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[bookmark: _Toc22794357]Project Details
1. [bookmark: _Toc22794358]Overview
Host/Lead Health Service:
Project Executive Sponsor: 
Partner Health Service/s:
Project Lead:
Commencement date:
Completion date:
1.1. [bookmark: _Toc22794359] Tumour streams involved
	|_|
	Breast
	|_|
	Central Nervous Systems

	|_|
	Colorectal
	|_|
	Genitourinary

	|_|
	Gynaecology
	|_|
	Haematology

	|_|
	Head & Neck
	|_|
	Lung

	|_|
	Skin/Melanoma
	|_|
	Upper GI

	|_|
	All


1.2. [bookmark: _Toc22794361]Alignment to WCMICS operational goals
	|_|
	Improve the adoption of quality cancer care closer to home by actively supporting Home Based Cancer Care or Care Closer to Home programs





[bookmark: _Toc22794362]Project Plan
2. [bookmark: _Toc22794363]Background & rationale
Include a short history outlining how the project has come into being, and from where the authority and drive for it comes (this will include details of the Project Sponsor). Articulate the reason why the project is being undertaken by including a ‘problem statement’ and clearly identify the impact/benefits (ie. # patients will benefit). Also include details of linkages with other work – specifically, how this initiative supports/aligns other projects/programs or how other project(s) rely on the benefits or outputs of this project.




3. [bookmark: _Toc22794364][bookmark: _Hlk22663597]Methodology
3.1. [bookmark: _Toc22794365] Aims & objectives
Detail the overall project goal/s and objectives of this project.  Objectives should be SMART (specific, measurable, achievable, realistic and time limited). An objective specifies what the project is trying to achieve. 
e.g. To [improve/increase/enhance/etc.] something by [x amount], by [date].


3.2. [bookmark: _Toc22794366] Outcome measures
What you need to measure to show impact against the project aim and objective/s 
e.g. Processing time for referrals received; cost reduction; success rate etc.
1.
2.
3.
3.3. [bookmark: _Toc22794367] Process measures
What you need to measure to show project is progressing as planned. Should be reported on in the interim report at the halfway point of the project.
e.g. Number of surveys received, number of clinicians engaged, % of patients with complete data.  
Can also be based on achievement of project deliverables as listed below.
1.
2.
3.

3.4. [bookmark: _Toc22794368] Deliverables
Detail the outputs that will result from this project. Deliverables are tangible things that the project will produce to enable the objectives to be achieved.
e.g. Patient education pamphlet, new process for referrals etc.

	Deliverables
	Timeframe

	Project Commencement
	Due 

	
	Due

	
	Due 

	
	Due

	Interim report 
Brief summary of progress against the project plan – template to be provided by WCMICS
	Due 

	
	Due

	Final project report
· Executive summary
· Project background, aims, method, results/outcomes
· Communication and dissemination outcomes
· Recommendations and sustainability plan
· Final budget/financial acquittal
· Relevant attachments
	Due 


3.5. [bookmark: _Toc22794369] Scope
The scope covers the boundaries of the project and should contain ‘inclusions’ (tasks that are included in the project) and ‘exclusions’ (tasks that may appear related to the project but are not within the agreed scope)
Inclusions:
· 
· 
Exclusions:
·   
· 
3.6. [bookmark: _Toc22794370] Project approach & milestones
Describe the high level project approach detailing how the project deliverables will be achieved.  

	Stage
	Description
	Strategies
	Timeline
	Outputs

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     



Complete *Gantt Chart which includes the project milestones and timelines. 







4. [bookmark: _Toc22794371]Project management
4.1. [bookmark: _Toc22794372] Governance 
Clearly detail how the project will be managed and governed, including the role of the Project Lead, WCMICS Directorate, consumers and/or any specifically appointed project staff.  Also include the responsibilities of the host health service, any partner organisations and project steering and working groups where applicable.
	Who
	Project Position
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



4.2. [bookmark: _Toc22794373] Reporting 
What is the reporting and/or steering/working group meeting frequency, format and to whom?

4.3. [bookmark: _Toc22794374] Risks
Record all project risks, assumptions, dependencies, and constraints on the project, so that all stakeholders have the same understanding of these factors while working through the project. 

	Risk / Issue
	Impact on the project
	Mitigation Strategy
	Likelihood
(almost certain, likely, possible, unlikely, rare)
	Consequence
(severe, major, moderate, minor, negligible)
	Risk Rating
(low, medium, high)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4.4. [bookmark: _Toc22794375] Communication strategy & stakeholder engagement
Complete Communication Strategy and Stakeholder Engagement template 







Project Plan - WCMICS Grants Program 
3
5. [bookmark: _Toc22794376]Sustainability
Describe how you will ensure the project successes are maintained and monitored
	Strategies/Actions
How will we achieve this? 
Note all significant steps needed
	Person(s) Responsible 
	By When 

	Resources Required 
What non-staff resources do we need?
	Indicators of Success 
How will we measure our progress?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




6. [bookmark: _Toc22794377]Budget
See budget template (excel)



7. [bookmark: _Toc22794378]Approval
7.1. [bookmark: _Toc22794379]Project Sponsor
I support and endorse this WCMICS-funded project. I undertake to ensure participation of relevant hospital personnel and support the use of hospital resources for the project. 

Name

Position

Signature
7.2. [bookmark: _Toc22794380]Lead health service CEO
I support and endorse this WCMICS-funded project. I undertake to ensure participation of relevant hospital personnel and support the use of hospital resources for the project. I confirm the organisation listed below will act as the project site for this project and will accept responsibility for the administration of funds provided by WCMICS under the project. 

