
It is important for working groups to have a similar approach to work and the same pattern so 

that a coordinating body could easily compile the materials from all areas of interest. 

  

Let us take a look at the steps to be taken by working groups:  

  

1. Introducing the members to each other and setting up the Code of Conduct of a 

working group 

The working group members should get to know each other and share their knowledge, 

experiences and skills that are closely associated with the task that is ahead of you. This will 

help you to easily complete it. 

Apart from this, define particular rules and the principles to be observed during the course of 

action, for example: dates and deadlines, eating food and smoking cigarettes during the 

meetings, attitude, the manner of addressing each other and the like. 

  

  

2. Introducing subject matters at issue and setting the objectives 

Apart from general information about a municipal youth strategy, it is necessary that you, as 

the working group members, become familiar with the problems in the area of concern in 

your municipality. Most of the information can be found within a research on the status of 

youth. 

Then, define the objective(s), i.e. the reasons why the area in which you are involved is 

needed. Rely on a conducted research and select the needs and the issues affecting the area of 

your concern and sort them according to the following criteria: 

  

  

urgent and not important 

  

  

urgent and important 

  

not urgent and not important 

  

not urgent but important 

  

Your priorities are those problems and needs which are marked as urgent and important, so 

upon developing a strategy treat them as such.  



  

  

3. Determining the issue to be solved and the corresponding solution  

Make a detailed analysis of the priority issues ("very urgent and very important") and indicate 

the outcome that you want to see as a solution to these issues. Some issues can result in more 

outcomes. 

Here are some examples: 

  

A problem  An outcome (a solution) 

2% of the respondents take hard drugs. -  

1. Most young people are aware of the negative consequences of 

taking hard drugs. 

The number of young drug addicts has been reduced to a minimum. 
      

69% of the respondents believe that young people should 

become engaged in social processes in the community, 
however they have not been included yet. 

- 

1. Young people attend the programs that educate them about the 

possibilities of involvement in social processes in the community and 
undertake those activities that promote active participation. 

2. The concept of volunteerism is, in principle, a recognised form of 
social engagement and is put into practice. 

3. Young people are recognised as partners in decision-making 

processes which are important to them. 
      

71% of the respondents believe that there is no effective 

mechanism for exchanging information between the 

governmental authorities and young people. 
- 

1. Municipal Administration regularly receives information about 

youth problems, needs and even activities, especially about youth 
associations and non-formal groups. 

2. Young people who are brought together or individuals have a 
means by which they receive all information relevant to their work 

(competitions, scholarships, public hearings and the like). 

  

  

4. Thorough development of activities 

After you have successfully defined the issues and agreed what in your opinion the solutions 

are, i.e. what outcome you want to see, there is one more thing left for you to do. You have to 

thoroughly develop those activities which will lead you to achieving the desired outcome. 

Note that activities should be conductive. 

  

Here are some examples: 

 

  



An outcome (a solution)  Activities 

1. Most young people are aware of the negative consequences of 
taking hard drugs. 

2. The number of young drug addicts has been reduced to a 
minimum. 

- 

1. Once a year, conduct a campaign in schools and on the street, 

using billboards and promotional materials. 

2. Introduce a telephone line through which young people can get 

answers to their questions and seek help. 

3. Create the teams of volunteer peer educators in elementary and 

secondary schools for peer assistance on the subject of risks and 
consequences of consuming alcohol, cigarettes and drugs. 

4. Encourage and participate in the (co)funding of projects, 
associations and non-formal groups that emphasize the harmful 

effects of taking drugs. 
      

1. Young people attend the programs that educate them about 

the possibilities of involvement in social processes in the 
community and undertake those activities that promote active 

participation. 

2. The concept of volunteerism is, in principle, a recognised 

form of social engagement and is put into practice. 

3. Young people are recognised as partners in decision-making 

processes which are important to them. 

- 

1. Encourage and participate in the (co)funding of  programs that 
provide non-formal education for youth involvement in social 

processes in the community. 

2. Introduce the mechanisms (benefits and advantages) for young 

people who are actively involved in the community on a 

volunteer basis. 

