	See, Test & Treat® Program Planning Checklist (It is suggested that programs should be held in April at the Earliest in order to ensure enough time for planning)

	Action
	Notes/Status

	GENERAL
	

	Identify priority population
	     

	Finalize location
	     

	Finalize date/dates and timing/timings for the event that works best for community. Consider holidays, weather, etc.
	     

	Identify a location/locations to hold the program
	     

	Confirm support of your institution/organization to host See, Test & Treat
	     

	Confirm support from the following areas:
1. Hospital/Community Health Center Administration
2. Medical Director
3. Pathologist / Pathology Department
4. OBGYNs
5. Any other Departments that will be involved in screenings
6. Laboratory
	     

	Identify and confirm participation of members of See, Test & Treat Working Group
	     

	Confirm program date with providers and Working Group
	     

	Hold kick-off meeting
	     

	Determine meeting frequency
	     

	Develop template agenda and work plan for Working Group meetings
	     

	Develop contact sheet with names and contact information for Working Group
	     

	Finalize testing services offered (See Supported screenings)
	     

	Confirm screening goal (# patients screened)
	     

	DONORS AND VOLUNTEERS
	

	Determine funding/items needed
	     

	Determine patient giveaways
	     

	Determine if patient transportation will be provided
	     

	Determine if children’s activities will be provided
	     

	Identify vendors who could possibly provide in kind and financial donations (See   Ideas/List of Local Funders to Contact for Support)
	     

	Approach vendors and foundations via email, letters and in person (as appropriate)
	     

	Determine volunteers and roles (e.g. runner, greeters, insurance advocates, etc.)
	     

	Determine if Interpreters are needed
	     

	Determine # of providers needed
	     

	Determine # of volunteers needed
	     

	Recruit volunteers and providers
	     

	Assign volunteers, staff and providers to their positions
	     

	Acknowledge your donors and partners (common practices include acknowledging on flyer, on website, through social media
	     

	Determine how your volunteers will be acknowledged (volunteer certificates are provided)
	     

	SCREENINGS
	

	Finalize # of appointments that will be offered per service
	     

	Confirm # examination rooms for screenings needed
	     

	Outline registration process to accommodate preregistered patients and walk-ins
	     

	Determine how See, Test & Treat registration and appointments will interface with your EMRs
	

	Map out how  the patients will navigate the program
	     

	Map out how abnormal results will be managed
	     

	Finalize who will oversee follow up care
	

	Identify program materials needed: banner, signage, etc.
	     

	Determine laboratory services and equipment (mammogram vans) needed
	     

	Coordinate flow for laboratory services needed
	     

	Arrange courier services if needed
	     

	HEALTH EDUCATION
	

	Determine where health education will primarily take place and who will conduct it. Topics addressed should include:
 - The importance of the screenings provided and what to expect 
- The role that pathologists play in these screenings 
- What an abnormal result means; and - Follow-up steps for abnormal results
	     

	Determine materials that will be utilized for health education
	     

	HEALTH FAIR AND OTHER ACTIVITIES
	

	Determine what other services you will be offering at your health fair and who would be able to provide those services
	     

	Prepare for Ask-a-Pathologist Table/pathology health education involvement
	     

	Contact Health Fair Vendors
	     

	Confirm food and other activities
	     

	Determine set up needed by Health Fair Vendors
	     

	MARKETING/OUTREACH
	

	Make a list of organizations and community leaders and businesses that you will conduct outreach through (see Outreach plan (editable template)
	     

	Determine best way to conduct outreach through the identified organizations, community leaders and businesses
	

	Determine social media plan for Facebook, Twitter, LinkedIn and Instagram
	

	Determine the best way to conduct INREACH through your existing patient base
	

	Draft template letter to invite news media, local politicians, community leaders, patient advocates or special guests
	     

	Develop media list: magazines; newspapers, including health reporters and calendar editors; radio; television; Internet; social media outlets; in-house publications, etc.
	     

	Create and send a SAVE THE DATE postcard
	     

	Create and send a FLYER to partners and patients 
	     

	Develop media alert for broadcast media
	     

	EXECUTION (1-2 months prior to program)
	

	Provide CAP Foundation with Hologic request form (at least 6 weeks prior to program)
	     

	Create program materials needed: banner, signage, etc.
	     

	Review 1 month outcomes, 3 month outcomes and 6 month outcomes report and determine data collection plan.
	     

	Review patient program evaluation, patient pre-registration questionnaire, patient liability form and media releases provided on Toolkit and determine whether they need to be modified
	     

	Determine where patient program evaluation, pre-registration questionnaire, patient liability form and media releases will be distributed and collected- look into digitizing the process when possible. 
	     

	Put together patient giveaways (Note: CAP Foundation will be providing 100 100 patient giveaways at the beginning of the year)
	     

	Create a floor plan and run of show for day of
	     

	Determine how a “wait list” can be utilized to ensure last minute cancellations do not result in unfilled appointments
	     

	Start marketing and registering patients approximately 1-1.5 months prior to program- OVERBOOK by 15-20% to make-up for no-shows.
	     

	Create Volunteer Schedule
	     

	Call/text patients to remind them about their appointments; send reminder postcards. 
	     

	Provide list of organizations and individuals that you would like acknowledged on your “Thank You Banner” to CAP Foundation (3-4 weeks prior to program)
	     

	Order food, supplies needed
	     

	Distribute See, Test & Treat tshirts (limited amount will be distributed at the beginning of the year)
	     

	Schedule volunteer orientation/walk through of program
	     

	Identify and confirm with at least one volunteer and one patient to interview regarding See, Test & Treat experience
	     

	Identify ways to obtain photos during the program (designated photographer? Have all volunteers take photos and upload them to a single site?)
	     

	Share photography shot list with photographers: Photography Shot List. Discuss media releases to seek permission for photographing patients. Discuss ways to identify patients that do not want to be photographed (eg, stickers, beads, bracelets, etc). 
	     

	Ensure signage is set up appropriately
	     

	Ensure volunteers/providers/staff know what time and where to check-in
	     

	Let volunteers and staff know that they will be asked for feedback by survey after the program
	     

	Distribute a contact sheet to volunteers and staff for inquiries
	     




