Step 1 Worksheets – Project Management
[bookmark: Worksheet1o1]Worksheet 1.1 Establish a Theoretical Foundation
Purpose:	Choose a health promotion model, approach or theory to underpin health communication efforts.
[bookmark: _GoBack]Instructions:	Based on the models under consideration (which look at behaviours and what influences them), fill in the boxes with notes on your audience, their beliefs, the desired change, and advantages or limitations of the approach. For more information about health promotion models and theories please see Public Health Ontario’s Health Promotion Foundations Course (modules 3,5,6). 
	Model
	Variables of Interest
	Discussion Points
	Decision

	Model 1
	
	
	

	Model 2
	
	
	

	Model 3
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Worksheet 1.2 Define Stakeholder Roles and Expectations
Purpose:	Assess how you can involve the right people – whether members of the intended audience, politicians or community influencers – in the right way, at the right time.
Instructions:	Identify which entities have a vested interest in your topic. To arrive at a next step, note their level (see below) and answer questions such as whether they have allocated funding for the topic area; do their priorities align with this area; how they could help you reach the intended audience and generate change; what do they stand to gain; who could resist the change you want to see; how could you engage them or mitigate the risk they may pose to meeting your objectives; what value could they bring to the health communication cycle; are there any conflicts of interest; etc.
Descriptions	Core—on the planning team, with regular responsibilities and tasks.
Of Levels:	Involved—frequently consulted or part of the planning process.
	Supportive—provide some assistance for specific expertise or as needed.
	Peripheral—need to be informed of key decisions and activities. 

	Stakeholder
	Interest in Program/Process
	Details of Involvement
	Level
(please select one)
	Fit with their Mandate
	Level of Influence/ Advocacy
	Potential Risk
	Action

	Stakeholder 1
	
	
	☐  Core
☐  Involved
☐  Supportive
☐  Peripheral
	
	
	
	

	Stakeholder 2
	
	
	☐  Core
☐  Involved
☐  Supportive
☐  Peripheral
	
	
	
	

	Stakeholder 3
	
	
	☐  Core
☐  Involved
☐  Supportive
☐  Peripheral
	
	
	
	

	Stakeholder 4
	
	
	☐  Core
☐  Involved
☐  Supportive
☐  Peripheral
	
	
	
	

	Stakeholder 5
	
	
	☐  Core
☐  Involved
☐  Supportive
☐  Peripheral
	
	
	
	






[bookmark: Worksheet1o2][bookmark: Worksheet1o3]Worksheet 1.3 Confirm Decision-Making Processes
Purpose:	Help ensure that evidence-informed decision-making is present throughout the health communication process.
Instructions:	For each group involved in decisions, note issues around roles and expectations, tick off the appropriate process, and comment on possible challenges in making and implementing decisions.
	Decision
	Key Discussion Points
	Process
	Potential Risks

	How will decisions be made within the core planning group?
	
	☐  Majority rules of whoever is present
☐  Manager veto
☐  Consensus
☐  Other (Please specify): 
	

	How will decisions be made outside the core planning group? For example, are there situations when sub-committees or individuals will make decisions?
	
	☐  Majority rules of whoever is present
☐  Manager veto
☐  Consensus – sub-committees
☐  Consensus – core planning group
☐  Other (Please specify):
	

	Has the team developed a terms of reference for the committee?
	
	☐  Yes
☐  No 
If No, why not? (Please specify): 
	






[bookmark: Worksheet1o4]Worksheet 1.4 Assess Resources 
Purpose:	The resources available will have implications for your health communication efforts. By examining a wide range of contributions that community partners can make, you can maximize your resources.
Instructions:	Make an inventory of resources, and review or update as needed.
	Item
	Question
	Response

	1.
	Identify the staff, stakeholders and volunteers that will be available to participate in the health communication effort. What is their approximate available time, and do they have any specific expertise or interests?
	

	2.
	Identify the staff, stakeholders and volunteers that will be available to participate in the data gathering/analysis process. What is their approximate available time, and do they have any specific expertise or interests?
	

	3.
	What funds are available to support the planning and data gathering/analysis processes? Are these funds tagged for a specific purpose?
	

	4.
	What in-kind contributions are available to support the planning and data gathering/analysis processes? Consider supplies, equipment, space, and services.
	

	5.
	What resources are needed to support the planning and data gathering/analysis processes that are not currently available?
	




Step 1 Project Management 

Health Communication At a Glance, Step 1, Worksheet 1.3	4
Health Communication At a Glance, Step 1, Worksheet 1.4.	5
[bookmark: Worksheet1o5]Worksheet 1.5 Determine the Needs for Data-gathering and Analysis
Purpose:	Obtain timely, relevant and credible evidence to inform decisions and resource allocations.
Instructions:	Note the need for and extent of quantitative and qualitative data, and realistic expectations (time, budget, expertise, accessibility) for data-gathering and analysis.
	Expectations
	Key Discussion Points
	Consensus
	Potential Risk

	What are the expectations for the degree of rigour and evidence to incorporate into the planning process?
	
	
	

	What are the expectations of the need for new versus existing data to inform decisions throughout the planning process?
	
	
	



	Data
	Topic
	Research Tactics
	Who Will be Responsible to Gather 
and Analyse Data?
	Time Required to Gather and Analyse Data
	Resources Required 
(e.g., Access to a Database)

	Existing data to gather
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	New
data to research
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[bookmark: Worksheet1o6]Worksheet 1.6 Develop a Timeline and Work Plan
Purpose:	Determine the timeline of the full health communication cycle.
Instructions:	Populate the boxes as the details of your efforts become clearer throughout the 12 steps. When determining deadlines and milestones related to the planning process, take into account matters like funding submission deadlines, process evaluation activities (e.g., message focus testing), engagement activities, and copy editing. Additionally, allow for as much time as possible to involve stakeholders. 
	Activities
	Responsible
	Budget
	Approval
	02/19
	03/19
	04/19
	05/19
	06/19
	07/19
	08/19
	Process Indicators
	Potential Risks 
	Actions

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Project Management
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Scoping
	
	
	
	
	
	
	
	
	
	
	
	
	

	Assess Context
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Analyze Audience
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Choose Approach 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Development
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identify Settings and Activities
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Develop Message
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Develop Identity
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plan Dissemination
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Execution
	
	
	
	
	
	
	
	
	
	
	
	
	

	Manage Production
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Manage Implementation
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Carry Out Reporting
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities…
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