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Program Monitoring Report
	Date and Time
	

	Program Title
	Provide the title of the program. 


	Participants

	List names of participants and stakeholder roles.




	Introduction and Purpose
	For example: To monitor the service program’s progress after 3 months of implementation, assess performance against objectives and budget, and address any issues or required adjustments.




	Progress Against Objectives

	What has been achieved? What outcomes have been met so far?)




	
Client and Stakeholder Feedback
	Summarise feedback received – both positive and areas for improvement.




	Budget Monitoring
	Are you within budget? Any financial concerns?




	Stakeholder Roles and Responsibilities
	Has everyone completed their tasks? Any gaps in role clarity?




	Identified Issues or Challenges
	Consider low attendance, access issues, communication barriers and complaints.




	Workplace Contingencies
	Summarise any challenges identified and how your team responded.







	Solutions / Adjustments Required 
	What changes will you make moving forward?




	Decisions Made
	List any agreements, changes or new actions.




	Training Summary
	Provide a summary of topics covered in the training session and identify any additional actions that may be required below in the ‘Follow-up Actions’ section




	Follow-Up Actions / Responsibilities
	Include names and deadlines for any follow-up work.




	Summary of Responsibilities 
	Provide a summary of which person completed which parts of this program plan evaluation (include each group members name and student ID, with the title of the section/s that they completed. 
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Date and Time   

Program  Title  Provide the title of the program .      

Participants    List  names of participants and stakeholder roles.        

Introduction and  Purpose  For example:   To monitor the service program’s progress after  3 months of implementation, assess performance against  objectives and budget, and address any issues or required  adjustments .        

Progress A gainst  Objectives    What has been achieved? What outcomes have been met so  far?)        

  Client and Stakeholder  Feedback  Summarise feedback received  –   both positive and areas for  improvement .        

Budget Monitoring  Are you within budget? Any financial concerns?        

Stakeholder Roles and  Responsibilities  Has everyone completed their tasks? Any gaps in role clarity?        

Identified Issues or  Challenges  Consider  low attendance, access issues, communication  barriers   and   complaints .        

Workplace  Contingencies  Summarise  any  challenge s   identified   and how your team  responded .        

 

