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PROGRAM PLAN TEMPLATE

Program Title:

Target 
Audience:

Background:

Objectives:

Scope:

Accessibility 
Adaptations or 
Considerations:

Cultural 
Considerations: 

Required 
Resources:

Budget:

Stakeholders:

Promotion:

Evaluation: 


	Enter the planned name for the program: Enter the planned name for the program.
	Enter the target audience for the program: Enter the target audience for the program.
	Enter the relevant background information for the project: 
	 For example, where the idea came from and: Enter the relevant background information for the project. For example, where the idea came from and reasoning for delivering the program with support from research if applicable.

	Library Outcomes, Literacy Outcomes and General Capabilities: Library Outcomes – Links to library strategic plans or other sources relevant to library service
Literacy Outcomes – Reflects the literacy learning outcomes for participants of the program
General Capabilities  – Consider how the program links to and develops the Australian Curriculum General Capabilities.
	Enter summary information about when, where, and how often the program will be delivered as well as : Enter summary information about when, where, and how often the program will be delivered as well as what will be delivered.
	Accessibility Adaptations or Considerations: Enter any ideas for how to support accessibility.
The Accessible Events guide for organisers, developed by the Meetings and Events Industry of Australia and the Human Rights and Equal Opportunity Commission, is designed to help organisers to ensure that events are accessible for people with disabilities.
Also consider the accessibility of any online promotional material – try to conform with W3C’s Web Content Accessibility Guidelines. 
	Enter any ideas for how to demonstrate cultural respect: Enter any ideas for how to demonstrate cultural respect.
	Enter all resources required to deliver the program: Enter all resources required to deliver the program.
	Enter approximate costs required to deliver the program: Enter approximate costs required to deliver the program.
	Enter all people involved in the project, including internal and external stakeholders such as poten: Enter all people involved in the project, including internal and external stakeholders such as potential partners and participants. If known, outline their involvement in the project.
	Enter the methods used to promote the program: Enter the methods used to promote the program.
	Evaluation: Enter the methods used to evaluate the program.
Consider using short-term evaluation – for attendance figures, feedback from participants etc; and long-term evaluation – for the impact of the program, including changes in behaviour or progress made as a result of participation. 
Tips for evaluation are included on page 16 of this toolkit.
The Australian Institute of Family Studies (AIFS) has a useful step-by step guide.


