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	Final report guide

	Victorian assistant workforce model – Activity 6.4


The final report details the results and outcomes following the VAWM implementation. 

The content of the final report will contain information on the VAWM methodology, data analysis and findings, key issues, solutions and the strategic plan for integrating the AHA workforce within the organisation. Together the final report and AHA workforce strategic plan will provide an evidence base and business plan for integrating the AHA workforce within the organisation over the next five years. 
The report will generally be around 10 pages long. Length may vary depending on a number of factors including layout, style, number of strategic goals and the number of images and graphs. It is important that the content of the report meets the needs of the organisation.  
If progress reports were completed throughout the VAWM implementation, you can use them to complete the final report.
The final report may also provide evidence for successful project management, or may identify challenges and potential solutions for similar work conducted by the organisation in the future.
Table 1 contains recommended subheadings and outlines information that may be contained in the body of the final report. 
Table 1: Final report recommended content

	Cover sheet: title of project, organisation and date. It may be useful to include a picture or image.

	Steering committee details: include membership and summary of terms of reference.

	Acknowledgements: a statement acknowledging those who contributed to the implementation of the VAWM.

	Abbreviations: a list of shortened words or phrases used through the body of the report. 

	Contents page: a list of subheadings used in the report.

	Executive summary: a brief summary that will outline the aims, methodology, key findings and recommendations following the implementation of the VAWM.  

	Background: rationale for why the organisation implemented the VAWM. This section will also include specific organisational priorities and aims for this work.

	Victorian assistant workforce model (allied health): a summary of the VAWM background and methodology. This section is already documented in the final report template.

	Organisational demographics: this section outlines the following information pertaining to the organisation. This can be presented in tables, charts and/or graphs to provide visual representation of the data. 

· geographical boundaries and population

· organisational profile

· baseline AHP and AHA numbers

· scope and parameters for implementing the VAWM for the organisation, i.e. inclusions and exclusions

· stakeholder analysis
· current demands/issues

· projected future service needs/growth.

	Project management: details and explanation of project governance, budget, timelines, communication activities and stakeholder engagement and consultations.

	Methodology: description of the VAWM and how it was implemented in your organisation.  Include key activities such as: staff engagement forums, focus groups, workforce survey, baseline workforce staffing profile, quantification survey, and steering committee and staff consultation and engagement.

	Results and analysis: results and analysis of outcomes from the methodology.  

· Document all significant results.  

· Present key findings in tables and graphs to provide visual representation of the data.  

· Present key findings using separate headings for each theme/issue/result. 

· You may also wish to document data collected and the analysis of additional information that was accessed during the VAWM implementation, for example demand for service.   

· Identify themes by aggregating the findings of the data analysis.  

Themes or issues may also relate to project challenges or risk mitigation.  
Within this section a documented link between the key findings/data analysis and AHA workforce strategic plan and strategic goals may be beneficial in order to justify the identified goals. The Guidelines to scope and introduce new allied health assistant roles provides some examples of how data can be grouped or themed, and may be a useful resource for this section.

	Key issues and solutions: this section outlines opportunities (positive outcomes) and challenges (barriers) that were encountered during VAWM implementation. It also provides an opportunity to document how the challenges were overcome. It may be useful to also document: 

· key components of the risk management plan 

· significant quotes from participants

· statistics from data collection to support key issues

· information regarding additional data collected if relevant, e.g. demand for service.

	Strategic goals and outcomes: this section is a summary of the recommended action from the data analysis. It will outline the desired organisational aims, goals and vision for the AHA workforce, and will link these back to the organisational priority areas identified. Refer to the data analysis and consultations to demonstrate the evidence supporting the conclusions made. Subheadings, tables or graphics may assist in presenting this section.

	AHA workforce strategic plan: the endorsed AHA workforce strategic plan forms part of the report. This is one of the main outcomes of the VAWM implementation.  

	Conclusion: this section may include:

· an outline of key achievements

· a reflection on points made in the body of the final report

· a link to strategic goals, findings and outcomes of the VAWM implementation
· considered future directions (limitations of the work, broader workforce and organisational issues)  

· it may also be appropriate to document the steering committee endorsement in this section.

	References: list references used in this document.

	Appendices: appendices may include the AHA task list, the workforce survey, the quantification survey and any other resources utilised during VAWM implementation.
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