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KTE PLANNING TOOL  

LET’S MAKE A PLAN!  

COMPONENTS TO A KTE PLAN: 

 

1. DEFINE your high-level goal 

2. ENGAGE stakeholders 

3. SUMMARIZE evidence 

4. TAILOR your goals 

5. COLLABORATE with complementary partners 

6. CREATE a key message      

7. SHARE your message 

8. EVALUATE your impact   
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SECTION 1: DEFINE YOUR HIGH-LEVEL GOAL 

What is the goal you are hoping to achieve through Knowledge Translation and Exchange?  

□ Change attitudes 

□ Change behavior 

□ Engage stakeholders  

□ Generate interest or awareness 

□ Influence policy 

□ Validate, legitimize, or defend a position 

□ Other _______________________ 

Write your topic here: 
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SECTION 2. ENGAGE STAKEHOLDERS  

Who are the stakeholders you need to connect with to inform your work? 

A stakeholder is any person or group who has a particular interest in your work. They may 

have expert insight through their work, education, or lived experience, or they may be 

impacted by your project in some way. Your stakeholders don’t necessarily help with the 

implementation of your project. Instead, their role is to lend their insight to inform and 

strengthen your ideas.  

Brainstorm a list of stakeholders who MUST inform your project, who SHOULD inform your 

project, and who you would LIKE to have inform your project.1 

MUST 

SHOULD  

LIKE 
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Which methods will you use to reach out to and communicate with your stakeholders?  

ONE-ON-ONE    

□ Skype or video call 

□ In-person meeting 

□ Other ________________ 

 

GROUP  

□ Survey 

□ Conference call 

□ Web meeting 

□ Focus group 

□ Forum 

□ Other _______________ 
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Write a few bullet points summarizing the 

evidence in your area of interest: 

SECTION 3: SUMMARIZE EVIDENCE TO INFORM AND 

SUPPORT YOUR GOAL 

Which forms of knowledge and evidence will you use to support your goal 

and the rest of your KTE Plan? 

□ Research syntheses 

□ Systematic reviews 

□ Single research studies 

□ Cultural beliefs 

□ Traditions 

□ Expert opinion 

□ Lived experience 

□ Media 

□ Jurisdictional scans 

□ Grey literature 

□ Other(s): ________________ 
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SECTION 4: TAILOR YOUR GOALS 

Based on your stakeholder engagement, turn your high-level goals into smaller, 

actionable goals.  

Start by identifying specific audience(s). Your audience refers to the individuals, groups, 

communities, or populations that you are trying to impact through your work. It will be 

important to tailor your strategies to each of your audiences, so it may be useful to focus 

your efforts on a small number of audiences to start with.  

Note: Your project may include more than two audiences. Where appropriate, print extra 

pages to account for more audiences. 

Who are you trying to impact? 

AUDIENCE 1  

□ Caregivers 

and families 

□ Children and youth 

□ Decision makers 

□ Media 

□ Policy makers 

□ Research funders 

□ Service providers 

□ Community  

organizations 

□ Other: ___________________ 

AUDIENCE 2 

□ Caregivers 

and families 

□ Children and youth 

□ Decision makers 

□ Media 

□ Policy makers 

□ Research funders 

□ Service providers 

□ Community  

organizations 

□ Other: ____________________
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Draft a goal that is specific, measurable, and tailored to each audience.  

AUDIENCE 1 

 

 

 

 

 

 

 

 

 

AUDIENCE 2 

 

  

  



8 

 

 

SECTION 5: COLLABORATE WITH COMPLEMENTARY PARTNERS  

List the skills, resources, and expertise you might need to effectively achieve your goal.  

□ Graphic design 

□ Knowledge brokering 

□ Research support 

□ Cultural expertise 

□ Content expertise 

□ Funds 

□ Facilitation skills 

□ Other(s): ______________________ 

Based on your area of focus and your needs, brainstorm a list of potential collaborators.  

Collaborators should be people or groups who are interested in supporting your work and 

who have the skills, resources, and expertise you need to achieve your goal. 

Intrasectoral collaborations are partnerships with individuals or groups working within 

your field.  

