
PLANNING A COMMUNITY PROJECT SESSION PLAN 

IN PARTNERSHIP WITH  

 

SESSION: PLANNING A COMMUNITY PROJECT 

Expected Progress: Young 
people set goals for their project 
and make plans to carry it out. 

 

Description: Young people define their project further, divide up responsibilities amongst themselves and create 
an action plan to help them get the project done. 
 
 

Resources required: 
➔ Community Project Workbook 
➔ Jess’s Community Garden 

end to end case study 
➔ Roles and Responsibilities 

Guidance 
➔ Tesco marketing campaign 

examples  
  
 

    LLN Opportunities: 
 
➔ Estimate and calculate a budget, 

calculating a running a total. 
➔ Plan, draft and write a mission 

statement with correct punctuation 
and concise and powerful language. 
 

 
 

STEM Opportunities: 
 
➔ Using MS Office (Excel) to 

create organisational/planning 

documents 

 

Qualifications 
Opportunities: 
 
➔ Community Project 
➔ Teamwork 
➔ SCQF Community 

Project 
➔ SCQF Teamwork 

DESCRIPTION  OF ACTIVITY  RESOURCES SUGGESTED LEARNING 
OUTCOMES AND 
ASSESSMENT CRITERIA  

Plan It  
 
Mission Statement: to understand where their project is going, and keep it focused on 
what they are trying to achieve, ask the young people to put their ideas into a mission 

statement. Explain that a mission statement is a guide to help structure the project – it outlines 
the reasons why they are doing the project (their aims), how they are going to do it (their action 
plan) and what they hope to achieve at the end of it (their goals). Young people may want to 
plan using bullet points or a mind map, draft and write a final copy of their mission statement, 
checking their punctuation.   
 

 
 
 

 
 
 
Create a mission statement 
for the community project 

Roles and Responsibilities 
 
As a group, the young people need to work out who will take responsibility for each aspect of 
the project and the skills that they need to carry out these activities. 
 
Explain that it doesn’t need to be the strongest person with the right skills or experience who 
takes responsibility for a role; someone may want the opportunity to develop new skills whilst 

 
 
Community 
Project Workbook 
 
Roles and 
Responsibilities 

 
 
Identify tasks that are own 
responsibility 
 
Entry3/Scotland Level 3 

➔ Assessment Criteria: 

http://www.princes-trust.org.uk/trustqualifications/pde/units__tracking_sheets.aspx
http://www.princes-trust.org.uk/trustqualifications/pde/units__tracking_sheets.aspx
http://www.princes-trust.org.uk/trustqualifications/scotland/units__tracking_sheets.aspx
http://www.princes-trust.org.uk/trustqualifications/scotland/units__tracking_sheets.aspx
http://www.princes-trust.org.uk/trustqualifications/scotland/units__tracking_sheets.aspx
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taking part in the project. Hand out the Roles and Responsibilities Guidance, discuss the roles, 
tasks and skills in the project and then ask the young people to assign themselves to a role. 
You might want to ask the young people to apply for a role, nominate themselves or just 
decide as a group. 
 

Guidance Identify how you will 
contribute to the 
community project 

Budgeting 
 

Explain that writing a budget is an important part of project planning. To start with, they 
must decide what resources they really need to make their project happen. Begin by 

writing a budget, using the Community Project Workbook, showing all the things they are likely 
to spend money on. Make sure the costs are realistic. 
Ask the young people to get at least two different quotes for the more expensive items to make 
sure they find the best price. Ask them to research online, printing a page from the internet or 
making phone calls to suppliers and asking them to send written quotes.  Young people to 
work out a running total for their budget.   
 

 
 
Community 
Project Workbook 
 
Jess’s 
Community 
Garden end to 
end case study 
 
Computers with 
access to internet 
 
Calculators 

 
 
Create a budget for the 
community project 
 
Entry3/Scotland  Level 3 

➔ Assessment Criteria: 
State any costs or Gift 
in Kind savings 
associated with the 
project 
 

Level 1/Scotland  Level 
4/Level 2/Scotland Level 5 

➔ Assessment Criteria: 
Calculate any costs or 
Gift in Kind savings 
associated with the 
project 
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Action Plans 
 
The group has written a mission statement and they have decided roles and responsibilities. 
Now you need to ask them to think about what they need to do to achieve their goals.  Build a 
plan using the Community Project Workbook and break it down: who will do what and when? 
 

 
Use Excel or Word to create a project spreadsheet, with headlines like tasks, 

responsibilities, cost, materials, status, deadline and help required. Allow the group to explore 
and tweak their spreadsheets and assist on creating additional charts within the spreadsheet if 
needed. Within the tables, have young people input the information they worked on during the 
session. Now they should have a project spreadsheet to refer to during their project.  

