

Table 1 – Plan Timeline
	Step 1: Preparation

	Step
	Progress/Outcome (Include Implementation Dates)

	Convene planning team.
	

	Complete Readiness Questionnaire.
	

	Identify and get commitment of facilitator(s). 
	

	Identify and brief essential partners.
	

	Identify communication strategies.
	

	Inform the catchment area of the process.
	

	Step 2: Listening

	Step
	
Progress/Outcome (Include Implementation Dates)

	Map out stakeholder groups and communication strategies.
	

	Create listening materials (e.g., survey, focus group questions, meeting agendas).
	

	Hold focus groups, surveys, listening sessions, etc.
	

	Compile results of meetings into themes.
	

	Reach out to missing voices.
	



	Step 3: Exploring Data and Identifying Priorities

	Step
	When 
	Progress

	Identify data needs based on themes from Step 2 themes.
	
	

	Collect data from appropriate sources.
	
	

	Lay out data into understandable format for the catchment area.
	
	

	Invite stakeholders to data discussions.
	
	

	Hold data discussions.
	
	

	Compile stakeholder data discussion into themes from Step 2.
	
	

	Prioritize needs.
	
	

	Step 4: Planning

	Step
	When
	Progress

	Identify possible services or strategies for meeting the need.
	
	

	Share priorities and possible service strategies with stakeholders.
	
	

	Coordinate stakeholder meeting logistics.
	
	

	Engage stakeholders in service delivery plan.
	
	

	Compile action plan into the assessment 
	
	






