














Attachment 4.3
NYSDOH Family Planning Program Work Plan Template and Instructions
Component 3
Family Planning Program Work Plan Instructions:  

1. The objectives and activities outlined in the work plan should reflect the overall program purpose and activities listed in the RFA.  
2. The work plan template on the following pages should be completed using a font size of at least 10 pt.

3. The work plan should cover the one-year period, January 1, 2011 – December 31, 2011.

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 the RFA and complete all columns.  See section 5.c below for definitions and examples of SMART objectives.

     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 uses to measure progress in achieving goals through program objectives.  The measures of effectiveness included in the RFA are based on available Family Planning Data (Ahler’s), and are not exhaustive.   Many measures of effectiveness may be required to fully assess progress toward an objective.  

Measures of effectiveness should be based on the available data.  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?

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 Family Planning Program and other government sources, Census data, participants completing a quiz during training and clients completing a service satisfaction survey.  
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.  

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 September 30, 2011, establish referral and service partnerships with 3 Community and Faith Based Organizations located in each high risk zip codes in your agency’s service area.  

· By March, 2011, conduct an agency wide in-service training for clinicians to promote the use of the “quick start” method of oral contraceptive for all negative pregnancy test clients.    

· By December 2011, develop an intensive care coordination program to serve all adolescents clients age nineteen and younger.

Examples of objectives that are NOT SMART:

· Reduce the incidence of STDs in adolescents by next month.

(Not achievable)

· Reduce the amount of HIV in women by June 2011.  

(Not specific or measurable)

· Create a family planning 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 member(s) responsible – Identify individual staff responsible for specific tasks within each activity.  

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.  

      Ask: What activities need to come first? When do we plan to have this finished? 
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