[image: ]
[Document Title]
  Protective Marking

[bookmark: _GoBack][image: ]
  Protective Marking
Stakeholder Engagement and Communication Plan
Project/Program name


[bookmark: _Toc140737548][bookmark: _Toc140821023]Creative Commons and contact information
[bookmark: _Toc140737549][bookmark: _Toc140821024]© Commonwealth of Australia 2023 
The Commonwealth owns the copyright in all material produced by the Department of Home Affairs (Home Affairs). Apart from any use as permitted under the Copyright Act 1968, and those rights explicitly granted below, all other rights are reserved.
This document is available for your use under a Creative Commons BY Attribution 4.0 International licence, with the exception of the Commonwealth Coat of Arms, the Home Affairs logo, material protected by a registered Trade Mark, unit record data (microdata), content supplied by third parties, and where otherwise stated. The full licence terms as amended from time to time are available from https://creativecommons.org/licenses/by/4.0/
[image: cid:image001.png@01D3B20B.FCA36F30]
Use of Home Affairs material under a Creative Commons BY Attribution 4.0 Australia licence requires you to attribute the work (but not in any way that suggest that Home Affairs endorses you, the work, or your use of the work). 
Home Affairs material used ‘as supplied’ 
Provided you have not modified or transformed Home Affairs material in any way including, for example, changing the Home Affairs text – then Home Affairs prefers the following attribution: 
Source: The Australian Government Department of Home Affairs 
Derivative material 
If you have modified or transformed Home Affairs material, or derived new material from those of the Home Affairs in any way, then Home Affairs prefers the following attribution: 
Based on The Australian Government Department of Home Affairs APS Change Framework 
Use of the Coat of Arms 
The terms under which the Coat of Arms can be used are set out on the Department of the Prime Minister and Cabinet website (see www.pmc.gov.au/government/commonwealth-coat-arms). 
Contact Us 
Enquiries regarding the Creative Commons licence and any other use of this document are welcome in writing, by post or email at: 
APS Change Management Centre of Excellence
Portfolio Change Stewardship Office
Department of Home Affairs 
PO Box 25 
Belconnen ACT 2616
PortfolioChangeStewardshipOffice@homeaffairs.gov.au 
www.homeaffairs.gov.au


This template includes prompts and example text to support the development of the Stakeholder Engagement and Communication Plan. Delete the prompts and example text before finalising the document.
[bookmark: _Toc141271788]About this template
This template includes an optional Roadmap (at the end of the template). Feel free to only complete this Roadmap or, work through the detail of this document, or both.
A Stakeholder Engagement and Communication Plan is used to manage stakeholder engagement and communication activities and deliverables. It defines what needs to be done, when, how and by whom to support and enable the change. The information in the Change Management Plan informs development of the Stakeholder Engagement and Communication Plan.
If stakeholder engagement and communication are captured in the Change Management Plan, a Stakeholder Engagement and Communication Plan is not required. However, if a separate document for stakeholder engagement and communication is preferred, this Stakeholder Engagement and Communication Plan is available.
Stakeholder engagement and communication are key components of Change Management.
Change management is applied when people need to do something differently,
Communication is used to make people aware of something, and 
Stakeholder engagement is a process of gaining active, two way participation from a stakeholder - for them to ask questions, contribute ideas and expertise, and (in the change management context) be part of the change. 
In the context of this plan, stakeholder engagement represents the in-person activities (either online or face-to-face) and communication refers to the products (e.g. newsletters, information packs) produced. Both are essential for change management success.
For change management guidance and support, please contact the APS Change Management Centre of Excellence at PortfolioChangeStewardshipOffice@homeaffairs.gov.au 
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[bookmark: _Toc141271789]Introduction
Provide a short description of the document purpose or use standard text below
The Stakeholder Engagement and Communication Plan outlines the stakeholder engagement and communication activities and deliverables for the project/program.
The purpose of this document is to provide a detailed schedule of activities for communicating and engaging with stakeholders.
Standard text to be included in all stakeholder engagement and communication plans
This plan is written with the understanding that change management and communication are not the same – change management is applied when people need to do something differently, communication is used to make people aware of something. 
Similarly, stakeholder engagement and communication are not the same. Stakeholder engagement is a process of gaining active, two way participation from a stakeholder - for them to ask questions, contribute ideas and expertise, and (in the change management context) be part of the change.
In the context of this plan, stakeholder engagement represents the in-person activities (either online or face-to-face) and communication refers to the products (e.g. newsletters, information packs) produced. Both are essential for change management success.
The Stakeholder Engagement and Communication Plan is a chapter of the Change Playbook. Each Change Playbook chapter builds on from the previous one/s. Not all chapters are completed for every change initiative. The Change Manager decides on the appropriate documentation to support the change management.  
Please refer to the first chapter, the Change Context for the list of the playbook chapters, which include further information on the change management of this project/program.
	Chapter title
	Record management reference

