
Multiple files are bound together in this PDF Package.

Adobe recommends using Adobe Reader or Adobe Acrobat version 8 or later to work with 
documents contained within a PDF Package. By updating to the latest version, you’ll enjoy 
the following benefits:  

•  Efficient, integrated PDF viewing 

•  Easy printing 

•  Quick searches 

Don’t have the latest version of Adobe Reader?  

Click here to download the latest version of Adobe Reader

If you already have Adobe Reader 8, 
click a file in this PDF Package to view it.

http://www.adobe.com/products/acrobat/readstep2.html




 


 TOOL 1.3: Defining Program Goals 
 
This tool comes from one method of developing goals based on each activity that your 
navigation program is going to undertake from Bonner Foundation ( www.bonner.org). 
Each of these steps is broken down further in the worksheet below, which should be 
completed for each program goal. 
 
 


      
1) Describe a program activity  
Who will do it? With whom?  
When/how often/where/how? 
 
 


 
 
 
 
 


2) Define the desired result  
What happens as a result of this activity? 
 
 


 
 
 
 
 


3) Choose an evaluation measure  
What concrete indicators might you look at to 
determine if what you wanted to happen did 
actually happen? 
 


 
 
 
 
 


4) Define the standard of success  
What will change? How much? For how many 
people? Over what time period? 
 


 
 
 
 
 


5) Describe who will benefit  
What types of people will benefit?  
How will they benefit? 
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 TOOL 1.4: Questions for Other Navigation Programs 
 
Take a few minutes to brainstorm questions you will ask of other navigation programs in 
order to learn about how they are structured. The form below suggests a few questions that 
you may want to use: 
 
 
Questions for other navigation programs 
 
 
1) What problem(s) or barrier(s) was your navigation program designed to address? 
 
    _______________________________________________________________________________  
  
    _______________________________________________________________________________ 
 
 
 
2) How did you decide what the qualifications should be for your navigators? 
 
    _______________________________________________________________________________  
  
    _______________________________________________________________________________ 
 
 
 
3) To whom do the navigators in your program report? What kinds of oversight does that 
person provide? 
 
    _______________________________________________________________________________  
  
    _______________________________________________________________________________ 
 
 
 
4) Notes  
 
    _______________________________________________________________________________  
  
    _______________________________________________________________________________ 
 
    _______________________________________________________________________________  
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    _______________________________________________________________________________ 








 


TOOL 1.5: Program Activities by Domain 
 
 
Consider the extent to which your program goals involve activity in each of these domains, 
and what that suggests about how to structure your program. Use this tool to organize where 
you think specific navigation activities fit into the four domains. 
 
 


Domain 


 


Activities/Tasks of Patient 
Navigators 


Other Considerations 


Administrative 


 


 


 


 


 


Clinical 


 


 


 


 


 


Community 


 


 


 


 


 


Resource  
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 TOOL 1.6: Supervision Responsibilities by Domain  
 
Consider what the goals and activities you have defined for your Patient Navigator(s) 
suggest about where the Patient Navigator(s) fit into your organization’s structure. Refer 
back to tool 1.5 for the types of activities that your navigator will be performing, which may 
or may not require oversight. Then, use this tool to figure out what your supervision needs 
are within the four domains. 
 
 
 


      
Domain Supervision Needs Other Considerations 


Administrative 
  


Clinical 
  


Community 
  


Resource  
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TOOL 1.7: Budget Template 
Use this tool as a template for creating your own budget spreadsheet. This was adapted from 
www.cdc.gov/leanworks. Alter to fit your program needs or simply use the headings as a 
jumping off point to fill in your own template. 


    
Line Items Cash expense 


(represents a new cost to 
the organization that will 
have to come from 
internal or external 
resources) 


In-kind 
(reallocation of existing 
staff, shared budgets, or 
resources) 


Patient Navigator(s) salary   
Supervisor(s) salary   
Fringe benefits   
Duplication and Printing   


Educational materials   
Marketing materials   


Equipment and Maintenance   
Equipment purchase   
Computer/copier maintenance   


Marketing   
General media placement (radio, print, web, 
television) 


  


Postage   
Client mailings   
Overnight delivery services   
Marketing materials   


Utilities, Telecommunications   
Utility services   
Long-distance services   
Website service   


Supplies   
Office & meeting supplies   
Software   
Computer supplies   


Travel   
Staff meeting travel, lodging, and per diem 
for training/conferences 


  


Local travel to community meetings, etc.   
Other Direct Costs   


Meeting & event refreshments   
Patient Navigator training & tuition   
Transportation    
Evaluation expenses   


Indirect Costs (applied at organizational level 
to cover costs of shared resources) 


  


 
TOTAL 
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  TOOL 1.8: Program Launch Plan Template 
This tool will help you to develop an organized communications plan to present your program 
platform and Patient Navigators to all of the healthcare providers, organizations, and 
community and local agencies that you anticipate the Patient Navigators will be interacting 
with in the course of their work.  
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Program goal What is the overarching goal of the program? 
 
 
 


Communication 
objectives for all 
audiences 


What do you want everyone to understand about the new 
navigation program? 
 
 
 
 
 
 


Situation analysis What do the audiences currently know/believe about these 
issues? 
 
 
 
 
 
 


Resources available What resources are now in place, with the implementation of 
your program, to address these goals? 
 
 
 
 
 
 
 


Target audiences 
(primary) 
Potential target audiences: 
Patients/clients in need of 
navigation 
Healthcare providers 
Funders 
Community partners and 
resources 


What are the most important audiences to reach with your 
message about implementing a new navigation program? 
 
 
 
 
 
 
 
 
 
 
 
 







Three-point message 
(plan one for each 
specific target audience) 


Problem: 
 
 
 
Approach: 
 
 
 
Action: 
 
 
 
 


Strategies What outreach strategies and medical will best reach each of 
the target audiences? 
 
 
 
 
 
 
 
 
 


Channels What are the key communications channels you will use to 
implement those strategies? 
 
 
 
 
 
 


Evaluation 
measurements 


How will you determine if your launch strategy is succeeding 
in getting your message out to the audiences you have 
targeted? 
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  TOOL 1.1: Your program’s five why’s  
This tool is intended to make you stop and think about the five why’s in your program, even 
if you choose not to perform as a group activity at this time. Each why may lead in multiple 
directions, so this form represents a simplified approach to this technique. Feel free to record 
the information in ways that make best sense for your group. Add lines and take as much 
space as you need. 
 
 
 
1. _______________________________________________________________________________  
 
    _______________________________________________________________________________  
  
    _______________________________________________________________________________ 
 
 
 
2. _______________________________________________________________________________  
 
    _______________________________________________________________________________  
 
    _______________________________________________________________________________ 
 
 
 
3. _______________________________________________________________________________  
 
    _______________________________________________________________________________  
   
    _______________________________________________________________________________ 
 
 
 
4. _______________________________________________________________________________  
 
    _______________________________________________________________________________  
 
    _______________________________________________________________________________ 
 
 
 
5. _______________________________________________________________________________  
 
    _______________________________________________________________________________  
 
    _______________________________________________________________________________ 
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  TOOL 1.2: Resources & Stakeholders 
 
Take a few minutes to fill in this table of the specific resources your program might need and 
the potential local stakeholders who may be able to help. Add as many lines as you need to 
make a complete list of everything you can identify. 
 
 
 


      


What does your program need? 
(resources) 


Who might provide it? 
(potential stakeholders)  
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