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Thank You
Thank you for using this Booklet for getting to Know Your Neighbours. The idea of a Know Your 
Neighbours campaign is to bring neighbours together and provide a proactive approach in getting 
to know others who live nearby. By downloading the handbook You are taking an important step to 
making your neighbourhood a better place to live. By getting to Know Your Neighbours, you help build 
relationships that will help foster a healthier, safer and more fun neighbourhood for everyone.

•  To have fun! No excuses or reasons are 
needed to celebrate.

•  To provide an opportunity to get to know your 
neighbours and where they live.

•   To establish new friendships.
•   To increase a sense of belonging to a 

community, especially for new residents.
•   To meet neighbours in your street or local 

area who might be able to help you with a 
gardening problem, or lend you that needed 
ingredient for your recipe.

•  To encourage neighbours to look after the 
neighbourhood and look out for each other.

•  To help with safety and crime prevention by 

It is important to Know Your Neighbour:

knowing who lives where.
•  To learn a little about your neighbours and 

what interests they have.
•  To increase a sense of trust with your 

neighbours and encourage wellbeing with the 
community.

•  To learn about community history 
from neighbours who have lived in the 
neighbourhood for a long period of time.
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Getting to

The first stage of the project is about the little things 
we can do to get to Know Your Neighbour like a wave, a 
friendly smile or a G`day as you pass. 

Turn small talk into big talk
It only takes a simple hello and a comment about 
the weather to kick things off. So, next time you see 
your neighbour, take a minute to ask how they are.Try 
exchanging greetings in different languages as well. 
You could soon be chatting like old friends.

Lend a helping hand
Taking in a delivery (no queuing at the post office - 
thank you, lovely neighbour!), watering their plants 
when they are on holiday, putting the bins out, lending 
them some milk when they have a cereal emergency... it 
doesn’t take much to be a helpful neighbour.

Discover a common interest
Find out about your neighbours’ hobbies and interests 
and arrange to do them together. You could set up 
a gardening society, a book club or an art group, for 
example.

Get involved in Neighbourhood Watch
Crime and anti-social behaviour are common concerns 
for many communities. Find out if your street is part of 
a Neighbourhood Watch scheme - if not, why not start 
one yourself?

The second stage of the project is about organising 
events big or small for your Know Your Neighbours 
Campaign. This guide is here to help you get started 
and to help you along the way. 
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Be Inclusive

Getting started
The idea of a Know Your Neighbours event is 
to bring neighbours together.Our top tip is to 
start simple.It’s a good idea to find one or two 
neighbours who are interested in helping with the 
event and provide support to bring it all together 
on the day. 

Remember when creating your team, It is 
important to provide opportunities for all people 
organising the event to help in the decision making 
process. 

Plan ahead, ideally start 2 – 3 months in advance.

If this is the first time a Know Your Neighbours 
event has been organised in your area, you may 
want to send out a letter/flyer inviting them to get 
involved. An example letter can be found in the 
template section of this handbook.

If you already have a working party, get their 
support to help develop the flyer, distribute it 
to neighbours and collate the response that you 
receive. 

When organising an event for your 
neighbourhood it is important to invite all and 
BE INCLUSIVE.

Consider small things that will make it easier for 
people with disabilities and seniors to participate 
in neighbourhood events.

For example, is the information about the event 
being distributed in large font or alternative 
formats for people with visual impairments or for 
any reading skills?

Is the location of your gathering barrier free?

If the event is outdoors, is the ground level enough 
for people with mobility issues to travel across it?

 Be sure to include neighbours who may not have 
mastered English or who may not understand the 
neighbourhood activity. Can you make invitations 
in the spoken languages of your neighbourhood or 
simple English? Can you reach out to someone in 
the neighbourhood to help you with translations? 
You might want to encourage your neighbours to 
share their culture through the neighbourhood 
activity being organized.
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Events - Start Simple

There are many ways to bring your neighbours 
together. There are many activities, and 
your imagination is the limit. No matter 
what you choose to do, we encourage you 
to organize activities that are inclusive of 
all your neighbours, connects them face to 
face and builds social cohesion within the 
neighbourhood.

Event Types 

If food is involved, be sensitive to the diet 
preferences of your neighbours by ensuring that 
there is a variety of food choices, anticipate special 
dietary requirements.

Tailor your food towards the event schedule.
The time is the ultimate deciding factor in what 
sort of food you’ll be able to offer. Factor in 
menu preparation, services and consumption 
requirements match the time allotted. 

BBQs: Everyone brings their own meat, salads and 
drinks. 

Picnics: Everyone brings their own meal.

Bring a Plate: Everyone brings a plate of food to 
share.

Tea or Coffee morning : Everyone brings along 
their coffee/tea cups and biscuits so you can all 
have a cuppa together.

