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WESTERN AUSTRALIAN HEALTH PROMOTION FOUNDATION

ANNUAL/FINAL REPORT GUIDELINES (GREEN)

HEALTH PROMOTION PROJECTS – OVER $5,000

Please complete and attach this form to your report

General Instructions

Your report should be in three parts.  Part A (instructions over page) is a short report that allows you to present comments on the planned health promotion objectives and strategies and the extent to which objects were achieved and strategies were successful.

Part B is a statistical evaluation form in questionnaire format.  This portion will enable Healthway to assess its effectiveness overall.  You should read through Part B carefully before completing the questions.

Please also include supporting documentation with your report, such as photographs, videos, copies of promotional materials, media publicity and survey questionnaires used in the project.

Report Checklist


Part A attached





Part B attached

Included:

Photographs/Videos





Promotional Material

Media Publicity








WESTERN AUSTRALIAN HEALTH PROMOTION FOUNDATION

ANNUAL/FINAL REPORT GUIDELINES (GREEN)

 HEALTH PROMOTION PROJECTS - OVER $5,000

PART A

Please provide a short report using the following headings.  Use brief point form.

1. OBJECTIVES AND TARGET GROUP

2. STRATEGIES (explain how successful the strategies were in achieving objectives)
3. TIMELINE (including commencement and completion dates)

4. BUDGET (Please attach the required financial statements – Please refer to the “Guidelines for Financial Reporting and Accountability” provided. The financial statements must be signed by the responsible officer)

5. EVALUATION (include comments on evaluation of project materials and results of any promotional, educational, structural and community development activities.  If you conducted a survey as part of your evaluation, comment on the process and any problems etc)

6. OTHER RESULTS (any other anecdotal, qualitative or quantitative results of the project not covered in Part B)

7. COMMENT ON RESULTS  MEASURED AGAINST OBJECTIVES (plus comment on any other unexpected outcomes)

8. COMMENT ON THE IMPLICATIONS OF YOUR WORK FOR HEALTH PROMOTION

For Final Report add Points 9 and 10:

9. COMMENT ON HOW YOU PLAN TO DISSEMINATE YOUR PROJECT FINDINGS 

10. COMMENT ON HOW YOUR PROJECT WILL CONTINUE NOW HEALTHWAY FUNDING IS FINISHED 

ANNUAL EVALUATION REPORT – GREEN
HEALTH PROMOTION PROJECTS - OVER $5,000

PART B















enter the 4 or 5-digit number




FILE NO:



written on your letter of
                   CESH







offer from Healthway

                   (Healthway use only)

PROJECT TITLE:_____________________________________





​

ORGANISATION:___________________________________








CONTACT PERSON:_________________________________PHONE:_____________















HOW MANY YEARS IS THIS PROJECT FUNDED BY HEALTHWAY?     




WHICH YEAR (1, 2, 3 etc) DOES THIS REPORT COVER?


INSTRUCTIONS FOR PART B

Please ensure that this form is returned along with part A and any supporting materials from the project


These questions have been designed for use with a wide range of health projects. For this reason, not all questions are applicable to all projects. You should not be concerned if one or more questions do not apply to this project.  Please answer as many questions as possible.









Your answers to these questions will be used by Healthway to evaluate the effectiveness of its funding programs as a whole.  It is very important that in answering the questions you provide a FAIR AND ACCURATE account of the project.  It is not expected that every project will be perfect, so please do not exaggerate any claims of success, as this will only detract from your credibility, and that of Healthway.








©  Western Australian Health Promotion Foundation and The University of Western Australia 1997.  Developed for Healthway by the Health Promotion Evaluation Unit, Department of Public Health and Graduate School of Management, The University of  Western Australia.  Revised  2001.

1. POPULATION REACH
1.3  Other Participants

Please record the number of people involved in or exposed  
Excluding people who were active participants,

to the project by answering questions 1.1 to 1.3 below.
(recorded in 1.2),  how many other people were involved 

in or had contact with the activities of the project?

1.1 Organisers







Other participants may be family members or associates
How many people directly associated with the project, were
who are involved by supporting active participants; or 

involved in the organisation, delivery or presentation of the
people attending a launch, conference or event as audience

activities? Include all staff, other professionals, trainers,
          members.

presenters, volunteers and committee members etc.

 

Please do not include people watching on television.

