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How to use this workbook
	Bring this workbook and your approved work plan to staff meetings, partner meetings, quarterly reviews, and progress-report preparation.



Complete the worksheets during the kickoff session using one real activity from your plan.
Revisit the annual action plan whenever staffing, partners, timelines, or delivery methods change.
Use the evidence tracker throughout the year—not only when the progress report is due.
Document adaptations and barriers as they happen.
Keep the intended outcome visible when making implementation decisions.
My long-term “why”
By September 2031, I hope the following will be different in my community, organization, or partnerships:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
1. Contract-to-impact cycle
	Need and local context

	Five-year work plan

	Annual action plan

	Implementation

	Monitoring

	Evaluation

	Progress reporting

	Improvement and sustainability


↓
↓
↓
↓
↓
↓
↓
Reflection
Where does your team currently have the strongest system? Where is the greatest gap?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
2. Spectrum of Prevention quick reference
	Level
	Primary change
	Examples

	Strengthen individual knowledge and skills
	Change in an individual’s knowledge, confidence, skill, or ability.
	Education, coaching, skill practice, navigation.

	Promote community education
	Change in awareness, knowledge, or norms across a broader audience.
	Campaigns, fairs, media, community presentations.

	Educate providers
	Change in the knowledge or practice of professionals and trusted helpers.
	Provider training, toolkits, consultation, skill building.

	Foster coalitions and networks
	Change in coordination, shared action, relationships, or resource use.
	Coalition work, shared plans, coordinated referral or messaging.

	Change organizational practices
	Change in routine systems, services, procedures, or workflows.
	Screening workflow, documentation process, service integration.

	Influence policy and legislation
	Change in formal rules, policies, ordinances, or legislative conditions.
	Policy development, adoption, implementation, advocacy where allowable.


	Ask: What is this activity primarily designed to change? Then check whether it clearly supports the shared outcome.



3. Logic model cheat sheet
	Component
	Question
	Contract examples

	Inputs
	What we invest
	Staff, funding, time, partners, materials, data

	Activities
	What we do
	Train, educate, screen, convene, refer, develop policy

	Outputs
	What we directly produce
	Sessions, people reached, referrals, products, policies drafted

	Short-term outcomes
	Immediate changes
	Knowledge, awareness, confidence, skills, readiness

	Intermediate outcomes
	Changes in action or systems
	Behavior, practice, workflow, service use, policy adoption/implementation

	Long-term outcomes
	Broader conditions
	Health, quality of life, access, equity, morbidity or mortality indicators


My activity’s if–then story
If we have…
________________________________________________________________________________
________________________________________________________________________________
then we can…
________________________________________________________________________________
________________________________________________________________________________
which will directly produce…
________________________________________________________________________________
________________________________________________________________________________
so we expect the following short-term change…
________________________________________________________________________________
________________________________________________________________________________
which should support the following intermediate or long-term change…
________________________________________________________________________________
________________________________________________________________________________
4. Output or outcome?
	Outputs show effort and delivery. Outcomes show change.



	Example
	Activity
	Output
	Outcome/change

	Conduct two provider trainings
	☐
	☐
	☐

	Thirty-two providers attend
	☐
	☐
	☐

	Providers report increased referral confidence
	☐
	☐
	☐

	Develop a written screening policy
	☐
	☐
	☐

	The board adopts the policy
	☐
	☐
	☐

	Distribute 500 campaign cards
	☐
	☐
	☐

	More caregivers identify a trusted resource
	☐
	☐
	☐

	Convene a quarterly partner meeting
	☐
	☐
	☐


One output in my work plan that needs a corresponding outcome measure:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
5. Annual implementation planning worksheet
Selected Spectrum section: ________________________________________________
Five-year outcome: _________________________________________________________
Annual activity: ____________________________________________________________
Intended change
What change should this activity support this year?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Key steps
What must happen before, during, and after the visible activity?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Responsible people
Who owns each step? Who is the backup?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Partners and stakeholders
Who must be consulted, involved, or informed?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Priority population and reach
Who should be reached? How will they be recruited or engaged?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Resources
What staff time, materials, space, funding, expertise, or technology are needed?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Timeline and milestones
What are the dates, dependencies, and review points?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Documentation and evidence
What will show implementation, reach, quality, and change?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Potential barriers
What could interfere? What is the backup plan?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Approval or technical assistance
What must be clarified with leadership, program staff, or the nurse consultant?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
6. Implementation readiness checklist
	Domain
	Ready
	Needs attention
	Stop/clarify

	Purpose and alignment
The activity clearly supports the approved outcome and is placed under the appropriate Spectrum level.
	☐
	☐
	☐

