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Program Development Policy and Procedures

1. Purpose
This policy establishes a structured approach to developing, implementing, and evaluating programs at Links Community Centre. It ensures that programs are responsive to community needs, inclusive, and aligned with the Centre’s values of respect, transparency, empowerment, and collaboration.

2. Scope
This policy applies to all staff, volunteers, committees, and stakeholders involved in the planning, delivery, and evaluation of programs.

3. Program Development Cycle
Stage 1: Identify and understand community needs 
· Engage consumers through planned participation strategies.
· Investigate individual and group needs to inform service provision.
· Address barriers to participation by improving communication and access.
· Consult regularly with service users to track evolving needs.
· Collaborate with other services to support complex needs.
· Evaluate organisational context to ensure alignment with service delivery.

Stage 2: Develop inclusive and responsive programs
· Gather input from internal and external stakeholders.
· Involve service users in program planning and management.
· Respect individual differences and ensure rights and preferences are considered.
· Coordinate services across internal and external providers.
· Plan resources including financial, human, and physical needs.
· Establish systems and procedures to support program delivery.
· Develop evaluation methods and feedback mechanisms.
· Document program plans with clear priorities, timelines, and responsibilities.

Stage 3: Implement and monitor programs effectively
· Communicate roles and responsibilities to all stakeholders.
Provide training and support for successful implementation.
· Track service delivery against objectives and budgets.
· Use feedback from users to guide ongoing improvements.
· Resolve issues in service delivery using established procedures.
· Maintain accurate documentation of program activities.

Stage 4: Evaluate and Improve Programs
· Assess program outcomes against objectives.
· Collect and analyse feedback from users and stakeholders.
· Adapt programs to meet changing needs within policy and budget constraints.

4. List of Supporting Templates 
To ensure consistency and quality across all stages of the program development cycle, the following templates are available and must be used where applicable:
	Template Name
	Purpose

	Consumer Engagement Meeting Agenda Template
	Used to structure stakeholder consultation and planning meetings.

	Program Plan Template
	Documents the initial design, objectives, resources, and timelines.

	Program Monitoring Report 
	Documents progress against planned activities and identifies emerging issues or risks during program implementation.

	Implementation Report Template
	Captures responses to challenges and adjustments made during delivery.

	Evaluation Report Template
	Summarises outcomes, feedback, and recommendations post-program.

	Consumer Feedback Form Template
	Collects input from service users to inform evaluation and future planning.
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