Write actual number 
Write actual number

(e.g. 10)

1.1a   Is this number:-                                         Tick one







 


1.3a   Is this number:-

Estimated?
1





Tick one


Estimated?
1

or  



or
        Actual?
2



Actual?
2

In questions 1.2 and 1.3 that follow, please record the actual
number of people who participated.  For a series of events,

this means the total number who attended - even if you know

that many of these people attended more than one event

throughout the series.

Do not include people whose only exposure to the project was

through reading a leaflet or poster, or watching television.

1.2 Active Participants
Excluding organisers and people recorded in 1.1, how many

other people actively participated in the activities of the

project?

Active participants may be adults or children, depending on the

project. Include participants such as people attending training 

courses or workshops, people using interactive resources or

equipment, or people participating in activities at a health event. 











Write actual number






1.2a    Is this number:-
















         Tick one

Estimated?
1

or


Actual?
2

2. MEDIA PUBLICITY
2.2  Print

Did the project result in any publicity, advertising or news 
On how many occasions did advertisements, articles or


coverage, in the print, radio, television or other
editorial coverage (paid or unpaid) about the project
media?                                              
appear in:-
   Tick one

Write the actual number of different articles or items 

No (Go to question 3)
1
published, NOT the total number of publications printed or distributed                                    (none =0)

or











In-house or association






Yes (Answer questions 2.1–2.4)
2
journals, newsletters or





magazines






 

2.1  Did the project include a paid advertising campaign?
Local print media (incl.



community newspapers)




  Tick one


No (Go to question 2.2)


1
State print media e.g.

or
The West Australian,


The Sunday Times

Yes (Answer questions 2.1a and b)
2


National print media (incl.


national newspapers and

2.1a  Which media were used in the paid advertising campaign?
magazines) e.g. The






Australian

No
 Yes

2.3  Radio
National Newspapers
1
2




On how many occasions was coverage or advertising of

State Newspapers


the project (paid or unpaid), heard on:-

e.g. The West Australian
1
2

 Write actual number (none=0)

Community newspapers
1
2
Major radio stations




(ABC,  6PR, Triple J,

Television
1
2
PMFM, 94.5, 96.1, 98.5)


Radio
1
2
Minor radio stations




(All except those above)

Cinema advertising
1
2







2.4 Television
Internet
1
2

On how many occasions was coverage or advertising of   the project (paid or unpaid), seen on:-


2.1b  What was the total length of time of the paid


advertising campaign in each of the following media?




          Write actual number (none=0)



For example, if the campaign ran on the radio for 2 weeks in
Major television stations

the first half of the year and 3 weeks in the second half of the
         (ABC, Channels 7,9,10)
year, the total length of time for radio exposure would be 5 

weeks.
Minor television stations


(ABC, (GWN, SBS, Access 31, WIN)



Newspapers
weeks (in total)







Television
weeks (in total)
IMPORTANT:  Please enclose copies of all


newspaper
 clippings and if possible, transcripts/

Radio
weeks (in total)
videos, or other coverage.













Cinema advertising
weeks (in total)

















Internet
weeks (in total)


3. PUBLICATIONS 




  5. HEALTHY ENVIRONMENTS
Has the project resulted in any in-house newsletter, article,
The following information is needed to plan and assess the
    
report or paper describing its results?
role of Healthway in promoting healthier environments.


Tick one
Please answer all of the questions 5.1 to 5.6 by ticking the
 


No (Go to question 4)
1
appropriate box.


or






 


5.1 Smoke-free areas
Yes (Answer questions 3.1 and 3.2)
2

What effect, if any, did the project have on providing
3.1 In-House Newsletters
smoke-free areas?







  Tick one only

How many separate articles on the project have appeared in
Smoke-free areas were not applicable or the
any in-house newsletters in total? (i.e.newsletters for donors,
project had no effect on the provision of smoke-
1

members or staff of the organisation)
free areas (e.g. already provided or not introduced)









Write actual number
Smoke-free areas were provided due to this

of different articles
project and were short-term only
2


NOT number of 







newsletters printed
Smoke-free areas were provided due to this


project and will continue in the future
3
3.2 Reports and Scientific Papers                     


How many separate reports and papers have arisen from the
5.2 Safe alcohol practices
project in total (include all reports and papers submitted to,
in press or published in journals)?
What effect, if any, did the project have on the provision

of low or non-alcohol beverages or other safe alcohol serving

practices?
Write actual number







   Tick one only


Safe alcohol practices were not applicable

or the project had no effect on the provision
1

of safe alcohol practices (eg already provided
4. COMMUNITY INVOLVEMENT IN PROJECT
or not introduced)

