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Program Plan Instructions

A Program Plan is a plan of action aimed at accomplishing a clear business objective, with details on what work is to be done, by whom, when, and what means, or resources will be used. 

A Program Plan should be created for each contract using the following table format. All factors included in the Program Plan must be in agreement with the program description, budget and the funding amount. The Program Plan shall be included as an attachment to the proposal. 

Each program service or element may have up to three (3) goals.  Each goal should have its own objective(s).  

The Program Plan established by the provider will be incorporated into the contract.  It will be used as a monitoring tool by SCDJFS to measure compliance, establish program outcomes, and evaluate the program’s effectiveness and positive impact on the participant and the community. 

SCDJFS reserves the right to request changes to the Program Plan. 

Program Plan Items:

Agency Name: Enter the name of the Agency providing the service.

Program Name: Name of the program (For example: TAPS, Guardian Ad Litem, Family Stability Program, etc.). If you do not have a name for your program, please enter the service to be provided. 

Funding Source: TANF, TXX/TANF, TXX, TANF CCMEP, WIOA CCMEP or WIOA
 
Funding Amount: Requested amount for this contract that must equal the proposed budget on Budget Form A.

# to be Served: Enter the total number of unduplicated individuals you propose to serve this contract period. 

Contact Information: Name of person to contact regarding the Program Plan. Include their email address and phone number. 

Statement of Need: Please describe the problem that your program will attempt to address as it relates to Summit County. 
· What is the problem/need? How do you know it is a problem?
· Should be supported by current data (qualitative or quantitative)

Example: “According to the National Acme Education Center, 45% of middle school students across the nation do not have access to after-school programs, and in our state the figure rises to 58%. The same source also pointed out that our state education budget is being cut by 12%. These are trends that the students in our community must be able to overcome.”

Population to be Served: The target population and/or age group this program will serve, that meet all eligibility criteria. For example: pregnant teens, preschoolers aged 3 – 4 years old, youth aged 10 – 18 years and their family who have entered the justice system, etc.

Scope of Work: Define what work is to be done and how; include specific tasks and detailed information about your deliverables. 

Services or Elements to be Provided: Enter the services or elements in this contract. For example: case management, homeless prevention, legal services, behavioral interventions, information and referral, child safety items, work experience, tutoring, food distribution, infant mortality services, and early screening.

Program Service or Element Goal: A brief description of the goal of your program.
1. Be Specific – your goal should clearly define what you’re aiming to achieve. 
2. Must be Measurable – include an indicator of progress that will measure the goal’s success. 
3. Must be Achievable – what skills and tools are needed to accomplish the goal. 
4. Results-focused – should focus on results not actions
5. Time-bound – you need to specify the timeframe for reaching the goal from start to finish. 
Example: “To increase organic traffic to the web site from 35,000 visits per month to 100,000 visits per month by the end of December 2017.”

Goal Objectives: Each objective will be measurable and specific to the program goal. Well-written and clearly defined objectives help us monitor your progress. They are measurable steps and things you can control. 
Goal Example: To ensure that homeless women have access to meals daily by January 31. 
Objective 1: To locate a kitchen and eating space on a bus route that can serve 30 women by December 15. 
Objective 2: To recruit volunteers who will staff the kitchen for breakfast and dinner by December 30. 
Objective 3: To organize a regular donated food supply for breakfasts and dinners from local organizations and restaurants by December 30.

Hours of Operation:  Specifically state the days of the week and hours of operation for services. If your program participates in events, identify the date, begin/end times and location of each event(s). 

Responsible Staff Positions:  Identify the staff positions tasked with providing the service(s). If there is more than one position for the same position title, indicate this. For example: you propose to use 2 full time case managers and 1 part time administrative assistant to deliver services. 

Program Outcomes to be Measured: Your outcomes should reflect the expected resulted at the end of your contract period. What successes are you measuring for your program, quantify? Is it observable and/or measurable? The outcome must be measurable with documentation.  What is your service intended to achieve? Outcomes specify who or what is expected to change, what and how much change or benefit is expected, where the change will occur, and when.  Note: Outcomes generally begin with a verb like increase, expand, or improve. 
	
Measurement Tools and Internal Controls:  Indicate the materials or items used to track the measurement and internal controls. This includes a description of your internal control process. Examples: data collected from billing rosters, DECA or other assessments instruments, data reported on Monthly Reports, case file reviews and internal audits documentation.

Program Narrative:  Using the following guidelines, provide a concise, detailed narrative explaining your program for this funding. 
· Provide a detailed description of the program and provide information on how it will be implemented. 
· What services will be delivered and what results do you expect to bring about?
· How does this program serve Summit County?
· How will the goals of the program be achieved?
· What obstacles do you anticipate and how will you address them?
· Include information about the staff who will be working on this program; what is their role in the program?
· If you will be subcontracting or contracting outside your agency, what will their roles be in the program?
· How long or intense is the program?
· What are the different components involved?
· How will success or failure be measured?
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