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Implementation workplan
Project Title: 
Team Members:
Name
Project goals:
Goal
Last Updated: dd/mm/yyyy
	Implementation stage (Plan, do, sustain)
	Activity
	Deliverable
	Notes/considerations
	Start date
	End date
	Most responsible person
	Required resources
	Status (Not started, in progress, complete)

	List what stage of implementation your activity relates to.
	Identify specific tasks, strategies, or actions you will take to accomplish your goal.
	Define the outcome or result expected from the activity.
	Include any insight or contextual details relevant to each activity. 
	dd/mm/yyyy
	dd/mm/yyyy
	Name
	List any necessary tools, personnel, or budget items to support the activity.
	Change the status to reflect where the activity is at.
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Implementation workplan: Example
Project Title: Launch of new agency intake program 
Team Members:
Manager of Clinical Services (Implementation lead)
Intake Worker
Child and Youth Mental Health and Addictions Clinicians 
Communications Coordinator
Youth Advisor
Project Goals:
[bookmark: _Appendix_B]All staff use a standardized approach to intake and referrals within the agency.
Increase awareness of programs and services.
Increase accessibility to programs and services.
Decrease wait times.
LAST UPDATED: 15/06/2024

	Activity
	Deliverable
	Notes/considerations
	Start date
	End date
	Most responsible person
	Required resources
	Status (Not started, in progress, complete)

	Identify specific tasks, strategies, or actions you will take to accomplish your goal.
	Define the outcome or result expected from the activity.
	Include any insight or contextual details relevant to each activity. 
	dd/mm/yyyy
	dd/mm/yyyy
	Name
	List any necessary tools, personnel, or budget items to support the activity.
	Change the status to reflect where the activity is at.

	Plan

	Identify and build the capacity of champions.
	Key people within the agency have the knowledge and skills to support staff to facilitate change.
	Consider people closely aligned with this work – Intake Workers and clinicians.
Work with champions to develop a shared understanding of what a champion entails and the support they need to do this role well.
	
	
	Manager of Clinical Services
	Staff time
	

	Create resources to support the intake process.
	A standardized approach to intake has been outlined, and materials have been developed to support training and implementation.
	Consider different audiences and formats needed when creating resources.
Think through which partners (e.g. staff, young people) must co-develop specific resources.
Develop a communications plan.

	
	
	Manager of Clinical Services
	Staff time
Resource development budget (i.e. printing)

	

	Do

	Host staff town hall.
	An all-staff meeting has been hosted. The new program has been introduced, and time was provided for questions and answers.
	Work to message how this will impact staff and clients – visual and succinct.  
	
	
	Executive Director
	
	

	Provide training to all clinical staff.
	All necessary staff members have been trained.
	Identify which staff members are required to complete training. Work with these staff and managers to ensure proper timing and accessibility. 
Ensure champions are co-facilitating the training.
	
	
	Manager of Clinical Services
	Staff time
Meeting space
Training materials
	

	Sustain

	Hold implementation team evaluation meeting. 
	Analyze, interpret, and report on data findings.
Determine the effectiveness of the new intake process.
	
	
	
	Manager of Clinical Services
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