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YOU must be the change you wish to see in the world.
Ghandi
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In the
beginning …
The Youth Participation Support Pack (YPSP) was created
as a result of an Australian Youth Council brainstorming session
in 2005. The AYC thought young people would find it useful to
have a document that would assist them in how to get involved
in, start or revitalise a youth council. The aim of the YPSP is
to help young members continue to have a voice in St John
Ambulance Australia. It was first published in 2006 and further
reviewed in 2008 and now in 2011.
Youth development in St John aims to provide opportunities
for young people to become valued and vital members of the
community.
But what is youth development and how do we do it?
Youth development is a process which prepares young people
in meeting the challenges of adolescence and adulthood.
This is done through a coordinated and progressive series
of activities and experiences that help young people become:
»» socially,
»» morally,
»» emotionally,
»» physically, and
»» cognitively competent (Edelman et al. 2004).
St John provides many opportunities for youth development—from
our Junior and Cadet programs, to opportunities with Australian
and state/territory Youth Councils.
The Australian Youth Council (AYC) particularly promotes
experience through participation by enabling young people
to have representative roles within the organisation. Youth
Councils provide a direct forum for young people, from any area
of the organisation, to represent young members. It also allows
them to gain valuable experience through involvement in decisionmaking processes.
All young members have valuable and diverse perspectives and
insights to offer. Their input helps to ensure that decisions about
programs and events are responsive and relevant. It also ensures
that the organisation remains current, responsive and vibrant.

The Rules of Engagement is a collection of ideas designed to:
»» encourage all areas of St John, particularly young people,
to get involved in Youth Councils
»» create a better understanding of the role and function of
Youth Councils
»» give practical ideas on making ideas become reality,
starting with the basics.
Amy Winner
Chair, Australian Youth Council
St John Ambulance Australia

What is a youth council?
There are many definitions of, and ideas about, what a youth
council is. Check these out:
»» Youth Councils facilitate youth participation and provide
an opportunity for young people to be involved in the
decision-making processes that affect them.
»» Youth Councils directly consult with young people,
and are interested in their ideas and opinions.
»» Youth Councils advise and recommend.
»» Youth Councils look for areas of improvement, future
growth and development in the organisation. They seek
and promote best practice.
»» Youth Councils provide an opportunity for young people
to be involved in the governance of their organisation.
»» Youth Councils are relevant to young people.
»» Youth Councils advocate for young people and lobby
and drive change in St John.
»» Youth Councils develop and promote well-rounded and
experienced young leaders for the benefit of St John and
the wider community.
You might like to adopt or adapt one of the above for your
youth council or representative group.

Young people are our future, they are the
leaders of the future. Correction! Young
people have something to contribute
TODAY, and are ready to be leaders in the
organisation—TODAY.

Darren Daff, St John Ambulance (SA)

6

7
Rules of engagement

8

9
Rules of engagement

Youth
councils in St
John
Youth councils are essential for a vibrant and sustainable
organisation. They exist to help the organisation to achieve
its objectives, canvas the ideas and views of young members,
and stay abreast of important issues that affect young people
locally, nationally and globally.

Each state/territory also has representatives that provide
feedback and recommendations through their participation in the
Australian Youth Council. The AYC in turn, links into the National
strategic agenda, and work at a local and state level on national
issues that affect young members in their jurisdiction.
They (young people) are valuable not only
as future adults but people who have
a place in society now… Not involving
children and young people has its
consequences. It breeds discontent and
resentment … It is only through having
rights that young people learn to respect
other people’s rights.
Willow (1997)

The structure of youth
councils in St John

Other
stakeholders

St John facilitates youth participation through the Australian Youth
Council (AYC) and through eight state/territory youth councils
or representative bodies.

(e.g. National Cadet
Officers Group,
National Staff Group,
Commissioners,
Superintendents)

Traditionally, the youth councils were confined to operating in
the Volunteer First Aid Services program (or Operations Branch),
reporting directly to the Commissioner. Now, there is a strong push
towards youth councils working across the entire organisation
in order to benefit all services (i.e. Training, Community Care
and Ophthalmic). This has resulted in many youth councils now
reporting to their Chief Executive Officer, council or board in
a realisation that their perspective is valuable to the broader
organisation.
When functioning correctly, youth councils will:
»» engage in consultation
»» advocate and represent
»» provide advice on issues affecting the membership
»» build relationships (i.e. with key stakeholders, other
organisations)
»» generate innovative and fresh ideas that affect not only
young people, but the whole organisation.

Young
members/people
Reporting
(e.g. CEOs, Boards)

Youth
Councils
(e.g. AYC or State/
Territory)

Support people
(e.g. National Youth
Manager, other youth
council members, CEOs,
State/Territory Cadet
Officers)

External Bodies
(e.g. Youth Peak
Bodies, networks,
partnerships, like
organisations or
programs)

State/Territory youth councils
State and Territory youth councils act as advisory groups to their
state/territory and are responsible for:

Decision
makers

»» obtaining the views of young members in their jurisdiction
»» advocacy/representation
»» lobbying key decision makers and bodies
»» progressing ideas (i.e. not program implementation).

(e.g. CEOs, State/
Territory and National
Boards)

Key youth council
relationships
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Youth
participation
principles
St John Ambulance Australia is committed to providing
opportunities for young people to develop. In doing so, young
people can contribute to the decisions of the organisation.
By embracing youth participation, young people:
»» become more valuable to the organisation
»» develop valuable leadership skills, and
»» can contribute to the development and sustainability
of their organisation.
Youth participation is about developing
partnerships with young people so that
they may take a valued position and role
within our community and are able to be
actively involved in the decision-making
processes that affect them.
St John National Board, September 2007
In 2007, after consultation with the AYC, a set of National
Youth Participation Principles for St John were developed.
These Principles provide a national framework for St John
with respect to youth participation, practices and activities:

St John Youth
Participation Principles
Empowerment
»» Young people are able to be active in decision-making
processes on issues that affect them within the
organisation.
»» Young people are given the opportunity to be involved
in the planning and delivery of services and programs.
»» A culture exists where young people can feel comfortable
in participating in decision-making process and
implementation.
»» Young people are acknowledged as important stakeholders
in the affairs of the organisation.

Engagement
»» Young people have valued and important roles,
with real responsibilities.
»» Young people are able to influence meaningful outcomes.
»» Young people with specific skills are given the opportunity
to utilise them.
»» Young peoples’ opinions are valued and sought after
by the organisation.

Diversity
»» Involvement in the organisation is open to all young people.
»» All young people have the opportunity to participate in
various facets of the organisation.
»» All young people have access to youth councils.
»» Youth participation is embraced by the whole of the
organisation.

Support

Looking
after you.
Though sometimes it might not feel
like it, St John significantly values
your contributions as a young
person, especially as a young person
involved in youth participation activities!
The organisation is committed to the
principles of youth participation, and is
taking active steps to make this a wholeof-organisation responsibility.
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»» Resources are available to support youth participation.
»» Young people are provided with the opportunity to develop
relevant skills and knowledge.
»» Youth participation is a partnership between young people
and the rest of the organisation.
»» Young people have access to positive role modeling
and mentoring.

Feedback
»» Young people receive and provide feedback about their
ideas in a timely manner.
»» Young people are involved in program evaluation.
The organisation’s youth participation processes are
reviewed/evaluated on a regular basis.

Terms of
Reference
Like all groups, youth councils need an agreed way of working.
This usually consists of a document outlining the structure and
processes that a youth council will follow. A Terms of Reference
(TOR) document may be adapted to the specifics you and your
team would like your youth council to run. However, it is important
to make sure the document also fits in with your organisation’s
wider aims and objectives.

What should a TOR
contain?
1. A mission statement. It states your Youth Council’s purpose,
and guides its actions or direction.
2. Aims. For example: ‘Youth councils provide the opportunity
for young people from all areas of St John Ambulance
Australia to contribute and participate. This includes
providing equal opportunity for young people to become
involved in leadership positions on the council’.
3. The number of young people on your youth council.
4. Membership terms. For example: ‘Youth council members are
aged between 12 and 25 years. Youth council members can
serve until June of the year in which they turn 26 years old’.
5. How to join. That is, the application process, elected and
appointed positions.
6. Position descriptions.
7. Accountability. For example, the AYC is accountable to,
and reports to, the National Board.
See the AYC’s Terms of Reference for more information (p.54).

When the
going gets
tough,
the tough get going! Stay motivated and
enthusiastic. The work of a Youth Council member
can be demanding and very challenging sometimes,
but the results are always worth it! Sometimes it
might be a good idea to ‘chill out’ for a while, and
postpone work so you can refresh yourself and find
more energy!
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Writing a role
or position
description
A youth council is made up of a number of people, holding
a number of positions as the youth councils deem necessary.
Some position examples are:
»» Chair
»» Deputy Chair
»» Projects Coordinator
»» Communications Coordinator
»» Policy Coordinator
»» Project Officers
»» Research Coordinator
»» General members.
A position description details the responsibilities of youth council
members, and clarifies the varying roles on the team. It also may
include information about the position, such as who they report to
or liaise with, and any other relevant information.

Challenges
This section of the position description explores the main
problems or challenges faced in a position. The aim is to describe
the nature and variety of the most typical and the most complex
problems that arise.

A basic position description from the AYC
Communications Coordinator
In this role you will be expected to:
Possess good interpersonal and communication
skills, and have the ability to work as part of a
team.
Demonstrate a commitment to AYC aims.
Identify the communication needs of the AYC
and work to implement these.
Develop and maintain a profile for the AYC in St
John and the wider community.

Following is some brief information about what to include:

Purpose
Provide a statement of what the position entails and if necessary,
why it exists.

Major accountabilities
This describes the measurable outcomes of the position. It is not
a list of tasks to be completed. Think about:
»» What are the key outcomes/objectives of this position?
»» What are the major functions of this position?
»» What outcomes are expected from this position?