Catered: Everyone shares the cost and the food is 
purchased. 

Location

Some things to consider when picking a venue for 
your event are: 

Accessibility. Does the venue have accessible 
entrances and elevators? Are there all-gender 
washrooms? Will you have space for interpreters? 

Size. An event for 50 people will need a very 
different space than one for 500. Additionally, 
consider whether or not you’ll need separate 
rooms for breakout sessions or the like. 

Parking. Is there a parking lot, or is it easy to 
access via public transport? 

Insurance. Will you need to purchase separate 
insurance? What are their liability rules? 

Ideas where to hold your event:

Local Community Centre or Hall. Your local council 
will also have a list of halls and venues for hire in 
your local area.

Parks or other public open space: If you are 
planning a picnic-style party or using a council 
BBQ at a park, no bookings are required.

The front/back garden of someone’s house in 
your street: Someone may volunteer to hold the 
Know Your Neighbours Event in their front or back 
garden. 
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Spread the news

Spread The News

Create an invitation/flyer for the Know Your 
Neighbours Event and distribute to your 
neighbours with a request to drop back their 
RSVPs for the event in your mailbox. Ensure you 
outline any specific details guests should know 
about attending the party. 

For an example of an invitation have a look at the 
Templates section. 

+ Invite people in person if possible.

+ Door to Door (talking to the neighbour)

+ Telephone

+ Email

+ Private Neighbourhood Facebook Page

Allocating Tasks to Your Team 

Planning an event is not a job for only one 
person— it requires a team effort.

Compiling a list of tasks or a checklist is a good 
way to keep on track and ensure all tasks have 
been allocated and completed. 

For more information on ideas of what to include 
in your checklist have a look in the Templates 
section. 

Further Points to Consider

+ Need for any special permits, licenses, insurance

+ Parking

+ Toilets

+  Noise levels and respect others privacy, rights 
and wellbeing

+ Be Sunsmart-sunscreen, shade, water

+ Having a first aid kit accessible during the event.

+ Seeking permission to take photos at the event

+  Appointing a key contact person for the event. 
This person’s name and number can be used on 
invitations and any other documents (with their 
permission) 

+ Health and Safety (Risk assessment form)

+ Wet weather contingency. 

+ Site map 
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On the Day of the Event 
Role of the Hosts (Organisers)
Oversee the set-up of the event and provide 
direction to the neighbours..

•   Meet and greet the guests as they arrive 
•  Introduce neighbours and help people to make 

connections.
•   Facilitate activities or games that are played on 

the day.
•   Ensure that the event stays on schedule and 

concludes at the specified time.
•   Manage the clean-up at the end of the event. 

Set Up
•   Set up a sign-in book in which neighbours may 

like to share their contact information with 
others for future contact and organisation of 
Neighbours Events.

•   Name tags for guests and invite your neighbours 
to use them as a way to get to know others.

•   If you are going to have marquees, set these up 
to provide shade for guests.

•   Allocate one or two people to assist neighbours 
who might need support to get to the 
Neighbours Events or carry items.

•   Set up tables for the food and have plenty 
of garbage bins or bags available to collect 
rubbish. You may consider having a bin for 
general waste and one for recycling.

•   If utilising BBQs, ensure they are clean and 
functioning and set up items that will be needed 
to serve.

•   Hang decorations (if you are having them). 
Remember, decorations should be fully disposed 
of at the end of the party, along with rubbish.

•   If guests are bringing food to share, have tags 
for each of the dishes, so people know what they 
are eating.

Activities On the Day
•   Food is a great conversation starter. There may 

be an opportunity to swap recipes between 
neighbours, try different and new cuisines.

•  Plan a few activities that children can be 
involved in. 

•   Take time to introduce one another.
•   Group games are fun and you might see if 

someone wants to organise a game of cricket, 
football.

•   Encourage talented neighbours such as 
musicians or magicians in your neighbourhood 
to share their talents.

•   To ensure it is a casual event, allow the majority 
of the neighbours to determine what happens 
during the event.

Follow Up
•   Reach out to event participants. Thank them for 

participating.Conduct a post-event survey. 
•   Learn what people enjoyed about your event and 

where you have room to improve.
•   Conduct a team debrief to learn their thoughts.
•   Conduct a thorough evaluation of the event. 

What went well and what could you do better 
next time?

Helpful Websites
Planning and Risk Assessment 

https://www.hobsonsbay.vic.gov.au/Community/
Events-Festivals/Organising-an-event/Planning-
to-hold-an-event-or-festival

Venues and Facilities
https://www.hobsonsbay.vic.gov.au/Community/
Venues-Facilities
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Ideas for connecting
Why not think about other ways you can interact 
with your neighbours on a regular basis. You 
might organise:

Nature Walk
Get to know your neighbours better while enjoying 
the outdoors by organizing a nature walk in or 
near your neighbourhood!