 
 
Community 
Project Workbook 

All Levels: 
➔ Assessment Criteria: 

identify any support 
required to complete 
tasks 

 
Entry3/Scotland Level 3 

➔ Assessment Criteria: 
Identify the equipment 
and materials required 
for the community 
project 

➔ Assessment Criteria: 
give a deadline for the 
community project to 
be completed 

 
 
Level 1/Scotland Level 4 

➔ Assessment Criteria: 
Identify the tasks 
needed for the 
community project 

➔ Assessment Criteria: 
List the equipment and 
materials required for 
the community project 

➔ Assessment Criteria: 
Produce a timeline for 
the community project  

 
Level 2/Scotland Level 5 

➔ Assessment Criteria: 
Produce a detailed 
plan for the activities 
stating who will 
complete each task 
and when 
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➔ Assessment Criteria: 
List the resources 
needed for the 
community project  

➔ Assessment Criteria: 
Explain with reasons 
any external help 
required 
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Risk Assessments 
 
With any community project, but particularly if the young people are going off-site and into the 
community, it’s important to think about any hazards they might come across and how they will 
manage any risks. 
 
Ask the young people to look at the list of actions they are responsible for, as well as the 
group’s action plan and identify any possible hazards, then add these to their plan (there is a 
column for this in the template spreadsheet). 
 
For young people working at Level 2, they should complete page 6 of the Community Project 
Workbook resource and have this signed off by the Adviser or another relevant person. 
 

Community 
Project Workbook 

Entry3/Scotland Level 3 
➔ Assessment Criteria: 

Identify the possible 
hazards for own tasks 
undertaken 

 
 
Level 1/Scotland Level 4 

➔ Assessment Criteria: 
Give examples of 
possible hazards with 
the project and actions 
taken to reduce them 

Level 2/Scotland Level 5 
➔ Assessment Criteria: 

complete a risk 
assessment for tasks 
you are responsible for 

Extension Ideas 
 
For young people working at a higher level, if you have more time or for certain types of 
community projects you could also cover Fundraising and Marketing with the young people. 
 
Fundraising:  
 
Now that the young people have written a budget, they need to develop a fundraising plan 
which will show how they intend to raise the funding for their project. The plan should include 
what the money is for, where it will come from, how much you will ask for and when it is 
needed by. To help the young people develop their fundraising plan, ask yourself the following 
questions to help you determine the best method of getting funding: 
➔ Do you need to apply for a grant? 
➔ Could you fundraise from the local community? For example, having a raffle or cake sale 
➔ Could you ask local companies to donate goods or volunteers? 
Use the Fundraising Plan to help. 

 
Young people can use calculators to work out what the total money they need to 
fundraise is.   They can work out different fundraising target totals such as an ideal 

fundraising target and an essential fundraising target. 

Fundraising Plan 
Resource  
 
Calculators 
 
Optional LLN: 
Examples of 
marketing 
literature 
 
 
 
 
 
 
 
 
 
 
 

 
Create a fundraising plan for 
the community project 
 
Create a marketing plan for 
the community project 
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Marketing 
 
Explain that setting up a new project means that you will have to work hard to promote it to the 
target community. They need to make sure the target community are attracted to what the 
group are doing, know what the project is offering them and know where to find the group. 
Start off by identifying what messages you want to promote to your target community: 
➔ Product: what is the ‘product’ that you would like to tell people about? This is what your 

project is providing for the community – for example, drama classes, a football tournament, 
a newsletter or a youth forum. 

➔ Price: what is the price for the product? Remind the young people this doesn’t always 
mean money – it could also mean asking the community for articles to put in your 
newsletters or volunteers to help you. 

➔ Place: where can the target community find the group’s product? Once the young people 
have agreed what messages they are trying to promote to their target community, they 
need to think about they would like to communicate it to them and what media to use. 
 

Explain that they should keep their message simple – marketing doesn’t have to be expensive 
or complicated. Here are some examples of different media that you could use: newspapers, 
radio, marketing literature (leaflets, flyers, posters, post cards, free things with your logo on 
them), websites, social networking sites.  
 
Use the Tesco marketing material example resource or view some of their Centenary 
campaigns here: 

➔ January: https://www.youtube.com/watch?v=4Lanm8LHFvA 
➔ May: https://www.youtube.com/watch?v=A0Ky13g10eo 

 
In groups young people could look at different marketing literature from different sources.  
Each group can choose their favourite and least favourite marketing piece, giving 

feedback about what makes good marketing literature.  Focus particularly on the persuasive 
language used.  Young people can then write their own marketing literature using persuasive 
language to promote their project.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Marketing 
examples – 
Tesco 
PowerPoint 
Marketing 
examples – 
centenary 
campaign. 

https://www.youtube.com/watch?v=4Lanm8LHFvA
https://www.youtube.com/watch?v=A0Ky13g10eo

