Attachment 9 

Partnership Name:



    
NYSDOH Cancer Services Program

Partnership Assessment Tool

	Partner Name


	Role
	Other Roles

(Please list any that apply)

	
	Clinical Service 
	Recruitment
	In-kind OTPS
	In-kind Staff
	Data Management
	Public Awareness
	Case Management
	Fiscal Management
	Lead Agency
	DQE
	Letter of Support
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Attachment 10
NYSDOH Cancer Services Program Partnerships Work Plan Template and Instructions
Purpose:
The purpose of this Request for Applications (RFA) is to support community-based programs that provide uninsured and underinsured men and women in New York State (NYS) with routine screening for breast, cervical and colorectal cancer, with the overall goal of reducing the mortality rates for these diseases in NYS.  These community-based programs (known as Cancer Services Program partnerships, or CSP partnerships) will coordinate recruitment for and provision of comprehensive, age-appropriate breast, cervical and colorectal cancer screening services and follow-up care to eligible men and women who are either uninsured or underinsured for these services.  

Contracting agencies funded as a result of this RFA will ensure that the priority populations, as defined in this RFA, are recruited and provided with access to screening, diagnostic and treatment services for breast, cervical and colorectal cancer.  To achieve this, applicants must develop and implement a work plan that addresses required activities, as stated in the RFA, Section III, Scope of Work: 

1. Partnership building and management – Build and maintain collaborative relationships with health, human service, education and other community organizations to provide and promote utilization of cancer screening services among the priority populations throughout the entire proposed service area.  

2. Recruitment of the priority populations – Enroll members of the priority populations into comprehensive, age-appropriate breast, cervical and colorectal cancer screening services through public education and active outreach and inreach activities.  

3. Screening and diagnostic activities – Identify and recruit licensed medical providers throughout the entire service area to join the partnership and provide comprehensive, age-appropriate screening and diagnostic and treatment services as per the Operations Manual.  

4. Case management – Ensure that all men and women with abnormal screening results are assessed for their need for case management services and are provided with such services accordingly.  

5. Program management - Provide leadership, coordinate and administer the program to implement all required activities and meet contractual agreements in a timely manner, ensuring that barriers to implementation of the required activities are addressed to reduce potential effects on program performance.  

Cancer Services Program Partnerships Work Plan Instructions:  

1. The objectives and activities outlined in the work plan should reflect the overall program purpose and activities listed in Section III of the RFA (Scope of Work).  
2. The work plan template on the following pages should be completed using a font size of at least 8 pt.

3. The work plan should cover the one-year period, April 1, 2008 – March 31, 2009.

4. Work plan development should conform to the format in the templates, as follows:

a)   Address each of the work plan goals in a separate table.

b)  Develop SMART objectives and activities to address the required activities as described in Section V of this RFA and complete all columns.  See section 5.c below for definitions and examples of SMART objectives.
c) 
Note that measures of effectiveness have been included and are consistent with the Program Performance Measures (PMs) developed by the CSP (see Program Performance Measures, Attachment 3).

     5.   Definitions to aid in completion of each column in the templates are provided here:

a)  Goals – A goal is a general, “big picture” statement of an outcome a program intends to accomplish to fulfill its mission.  The goals for these funded programs have been written and are included in each of the work plan template tables.

b)  Measures of effectiveness: These are the standards that a program sets for itself to measure progress in achieving goals through the program objectives.  Many measures of effectiveness may be required to fully assess progress toward an objective.  When writing measures of effectiveness, be sure they are measurable; they should contain a numeric value, or an observable behavior.  They should be significant and truly gauge success in working toward or meeting the goal.  

Ask: How will we know if our program has achieved this objective?  What would it take to convince me that our program has achieved this objective?
Measures of effectiveness should be based on the available data.  In many instances, the CSP provides the data to measure the effectiveness of implementation of the program objectives and activities.  For example, the CSP provides partnerships with Performance Measures (PMs) developed by the CSP (see Program Performance Measures, Attachment 3).  The PM reports are generated and routinely sent by the CSP to partnerships.  Partnerships can also run their own reports by querying the on-line data system (Indus) or by submitting a data request to the CSP Data Unit.  Measures of effectiveness that are consistent with specific PMs and appropriate to required objectives are already written in the work plan template.  Applicants should use these PMs, and may include additional measures of effectiveness where appropriate.

Examples of other sources of data from which to measure effectiveness are:  scores on training pre/post tests, information from focus groups of members of the priority populations, data from the Cancer Information Service and other government sources, Census data, participants completing a quiz during training, clients completing a service satisfaction survey, New York State Cancer Registry data, etc.  Note that New York State cancer-related data can be found on-line at: www.health.state.ny.us/statistics/.  

c)  SMART Objectives – Work plans must contain SMART objectives for each goal. (SMART = Specific, Measurable, Achievable, Relevant, and Time-bound)  Inclusion of as many SMART objectives as appropriate to accomplish the goals within the work plan time period is encouraged.  