Identify different types of birds, insects, trees, 
flowers.Works well all year round, as the changing 
seasons offer new things to discover.Choose to go 
for a walk at any time during the day or night.

Determine if the walk is wheelchair accessible and  
be sure to note it in the invitations & posters (ie. 
“This nature walk is/is not wheelchair accessible).

Set a rain date for the Nature Walk. Note the kind 
of weather that would cause the date to be moved.

Book Swap
Give old books a new life with a neighbourhood 
book swap. Organize the swap by exchanging 
tickets for books received and books taken, or 
by selling donated books to raise money for 
a charitable cause, or to cover expenses for 
neighbourhood activities,or by imposing no limits 
to the numbers of books customers can take.

Any time of the year if there is an available indoor 
venue such as a nearby community centre, church 
hall or school.

In the spring and summer it can be held in a public 
outdoor space, such as a park, or your own street. 

Neighbourhoood Clean Up
Have fun while caring for the environment. Bring 
your neighbours together to collect garbage and 
do a neighbourhood clean-up.

Choose a locations that is important to the 
neighbourhood, such as a park, community trail, or 
school yard.

Make safety a priority. Posters can encourage 
people to dress according to the weather, wear 
closed-toes foot wear, etc. Be aware of potential 
hazards.Supply bags and gloves - Contact your 
municipality for supplies, if applicable. Plan to 
dispose of collected garbage.

Have a station with name tags, water, and clean up 
supplies that helpers can access.

Plant Exchange
Bring your neighbours together with a 
neighbourhood plant exchange or sale of 
seedlings, seeds, roots, previously loved pots and 
garden tools & decorations.

Ask a neighbour with a Green Thumb to be 
available to answer questions at a gardening 
information booth.

Soup stock or Pie Night
Bring your neighbours together to share delicious 
homemade soups or pies on an evening. Invite 
each neighbour to prepare their favourite soup 
or pie recipe to share with one another. Choose 
a local park, community centre, hall and set up 
a long table to place crock-pots and thermoses. 
Neighbours can bring along their own bowls and 
spoons and serve themselves, sampling a variety 
of tasty soups or pies!

Have an ingredient list available for your soup in 
case of allergies or dietary restrictions.

Food brings us together so also think about 
sharing homegrown produce, community gardens 
and afternoon teas. Think outside the square, host 
an afternoon tea from around the world.

The list and ideas are endless. 

Stay Connected
Setting up your neighbourhood facebook page 
or informal neighbourhood group is a great way 
to share ideas, organise get togethers and share 
information but keep it to the local residents.
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Letter of Interest 
SAMPLE

South Kingsville Community Centre 
43 Paxton Street 
South Kingsville Vic 3015

Tel: 03 9399 3000

Dear Neighbour,

We are thinking of holding a Know Your Neighbour event as this would be a great way 
for us all to get to know each other.

I’m willing to be an organiser and I was wondering if you would be interested in helping 
out?

I have accessed the SKCC Know Your Neighbour kit and it provides some guidance on 
how we might go about organising the event.

If you would like to be involved in organising the event , can you please get back to me 
by (allow at least 7 days) and I’ll arrange a meeting.

Yours sincerely, 

(Signed)

Your name
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Invitation for Events 
SAMPLE

Invitation To a Know Your Neighbour Event

Our Neighbourhood Is Celebrating and Everyone in your Household is Invited!

We are getting together to get know each other and to strengthen the community 
bonds in our neighbourhood.

What’s Happening:

Where Where:

Date and Time:

Please Bring:

For Further Info Contact :

RSVP to: (Organisers details) 

RSVP:

Name:

Address:

Tel:

Email:

Attendance     Yes/ No

Notes:



KNOW YOUR NEIGHBOUR14



15KNOW YOUR NEIGHBOUR

 Task  Task Allocated to: Completed by (Date)

Set Date, Location & Activity

Develop list of required resources/
equipment/support.

Develop Budget if required

Determine How Many Helpers we 
Need. Allocate Tasks

Make Posters & Invitations

Deliver Invitations

Collate RSVPs.

Check Budget is on track

Gather Supplies

Conduct risk assessment.

Source First Aid Kit

Source Decorations if required

Site Plan for Set up

Allocate jobs for the day

Set up

Facilitate games/ activity for the day

Clean up

Evaluation Form

Thank you letters

Events - Start Simple
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Disclaimer: This publication and campaign was produced by 
South Kingsville Community Centre and the information should 
be used as a guide only. It does not accept any responsibility, 
and expressly disclaim any liability, for any loss or damage, 
whether direct or consequential, suffered by any person as the 
result of or arising from reliance on any information contained 
in the publication. 

www.skcc.net.au/knowyourneighbour