	Change Context  
	Record Management reference




[bookmark: _Toc141271790]Objectives
Identify objectives for the stakeholder engagement and communication — aim for no more than five. 
Make sure they are SMART (Specific, Measurable, Achievable, Resourced and Time-bound) by identifying the outcome expected. Refer to market and other research to help make the objectives SMART. 
[bookmark: _Toc141082352][bookmark: _Toc141271791]Considerations:
Your stakeholders; through which lens they are looking at the change. What they care about, their focus, priorities and what their concerns are (people, financial, strategic, delivery, cost, political)
[bookmark: _Toc141082353][bookmark: _Toc141271792]Focusing questions:
What are the change management objectives?
What is the change management strategy/approach?  
How will the stakeholder engagement and communication contribute to the overall change management?
What do you want the stakeholders to know, think and/or do as a result of the communication and engagement?
Are your objectives specific, measurable, achievable, resourced and time-bound?



 


[bookmark: _Toc141271793]Stakeholders 
Drawing on the Change Impact Assessment, Change Readiness Assessment and Change Management Plan, what stakeholder engagement and communication will each stakeholder require? 
Based on the information on your stakeholder’s level of influence in the Stakeholder Analysis and the level of impact in the Change Impacts table, both in the Change Impact Assessment, use this matrix to guide the level of engagement with each of your stakeholders.
	Impact level
	Low influence
	Medium influence
	High influence

	EXTREME
	Actively consult and engage
	Manage closely and collaborate
	Manage closely and collaborate

	HIGH
	Actively consult and engage
	Actively consult and engage
	Manage closely and collaborate

	MEDIUM
	Keep satisfied
	Keep informed and confident
	Keep informed and confident

	LOW
	Keep satisfied
	Keep satisfied
	Keep informed and confident



	Manage closely and collaborate
	Collaborate and work with all parties to solve problems and develop outcomes

	Actively consult and engage
	Actively consult with stakeholders to achieve active consideration and participation in the change

	Keep informed and confident
	Inform stakeholders in a planned way to ensure they are kept informed of the change and to maintain their support

	Keep satisfied
	Connect with stakeholders on a semi-regular basis to keep them satisfied


[bookmark: _Toc141082355][bookmark: _Toc141271794]Focusing questions:
Are the needs the same or will particular stakeholders have different needs?
Do their constant characteristics suggest some stakeholder engagement activities and communication channels are more appropriate than others?
What amount of stakeholder engagement and communication will they require? 
How will stakeholders be involved in the change?
Who will set the vision for the change – the strategic perspective?
Who can champion the change and what is needed to support them?
Do managers need support leading their staff through change? How will this be done?
What roles could be leveraged to support achievement of the objectives?
Are there behaviours which could influence your approach?
How will you build the stakeholders confidence in the project/what is being delivered? 
What change do you want – what do you want stakeholders to know, think and/or do?
What would motivate stakeholders to want to change awareness, knowledge, attitude or behaviour?
What change challenges do you anticipate?
What are the barriers to changing awareness, knowledge, attitude or behaviour?
How will you develop an understanding of the change amongst staff?
How will employees learn about the specific impact on them?
[bookmark: _Toc141082356][bookmark: _Toc141271795]Considerations:
If a stakeholder has been impacted by a lot of change recently, maybe they need a break or lighter touch in stakeholder engagement and communication initially. 
If a stakeholder is being impacted by a number of concurrent changes, perhaps there is an opportunity to partner with the other delivery areas/change managers to consolidate some of the stakeholder engagement and communication activities, so the stakeholder is not overloaded with information on numerous changes from multiple channels all at once. If the changes are aligned, there may be an opportunity to consolidate stakeholder engagement and communication activities and/or ensure no major scheduling conflicts occur.
If a stakeholder has a low understanding of and/or ability to lead staff through change, perhaps they need support in this area first/alongside the first phase of the project/throughout the project.
Are there stakeholders who are not on board with the project? If this is the case, there will need to be some additional focus on why they are not on board and if the concerns can be overcome. This may be a stream of activity required throughout the project. Let the level of impact and influence on the project guide the effort here.
All these considerations will support you to maximise the impact of each of the stakeholder engagement and communication activities.
For each of the stakeholders/similar stakeholders identified during the Stakeholder Analysis (in the Change Impact Assessment), provide the outcomes of these considerations and how you will approach stakeholder engagement and communication for them (keep your objectives in mind). 
[bookmark: _Toc141271796]Stakeholder 1
Stakeholder engagement and communication requirements/approach
[bookmark: _Toc141271797]Stakeholder 2
Stakeholder engagement and communication requirements/approach
[bookmark: _Toc141271798]Stakeholder 3
Stakeholder engagement and communication requirements/approach
 
