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1
Executive summary

1.1
Introduction

[Summarise the headline content of your project, its objectives and how you will achieve them. Also outline how the project links to the organisation’s business strategy and the wider equality and diversity agenda in the NHS.]

1.2
Key findings

[Summarise the outcomes for each of the three key stages below.]
· Where are we now?

· Where do we want to get to?

· How do we get there?

1.3
Recommendations

[Summarise recommendations on key steps for the organisation]

2
Purpose of the report

[Explain who the report is for and what you it to achieve.]

2.1
Terms of reference

[Briefly summarise your terms of reference for this work and describe the objectives in more detail.] 
2.2
Managing the project 
[Briefly describe resources used, any relevant issues and information sources that you used and your methods of working. For example, if you conducted a questionnaire explain that and who it targeted.]
3
Where are we now?

3.1
Audit tool results and actions
[Summarise the results of the audit tool and what they told you about your organisation. Outline any actions as a result of the tool. You may want to include your audit tool results in the appendix.]

3.2 Baseline assessment

[Describe how you did your baseline assessment, the key findings and what they mean for your organisation. Draw out the key themes from the assessment and results from the questionnaire. You may wish to include the full questionnaire and responses, plus other relevant sources, in the appendix.]
4
Where do we want to get to?

[This section summarises the results of your strategic analysis of the findings from your baseline assessment that will forms your gap analysis. It should not provide a record of the full analysis but should describe the outcome of that analysis. You may wish to state that readers can access the full analysis if required]

4.1
Objectives and outcomes
[Describe the broad objectives and outcomes and how they support your organisation’s strategic objectives]

4.2
Gaps and measures

[Explain the significant gaps identified and describe the measures you have chosen to identify whether you have achieved your objectives]
4.3 
Communications and buy-in
[Explain the communications methods you used to get buy-in across the organisation and with your board and stakeholders. You may wish to include feedback from key stakeholders.]

5
How do we get there?

5.1
Stakeholder analysis 

[Describe the results of your stakeholder analysis and your strategies for gaining support from key groups.]

5.2
Solutions and actions
 [Describe and prioritise the proposed solutions  and actions, taking into account their feasibility, suitability and acceptability. Include timeframes, milestones and who is responsible for achieving them.]

6
Monitoring and evaluation
[Explain how you will keep track of progress and how you will evaluate the success of your project.]

Appendix 
[Include any supporting evidence, such as questionnaires and gap analysis here.]
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