Job functions
This section describes the tasks and activities that are performed
by the person holding the position. Think about:
»» What does this position do?
»» What methods are used to achieve major accountabilities?
»» What assistance is available and from whom?
»» With what frequency are various major functions
undertaken?
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Establish relationships with key people and
forums in St John, relating to the portfolio.

Skills for
youth council
members
Being a youth council representative is an important role in your
state/territory (or nationally), and an opportunity for you to gain
or further develop a set of skills to enhance your experience. It
also allows you to effectively represent young people and achieve
positive outcomes within and externally to St John.
In youth councils, there is no one set of skills that members must
have. In fact, every member bringing a range of different skills and
abilities makes it a richer group!
As a member of a youth council your main focus is to:
»» encourage debate
»» enhance and create rewarding opportunities for
young people
»» have an understanding and knowledge of what young
members feel, need and want.
It is also important that youth councils are relevant to young
people, and members relate well to those they are representing.
The following list of general skills are helpful to have.

Interpersonal skills
Consult with young people, St John and
the wider community to drive the strategic
objectives of the AYC.
Identify needs/gaps/issues in St John’s services
and then advocate/lobby for them to be
addressed.
Be aware of emerging issues and trends in the
wider community, particularly those relating to
the youth field.
Be available to communicate with the AYC,
National Team, National Youth Manager and
other stakeholders at most times (i.e. via phone,
email and Facebook).
Commit to meeting Key Performance Indicators
(KPIs) set for the position.

»» Listening to people.
»» Holding an appropriate conversation (i.e. not being
too aggressive or to submissive).
»» Being sociable and friendly.
»» Being able to adapt appropriately to the environment
or situation.
»» The ability to bounce back or recover when an idea has
been rejected.

Good organisational and time management
skills
Strong organisational skills are vital, particularly when working
with others in a group. Being organised improves your whole
team’s ability to undertake tasks within a set time frame, and
achieve the objectives. The ability to complete tasks within a set
time frame also requires strong time management skills. Check
out our Time Management tips in the next section (p. 17).

Working in a team
Every member of a team must be able to work effectively with
each other. This is not always easy—not everyone will always agree
with everything you say or do.
Being able to work with ideas that you did not create or ideas that
you may not necessarily like is important, as is finding ways to
work with someone who rubs you the wrong way (let’s face it, not
everyone gets along).
Working in a team is about learning to compromise, listen, share
and learn from others.

Working autonomously
There will be times when some members might have a certain
project to undertake within the youth council. This could be:
»» writing a proposal, research results or recommendations
paper
»» taking minutes during a meeting
»» a research project
»» an event (i.e. a consultation)
»» writing a section for the youth council newsletter.
Working autonomously does not mean that you need to work
alone. You can still brainstorm with others, ask people to read
your work and seek advice, plus invite others to assist as needed.
Working autonomously means that you have ownership of a
project from start to finish. Check out the Project Management
section for more tips (p.28).

Good written and oral communication
skills
Good communication skills work hand in hand with good
interpersonal skills. These include the ability to:
»» carefully articulate yourself and your ideas
»» present your thoughts clearly and concisely
»» set clear and achievable objectives
»» make recommendations
»» strong oral and written communication skills
»» being IT savvy (i.e. know what kinds of methods young
people use to communicate and become involved in those
methods, e.g. Facebook, email, texting, Twitter, etc).
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Time
management

Communicating
We all communicate differently. As a young person involved
in youth participation, improving and developing your verbal
communication skills is beneficial to both yourself and St John.
Here are some of our tips for effective communication:

Effective listening
Listening is just as important as verbal communication—
try and understand another person’s point of view and adjust
your communication style to take that into account.

Barriers to effective listening
Communication can result in conflict and mistakes can happen
if you do not listen effectively. Here are some barriers that stop
people from listening effectively:
»» assuming in advance that what someone has to say is
incorrect
»» letting your mind wander or not concentrating
»» mentally criticising the speaker or making value judgments
about the speaker rather than listening to the message
»» failing to accept the other person’s point of view or opinion
as valid, even if you don’t agree.

Effective communication
Remember, to effectively communicate you need to:
clear
specific
precise
direct
positive
confident

Use the Five P’s of Assertive
Communication
PONDER the situation.
PLAN what you will say or do.
PRACTICE what you will say and do.
PERFORM as soon as possible.
PERFECT your performance.
Remember! Assertive communication doesn’t mean being
aggressive!

Time management is a learned skill which involves prioritising
and focusing effort on those areas that are important. Time
management is not working harder—it’s working smarter.

Why use time more
effectively?
Having excellent time management skills:

Body language
It is good to be aware of your own body language and that
of the person you are communicating with. Be aware of:
»» posture
»» facial expressions
»» tone of voice
»» gestures
»» personal space.
For example, if you are attending a meeting, using eye contact,
nodding, sitting up straight and leaning slightly forward
suggests that you are interested in what the speaker has to say.
Avoiding eye contact, slouching back in your seat and general
inattentiveness suggests that you don’t care.

Questions
Questions can be used to encourage interest and to promote
learning or check understanding. Questions can also help
assess progress, reinforce key points, challenge the learner, and
encourage lateral thinking.
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As a youth council member, you will probably be super busy
with work, study, socialising, volunteering and family commitments
(plus wanting some free time every now and again!). As a result,
it is really important to effectively manage your time and
keep organised.

»» improves the balance between your work, family and
social life
»» improves productivity
»» gives more control over the work flow
»» develops leadership and management skills
»» assists in the achievement of personal and organisational goals.

Barriers to managing time effectively
»» Procrastination
»» Lack of direction and forward planning
»» Lack of motivation
»» Stress
»» Lack of control

Planning your work
Ask yourself these questions when planning your work:
»» Of my high-priority goals, which should I work on today?
»» What will help me reach these goals today?
»» Which projects will give me the highest return on my time
investment?
»» Is there a deadline to work to?
»» What wasn’t completed yesterday that needs to be done today?
»» What will happen if I don’t complete that task?
Think about how to reward yourself when you have finished a task!

Tips
»» Write up priorities daily, and have weekly action lists.
»» Try to focus on the high return activities during your most
productive period of the day.
»» Set a deadline to achieve the tasks.
»» Divide projects into manageable ‘chunks’.
»» Ask for assistance if the task is more than what one person
can achieve.
»» Use a diary or planner to forward-plan your workload and
upcoming tasks. Forward planning is essential. Choose a
planning style that works for you.
»» Jot down important things as they occur, so you don’t forget them.

Essentials on planners
»» Yearly planners provide an instant visual overview.
»» Monthly planners allow you to check your overall progress.
»» Weekly or daily activity planners assist with meeting
deadlines and managing high priority activities.

Share the
load.
Don’t let yourself become the youth council. Share the workload among members
of the council, and delegate as much as possible. Youth participation is all about as
many young people as possible getting involved in the decisions and processes of
the organisation. Allow as many young people to contribute as possible.
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Young people
on boards or
committees

Youth leadership is about having the ability to:

There are tons of leadership courses run throughout the country
by external organisations for young people. Access to these,
however, can be competitive and super expensive.

Unfortunately, not all of us are born with fantastic leadership
skills, so we need to learn about how to become a great leader.
Some of these skills include:
»» effective communication
»» knowing personal strengths and weaknesses
»» goal setting
»» facilitating change, amongst many others
(Edelman et al. 2004).

Why is it a good idea?

It is important to consider the legal requirements of being on a
board and the responsibility it brings. Each state and territory will
have different legal requirements. For example, a person must be
18 years or over to be appointed as a director.

National Youth
Leadership Fund

»» lead or guide others to action
»» encourage others to work together toward a common
goal or vision
»» influence the opinions and behaviours of others
»» walk a path before others (Edelman et al. 2004).

Youth councils, as an advisory body, provide an opportunity for
young people to influence decision-making in St John. A more
direct way for young people to participate in the governance of an
organisation is through direct membership of its decision-making
bodies and forums. An example would be having positions for
young people on a Board of Directors or management committee.

»» Young people bring energy and fresh perspectives
to a board or committee.
»» They assist in establishing diverse memberships and
discussions, often encouraging other group members
to rethink priorities.
»» It is a great way to develop new leadership skills in young
people, and future-proof the organisation.
»» Most importantly, where young people are affected by the
decisions being made, they are entitled to become involved
in that process.

Leadership

The
journey
of 1000
miles
begins with a single step! Instigating and driving change
can be a slow and frustrating process. As a youth council
member you might be responsible for writing proposals and
recommendations that seem far-fetched and even idealistic.
Use the tips in this pack, especially the section Being
heard—progressing your ideas (p. 41) to most effectively
share your ideas with the rest of the organisation. St John is
an evolving and developing organisation that values young
people and their fantastic ideas!

Want to boost your leadership skills? Then read on for some
great information about leadership programs available to all
young St John members.

The Chancellor’s
Leadership Development
Program

The National Youth Leadership Fund is
a great initiative and is an important
step taken by the organisation in
continuing to develop young leaders.
Dr Neil Conn AO

The National Youth Leadership Fund provides young St John
members aged 8–25 years from any part of St John, to be fully
or part funded to attend leadership courses offered by other
organisations.
Also check out External Leadership Courses: A guide to getting
in, getting funding and gaining support at www.stjohn.org.au.
This guide is designed to assist you with finding a course for
you and your application. It also offers suggestions for funding
opportunities and for gaining support.

The Chancellor’s Leadership Development Program (CLDP)
is run by St John in most states/territories. It aims to:
»» enhance the leadership capacity of St John locally,
regionally and/or nationally
»» develop an ongoing network to facilitate knowledge
sharing among leaders who participate in the program
»» put leadership ideas into practice with support.
No CLDP in your state/territory? Look across the border to see
if one is available. Always check with your state/territory before
accepting a position.

Get St John’s Leadership newsletter
by visiting the members’ area of the
St John website at www.stjohn.org.au
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Mentoring
Part of great leadership is having good support.
Mentoring relationships are about:
»» guidance
»» finding direction
»» problem solving
»» seeking advice
»» role modeling
»» creating a supportive relationship to discuss ideas,
explore options and ask for assistance.