Note that required SMART objectives have been included for each goal and are listed in the work plan template.
Definitions of the components of a SMART objective follow, along with examples to help you create your own.
SMART Objectives include specific activities, events, and/or interactions to be completed by a certain date in order to accomplish the overall goal.  Objectives are written in an active tense and use active verbs such as convene, write, conduct, produce, develop, identify, visit, organize, design, promote, educate, train, distribute, etc.  

· Specific – an observable action, behavior, or achievement is described and linked to a rate, number, 
percentage, or frequency. When reaching individuals, a specific population description must be included in the objective

Ask: Is there a description of a precise or specific action or event, which is linked to a rate, number, percentage or frequency?

· Measurable – a system, method, or procedure exists that allows the tracking and recording of the event, 
behavior or action

Ask: Is there a reliable system in place to measure progress toward the achievement of the objective?

· Achievable – the objective has a likelihood of success and is realistic given the resources and time period 

Ask: With a reasonable amount of effort can the objective be achieved?

· Relevant – the target directly supports the corresponding goal  

Ask: Will this objective lead to the desired results?

· Time-bound – specifically lists the dates for the task to be started and completed 

Ask: Is there a start and/or finish date clearly stated and defined? 

Examples of SMART objectives: 

· By April 30, 2008, assess partnership membership and invite at least 3 new partners, ensuring that all counties in the service area are represented.

· By August 2008, conduct 3 community meetings to identify local resources as payment options for services not covered by the CSP.  

· By November 2008, recruit 10 ASK Me locations in underserved zip codes of each county in the service area to refer and enroll at least 80 new clients.
· By December 2008, identify 25 individuals through local churches to participate in a one-on-one recruitment training.  

· By December 2008, recruit 2 new colorectal cancer screening and diagnostic service providers in the service area. 
Examples of objectives that are NOT SMART:

· Eliminate breast cancer in ABC County by tomorrow.  
(Not achievable)
· Reduce the amount of cancer in women by June 2008.  
(Not specific or measurable)

· Create a cancer screening media plan. 
(Not specific, measurable, or time-bound )

· Increase breast cancer knowledge by developing a poster contest. 

(Not specific, measurable, achievable, time-bound, or relevant)

d)  Activities planned to achieve this objective –Activities are what a program does, or its specific tasks, to meet the stated objectives and ultimately fulfill the goal.  

Ask: To meet the objectives, what action is needed? What else might work? Do we have the resources to do this?

e)  Staff/Partnership member(s) responsible – Identify individual staff or partnership members responsible for specific tasks within each activity.  Include reference to any partners by organization, as appropriate (e.g., ACS, My County Hospital, etc.)

f)   Completed by (month & year) – These are the dates (e.g., by month, quarter) for assessing progress. Timeframes should include regularly scheduled, periodic check-in points for assessing progress in addition to start and end dates. Use established timeframes to help organize activities, such as prep work for “Mammography Day” activities.
      Ask: What activities need to come first? When do we plan to have this finished? 
6. Sample Work Plan:
	Goal 1: Partnership building and management activities

Build and maintain collaborative relationships with health, human service, education and other community organizations to provide and promote utilization of cancer screening services among the priority populations throughout the entire proposed service area.  
	Measures Of Effectiveness:

#  of partners (Partnership Assessment Tool, Attachment 10)

# of partnership meetings

	Objectives
	Activities Planned to Achieve this Objective
	Staff/Partnership Members Responsible
	Completed By (month & year)  

	a) By 10/1/08, ensure that partnership membership reflects a broad-based, diverse group of health, human service, education and other local/community organizations reflecting the needs of priority populations throughout the entire service area.
	1) Research and develop a list of community agencies and organizations that serve the priority populations

2) Develop an introductory letter about the partnership (services, mission and collaborative opportunities)

3) Send letter to potential community partners to explore partnership membership

4) Contact potential community partners via phone call two weeks after letter is sent to explore opportunity to become a partnership member
	Partnership Coordinator
	1) May 2008

2) June 2008

3) June 2008

4) August 2008



	b) Between April 1, 2008 and March 31, 2009, conduct at least four meetings of all partnership members 

	1) Send meeting notice reminder and agenda to partner agencies 2 weeks prior to meeting
2) Review and monitor progress towards meeting work plan goals and objectives; revise as needed
3) Review performance measures; identify strengths and weaknesses; plan and implement systems and activities to improve
4) Monitor budget; identify modifications as necessary
5) Plan events and activities per work plan; explore and identify partner roles and responsibilities
6) Send meeting minutes and reminder for next partnership meeting
	1)Partnership Coordinator

2)Partnership Coordinator

3)Data Manager

4)Partnership Coordinator

5)Partnership Coordinator/ Recruitment Specialist

6)Partnership Coordinator
	1) June 2008, September 2008, December 2008, March 2009


Work Plan Template

	Goal 1: Partnership building and management activities
Build and maintain collaborative relationships with health, human service, education and other community organizations to provide and promote utilization of cancer screening services among the priority populations throughout the entire proposed service area.  
	Measures of effectiveness:

#  of partners (Partnership Assessment Tool, Attachment 10)

# of partnership meetings

	Objectives
	Activities planned to achieve this objective
	Staff/Partnership member(s) responsible
	Completed by

(month & year)

	
	
	
	

	
	
	
	

	
	
	
	


Work Plan Template

	Goal 2: Outreach and recruitment activities 

Enroll members of the priority populations into comprehensive, age-appropriate breast, cervical and colorectal cancer screening services through public education and active outreach and inreach activities.  