    PLANNING AND IMPLEMENTATION 


Safe alcohol practices were implemented due to
Some projects have a community involvement component.
this project and were short-term only
2

This means that people in the local community, who were








not associated with your own organisation or group, were
Safe alcohol practices were implemented due to


involved in planning and running the project.
this project and will continue in the future
3

For example the 'community' may include people
5.3 Sun protection measures
targeted by groups for your project, e.g. school students,
or members of an ethnic group.
What effect, if any, did the project have on sun protection

measures, such as policies on the use of hats or sun screen,
Please tick the response below that best describes the
the time of day spent outdoors, or the use of shaded outdoor

project.
areas?

Tick one

Tick one only

The project had no community involvement
Sun protection measures were not applicable
or community involvement was planned
1
or the project had no effect on the provision
1

but did not happen 
of sun protection measures (eg already


provided or not introduced)

The community was involved in the project either


through consultation or surveying community 
Sun protection measures were implemented 
2


members for their ideas; or community 
2
due to this project and were short term only



members were involved in organising or


running the project.
Sun protection measures were implemented due


to this project and will continue in the future
3


5.4  Healthy food choices 
6.  EDUCATIONAL ACTIVITIES













What effect, if any, did the project have on the provision
Did any educational activities take place as part of the

of healthy food choices such as low fat, low sugar and low 
project? Educational activities are interactive activities

salt choices, provision of fresh fruit and vegetables or lower 
involving personal communication about a health issue

prices for healthy options?
between the people delivering the project and the participants.







Tick one only

Healthy food choices were not applicable 
These include classroom presentations and discussions,
or the project had no effect on the provision 
1
training workshops, demonstrations,  health check-ups,

of healthy food choices
telephone or interactive web site activities.

(eg already provided or not introduced)



Tick one
Healthy food choices were provided due to this
2

project and were short-term only
No (Go to question 7)
1
Healthy food choices were provided due to this 
3
or
project and will continue in the future


 

Yes (Please answer questions 6.1 to 6.4)
2
5.5 Disability access




6.1 In-Service Training
What effect, if any, did the project have on the provision


of marked parking, ramps, special seating, toilet and other
How many individuals (teachers, leaders, volunteers etc),

facilities for the disabled?
if any, received in-service training as part of the project?

Tick one only 
This training could either be from your agency or any other

Disability access was not applicable
training relevant to the project.
or the project had no effect on the provision 
1
of disability access
 Write actual number
(eg already provided or not introduced)
 (None = 0)
Disability access was provided due to this
2
project and was short-term only
 6.2 Education Reach
Disability access was provided due to this 
3
How many participants, other than people recorded in 6.1,


project and will continue in the future
received interactive educational or skills-development



activities in the project?

5.6  Access for disadvantaged groups
Write actual number





(None = 0)
What effect, if any, did the project have on the adoption of 






policies that encouraged the participation of disadvantaged






groups such as Aboriginal people, people on very low
6.3 Education Frequency




incomes and people with language barriers?

Tick one only 
On average, in how many education or skills-development
Special access for disadvantaged groups was not
sessions did each person recorded in question 6.2 participate

applicable or the project had no effect on the


provision of special access for disadvantaged
1
Write actual number

groups (eg already provided or not introduced)
(None = 0)


Special access for disadvantaged groups was






provided due to this project and was 
2
6.4 Education Duration
short-term only


On average, how long was a typical interactive educational

Special access for disadvantaged groups was 
3
activity or skills development session recorded in 6.3?

provided due to this project and will continue



in the future
Write actual number



in minutes (1 hour = 60)
7. SURVEY RESULTS ON TARGET GROUP
Did the project include any surveys at all?

Tick one

Yes (Please answer questions 7.1 and 7.2)
1


or



No (Thank you - end of questionnaire)
2
7.1 Survey Size

In total, how many people were included in the
project survey(s)?

Write actual number 

(e.g. 100)



7.2  Impact measures

Did the survey show any increases in any of the

following measures in the main target group?



     Please tick one box per line

  No
          Yes         Not measured

 
Knowledge
1
2
3


Attitudes
1
2
3

Skills
1
2
3


Intentions
1
2
3


Behaviour
1
2
3

Thank you for completing this form accurately