Mentors deliberately support, guide
and shape younger or less experienced
individuals as they weather difficult
periods, enter new arenas, or
undertake challenging tasks.

Tell them what you want
Don’t be shy about saying what you want from the mentoring
relationship. Mentoring is a two-way street and mentors aren’t
there to just tell you what to do. It might be useful to talk to your
mentor about creating a plan for your partnership and personal
development, and what you both expect from one another.
Have a think about these questions before you meet with
your mentor:
»» What should your mentor know about you in order to work
most successfully with you?
»» How do you learn best? By reading, observing, doing or
listening?
»» What do you expect from your mentor? What can your
mentor expect from you?
»» How will you know if the relationship is working?
»» What are your personal objectives?

Yancey, 1998

Mentoring is a supportive relationship between two people—
usually between one less experienced person and one more
experienced person, and is often long-term. Mentoring can be
particularly useful for a young person in St John with limited
experience of participating in decision-making processes.

What do you want?
Before approaching a potential mentor, think about what you
hope to gain from mentoring. Ask yourself the following:
»» What sort of things do you think a mentor would be able to
help you with?
»» What knowledge, skills and abilities do you need to achieve
your objectives?
»» What experience would be most helpful for you?
»» What sort of qualities would you like your mentor to have?
The best mentors are people who are excited about learning and
development, and who are continuing their own development.
Good mentors will achieve a sense of personal satisfaction from
seeing others succeed and want to be active in your learning and
personal growth.
You should seek out a mentor that has such traits, sets high
standards and will challenge you to achieve your very best!
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Meetings
Meetings are important for youth councils because they provide
the main forum for the discussion and sharing of ideas. To have a
good meeting, you need to:
»» keep it interesting
»» keep it on track
»» set clear objectives and points to ‘action’.

Tips for planning
Meet only when you need to
Meetings are for when people must be involved in an action,
discussion or decision. Don’t schedule a meeting just because it’s
time to have one!

Location, location, location!
Look for a place to meet that has familiarity, accessibility, and is
comfortable. The location should be suitable to your group’s size.
Small rooms with too many people get stuffy and create tension.

Arrive early
If necessary, set up the meeting room, arrange handout
materials, jugs of water, etc. Have extra copies of the agenda and
attachments (such as reports). If possible, arrange the room so
that participants face each other, e.g. a circle or semi-circle. For
large groups, try U-shaped rows.

Actions
People become frustrated if little action occurs after a meeting.
Action items can be allocated to members so that members are
aware of their responsibilities, the workload is evenly distributed,
and there is accountability.

The agenda
The meeting agenda is a roadmap for the meeting. It lets
participants know where they’re headed so other issues don’t
distract the meeting. Most importantly, the meeting agenda gives
a sense of purpose and direction to the meeting.
Check out our example AYC meeting agenda in Appendix 9 (p. 64).

Set a start and finish meeting time
Try and make times that suit most of the group. People don’t like
it when meetings drag on forever. As a rough guide, one and a
half hours is usually the most people can tolerate before they…
well… zzzzzzzzzz...

Ensure all participants are informed
and reminded
Always call for ‘agenda items’ before creating your agenda. Think
about email, web or text messages to remind people the meeting
is happening.

Can’t make it?
Request that members who can’t make it inform you in advance
and provide you with information about the status of any tasks
they’ve been assigned. This helps keep the group informed about
what everyone is up to.

Send the agenda early
It is important there is enough time for documents to be read
before the meeting, and that people have time to think about the
topics raised—allow a minimum of one week.
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Tips for running meetings
The beginning
»» Greet participants
»» Create a warm and friendly environment
»» Have snacks/drinks available
»» Start and end on time
»» Introductions to break the ice (if necessary have name tags
for all participants)
»» Have a minute taker.

Facilitating a meeting
»» Ask the person who put the item on the agenda to briefly
introduce the topic and their aim.
»» Make suggestions for moving forward—try to summarise
discussions, look for agreement or sticking points, and
assist the group in coming to a decision.
»» Encourage participation—ensure everyone gets to speak,
and try to notice when someone is holding back or more
dominant members of the group take too much air time.
»» Check for agreement before moving on—make sure everyone
understands decisions.
»» Take breaks.
»» Stay on schedule and stick to the agenda.
»» Try and maintain a positive energy in the room, and
encourage participants to actively participate with honesty
and respect.

Decision-making
»» Ensure consensus is reached and no one is disempowered
during the process.
»» If necessary take a vote. A majority vote is the most familiar
way to reach consensus (e.g. if in a group of 10 people, 6
people vote ‘yes’ and 4 vote ‘no’, the ‘yes’ vote holds the
majority or wins).
»» Brainstorming, prioritising and encouraging honest
discussion can help in making decisions. It can be useful
to list ‘Pros and Cons’ or do a SWOT analysis (check out the
information on doing a SWOT analysis on p.30).

Minutes
Minutes record the discussions and decisions of the meeting, and
the actions agreed on by the group. They also provide a review
document for use at the next meeting so that decisions can be
remembered, and progress can be measured. Check out our
template on p. 59.

Keep
focused
Keep focused on the big picture and your main objectives—don’t bog yourself
down in governance and process.
As a youth council, you may be challenged in regard to the practicalities of your
recommendations.
Though it is important to consider the challenges, the most important activity for
youth councils is come up with the idea and recommend the way forward. You
are not necessarily responsible for the next steps, or the delivery of this idea.
However, you might choose, or be invited, to be involved in this process.
Don’t let the writing of governance documents and detailed rules and processes
blind you from your real aims and objectives.

Bumps in the road
Sometimes things don’t go smoothly—people don’t show up,
others slack off or the group loses motivation. This can leave you
feeling pretty disheartened and wondering ‘why bother’?
Don’t despair! There are things you can do to help, such as:
»» If someone is constantly a no-show, start recruiting. Recruit
people who share your group’s vision or mission, can
demonstrate they are prepared to work and have fun.
»» Draw up a group agreement on expectations.
»» If meetings are boring, mix it up a little. Change the venue
to somewhere interesting, incorporate social time or even
suggest having fun days.
»» Consider whether projects are too big to take on. More help
might be needed or it could be too big for your group.
»» Is the project the wrong fit for the group?
»» Can you, or someone else, offer support to struggling
members?
»» If a project gets canned, don’t lose heart. It might be a great
project, just not the project for now (shelve it but always
keep it in mind).

Other ways of
meeting…

Texting

Teleconferences

Emails

A teleconference involves linking people to a meeting by
telephone. Teleconferences are great for meeting with people
who may live some distance apart. Teleconferences are the
main way the AYC communicate with each other
(http://www.teleconferencing.com.au).

How do I set it up?
Home phones are able to call multiple numbers at once. However,
most of the time you will need to contact a teleconference service
which will run the conference for you. You have to pay for this
service, so get permission first from the person you or your youth
council reports to about setting up a teleconference.

Skype

Texting is another great way to communicate. It is a great tool as
a reminder service for meetings or when work is due. However,
it’s not so useful for sending large amounts of information, and
texting can become expensive when used in bulk.

Emailing is another great way to communicate large amounts
of information to an infinite number of contacts. You can set
up email addresses specific to the portfolio positions of yourself
or other members of your youth council. There are many online
services which can provide you with free online email addresses
such as Gmail https://mail.google.com or Yahoo
https://login.yahoo.com.

Social Networking
Setting up a group in a social networking site like Facebook is
a really convenient way of capturing ideas and opinions of your
group. You can post discussion topics, add photos/videos and
even basic documents. Plus it’s free and most people already
use the site!

Using online voice or video conferencing is now extremely easy
to use with a broadband connection. The most popular online
voice and video conferencing software is Skype (www.skype.com).
Using Skype for calling over the internet is free (apart from the
download that is used). All you need is a Skype account and the
Skype contact details of the person/people you are calling. You
can talk to up to 10 different contacts using the Skype-to-Skype
call system. You can also use it for one-to-one video calls and
Instant messaging. There is also a Premium service which is a
monthly subscription which allows group video calling.

Be
Social!
Spending time with your Youth Council doesn’t need to be limited to the YC agenda—you may find that
you make great friendships for outside the organisation and have other things in common! It’s good to
enjoy the company of your colleagues without agendas, meetings and projects.

Or, as YAPA (2010) suggest:
1. Say rude things about whoever it is that said no, then …
2. come up with a Plan B.
Adapted from DIY Reality (YAPA, 2010).
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Project
management

Project objectives

The life of a project

Objectives provide a more detailed account of what you aim to
do. Usually there is more than one objective (sometimes five or
six). For example:

There are 4 stages to the life of a project. These include:

Project management is all about actions. When thinking about
project management, the following words jump to mind:

Objective 1.

»» planning
»» organising
»» implementing actions
»» monitoring
»» budgeting
»» time management
»» controlling
»» team management.

To explore methods of youth participation within several
international volunteer contexts.

Objective 2.
To highlight the perceived benefits of youth participation within
several international volunteer contexts.

Objective 3.

(http://www.projectmanagement.net.au/project_management)

To compare and contrast youth participation in several
international volunteer contexts.

What exactly is a
project?

Project strategies

A project is about ‘a unique endeavor to produce a set of
deliverables within clearly specified time, cost and quality
constraints’. (http://www.thoughtware.com.au/documents/
method123-ebook.pdf)
A project manager is the person responsible for seeing a project
through from start to end, and making sure that all of the project’s
objectives are met or delivered. They might use different skills,
tools and processes to achieve their project aims and objectives.
(http://www.projectmanagement.net.au/project_management)
When developing a project, it is important to identify:
»» what you aim or goal is
»» objectives
»» strategies.

1. Project initiation
This is about forming your ideas or identifying a problem or
opportunity. Once the idea has been identified, you then create your aim, objectives and strategies (or the scope of the
project) and a project manager is appointed. At this stage,
you might also source any background information that might
help you build your case (i.e. literature or past research in the
same or similar areas). Any relevant approvals are sought in
this stage.