	Measures of effectiveness:

X # of eligible clients from the priority populations screened for breast, cervical or colorectal cancer will be entered onto Indus 

Program performance measure provided by CSP:

· (PM1) % of screening mammogram clients ages 50 and older

· (PM2) % of initial program Pap tests that are for rarely/never screened women

· (PM4) % of male clients

· (PM6) % clients age 50 – 64

· (PM7) % of eligible women ages 50 and older with comprehensive screenings (breast, cervical and colorectal)

· (PM8) % annual screening goal completed in each county

· (PM9) % of eligible population screened

	Objectives
	Activities planned to achieve this objective
	Staff/Partnership member(s) responsible
	Completed by

(month & year)

	
	
	
	

	
	
	
	

	
	
	
	


Work Plan Template

	Goal 3: Screening and diagnostic activities

Identify and recruit licensed medical providers throughout the entire service area to join the partnership and provide comprehensive, age-appropriate screening and diagnostic and treatment services as per the Operations Manual.  


	Measures of effectiveness:

# of clinical service providers

# of screenings by provider (Indus query)

Program performance measure provided by CSP:

· (PM3) % of women rescreened by mammogram in 8-18 months
· (PM5) % of clients rescreened by fecal test within 10 to 14 months

· (PM13) % of eligible clients enrolled in the MCTP

	Objectives
	Activities planned to achieve this objective
	Staff/Partnership member(s) responsible
	Completed by

(month & year)

	
	
	
	

	
	
	
	

	
	
	
	


Work Plan Template

	Goal 4: Case Management

Ensure that all men and women with abnormal screening results are assessed for their need for case management services and are provided with such services accordingly.  


	Measures of effectiveness:

Program performance measure provided by CSP:

· (PM10) % abnormal cervical screens followed up within 60 days

· (PM11) % abnormal breast screens followed up within 60 days

· (PM12) % abnormal fecal tests followed up within 60 days

· (PM13) % of eligible clients enrolled in the MCTP

	Objectives
	Activities planned to achieve this objective
	Staff/Partnership member(s) responsible
	Completed by

(month & year)

	
	
	
	

	
	
	
	

	
	
	
	


Work Plan Template

	Goal 5: Program Management 
Provide leadership, coordinate and administer the program to implement all required activities and meet contractual agreements in a timely manner, ensuring that barriers to implementation of the required activities are addressed to reduce potential effects on program performance.  
	Measures of effectiveness:

Program performance measure provided by CSP:

· (PM14) % of SIF’s submitted on time

· (PM15) % of FF’s submitted on time

· (PM16) Semi-annual reports submitted accurately and on time

· (PM17) Work plan and budget submitted accurately and on time

· (PM18) % of monthly vouchers submitted accurately and on time

· (PM19) % of grant funds expended



	Objectives
	Activities planned to achieve this objective
	Staff/Partnership member(s) responsible
	Completed by

(month & year)

	
	
	
	

	
	
	
	


Attachment 12
Budget Template

Partnership Name:  ______________________________________________________________

Budget Period:  April 1, 2008 – March 31, 2009

CONTRACT AGENCY:  ________________________________________________________

Screening Goal: _______________________

Range of Infrastructure (From Attachment 4):  ____________________

	CATEGORY
	REQUESTED AMOUNT
	IN-KIND AMOUNT*
	TOTAL AMOUNT

	PERSONNEL
	% TIME ON THE PROJECT
	ANNUAL SALARY at 1.0 FTE
	 
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Fringe @ XX%
	 
	 
	 

	A. PERSONNEL TOTAL
	 
	 
	 

	OTHER THAN PERSONAL SERVICES (OTPS)
	 
	 
	 

	Travel
	 
	 
	 

	Postage
	 
	 
	 

	Public Awareness/Advertising**
	 
	 
	 

	Office Supplies
	 
	 
	 

	Printing & Copying
	 
	 
	 

	Equipment
	 
	 
	 

	Subcontract
	 
	 
	 

	Medical Supplies (fecal test kits, bowel prep)
	
	
	

	Performance Measure Withhold***
	 
	 
	 
	 
	 

	B. OTPS Total
	 
	 
	 

	C. TOTAL BUDGET****
	 
	 
	 

	* Match calculation:  In-kind total must be at least 50% of NYSDOH total (from line C)

	In-kind Contributions
	
	
	
	
	

	NYSDOH Infrastructure Total
	
	
	
	
	

	Percentage
	
	
	
	
	

	** Public awareness/advertising line cannot exceed 25% of OTPS Budget in NYSDOH column

	Percentage
	
	
	
	
	

	***Performance Measure Withhold: 10% of total amount requested
	
	

	**** Total Budget: C= A + B
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