
Work Plan Template

	County:
	     

	Contact Person:
	     

	Phone:
	

	Email:
	


Instructions:  This template provides a structure for you to create a customized Linkages Work Plan. This customizable Work Plan assumes a 12-month planning horizon.
How to use this template:

1. Fill in your county’s name and contact person information at the top of this page in order to establish a point person who can be contacted for updates or feedback about the work plan.

2. There are 12 potential topic areas organized into 3 categories of planning in the Work Plan template. Use the guidance in the Linkages Toolkit (Assessment & Planning Toolkit) in dialogue with your Linkages Implementation Team to determine which topic areas are most relevant for your county to address in order to move your Linkages effort forward.

3. Customize the template to meet your needs. For example, if you identify more than one implementation objective for a given topic area, then just insert another table to reflect that change. Likewise, if you come up with a new topic area (e.g., “leadership development”), insert another table and document your plan for this new topic area.  Consider the template a baseline structure from which you can build a work plan to suit your unique needs.

4. Using input from your Linkages Implementation Team, complete the template with the details of your county’s Work Plan.

5. Use the Work Plan as a tool to communicate with management.

Caution: Remember you are planning for a one-year time horizon, so think carefully about expanding your plan across too many topics.  Set your priorities, so that you can accomplish what’s really important within a 12-month timeframe.
Step #1 – Identify the overall results your County wants to accomplish through coordination of CalWORKs and Child Welfare Services.

	GOAL [What overall result does your county want to accomplish with your Linkages program this year?] (type below)

	     



Step #2 – Build your work plan using the following Work Plan Topic Areas. Check as many boxes as needed to meet your Linkages Goal for this year.  

	WORK PLAN TOPIC AREAS

	Program Expansion or Renewal ↓
	Practice Development ↓
	Administration ↓

	 FORMCHECKBOX 
 Strategic Direction
	 FORMCHECKBOX 
 Client Identification
	 FORMCHECKBOX 
 Project Management

	 FORMCHECKBOX 
 Target Population
	 FORMCHECKBOX 
 Information Sharing
	 FORMCHECKBOX 
 Staff Training

	 FORMCHECKBOX 
 Infrastructure of Coordination
	 FORMCHECKBOX 
 Coordinated Case Planning Protocols
	 FORMCHECKBOX 
 Funding

	 FORMCHECKBOX 
 Communication
	 FORMCHECKBOX 
 Confidentiality
	 FORMCHECKBOX 
 Outcomes Evaluation

	 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
 Other:      


Step #3 – For each Work Plan Topic Area selected above, fill out the following information in the table below. Your Work Plan will consist of a series of these tables, one completed for each Work Plan Topic Area checked in Step #3. Please type in the name of the topic area at the top. Then type in the implementation objective and expected target date.  Finally, fill in the action steps, including the individuals or teams responsible for completing each step and the due dates.  

	Work Plan Topic Area:      

	Implementation Objective:  [A year from now, what is being accomplished in this topic area?]      
	Target Date:      

	What are the Action Steps to be taken?
List below.
	Who is Assigned to this Action Step? 
	Due Date:

	1. 
	     
	     

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


Customize Your Work Plan:  To add another section to your Work Plan, copy the blank table below and paste it into your work plan template above.  Repeat as needed to complete work planning for all Topic Areas selected in Step #2.

	Work Plan Topic Area:      

	Implementation Objective:  [A year from now, what is being accomplished in this topic area?]      
	Target Date:      

	What are the Action Steps to be taken?
List below.
	Who is Assigned to this Action Step? 
	Due Date:

	1. 
	     
	     

	2. 
	
	

	3. 
	
	

	4. 
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