This involves the nitty gritty details or how your project will
happen. This includes your project plan (which outlines tasks,
activities and time frames), what resources you will need, your
budget and identification of any risks involved.

Attend 3 international volunteer organisations (with significant
youth programs) to observe youth participation in action, and
document findings.

‘To investigate factors that enhances youth participation in
volunteer organisations internationally’.

This is all about the wrap-up, and delivering on what you said
you would do. So, if you commit to providing a report on your
activities, this is the stage that you complete this in.
You need to remember to include in your closure, all of your
stakeholders or people that have an interest in the project.

http://www.projectmanagement.net.au/project_management)

Identifying the
issue/problem

Analysis of data,
report writing and
evaluation

Closure

Project aim or goal
A project’s aim is a broad statement about what you want to do
or what you set out to achieve. It will state the overall purpose of
your project—what do you want to find out?. For example:

4. Project closure

Initiation

Objective 1, Strategy 1.

Objective 1, Strategy 2.

This is the doing stage where you implement your project’s
activities (i.e. surveys, questionnaires or forums for example)
and collect all of your data.

If appropriate, you will also evaluate the success of your project—did you achieve what you said you would.

2. Project planning

Strategies refer to the specific method(s) by which you will
achieve your objectives. You can have more than one strategy for
each objective. For example:

Conduct a literature search on methods of youth participation
within an international context.

3. Project implementation

Your
Project

Planning

Working out all
of the details

Implementing
your actions and
monitoring

Implementation

Hint: Keep your aim short and sweet, usually around
30 to 50 words.

Adapted from Method, 123 (2003)
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Great ideas for project
planning
A critical factor for a successful project is a well-developed
project plan. Sometimes teams are so highly motivated about
their project, they forget to plan and start work. However it is
important to plan your project thoroughly as it will save you time
in the long run.

Planning schedule

Project idea
Raising money for the AYC by running a Bake Sale (baking
cupcakes) to sell to friends, family and members of the
public on Australia Day.

Here is a simple flow chart on how to plan a project:

Fantastic idea
Brainstorm and further develop—if
necessary write proposal
‘Test’ idea on few stakeholders—ask for
feedback and adapt accordingly
Present idea
Re-develop idea

}

Consult and communicate
with key stakeholders
Continually developing idea
Network and ‘test’ idea
Remain open to changing
your idea

SWOT Analysis

SWOT analysis

A SWOT analysis is a great tool to help you plan your project.
You use SWOT analysis to evaluate the Strengths, Weaknesses,
Opportunities and Threats involved in your project. The aim of a
SWOT analysis is to identify the important internal and external
factors that make it possible to complete the project to a high
standard.

Check out our SWOT analysis for the bake sale project example here:

Strengths

Weaknesses

Opportunities
Threats

(internal) characteristics of the team or
organisation that give it an advantage
over others.
(internal) those characteristics that
put the organisation at a disadvantage,
relative to other organisations.
(external) chances to produce better
results in the environment.
(external) items in that could cause
trouble for the organisation.

STRENGTHS

»» St John is known for
first aid not making
cupcakes.

»» St John is a
well-recognised
organisation—good
profile.

»» Other organisations
that are known for their
cupcakes.

»» May be able to make it
an annual event.

»» key tasks
»» materials
»» who does what
»» timeframes
»» costs
»» where things will happen
»» how you can make them happen.

Top Tip
Follow these eight steps to a successful project.
Step 1. Talk to key stakeholders about your plan, discussing key points.
Step 2. Define the roles and responsibilities of your members.
Step 3. Hold a kick-off meeting.
Step 4. Develop methodology document.
Step 5. Break your methodology into easy-to-follow steps.

Sometimes, it is also helpful to create a timeline so that you can
have a visual reminder of what needs to be done and when.
For certain events, like a fundraiser, you also need to think about
things like:
»» organising a venue
»» who your target audience is
»» advertisements (you can write about extra things in the
notes section).
Check out this planning schedule for the Bake Sale:

Step 6. Develop a schedule and costing structure.
Step 7. Analyse project quality and risks.
Step 8. Keep open communication with members of team.

Set SMART goals
Specific

Know exactly what it is you want to achieve
from your goals and how you will go about
achieving them.

Measureable

Know the value or quantity and ensure you
will be able to measure your result.

Attainable &
Realistic

Set realistic goals that are within your
capabilities.

Timely

Ensure there is a time period within which
your goals must be achieved.

WEAKNESSES

»» Belinda, Dean and Amy
make and decorate
really nice cupcakes.

OPPORTUNITIES

Planning is important because it gives you a set of step-bystep actions—kind of like a map of what to do and when. When
planning for a project or event, it is always important to take into
account the follow things:

THREATS
»» Food poisoning/

Bake sale — planning schedule
Key tasks

Materials

Who

When

Where

How

Costs

Flyer to make and deliver

Pens, pencils, paper,
photocopier—donated by local
primary school

Jessie

Circulation by
Feb 7

Letter drop to
houses in the
Florey suburb

Jessie and Liam will create
flyer and letterbox drop with
parents in the Florey area

Nil

the baking

ingredients (egg, flour, sugar,
icing, food dyes, etc) donated by
Florey IGA

Liam
and
Peter

March 1,

at Jessie’s place

the sale

Table and cloth

Jessie,
Liam,
Peter

March 2

Florey shops,
outside the IGA

contamination.
»» Food licensing.
»» Make too many and
not sell them.

Chairs

»» Not making enough
cupcakes.

Money box and change

»» Weather conditions.

Plates and covers

Nil

Set up by 8 am, pull down
by 2pm

Nil

umbrella

Adapted from: www.en.wikipedia.org/wiki/SWOT_analysis
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It’s all about
the Benjamins
… or money
matters!
Getting money
Getting cash (for example, by sponsorship or grants) might be
one of the most important things for a project’s success or failure.
But those Benjamins don’t grow on trees, so how do you get hold
of it?

Grants
Grants can be a great way of getting cash, but grant applications
can be hard work and time consuming. Here’s some advice:
»» When applying for a grant, it is important to have a clear
vision of your project’s outcome, and know how you want to
achieve it. So, what do you want to see and how will you get
there (key steps)?
»» Make sure it’s achievable.
»» Start early. The assessors will know if it’s a rush job!
»» Read the funding guidelines and agreement (there are often
all sorts of hidden things you might not be aware of).
»» Seek permission to apply for grants from your state/territory
headquarters.
»» Keep it short and within word limits.
»» Don’t use jargon or abbreviations—they might make sense
to you, but not to others.
»» Keep the language simple.
»» Make sure you have answered all of the questions.
»» Get someone to proofread your work before you submit it
(avoid embarrassing typos!).

Cold calling
Approaching different organisations for support can be nerve
racking. When looking for money or other support, start with
support staff at your local State and Territory headquarters. There
are usually people there with great fund-raising skills, and they
might also know who the main supporters in your area are.
If you are going to approach an organisation for sponsorship, it’s
best to do it early—usually some months before the sponsorship
is required—as the organisation may want to look over your

32

proposal to make sure they are funding something worthy.
Don’t just expect them to pay up a month or so before!
The best way to cold call is to write a letter of introduction,
stating who you are and what you are writing for. This would then
be followed up by a phone call offering to discuss your proposal
in more detail.

Other ways of getting $$$
You might consider:
»» Holding a fund-raiser (i.e. sausage sizzle, bake sale,
ball/dance, chocolate boxes, garage sale).
»» Receiving products or discounts as some organisations
might not want to give you money.
»» Approaching your local Rotary, Lions, RSLs and other clubs
as they are often willing to assist as Governments ensure
that revenue raised is given back to the community
(YAPA, 2010).
»» Approaching large business in your area—they might just
be looking for a group to sponsor.

$$$ Success!
If you were lucky enough to be sponsored, it’s always good to
offer to give the organisation credit for their contribution. Most
people would like to know what they are paying money to, and
like to get a bit back by promotion from the event organisers—it’s
important that acknowledgments aren’t forgotten.
For example, putting the organisation’s name and/or logo in
an event program, thanking them publicly or in a newsletter, or
inviting senior staff to the event. This can be negotiated with
your sponsor. Some sponsors might require an agreement to
be signed. Always check with your state/territory headquarters
before you sign anything.

Budgeting on a shoe
string
People often worry about budgeting. But if you follow a few
simple steps, it can be a breeze.
ActNow (www.actnow.com.au) suggests that when creating
budgets, two things are essential, your income (or total amount
of money you have available to you) and your expenses
(or how much you will spend).
Budgeting is also about doing your research before your project
goes ahead. That is, working out how much you anticipate your
costs to be, versus how much money you have available to you.
When thinking about your likely expenses, consider things like:

»» food and drink
»» advertising/publicity costs
»» invitations
»» venue hire
»» paying any guests like speakers
»» travel expenses
»» admin costs (i.e. phone, paper, petrol, postage).
There are always hidden expenses, so it is sometimes a good
idea to leave some wriggle room in your budget by having an
‘incidentals’ allowance. Generally this is around 10% of your
overall budget.

»» Never go with the first quote you receive. Always get at least
three quotes so you can find the average going rate for a
product.
»» Shop around and look for cheaper products, i.e. can you go
no-name or wholesale instead?
»» Need more $$$? Go back to the fund-raising drawing
board—what can you borrow or get donated?
»» Say ‘No’. Can’t afford it, don’t buy it.
Check out our example budget. There is also a template for you:
Appendix 6 (p.60).
This is a completed sample budget for a day-long youth
consultation with 65 participants:

Budgeting tips
»» Negative amounts are bad. If you think you are going to
have a negative, look for ways you can cut costs or if you
can raise more money.

List all of your income
sources. Remember
to not over estimate!
This is your expected or
anticipated budget.
Combine all of your
income to get the total.
List all expected
expenses. Get quotes
where you can.

Incidental allowance at
10% of total income.
Your total anticipated
expenses. The amount
should match your total
income.