3.  Provide ten young persons with a 3-month volunteer service in 

municipal administration, on an annual basis. 

4. Keep inviting youth representatives to attend the meetings, 

round table discussions and include them in the municipal entities 
which make decisions important to them. 

      

1. Municipal Administration regularly receives information 

about youth problems, needs and even activities, especially 
about youth associations and non-formal groups. 

2. Young people who are brought together or individuals have a 
means by which they receive all information relevant to their 

work (competitions, scholarships, public hearings and the like). 

- 

1. Publish information on the implemented activities and those 

planned to be undertaken in the municipality, in a municipal 

bulletin and on a website. 

2. Publish all public calls, vacancies, decisions and the like 
affecting young people, in a bulletin and on a website. 

3. Participate in the (co)financing of a youth news bulletin or a 
magazine for the promotion of voluntary work, youth 

participation in society and youth activities. 

  

  

5. Identifying the costs and the persons responsible for the implementation of activities 

Even if all activities have been determined, it does not mean anything to us in case we have 

not defined how much it will cost to implement them. We would like to remind you that you 

have to present a realistic cost projection. 

The costs of activities should be thoroughly anticipated so that it would not happen that due to 

a large planned amount you fail to implement the activities, after what you might realise that 

you did not need that many assets. On the other hand, if your anticipation of the costs is not 

sufficient, you will not be able to implement the activities as you have planned, and it can 

greatly affect the outcome and the objective you have set. 

See an example of a cost analysis for a simple campaign: 

  



Item Cost Description Unit Quantity Price Amount 
1. Printing leaflets piece 3000 0,15 450,00 
2. Printing placards piece 30 6,20 186,00 
3. Promotional materials person/day 1/2 80,00 160,00 
4. PA equipment day 1 200,00 200,00 
5. T-shirts and caps for volunteers piece 30 12,00 360,00 
6. Volunteering costs person 10 70,00 700,00 
7. Expert for the content of the materials person/day 2 150,00 300,00 
8. Disposable supplies month 1 180,00 180,00 

TOTAL: 2536,00 

  

Apart from the costs, identify the persons, i.e. institutions and associations which will be in charge of implementing the activities. 

  

  

6. Activities and time planning 

In order to calculate how much money you need in each financial year, it is necessary to 

divide the activities per years. Furthermore, specify in detail how the responsible persons 

could align their other obligations if you focus on individual activities in each year. 

Consider the time for holidays, vacations and already planned activities in the municipality 

(e.g. elections, redesigning schools or playgrounds and the like). Check whether it is possible 

to incorporate activities into already planned events, for example present them as part of the 

Day of the Municipality. 

  

  

Activities and time planning might be as follows: 

  

Period Activity Responsible persons/institutions Costs 
2010 
March Introduce a telephone line through which young people 

can get answers to their questions and seek help. 
Centre for Social Services and 

Association "No Drugs!" … 

May Conduct a campaign in schools and on the street, using 
billboards and promotional materials. 

Department of Education, 
Association "No Drugs!" and 

Youth Council 
2536,00 

…       
September Create the teams of volunteer peer educators in 

elementary and secondary schools for peer assistance on 

the subject of risks and consequences of consuming 
alcohol, cigarettes and drugs. 

High School, Social Welfare 

Services and Association "No 

Drugs!" … 

        
…       

  

  



7. Compiling all information in one document: 

2010 

Problem Desired outcome Activities Time span Responsible 

persons/institutions Costs 

… … … … … … 

2% of the respondents 

take hard drugs. 

1. Most young people 
are aware of the 

negative consequences 

of taking hard drugs. 

  

2. The number of 
young drug addicts 

has been reduced to a 

minimum. 

Conduct a campaign 
in schools and on the 

street, using billboards 

and promotional 
materials. 

May 2010 

Department of 

Education, Association 
"No Drugs!" and Youth 

Council 

2536,00 

Conduct a campaign 
in schools and on the 

street, using billboards 
and promotional 

materials. 
September 2010 

High School, Social 

Welfare Services and 
Association "No 

Drugs!" 

… 

… … … … … 
22% of the 

respondents regularly 
consume alcohol. 

… … … … … 

 