	People
A lead, backup, and implementation roles are identified.
	☐
	☐
	☐

	Training and fidelity
Staff and partners understand the purpose, core content, roles, and documentation requirements.
	☐
	☐
	☐

	Priority population
The intended audience and recruitment or engagement approach are clear.
	☐
	☐
	☐

	Partners
Partner roles, communication, and deliverables are clear.
	☐
	☐
	☐

	Resources
Time, funding, materials, space, and technology are available or secured.
	☐
	☐
	☐

	Timeline
Major steps and decision points are scheduled.
	☐
	☐
	☐

	Evidence
Process and outcome evidence match the work-plan measure.
	☐
	☐
	☐

	Data responsibility
Someone is assigned to collect, store, summarize, and review the information.
	☐
	☐
	☐

	Contract requirements
Allowability, accessibility, plain language, privacy, and required approvals have been considered.
	☐
	☐
	☐

	Risks
Likely barriers and backup strategies are documented.
	☐
	☐
	☐

	Review rhythm
The team has a monthly or quarterly process for reviewing progress.
	☐
	☐
	☐


The first readiness issue our team will address:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
7. Barrier and adaptation log
	Document changes as they happen: what changed, why, who was involved, what core purpose was preserved, and what the result was.



	Date
	Barrier or opportunity
	Adaptation/response
	Who approved or participated
	Core element preserved
	Result / follow-up

	
	
	
	
	
	

	


	


	


	


	


	



	


	


	


	


	


	



	


	


	


	


	


	



	


	


	


	


	


	



	


	


	


	


	


	



	


	


	


	


	


	



	


	


	


	


	


	




Questions to ask before changing an activity:
What problem or barrier are we trying to solve?
What outcome must remain unchanged?
What part can change without weakening the pathway?
Who must be involved or approve the change?
How will we evaluate whether the adaptation improved implementation?
8. Evaluation planning worksheet
Activity: ____________________________________________________________________
Outcome and outcome measure: ___________________________________________________
	Type
	Evaluation question
	Indicator/evidence
	Who collects it?
	When reviewed?

	Process
	Did we carry out the activity as planned?
	


	


	



	Reach
	Did we reach the intended population and partners?
	


	


	



	Short-term change
	Did knowledge, confidence, skill, awareness, or readiness change?
	


	


	



	Intermediate change
	Did behavior, practice, workflow, referral, service, or policy change?
	


	


	



	Learning
	What helped, what interfered, and what should change next time?
	


	


	




	Start with the question. Collect the least burdensome evidence that can credibly answer it.



Data collection fit
Is the method appropriate for literacy, language, age, technology access, privacy, and accessibility needs?
Is the question neutral and understandable?
Will the information actually be used for reporting or a decision?
Is responsibility for data storage and review clear?
9. Progress-report evidence tracker
	Date/activity
	What was done
	Who/reach
	Output evidence
	Outcome evidence
	Barrier/adaptation
	Next step/TA need

	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	



	


	


	


	


	


	


	




Suggested review rhythm: brief monthly update and deeper quarterly review with staff or partners.
10. Progress-report narrative builder
What was planned?
Name the outcome, measure, method, and annual activity.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
What happened?
Describe the major implementation steps and how the activity was delivered.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
How much and who?
Report outputs, reach, priority population, and partner involvement.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
What changed?
Report the outcome evidence and explain what it means.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
What affected the work?
Describe barriers, facilitators, adaptations, and unintended outcomes.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
What comes next?
Identify improvements, follow-up, sustainability steps, and technical-assistance needs.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Quality check
Specific: Does the narrative identify who, what, when, and how much?
Evidence-based: Are claims supported by data or documentation?
Honest: Are limitations and barriers described without overstating results?
Improvement-oriented: Does the narrative explain what will happen next?
11. Sustainability planning
What should still exist, be routine, or be stronger by September 2031?
	Sustainability area
	What we will begin building now

	Policies/procedures
	



	Trained staff and backup capacity
	



	Partner ownership and coordination
	



	Reusable tools, materials, or data systems
	



	Leadership support and resources
	



	Evidence and communication of value
	




One Year 1 sustainability step:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
12. My 30-day contract action plan
	START  One activity or preparation step I will begin:
________________________________________________________________________
________________________________________________________________________



	PARTNER  One person or organization I will involve:
________________________________________________________________________
________________________________________________________________________



	TRACK  One piece of evidence I will collect:
________________________________________________________________________
________________________________________________________________________



	ANTICIPATE  One barrier I will plan for:
________________________________________________________________________
________________________________________________________________________



	ASK  One question or technical-assistance need I will raise:
________________________________________________________________________
________________________________________________________________________



Name: ___________________________________________    Date: _______________________
Person I will share this commitment with: ________________________________________
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