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PLANNING – CHECKLIST
How to use this checklist
· This checklist is designed to guide planners through each stage of developing a sport and recreation facility plan. 
· It should be used as a working document throughout the planning process to record progress, capture insights, and identify responsibilities.
· Users should adapt the checklist to reflect the scale and complexity of each project
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	Step
	Comment
	Follow up actions (who resp, due date)

	1. Plan Initiation
	
	

	Project Definition
	
	

	· Project brief developed (guiding principles, scope, deliverables, budget).
	
	

	· Clear vision and measurable objectives established.
	
	

	Governance
	
	

	· Project governance structure documented.
	
	

	· Reporting and decision-making pathways established.
	
	

	· Communication and record‑keeping protocols defined.
	
	

	Project Management Tools Prepared
	
	

	· Stakeholder Engagement & Communication Plan completed (stakeholders identified, engagement timelines confirmed).
	
	

	· Project Risk Register developed (risks identified, mitigation strategies in place).
	
	

	· Budget tracker established.
	
	

	· Project schedule created (timelines, key milestones identified).
	
	

	Strategic Alignment
	
	

	· Project aligns with all relevant Council. State Sporting Organisation and State Government Plans.
	
	

	2. Community Profile and Demand Analysis
	
	

	· Demographic analysis (current and future) completed.
	
	

	· Growth areas and demand drivers, participation trends identified.
	
	

	· Analysis aligns with SA Government’s Greater Adelaide Regional Plan or the relevant South Australian Country Regional Plans.
	
	

	3. Understanding Existing Supply (Facility Audit)
	
	

	Spatial Analysis
	
	

	· Facilities mapped by category/hierarchy and locations confirmed.
	
	

	· Connections to road networks, public transport, cycling and pedestrian routes assessed.
	
	

	· Links to natural corridors and other community facilities/services identified.
	
	

	· Facility’s role within the broader local and regional facility network assessed.
	
	

	· School (public and private) facility provision included in audit.
	
	

	Sport Profile (Clubs/Groups)
	
	

	· List of clubs, groups, and organisations using the facility compiled.
	
	

	· Leases/licences documented.
	
	

	· Activities provided and frequency of use recorded.
	
	

	Participant Profile
	
	

	· Participant data collected (age, gender, activity type, postcode).
	
	

	· 3–5 years of participation data reviewed (to identify growth or decline trends).
	
	

	· Facility Capacity and Utilisation Analysis Report completed
	
	

	Facility Infrastructure Audit
	
	

	· Inventory of all assets completed (fields, courts, lighting including lux levels, buildings, change rooms, toilets, accessibility features, etc.).
	
	

	· Assessment of compliance with relevant sport facility standards completed.
	
	

	Condition and Functionality Assessment
	
	

	· Facilities assessed for condition and fit‑for‑purpose, including compliance with Universal Design.
	
	

	· Evidence of overuse, underuse, or capacity constraints identified.
	
	

	· Upgrade, renewal, or redevelopment needs documented.
	
	

	· Alignment with Council’s climate / sustainability plan.
	
	

	· Facility financial sustainability assessment undertaken.
	
	

	4. Gap Analysis and Strategic Alignment
	
	

	· Gaps in facility provision (undersupply) identified.
	
	

	· Duplication or oversupply of facilities identified.
	
	

	· Comparison of provision against benchmarks or standards completed.
	
	

	· Explore partnerships with local schools - consider co-investment opportunities in shared sporting infrastructure for school and community use. 
	
	

	5. Plan Finalisation and Integration
	
	

	· Draft plan reviewed internally across council departments (planning, finance, operations).
	
	

	· Stakeholder validation completed (clubs, SSOs, community).
	
	

	· Integration with asset management plans and 10‑year financial plans.
	
	

	· Priority projects identified. Implementation plan developed and Council endorsement process completed.
	
	

	· Prepare project business cases where required
	
	

	· Mechanism to progress, monitor and review/update the plan implemented.
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