[bookmark: _Toc141271799]

Key messages
Based on how you will approach stakeholder engagement and communication, describe the types of key messages for each stakeholder. Include a section for each stakeholder/similar stakeholders.
[bookmark: _Toc141082361][bookmark: _Toc141271800]Focusing questions:
What’s the succinct message you want to deliver to your stakeholders?
Is this the start of a conversation with the stakeholders and how will the dialogue continue and influence message design as it evolves?
What is the change?
Why is the change happening? What are the benefits of the change? What’s in it for the particular stakeholder?
When is the change happening? What are the milestones along the way?
Who is involved in the change? How are they involved?
What are the impacts of the change? Who is impacted and when?
How is the change happening?
How will stakeholders will be supported?
How can stakeholders provide input/feedback?
Who do the stakeholders want to hear from about the change
What are the expectations of each stakeholder?
Which stakeholders want to know about the risks?
[bookmark: _Toc141271801]Stakeholder 1
Key message/s
[bookmark: _Toc141271802]Stakeholder 2
Key message/s
[bookmark: _Toc141271803]Stakeholder 3
Key message/s
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[bookmark: _Toc141271804]Activities
Use the following table to help you plan your stakeholder engagement and communication activities. Add rows and month/year sections as needed.
	Activity
	Role
	Location
	Description
	Timing
	Delivery method
	Facilitator
	Responsible
	Cost

	Communication channel or stakeholder engagement – be specific  

	Stakeholder/s. Who is this activity for?
Will the audience for this specific activity be one stakeholder, multiple stakeholders or all stakeholders?
	What is the location of the stakeholder/s
	Define the objective, key message or topic outcomes/requirements
For stakeholder engagement activities - what artefacts will be distributed (if any)? E.g. reports, workshop aides
	Date /frequency. Is this a recurring activity?
Is there a specific phase of the project/ program when this activity will occur?
	How will this activity be delivered?
Face-to-face, online etc.
	Who the message is coming from or who is facilitating the engagement.
Do they require any specific support? E.g. draft message, speaking notes
	Who (apart from the change manager) will ensure the activity runs smoothly?
E.g. corporate change, corporate communication, corporate learning and development, executive support, tech support
	Note any costs associated with the development and/or delivery and who is responsible for this
Consider; travel, accommodation, venue hire, tech support, catering, photo/videographer design, editing printing

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	





[bookmark: _Toc141271805]Stakeholder Engagement and Communication roadmap
Completing this Roadmap of the Stakeholder Engagement and Communication activities is optional. Feel free to only complete this Roadmap or, work through the detail of this document, or both. 
The Roadmap is an easy to follow visual. Knowing what stage you are at and gaining a clear view of upcoming tasks is an invaluable tool to keeping your change on track, and it will give you confidence that things are progressing as planned. The Stakeholder Engagement and Communication Roadmap can also be a useful tool when discussing the change management with stakeholders.
Project/Program name 
[bookmark: _Toc141082367][bookmark: _Toc141271806]Date last updated: 
	Activities
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year
	Month/ year

	e.g. Develop stakeholder engagement and communication plan
	
	
	
	
	
	
	
	
	
	
	
	

	e.g. Specific engagement activities
	
	
	
	
	
	
	
	
	
	
	
	

	e.g. Specific communication activities
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