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[bookmark: _Toc162003202]Annex: Protocol Template
[bookmark: _Toc162003203]Information about the protocol
	Creation date
	

	Revision date
	

	Authors
	

	Reviewers
	



[bookmark: _Toc162003204]Introduction
Explanation of the reasons making necessary to elaborate a protocol.
[bookmark: _Toc162003205]Definition
Brief explanation of the process that is going to be protocolised and of the areas of the centre where it will be implemented.
[bookmark: _Toc162003206]Objectives
Objectives of the protocol. They can be divided in general and specific objectives.
[bookmark: _Toc162003207]Target group
Who is going to benefit from the protocol. In case the protocol will benefit specific groups of the centre, explanation of the exclusion/inclusion indicators.
[bookmark: _Toc162003208]Material
Necessary materials for the development of the protocol. 
[bookmark: _Toc162003209]Terms and definitions
Any terms, definitions or nomenclature necessary to understand the document.
[bookmark: _Toc162003210]Procedure
Explanation of the procedure, following this structure:
[bookmark: _Toc162003211]Pre-assessment activities
Explanation of the activities and procedures carried out to identify the needs included in the protocol, and to establish an adequate procedure that will achieve the objectives of the protocol.
[bookmark: _Toc162003212]Preparation of materials
Explanation of all the materials that will be created to carry out the activities, and accomplishing the protocol objectives. 
	Name of the material
	Responsible creator
	Explanation of its elaboration

	
	
	

	
	
	

	
	
	



[bookmark: _Toc162003213]Execution
Definition and explanation of each of the activities carried out to follow the protocol, organised by time of execution. It will be thoroughly explained the process of each activity, the responsible person in charge of the activity, and any additional information required to understand the activity. 
	Expected timeline
	Name of the activity
	Explanation of the activity
	Required material
	Responsible staff

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc162003214]Precautions
Any relevant point that should be considered when carrying out the protocol.
[bookmark: _Toc162003215]Evaluation
Establishment of evaluation indicators and control and monitoring procedures. Some of the evaluation procedures that should be followed include:
· Monitoring the expected timeline
· Monitoring the achievement of the activities
· Monitoring the effectiveness of the activities
· Monitoring the indicators achievement
· Monitoring the objectives achievement
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