EXPECTED BUDGET

ACTUAL BUDGET

Fresh Fruiterers (donation)

$200.00

200.00

Bake Sale (fundraiser)

$326.00

383.00

QLD Youth Grant

$1,000

1000.00

TOTAL INCOME

$1,526.00

1583.00

Food & Drink

$450.00

$397.00

Posters (advertisement)

$100.00

$86.95

Prizes (games & lucky door)

$200.00

$197.00

Materials (i.e. butchers paper, markers & etc.)

$100.00

$74.28

Venue Hire

$425.00

$425.00

Administration (postage, paper, phone & petrol)

$100.00

$100.00

Incidental allowance

$151.00

$56.00

TOTAL EXPENSES

$1,526.00

$1,336.23

PROFIT OR LOSS

000.00

+$246.77

INCOME

This is where you record what
you actually spend. This will
enable you to compare this
with your expected spending.
Sometimes actual spending
is more or less, so you might
need to tweak your budget
from time to time.

EXPENSES

Filled out at the end, gives you an idea of how well
you stuck to your budget. A profit is always better
than a loss!

Your actual budget was less than
your expected budget. Wohoo!
You made a profit!

Want more budgeting info? Check out:
ActNow! Creating a Budget and Sticking to it: www.actnow.com.au/Tool/Creating_a_budget_and_sticking_to_it.aspx
Or go to www.yapa.org.au/yapa/diy/ to purchase your copy of DIY Reality which has a great section on budgeting.
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Writing
proposals
Youth Councils need to prepare and write proposals in order
to present their recommendations to decision-making bodies
of St John. Writing a good proposal is a very important tool for
communicating your ideas, and requesting resources to complete
a project.
A proposal is a great way to put your ideas down on paper in an
easy to read and understand document. Having a written proposal
also helps to focus and refine your idea, whatever it may be. A
proposal could be detailed with a formal layout and writing style,
or alternatively short, funky and snappy. As long as it has all the
necessary information and is well supported and evidence-based.

Tips for the perfect proposal
»» Writing a proposal is no easy feat, but if done correctly a
well-written one can help support your recommendation
or idea.
»» Always keep the audience in mind when writing a
proposal. Ask yourself who is going to read it and make
sure your language is appropriate for that audience.
Plus, don’t assume understanding—explain what you
mean.
»» Large blocks of text may not be the best thing. You need
to keep things interesting. You can do this by using:
• diagrams
• tables
• illustrations that are relevant
• bullet points.
»» Someone who just reads large amounts of texts can
grow bored very easily and you don’t want this when
they’re reading your proposal.
»» Before submitting your proposal, have someone else
read it.
»» Keep things interesting. You need to try and sell your
idea through your proposal. No one is interested in
reading something that is boring.

Some proposal basics
Depending on your project, try and keep it short and succinct.
Some of the basic headings you might use are
»» Purpose – the aim of the project
»» Background – the background to why the project idea came
about
»» How – how the project will be run
»» Who – who will be involved/participating in the project
»» Cost – the costs associated with the project.
Appendix 7 is an example of a proposal that went to, and was
approved by, the St John National Board of Directors in 2011.
However, you may decide to do a more detailed proposal using a
different template.
There are many different proposal templates that are freely
available on the web—it’s simply a matter of searching the
web to find the one that is right for you and the project you are
undertaking. Many are free. Check out these search keywords for
more ideas:
»» ‘proposal template’
»» ‘project proposal’
»» ‘writing proposals template’
»» ‘how to write a proposal’
»» ‘project management tools’

Research
made simple
Once you have been asked to research a topic or have decided on
a topic, where do you start … besides Wikipedia!

Step 1. Understand your topic
»» Who is the information for?
»» What is the purpose of the information?
»» What aspects of the topic need to be covered?
»» When does the information need to be in by?
»» How does it need to be presented?

Step 2. Consider the process

ideas—even when you put these ideas into your own words. You
need to reference your use of people’s methods, diagrams and
tables, when you use direct quotes, and any other information you
didn’t come up with.
There are many forms of referencing. It doesn’t matter which
style you use (unless specified) so long as you use it consistently
through the whole document and remember to reference. The
most commonly used form of referencing is the author–date (or
Harvard) system:
Author Year, ‘Article title’, Journal Title, volume, issue, viewed
Day Month Year, <URL>.
Griffith, AI 1995, ‘Coordinating family and school: mothering
for schooling’, Education Policy Analysis Archives, vol. 3, no. 1,
viewed 12 February 1997, <http://olam.ed.asu.edu/epaa/>.
For further examples see: http://www.usq.edu.au/library/help/
referencing/harvard.htm

»» Who is researching the topic or parts of the topic?
»» Set deadlines for each part of the topic, the draft and final
version to be completed.
»» When you start researching, develop a ‘big picture’ view of
the topic and then narrow it down.
»» Brainstorm with others.
»» How are you going to research? Which methods you use
will depend on what information you need. If you need to
consult other people you may like to consider the use of a
survey and whether this survey will be face-to-face or online.

Step 3. Gathering information
»» There are many resources available, internal and external
to the organisation, in books or online, other people’s
experiences, etc. You can use the national website, your
state and territory website, Google, Survey Monkey and
libraries.
»» Make sure you keep focused on the questions you need to
answer or the research can become bigger and take longer
than needed.
»» Make sure you keep notes about where you get your
information from so when you get to writing down the
information you can correctly reference it.

Step 4. Referencing
If you use other people’s words or ideas and don’t acknowledge
that they aren’t yours, you are committing plagiarism. Plagiarism is
a form of theft, so it is important to reference any ideas or words
you put in your report that aren’t yours.
Referencing needs to occur when you use other people’s key
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The 10 second
guide to
writing
reports
Find report writing daunting? Then check this out!

What does a report
include?
»» A letter to the person who commissioned the report. For
example, to the State/Territory board or CEO. The purpose
of the letter is to hand over your findings, making note of
any important considerations they should make and an
expression of gratitude for commissioning the report.
»» Title page.
»» Contents—a list of what’s in the document and where.
»» List of abbreviations and/or glossary. Sometimes even
if your report is for internal use, not everyone is going to
know what you’re talking about when you use abbreviations.
Therefore it is important to have a guide to what the
abbreviations mean somewhere in the document.
»» Executive Summary. This is for the lazy and time-poor or
people who want to know the main points of your document
without having to read it cover to cover. An executive
summary is a brief summary of what your report is about;
it’s usually around 300 to 500 words in length.
»» Introduction. This is where you include why this document is
being written, what the topic is about, how you researched
the topic and an outline of the report.
»» Findings. Of any research you have done.
»» Body. This is where you present the findings from the
research and analyse these findings in relation to what you
set out to discover. You should clearly organise your ideas in
this section so they are easy to read and follow. This can be
done through headings and sub-headings, listing ideas that
are alike together, the use of diagrams, charts or graphs and
working through the most important or relevant ideas first.
»» Conclusion. This section reiterates the most important
sections of your report. It shouldn’t contain any new
information.
»» Recommendations. This section includes any
recommendations you may have from conducting the
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research. Recommendations should always be listed in
order of priority.
»» Bibliography or reference list. Contains a list of the
resources you used in conducting the research and writing
the report.
»» Appendices. Any information not necessary for the body of
the report, but may be useful, and related information for
the readers of the document.

Tips on presentation
»» First impressions count!
»» Use plenty of white space.
»» Use dot points/numbers/letters to separate ideas and
sections.
»» Number the pages.
»» Use consistent and appropriate formatting.
»» Use appropriate language (usually formal for reports).
»» Keep it concise and avoid wordieness.
»» Use pretty (but relevant) pictures, tables and figures for
clarification.
»» Proofread, proofread, proofread.
»» Be informative.
»» Break up big chunks of text.
»» Information should be easy to read and easy to locate.

Avoid
»» Incomplete, inaccurate or conflicting data.
»» Irrelevant or out-dated data.
»» Unsupported conclusions or recommendations.
For great examples of reports check out the AYC’s reports on the
National website.
Source: University of Canberra Last updated December 3, 2007
http://www.canberra.edu.au/studyskills/writing/reports

Protecting
your work
So, you’ve done the research, consulted with young members,
and have written a great report (or other style of presentation like
a video, podcast, webpage, etc). How do you protect your work
from people using it without your permission, or taking credit for
your ideas?
When a person creates a piece of work (whether it is, for
example, a report, story piece of art, a photograph or a movie)
it is automatically covered by copyright in Australia (Australian
Copyright Council [ACC] 2007).
Since January 2005, copyright lasts for a period of 70 years from
when the material was first published or shown to the public, or
70 years after the death of the author.
Copyright is free and there is no requirement to register
in Australia, so you don’t need to do anything to be covered
by copyright.

What copyright doesn’t do
Copyright doesn’t protect:
»» names
»» titles
»» slogans
»» ideas
»» information
»» styles
»» people
»» techniques.
(ACC, 2007).

Using the copyright ‘©’ symbol
To put a copyright notice on a document or piece of work, the
copyright symbol is used followed by the name of the copyright
owner and the year of publication. For example:
© St John Ambulance Australia 2011
For sound recordings, the © symbol is replaced by the letter P in
brackets or in a circle ‘(P)’, which means phonogram.
You can put these notices on your work yourself as there is no
formal procedure that needs to be followed.
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Being
heard and
progressing
ideas
So what do you do when you have a fantastic idea, but are not
sure of how to make it a reality?

Advocacy and
representation

rep·re·sen·ta·tion noun
4. Speech or action on behalf of a person, body,
business house, district, or the like by an agent,
deputy or representative.
(Macquarie Dictionary, revised 3rd edition, 2005)

Representing the ideas of youth councils to the general
membership can be as simple as publicising research or reports
undertaken by the youth council. It can also be taken further
by representing the youth council at divisional meetings, state
meetings, state/territory board meetings, in meetings with your
CEO and event externally (i.e. other organisations or government).