Name

Position

Signature

7.3. [bookmark: _Toc22794381] Partner organisation representative 
(If required. Duplicate this section if there are multiple partner organisations)
I support and endorse this WCMICS-funded project. I undertake to ensure participation of relevant personnel from my organisation and support the use of my organisation’s resources for the project as described in this project plan. 

Name

Position

Signature





*Attachments for submission with Project Plan:
· Gantt Chart 
· Communication Strategy & Stakeholder Engagement Plan


[bookmark: _Toc22794382]References
APA style – See this link for details.





[bookmark: _Toc22794383]Conditions of grant funding
Funding will be allocated to the above described project on the basis that: 
· The project has been approved for funding by a panel comprising of WCMICS Clinical Management Advisory Committee and WCMICS Governance Committee representatives, with any specific conditions specified by the review panel having been met;
· The project has hospital-wide support and has been endorsed by the applicant’s Project Sponsor, and the CEO of the lead organisation. The project will be conducted in accordance with the methodology and timelines stated within the project plan and the conditions stipulated in the WCMICS 2022/23 Funding Guidelines.  Any deviation in the project from the original submission must be discussed with, and agreed to in writing, by the WCMICS Directorate;
· Ethics applications (where necessary) are submitted in line with local requirements;
· Project update reports will be provided by the Project Lead as per the agreed project plan, and upon request to the WCMICS Directorate for communication to the WCMICS Governance Committee;
· The Project Lead agrees to actively engage and participate in WCMICS-organised Communities of Practice for Funding Program participants;
· An Interim Progress Report and Final Report will be submitted to the WCMICS Directorate at the project mid-point and completion, respectively; 
· Information on the project, including any tools/resources developed, will be made available on request to the WCMICS Directorate to enable promotion of the Funding Program and information sharing with other organisations; and
· Oral, poster presentations and/or journal manuscripts about the project acknowledge WCMICS as the project funding source.

image1.png
VICS i
CANCER SERVICE




image2.emf
double click


double click
Project Name Here..





				Gantt Chart

				[insert project title]





				Task		Date (week beginning)

						Week #		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		32		33		34		35		36		37		38		39		40		41		42		43		44		45		46		47		48

						Insert phase of project here..

				1		Insert task here..

				2		Insert task here..				Fill colour to indicate when accomplishing task

				3		"

				4		"

				etc.		Task output e.g. gap analysis complete, interim report ssubmission

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Task output e.g. service mapping summary, gap analysis report

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Task output e.g. service mapping summary, gap analysis report

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Add more rows if needed here..





image1.png

VICS i
CANCER SERVICE







Microsoft_Excel_Worksheet1.xlsx
Project Name Here..





				Gantt Chart

				[insert project title]





				Task		Date (week beginning)

						Week #		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		32		33		34		35		36		37		38		39		40		41		42		43		44		45		46		47		48

						Insert phase of project here..

				1		Insert task here..

				2		Insert task here..				Fill colour to indicate when accomplishing task

				3		"

				4		"

				etc.		Task output e.g. gap analysis complete, interim report ssubmission

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Task output e.g. service mapping summary, gap analysis report

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Task output e.g. service mapping summary, gap analysis report

						Add more rows if needed here..



						Insert phase of project here

						Insert task here..

						Insert task here..

						"

						"

						Add more rows if needed here..





image1.png

VICS i
CANCER SERVICE







image3.emf
double click


double click
[image: A picture containing text

Description automatically generated]



Communication Strategy and Stakeholder Engagement Plan

Section 1: Communication strategy

Detail how the project progress and outcomes will be communicated to relevant stakeholders and list all relevant project stakeholders. Please also detail any collaboration between WCMICS hospitals/health services.

		Communication action

		Key messages

		Target audience

		Timing

		Responsibility



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		










Section 2: Consumer engagement

Detail how the project will consult with consumers throughout its duration.
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		Section 3: Stakeholder analysis and engagement plan 





		Stakeholder

		Stakeholder Involvement

		What is their interest in the project?

		What is the strategy for gaining buy in?

		What is the plan for their ongoing involvement in the project?                                  *refer to methods of engagement



		

		· 

		

		· 

		· 



		

		

		

		

		



		

		· 

		

		

		



		

		· 
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Stakeholder Involvement

A

Essential

B

Important

C

Desirable





*Methods of engagement



		Inform

		Consult

		Involve

		Collaborate

		Empower



		Fact sheet and website

		Surveys

		Multi-stakeholder forums

		Reference groups

		Integration of stakeholders into governance structure



		Bulletins and letters

		Focus groups

		Advisory panels

		Small joint projects 

		



		Formal reporting documents

		One-to-one meetings and interviews

		Consultative committees

		Partnerships

		



		Public forums, launch, presentations

		Public meetings and workshops

		Participatory decision making processes



		Media release, local advertising

		Online feedback and discussion

		Workshops 
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Communication Strategy and Stakeholder Engagement Plan

Section 1: Communication strategy

Detail how the project progress and outcomes will be communicated to relevant stakeholders and list all relevant project stakeholders. Please also detail any collaboration between WCMICS hospitals/health services.

		Communication action

		Key messages

		Target audience

		Timing

		Responsibility



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		










Section 2: Consumer engagement

Detail how the project will consult with consumers throughout its duration.
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		Section 3: Stakeholder analysis and engagement plan 





		Stakeholder

		Stakeholder Involvement

		What is their interest in the project?

		What is the strategy for gaining buy in?

		What is the plan for their ongoing involvement in the project?                                  *refer to methods of engagement



		

		· 

		

		· 

		· 
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