users.

· Have a group meeting – what can you do next.

· Write up story of what happened and the lessons learnt and send it to the media.
· Come back to the Living Neighbourhoods website and share your story! We might even add it to our examples page so you can inspire others to get involved.
	
	
	

	Milestones
	
	Who will do this?
	What did you find out? What’s the status?
	Date Completed?

	Having identified milestones is one of the easiest ways to monitor your progress and make sure you are on track. These can also act as a quick summary of your project and may be essential for funders. Use our milestones table to help you out. You will need to attach this to any funding application for the DPTI Communities Program.
	List the key stages for your project:

· Setting up 
· Getting evidence
· Getting the go-ahead
· Getting funds
· Organising communications
· Project start date
· Project end date
· Reporting
	
	
	


	Project Budget  

	List each item and / or service
	Cost
	Supplied or funding needed?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL (specify GST inclusive or exclusive)
	
	


	Milestones 

	List the project milestones
	Date you expect each to be achieved

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Possible grant / funding application

	Most sections of this Action Planner are likely to be needed should you want to make a funding / grant application to either a government or non-government agency. Example:  Your completed Action Planner could assist with a Community Grants program application (check for eligibility). 
If you’re not at this stage yet, or don’t need funding, don’t worry just edit the document in any way you need to. 

	Record of Grants / funding application: Did you receive grant funding for this project?
	

	Name of the grant?
	

	Is there a report due? When?
	

	Who will administer the grant?
	

	Other notes:
	


Welcome to your Living Neighbourhood project!


This Action Planner helps turn your great ideas into action by guiding you through your project; breaking it down into manageable steps and helping you monitor progress. It can also help you prepare for some of the questions that council may ask – if you need their support or permission. This Action Planner follows on from the � HYPERLINK "http://dpti.sa.gov.au/livingneighbourhoods/getting-started/ideas-planner" ��Ideas Planner�, so if you already have completed that, you can add these documents together and have a comprehensive record of how you turned your ideas into action.


Only fill in areas relevant to your project. Have a quick look through this Action Planner and get a feel for how much you need to fill in. Depending on the size and complexity of your project you may want to get others to help you fill it in or complete different sections. You could even arrange some time when you get together with other neighbours and fill it in together. Remember, these actions do not have to happen in this particular order and if you have help, you can be doing two or three actions at the same time. For larger projects, it may be worth contacting council about your idea and discussing the kind of permissions you might need. You can always make another call later on.











Living Neighbourhoods –  for people friendly streets and safer roads
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