In order to successfully progress an idea, it is important to:
»» identify the issue/idea and its impacts or potential
outcomes
»» carefully plan your strategy or method
»» identify the key stakeholder relationships that need to
develop in order for the change process to occur.
To assist you in progressing your ideas, here are some definitions
of advocacy and representation:

ad·vo·cate verb (advocated, advocating)
1. To plead in favour of; support or urge by
argument; recommend publicly.
(Macquarie Dictionary, revised 3rd edition, 2005)

Advocacy is a process, which normally aims to influence policy or
decisions within organisations. It may be motivated from ethical
or moral principles or simply to protect an asset/area of interest.
Advocacy can include activities such as media campaigns, public
speaking, commissioning research and publicising data.
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Stay in
touch
with the young people you represent.
It is very important as a Youth Council
member that you regularly consult and
communicate with young members
to ensure you are ‘in touch’ with their
wants and needs. This means engaging
young people to share their ideas at
youth events, running consultation
activities and inviting young people to
attend youth council meetings. Try using
Facebook or other social networking
sites to stay in touch!
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Getting your
message
across
Communication is the key to running a great youth council. Not
only communicating between your group, but also with other
members of St John and the wider community.
Building key relationships and successful networking are also
essential as a Youth Council member. This might involve meeting
with young people, key stakeholders and discussing issues
relevant to young people and Youth Councils.
Here are some ideas about how to build and maintain your
networks:

Young Leaders
What do we see?
Young leaders are essential to a vibrant and sustainable St John.
A key feature of any successful leadership initiative is ensuring
that potential leaders have ongoing and appropriate support.
Mentors provide potential leaders with the opportunity to share
personal and professional experiences, and an environment in
which to grow and develop.
Message
The AYC will conduct research into the viability of developing a
mentoring program for young members, irrespective of the service
area they belong to. This research will include a review of existing
mentoring programs in the organisation, consultation with young
members, and identification of the key features of successful
external mentoring programs.

»» Offer to meet with your networks regularly.
»» Get your networks involved in projects.
»» Try and communicate your ideas clearly.

Key themes and messages
It is important for a youth council to set and achieve some
goals. This can be communicated in the form of Key Themes
and Messages (KTMs). Each year the AYC set out a number of
KTMs to inform and highlight important issues within the St John
community.

Communicate,
network,
communicate.

The way the AYC produces their KTMs is by issuing a short
succinct statement about a particular goal that the youth
council has.

There is a lot to be gained from constant
and articulated communication with key
stakeholders in St John. Aim to nurture
productive working relationships in the
organisation, especially those people
involved in decision-making and the
young members themselves. Share and
‘test’ your ideas with other people to
make sure you are on the right track.

Some of your ideas could be simple, such as open a Youth
Leadership Development Program in your state/territory, while
others were more complex and aimed to highlight important
issues, such as addressing issues with the culture of the
organisation.
Make sure your ideas are realistic and easily achievable.
Maybe decide on one or two KTMs for the year, this may be all
your youth council needs to build momentum and get some runs
on the board.
It is also important to consult with other young members in your
state or territory, and brainstorm as a group about what ideas
matter most.
This is an example of one of the AYCs 2011 KTMs:

Coordinating
youth forums
Youth forums allow youth councils to consult directly with young
people about their views on a variety of issues, and encourages
young members to become involved in their organisation. It’s a
form of consultation. It also gives them the opportunity to meet
fellow young people to express and share their opinions, and
discuss relevant issues. Be creative when choosing the style
of your day.

What is discussed at a
youth forum?
Youth forums provide an opportunity for you to raise particular
issues with young members, which may have been discussed
at previous youth council meetings. It is a good idea to have an
‘Open Floor’ session during the day that provides young people
with an opportunity to raise any issue they like. This will hopefully
give you more ideas to work on and inspire others to advocate the
messages of the youth council.

National Youth Week
National Youth Week (NYW) is the largest celebration of young
people in Australia. Thousands of young people aged 12–25 years
all across Australia get involved in NYW each year.
NYW is an opportunity for young people to:
»» share ideas or be heard
»» attend live events
»» showcase their talents
»» celebrate their contribution to the community
»» take part in competitions
»» have fun!
NYW is a great PR (public relations) or awareness-raising
opportunity for your youth council, plus a great time of year to
hold a youth forum. Want more info or need some ideas? Check
out www.youthweek.com.

12 steps to organising a Youth Forum
1. Decide on your aim for the forum and what you want to
get out of it.
2. Get a team or working group together.
3. Create a project plan (check out p. 28 for more info)
and a budget (see p.60).
4. Who do you want there? Send out invitations well in
advance. Make sure you include a way for people to
register for your event (i.e. phone, email, Facebook).
5. Choose a day and time and stick to it.
6. Find your location.
7. Set an agenda for the day. Include timeframes,
who is doing what and don’t forget to include breaks.
8. Request sponsorship from organisations (e.g. funding
or products for show bags).
9. Organise food, snacks and refreshments.
10. Confirm the venue and any guest speakers.
11. Run it (and have fun doing so!).
12. Review how it went with your team and write up
your report.
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Great
presentations
A good way of gaining some exposure for your youth council
or group is for members to give presentations at meetings,
committees or events. It takes a little bit of practice to feel
comfortable and confident presenting to a group—especially
a large one! Below are some of our tips for great presentations.

Preparation, preparation,
preparation
First of all, think about what you want
to achieve. Do you want to:
»» inform your audience?
»» inspire people to think about your topic?
»» convince people of a particular point of view?

Second, think about your audience:
»» What background knowledge do they have about your
topic?
»» Do they have any particular interests?
»» How are you going to involve them in your presentation?

Third, think about your presentation style.
Will it be:
»» interactive (i.e. asks questions of participants)?
»» lecture style?
»» a workshop?

Preparing your
presentation
»» Brainstorm your topic and write a rough outline.
»» Research your topic.
»» Organise your material and write a draft. Think about the
length of time you have to talk.
»» Summarise your draft into key points to write in PowerPoint
(or Key Note for Macs) or on cue cards.
»» Plan and prepare your visual aids.
»» Rehearse your presentation and get the length right. Ask a
friend to listen and give feedback.

Hot tips for delivering
presentations
»» Always tell people what you are going to talk about before
you start talking.
»» Talk to your audience, don’t read at them!
»» Maintain eye-contact—it gives people the warm fuzzies.
»» A presentation is not an essay. If you read it as if it were an
essay, your audience might just decide to have a snooze.
»» Use notes, cue cards or PowerPoint for prompts.
»» Keep language simple.
»» Emphasise key points (you can even tell your audience it’s
a key point).
»» Check pronunciation of difficult, unusual or foreign words
beforehand.
»» Speak loudly and clearly.
»» Use pauses. Don’t be afraid of using silence. They give you
and your audience a chance to think.
»» At the end, remind people of what you’ve covered (tell them
what you’ve told them).
»» Be ready for a discussion post-presentation. If no one raises
anything, have some discussion points ready.

Using visual aids
Visual aids are great for helping people to understand because
people learn visually as well as through listening.

Whiteboards
Whiteboards are great for recording participant ideas,
drawing diagrams or highlighting key points. Don’t use them
too often though, as your back is to the audience and they
can lose interest.

Dealing with butterflies
The first few times you make a presentation, you will be
nervous. That can be a good thing—a bit of adrenalin often
helps performance.
Here are our tips for making sure that nerves don’t become
a problem:
»» Smile! Your audience will react warmly to you if you smile.
»» Take deep breaths—it will calm you down and help to
control any shaking that you might get in your hands or your
voice.
»» Be super organised.
»» Slow down! When people are nervous, they tend to talk
quickly. Take a deep breath.

Giving an oral presentation is a performance—you have to be like
an actor. If you act the part of someone enjoying themselves and
feeling confident, you will not only communicate these positive
feelings to the audience, you will feel much better, too.

PowerPoint
PowerPoint (or Key Note) produces professional presentations.
Remember that PowerPoint may look great, but if the technology
goes wrong you may be very embarrassed. It’s a good idea to
print a handout or have a backup plan.
The general rule of thumb is ‘less is more’ with these
presentations. Slides are not a transcript of your presentation, but
provide prompts/cues, summaries of important points and useful
diagrams. Avoid death by PowerPoint!

Handouts
Handouts provide a short summary of the key points of your
presentation.
Think about whether you want to distribute them before or after
your presentation. It is a good idea to include your references on
a handout, so that people can follow up on them later. You could
also include some follow-up questions for discussion.

Structure your presentation so that there is a clear introduction,
body and conclusion or beginning, middle and end. If you are
using PowerPoint/Key Note, it is helpful to use headings so the
audience can easily follow your presentation.
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Consultation
activities
It’s important that youth councils consult with the young members
they serve. This helps them to remain relevant and ensures the
ideas, views and opinions of young people are reflected—and not
just the youth council’s own views!
There are many different ways of consultation. You might want to
use some of the ideas from below. Alternatively, you could always
be creative and think of some new and exciting ways to provide
young people with an opportunity to contribute!

Post box
A ‘Post Box’ is good for camps and courses where there may not
be time to run structured youth participation activities.
An anonymous post box in a central area, with pens and
paper provides an opportunity for young people to casually
and informally enter any ideas into the box as they wish. The
anonymity of this activity makes it particularly valuable.

Wall of ideas
The ‘Wall of Ideas’ is good for camps and day activities when you
want to allow young people to share their thoughts and ideas
without taking up much time.
Stick a couple of sheets of butchers paper up onto a wall and
provide markers for young people to scribble, draw, doodle
and write their thoughts, comments and jokes all over the
wall. Alternatively, you can add topics to each sheet to prompt
responses, such as ‘What is the best thing about St John?’, ‘If I
could change one thing about today, I’d change….’.

Interactive games and activities
This is a fun way to consult with young members, and if delivered
well, can be very successful. You can use your imagination with
this one!
Think about quick and fun activities that engage young people to
think outside the square and share their thoughts. Maybe a group
brainstorming session, a drawing activity with butchers paper and
markers or a ‘speed dating’ session where young people move
from station to station around the room, each with a different
activity. The aim of all activities should be for young people to
offer their contributions, while enjoying themselves.
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Surveys and questionnaires
Surveys and questionnaires are an easy and effective way to
directly consult with young people. Surveys allow you to target
specific areas or topics and gather opinions relatively quickly.
This is a good way to gather ideas from people who are too shy to
participate in a youth forum or an interactive participation activity.
Aim to make surveys as simple and quick as possible, and keep
them to one or two pages, or under 10 questions. Where possible
go online. If your survey is long, it might be best to have some
face to face interviews or hold a group discussion on the topic.

