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Step 1: Manage the planning process
Worksheet 1.1: Describe the planning context 
At the beginning of planning, it is important to identify and reflect upon assumptions, expectations and other contextual issues. This worksheet includes nine questions that will help you summarize the context within which you are planning.
#
Number
Number
Question
Response
1.
Why are you going through a planning process at this particular time?
2.
Are you modifying an existing plan or starting a new plan?
3.
What, if anything, has already been decided? For example have you decided on audiences, issues, settings, strategies, or activities? Briefly explain the rationale for these decisions.
4.
Have you considered how health equity and the social determinants of health will inform your planning process? Your program? What do you need to pay particular attention to?
5.
Are there any other circumstances or expectations that may affect how you must carry out your planning process? Consider things like internal/external policies, leadership, election cycles, and government initiatives.
6.
What kind of content must be included in your plan? For example, is there a template or form provided by your organization or potential funder?
7.
How much time do you have to plan? Specify start and end dates if known.
8.
What are the reasons for these deadlines? Do you have any flexibility with these dates?
9.
Are there any other circumstances or expectations that may affect your final program that need to be considered during the planning process?
Step 1: Manage the planning process
Worksheet 1.2: Identify stakeholder roles and expectations
Stakeholders are people and organizations who have a connection with the program being planned. They come from within and outside of your
organization and include: staff, funders, politicians, community partners, volunteers, and the intended audience/program participants.
organization and include: staff, funders, politicians, community partners, volunteers, and the intended audience/program participants.
Stakeholder Roles
Stakeholder Roles
#
Name/Position/Organization
Interest in Program/Process
Degree of Involvement
Engagement Strategies
Step 1: Manage the planning process
Worksheet 1.3: Outline decision-making processes
Every step of the planning process requires decisions. It is important to be aware of who has to be involved, consulted or informed about the different decisions made throughout the planning process and to be clear about the method or process used for making those decisions. This worksheet has seven questions to help clarify your decision-making assumptions and processes. 
#
Number
Number
Question
Response
1.
Discuss and define what key stakeholders and decision-makers consider to be a major decision. Identify a few examples.
2.
Describe who needs to be involved or consulted before a major decision is made. Identify who has the final authority for making major decisions (e.g., core planning group, manager, funder).
3.
Discuss and define what the group considers to be a minor decision and give a few examples.
4.
Describe who needs to be involved or consulted before a minor decision is made. Identify who has the final authority for making minor decisions (e.g., identified staff lead, manager, sub-committee).
5.
What decision-making process will the core planning group adopt? Consider: consensus, majority vote, manager veto, other (specify) or combination.
6.
Describe specifically how the decision-making process will work within the core planning group? Define the terms and steps in the process to ensure everyone understands it.
7.
Describe specifically how the decision-process will work outside of the core planning group? For example, are there situations when subcommittees or individuals will make decisions autonomously or use a method other than the one used by the core planning group?
8.
Describe how decisions (major and minor) will be communicated to other stakeholders in the planning process.
Step 1: Manage the planning process
Worksheet 1.4: Assess resources for planning
This worksheet captures information about the different kinds of resources you have available for planning and data gathering/analysis. It will serve as a reference point as you update your work plan. Should the situation change, modify your entries. Strive to be as specific as possible. For example: identify people by name, position and organization whenever possible; identify the amount of funds available and their source as well as any limitations. 
#
Question
Response
1.
Identify the staff, stakeholders and volunteers that will be available to participate in the planning process. 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 datagathering/analysis processes that are not currently available?
Step 1: Manage the planning process
Worksheet 1.5: Develop a work plan for the planning process
Your work plan will initially begin as a high-level document, identifying broad timelines for each planning step based on currently available information. As you gain the data needed to help you make decisions you should return to your work plan to fill in gaps, add details and make changes. Review your work plan frequently throughout the planning process, so that stakeholder expectations are properly balanced with available resources and any changes in the environment.
#
Task
Planning  
Step
Lead 
Responsibility
Support
Staff
Time
Allocated
Deadlinedd/mm/yy
Budget
Other
Resources
ApprovalAuthority
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