Interviews
Although very resource and time intensive, interviewing young
people in detail about an issue can sometimes provide a more ‘in
depth’ picture of what is going on.
If you are looking at doing something like this you need to think
about having a limited number of participants and how you will
choose them. It is important to think about who is doing the
interviewing, are they able to ask questions without leading the
answer (i.e. being objective), are they approachable, etc?

Group discussions or focus groups
Though this activity lacks anonymity, group discussions can be
very effective at motivating a group to think of brand new ideas
as young people ‘piggy back’ off each other’s comments and
suggestions.
A youth council member might assist in facilitating a group
discussion by asking broad, open-ended questions like ‘What do
you enjoy about your involvement in St John?’
Once discussions among the young people have begun, your role
is only to act as a guide (or chair or mediator) for the direction of
the conversation. Try not to strongly influence the direction of the
discussion, or correct the contributions made by young members.
The most important thing is to hear and record what they have
to say.

Online forums and message boards
This is an excellent way to directly consult with young members.
Providing websites are well moderated, this tool is the most
relevant manner of communicating with young people.
Online communication allows young people to contribute their
ideas at any time by posting a new message. Youth councils can
also guide the discussion by posting new discussion threads and
posts with relevant questions and discussion topics.

Working
with other
organisations
Keeping in touch with other youth organisations or being actively
involved in programs that they run ensures St John remains
relevant to the community we serve and the young people that
we engage.
Keeping this in mind, it’s important to know what St John does
really well in your State/Territory and nationally. On the other
hand, make sure you do some research on their organisation and
their objectives before approaching them. A good tip is to check
out their website or Facebook page!

What does St John do really well?
»» We have qualified First Aid trainers and provide young
people with first aid training and qualifications.
»» We put capable young people in the ‘front line’, by
allowing them to attend public first duties and care for
ill and injured members of the public.
»» We provide youth with opportunities to further develop
their skills and attributes by actively being involved in
management roles.
»» We teach young people to develop a strong sense of
community and to actively contribute.
»» We provide youth leadership training programs for young
leaders in the organisation.
»» We foster youth participation and consultation through
State and Territory Youth Councils, and the Australian
Youth Council.
»» We are a respected and well-recognised brand in the
Australian volunteering community.

The youth development sector best uses its time and resources
by sharing information—rather than inventing the wheel
every time! For example, if Surf Lifesaving Australia has well
developed policies and/or programs to embrace diversity in their
membership base, maybe St John can look to them for guidance
and leadership in this area.

Types of organisations
Youth Development Organisations
»» Surf Lifesaving Australia
»» Scouts and Guides Australia
»» YMCA Australia
»» The Duke of Edinburgh Award Scheme
»» National Youth Roundtable
»» Defence Cadet programs (Army, Navy and Airforce)

Other Youth Organisations
»» Australian Youth Affairs Coalition (AYAC) (this is the peak
youth body in Australia)
»» Youth Action and Policy Association (YAPA)
»» Australian Youth Forum (www.youth.gov.au)
»» Australian Government Youth Website (www.deewr.gov.au/
youth)
Have a think about what possible linkages and opportunities
might exist between an organisation and St John before getting in
contact with them. Maybe run a brainstorming session or SWOT
analysis with the Youth Council.
Think about:
»» What do the organisation and St John have in common?
»» What do the organisation and St John do differently?
»» What could St John learn from the organisation and what
could the organisation learn from St John?
»» Are there any resources or material we have, like Rules
of Engagement, which we can share with the other
organisation?
»» What is the other organisation’s target group and main
objectives?
Here are some last-minute tips on working with other
organisations:
»» Think about where opportunities exist to share resources.
For example, could St John teach a First Aid course to Surf
Lifesaving in return for some training around water-safety
and life-saving?
»» Contact the most appropriate person and ask to arrange a
meeting to discuss your ideas.
»» Make sure you are professional at all times, especially
when representing St John during liaisons with the other
organisation.
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Succession
planning
Succession planning is about identifying and developing people
within the organisation, with the potential to fill key leadership
positions in the youth council, group or team.

Function
Succession planning allows your team to experience a change
in members with minimal disruption. It involves making sure the
chosen successor has all the necessary skills and experience to
lead the group in achieving its future goals or to perform in their
role. In a St John Division or Youth Council for example, it may
mean identifying not only key leadership positions but also key
technical positions that are at risk if someone leaves without
notice, such as Duty Officer roles, etc. (eHow, 2011)

Features
Successful succession plans don’t only rely on ‘classroom-style’
learning to give members moving up in your team the right
skills and experience (although sometimes this is important).
It’s also about developing skills and competencies on the job
with practical experiences. Mentoring by a senior or experienced
member is also helpful. Opportunities for practical learning allows
members to demonstrate proficiency and gain the support of
peers. (eHow, 2011)

Benefits
A well-thought-out and implemented succession plan will result
in a smooth transition when key positions change hands. It will
also ensure that valuable knowledge about your group is not lost
when someone walks out the door. When we invest in the learning
and development of potential leaders, the overall quality of the
youth council’s talent pool should also increase. This, combined
with a positive and supportive atmosphere, will increase member
satisfaction, retention and overall happiness. (eHow, 2011)

Considerations
While succession plans attempt to plan for both untimely and
timely departures, there are lots of things that can impact a plan’s
success. Without enough time to implement them and evaluate
how they are going, succession planning can feel like a waste of
time. Make sure you begin your succession plan shortly after you
begin in your role and keep talking to upcoming leaders about
how they are going with their learning and what else would be
helpful. (eHow, 2011)
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Appendix
1. St John
Ambulance
Australia’s
Mission
Statement
St John Ambulance Australia’s Mission
The encouragement and promotion of all work of humanity and
charity for the relief of persons in sickness, distress, suffering or
danger, without distinction of race, class or creed.
St John’s Goals
We will:
»» Make first aid a part of everybody’s life.
»» Be the leading provider of first aid services, training and
products.
»» Provide first aid related services which build community and
individual resilience.
»» Provide highly accessible and effective ambulance services
where contracted by Government.
St John’s Strategies
We will follow the endorsed One St John Policies and Standards,
and in particular:
»» Ensure our people are well trained and treated with
professionalism and respect.
»» Ensure long-term financial sustainability by growing revenue
and managing costs.
»» Employ contemporary professional principles in governance
and management.
»» Continue to strengthen the St John brand.
»» Deliver quality products and services to meet customer and
stakeholder needs.
»» Support The Order of St John and collaborate with other St
John entities (www.stjohn.org.au).
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Appendix 2.
Australian
Youth
Council’s
Terms of
Reference
September 2010

Mission statement
The Australian Youth Council provides guidance to St John on
issues affecting the organisation and its future development,
particularly concerning the opinion and interests of young people.

Aims
The aims of the Australian Youth Council include:
»» To work across St John to make it the volunteering
organisation of choice for young people in Australia.
»» To provide opportunity for young people to actively
participate in the governance of St John.
»» To provide guidance to St John that will contribute to the
further development and improvement of the organisation.
»» To develop young leaders in St John.
»» To be relevant to young people.

Relationships
National Board
The AYC is a point of reference for the National Board to directly
consult with young people in St John.

National Chief Executive Officer
The AYC reports to the Australian Chief Executive Officer and
keeps them informed of developments, policy positions, and
recommendations of the Council.

Membership

National Youth Manager

The AYC will be made up of 16 State/Territory Youth Council
Members (the State/Territory Youth Council Chairs plus one other
per state/territory), an independent Chair of the AYC and four
independent Portfolio Positions.

The National Youth Manager acts as the secretariat of the
Australian Youth Council and helps facilitate its activities.

To be eligible to be a member of the Australian Youth Council,
members must:

State/Territory Youth Councils
The Australian Youth Council has a reciprocal reporting
relationship with all State and Territory Youth Councils through
state or territory delegates.
Young St John Members
Through direct consultation, and the State and Territory Youth
Councils, the AYC canvasses the opinions and interests of young
St John members.

»» Be aged between 12 and 25* years**;
»» Meet current membership requirements of St John; and
»» With the exception of the AYC Chair and Portfolio Positions
be a current member of a State or Territory Youth Council.
*Members of the AYC can serve until June of the year in which
they turn 26 years old.
**Note: It is a requirement of St John that members under the
age of 18 years will receive appropriate adult supervision while
undertaking activities related to the AYC.

National Cadet Officer’s Group
The AYC will develop and maintain relationships with key
representatives of the National Cadet Officers Group, and will
provide input, assistance and feedback regarding issues that
affect young people in St John as requested. This relationship is
reciprocal, with NCOG providing support, input and feedback to
the AYC.
National Staff Group
The AYC will develop and maintain relationships with key
representatives of the National Staff Group, and will provide
input, assistance and feedback regarding issues that affect young
people in St John as requested.

Other Relationships
The AYC will develop and maintain key relationships with other
decision making bodies in St John.
The AYC will develop and maintain relationships with relevant
external agencies (examples may include other volunteering
organisations and peak advisory bodies).

Chair of the AYC
The Chair of the AYC is also a Director of the St John Ambulance
Australia National Board and is therefore appointed by the Board.
The process will be:
»» The National Board will establish a search committee made
up of one board member, a member of the AYC, an external
young person and the national CEO
»» The search committee will call for applications addressing
selection criteria
»» The search committee will short list applicants and conduct
face to face interviews where possible
»» The search committee will then take the name of the best
candidate to the National Board for endorsement
»» If the National Board does not endorse the candidate the
process will begin again.

Portfolio Positions:
Portfolio position appointments include:
»» Research Development Coordinator
»» Communications Coordinator
»» Policy Coordinator
»» Training and Leadership Development Coordinator.
These positions are independent to all other State and Territory
positions and are appointed by an application process. Portfolio
position holders have no voting rights for the position of Chair of
the AYC.
The application process for portfolio positions will be:
»» An application form as set by the Australian Youth Council,
including 2 references (one internal and one external)
»» An interview by a panel consisting of two AYC
representatives, the National Youth Manager and
the Australian Chief Executive Officer. The two AYC
representatives will be elected by the State/Territory Youth
Council Members.

Portfolio Position Terms
The terms for Portfolio Positions will be two years, with an option
at the end of two years to opt for a further year of service in their
position.
Process for Portfolio Positions Option for Third Term
»» An expression of interest to continue for the third year be
provided to National Youth Manager and Chair of the AYC.
»» A consultation will occur to assess the Portfolio holder’s
performance in the position and their ongoing suitability. A
panel consisting of two AYC representatives, the National
Youth Manager and Chair of the AYC will be established. If
the Portfolio holder is deemed unacceptable to continue in
their position, the position will go out to applications.

As a National Board Director the Chair will need to be aged at
least 18 years.
Chair of the AYC Terms
The term of the AYC Chair will be three years (this may include the
year in which they turn 26 years old).

The AYC is accountable to, and reports to, the National Board.
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Appendix
3. Position
descriptions
Chair
1. Demonstrate a commitment to AYC aims.
2. Lead and motivate the AYC to meet its aims and strategic
objectives.
3. Be the spokesperson for the AYC.
4. Represent the AYC internally and externally, and delegate
where appropriate.
5. Establish relationships with key people and forums in and
outside of St John relating to the portfolio.
6. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.
7. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.
8. Prepare agendas and chair meetings of the AYC.

Policy Coordinator

Communications Coordinator

1. Demonstrate a commitment to AYC aims.

1. Demonstrate a commitment to AYC aims.

2. Review and critique current St John policies in accordance
with the strategic objectives of the AYC.

2. Identify the communication needs of the AYC and work to
implement these.

3. Establish relationships with key people and forums in St
John relating to the portfolio.

3. Develop and maintain a profile for the AYC in St John and
the wider community.

4. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.

4. Establish relationships with key people and forums in St
John relating to the portfolio.

5. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.

5. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.

6. Propose areas for improvement in policy and procedure.

6. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.

7. Be aware of emerging and existing policy in the wider
community.

Training and Leadership Development
Coordinator
1. Demonstrate a commitment to AYC aims.
2. Identify the training and development needs of the AYC and
State/Territory Youth Councils.
3. Work to improve the training & leadership development
opportunities for young people in St John liaising with key
stakeholders.

AYC Member- State/Territory Youth Council
Members
1. Demonstrate a commitment to AYC aims.
2. Represent the views of their State or Territory Youth
Councils and AYC.
3. Facilitate the relationship between the AYC and State/
Territory Youth Council.
4. Establish effective relationships with key people and
forums in St John relating to the position.

4. Establish relationships with key people and forums in St
John relating to the portfolio.

5. Bring to the attention of the AYC any issues that are
relevant to the national forum.

5. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.

6. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.

1. Demonstrate a commitment to AYC aims.

6. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.

7. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.

2. Identify opportunities and needs for research in
accordance with the strategic objectives of the AYC.

7. Advocate St John’s youth development and training agenda
in the wider community.

The AYC Chair is also an appointed Director of the St John
Ambulance Australia National Board.

Research Development Coordinator

3. Establish relationships with key people and forums in St
John relating to the portfolio.
4. Consult with young people, St John and the wider
community to drive the strategic objectives of the AYC.
5. Identify needs/gaps/issues in St John’s services and then
advocate/lobby for them to be addressed.
6. Be aware of emerging issues and trends in the wider
community.
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Appendix 4. Agenda template

Appendix 5. Minutes template

[The title of your youth council]

[The title of your youth council]

Date:

Date:

Agenda for [give the day, time and place of the meeting that this agenda is for]

Minutes for [give the day, time and place that you had the meeting that these minutes are for]

Time

Item

Who

Welcome

Present: [list all the people who were at the meeting]
Apologies: [list all the people who were not at the meeting]
What

Previous Action Items

Details

Actions

Welcome
Previous Action Items

Other business
Close

Other Business

Next meeting [give the day, time and place of the next meeting of this group]

Close

Action Sheet
Who

What

Due by

Status

Action Sheet
Who
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What

Due By

Status
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Appendix 6. Budget template
EXPECTED BUDGET

Appendix 7. Project proposal

ACTUAL BUDGET

INCOME

TOTAL INCOME

EXPENSES

TOTAL EXPENSES

PROFIT OR LOSS
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Appendix 8.
Games and
ice-breakers

Something in common

It is always useful to have a couple of icebreakers or games ready
to run a quick activity at a youth forum, meeting or youth council
activity. There are lots of good games and activities websites
around depending on the purpose of the activity—to introduce
new members, to build teamwork or simply to have fun!

The Sorts Game

Remember, youth events are designed to be fun. As facilitators,
we need to always remember this!
Games and ice breakers are a great way to:
»» get to know people
»» relax participants (and that makes them more receptive to
listening and contributing in a group environment)
»» build a team atmosphere
»» generate enthusiasm.

Try these!
Lies and Truths
Have participants say three things about themselves—two truths
and one lie. The others in the group have to guess what the lie is!
This one is for shy groups that have not met before.

All About Me
Have everyone write on a piece of paper their answers to these
questions.
What are your favorite food, animal, TV show, hobby, and color?
»» Get them to sign their name and instruct them to not let
anyone else see their answers.
»» Someone collects all the answers then mixes them up.
»» One person then reads the answers to the whole group.
»» members try to guess whom each set of answers belongs to.
This is good for groups that know each other.
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Give each person a list of 5 to 10 traits that they must find in
common with the people around them.
Sample items could be ‘Find someone that was born in the same
month’, ‘someone who lives in your state’, or ‘drives the same
model of car’. A prize is awarded to the participants with the most
in common.

The aim of this activity is to find others with shared interests and
preferences, based on various interesting categories.
Ask the participants to gather in the centre of the room.
»» Present two contrasting choices and the group has to move
either East or West of the room (e.g. “Do you prefer Target or
Kmart?”), depending on their choice.
»» Then you throw out two more choices and have them move
South and North.
This way, the group all have to move somewhere and can’t get
‘lost’ in the crowd.
‘Sorts’ that work well include: movie/book; salty/sweet; dress
up/casual; inside/outside; be on the stage performing/in the
audience watching, etc.

Whispers

The Mingle Game
»» Name a subject/category to the group—now mingle around
to find others that have the same answer..
»» After about thirty seconds to one minute, you then have
each group call out their answer.
»» It’s okay if someone doesn’t have anyone else who has the
same answer—just try to avoid two groups with the same
answer (means they didn’t mingle very well!)
Some mingle subjects might be: your favourite dessert; the type
of toothpaste you use; if you could attend one huge event (e.g.
the Ashes, World Cup Soccer, Bathurst 1000, the Oscars, State of
Origin, Big Day Out, etc.) what would you choose.

The Name Game
The Name Game starts with one person in the room picking a
word that describes (an adjective) themself as a person. The
catch is that the word must start with the first letter of their first
name.
For example:
»» John Smith would say ‘Hello! My name is Jovial John.’
»» The next person must repeat John’s adjective and name,
and then given their adjective and name. For example,
‘Hello, Jovial John, my name is Silly Sam.’
»» Then the third person would have a turn: ‘Hello, Jovial John,
and Silly Sam, my name is Easy-going Emma.’
This continues on until all of the students have had a turn.

With everyone in a circle, have someone come up with a short
story that they whisper to the person next to them, and so on.
Have the last person recount the story out loud.

Mute Line-Up
Without speaking, instruct participants to line up in order of shoe
size, from largest to smallest. Following this, you can change the
request to order of birth, alphabetical order of place of birth,
favourite food, shoe size, length of time in St John, etc.

Human Charades
Break the participants up into groups of three or four. Yell out an
object for them to make with their bodies, i.e. ship, first aid kit,
tree, etc. You can award prizes for the quickest group in formation,
and the most creative designs!
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Appendix 9. example AYC
meeting agenda

References
ActNow (2011). Creating a budget and sticking to it. Retrieved
9 August 2011, from http://www.actnow.com.au/Tool/
Creating_a_budget_and_sticking_to_it.aspx
Australian Copyright Council (2007). An introduction to Copyright
in Australia. Australian Copyright Council, Surry Hills. Retrieved
on 9 August 2011, from http://www.copyright.org.au/find-ananswer/
Carter, J, Pitt, J and Bicac, P (2010). DIY Reality: Recipes to
transform and inspire. Youth Advisory and Policy Association
NSW, Surry Hills.

Meeting start
time

Sunday, 27th November 2011
7.00pm AEST
AGENDA

Topic headings
& order

Item

Notes

Time

1

Welcome

SM

7:00pm

2

Minutes arising from Last Meeting & Action Items

SM

7:05pm

3

State/Territory Reports

ALL

7:10pm

4

Nat Team & National Office Updates

ALL Nat

7:25pm

5

2012 Youth Consultation – the story so far!

AW/BD/CS

7:45pm

6

KTMs

AW

7:55pm

SM

8:05pm

7

Working Groups
When to start working?

8

Facebook Group – how’s it going?

SM

8:15pm

9

Communal Dropbox?

LC

8:20pm

12

Any other business

8:25pm

13

Close

8.30pm

Connecting to the Teleconference
Location
or joining
instructions

To connect to the teleconference, use the phone number below:
Melbourne

03 8414 5110

Adelaide

08 8220 0695

Sydney

02 9696 0695

Perth

08 9460 0695

Canberra

02 6210 0695	Hobart

03 6240 0695

Brisbane

07 3811 0695

08 8989 0695

Darwin

Outside of Capital Cities

1800 333 803

PIN number:

123456789
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Meeting end time
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Reminder: *6 Mute/un-mute (please use this as it cuts down background noise
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