Intersectoral collaborations are partnerships with individuals or groups working outside 

your field – these can be more challenging to find and foster, but can help to broaden 

your insights, your reach, and your impact.  
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Intrasectoral collaborators (potential partners who work within your field) 

Who are They? 
What do they bring to the 
table? 

Which phases of the 
project will they be 
engaged in? 

   

 

Intersectoral collaborators (potential partners who work outside of your field) 

Who are They? 
What do they bring to the 
table? 

Which phases of the 
project will they be 
engaged in? 
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Which methods will you use to connect with your collaborators? 

COLLABORATOR 1  

□ Conference call 

□ Web meeting 

□ Focus group 

□ Forum 

□ Other ________________ 

COLLABORATOR 2 

□ Conference call 

□ Web meeting 

□ Focus group 

□ Forum 

□ Other ________________ 

Note: Your project may include more than two collaborators. Print more pages to identify 

how you will connect with each of your collaborators. 
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Responsible Accountable Consulted Informed (RACI) Chart 

It’s extremely useful to be clear up front about team members’ responsibilities. A RACI 

chart is one tool you can use to ensure that each project member is clear on their role 

and responsibility in each task. 

RESPONSIBLE         ACCOUNTABLE          CONSULTED          INFORMED 

Refer back to and update your RACI chart as you work through the rest of the planning 

tool 

TASK RESPONSIBLE ACCOUNTABLE CONSULTED INFORMED 

e.g. Set project timelines Joe Jill Jane John, Joan 
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SECTION 6: CREATE YOUR KEY MESSAGE 

Work with your collaborators to determine the main message you will share in order 

to achieve your goal.  

Your key messages need to be tailored to each of your audiences.   

Messages should be simple, memorable, and actionable, presenting your audience 

 with the information they need in order for you to achieve your goal.2  

Craft your key message below.  

AUDIENCE 1 

 

 

 

 

 

 

 

AUDIENCE 2 
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SECTION 7: SHARE YOUR MESSAGE 

Which strategies do you think will help you to best reach each of your audiences? 

Your strategy should be chosen based on the complexity of the information you are trying 

to mobilize and the way each audience prefers to receive information. Draw upon your 

stakeholders and representatives from each audience to get a sense of how to best share 

your message.    

It may be most appropriate to use a different strategy for each audience.  

Start by choosing all the strategies that might be a good fit for your audiences. Later, you 

will create a budget and a timeline to help you establish which strategies are most 

feasible.  

Based on your audience insights, choose all the strategies that might be a good fit: 

AUDIENCE 1 

Products: 

□ Blog 

□ Case study 

□ E-Newsletter 

□ Educational material 

□ Fact sheet 

□ FAQ 

□ Handbook 

□ Journal article 

AUDIENCE 2 

Products: 

□ Blog 

□ Case study 

□ E-Newsletter 

□ Educational material 

□ Fact sheet 

□ FAQ 

□ Handbook 

□ Journal article 
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□ Newspaper/magazine article 

□ Podcast 

□ PowerPoint presentation 

□ Comic or zine 

□ Media release 

□ Policy brief 

□ Promotional material 

□ Reference list 

□ Report 

□ Research summary 

□ Success story 

□ Toolkit 

□ Script or screenplay 

□ Video 

□ Webinar 

□ Website 

□ Other: ___________________ 

□ Newspaper/magazine article 

□ Podcast 

□ PowerPoint presentation 

□ Comic or zine 

□ Media release 

□ Policy brief 

□ Promotional material 

□ Reference list 

□ Report 

□ Research summary 

□ Success story 

□ Toolkit 

□ Script or screenplay 

□ Video 

□ Webinar 

□ Website 

□ Other: ___________________ 
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Events: 

□ Annual meeting 

□ Awards ceremony 

□ Conference 

□ Debate  

□ Forum 

□ Interactive workshop 

□ Lunch and Learn 

□ Media event 

□ Panel 

□ Play or performance 

□ Presentation 

□ Symposium  

□ Training session  

□ Other: ___________________ 

Events: 

□ Annual meeting 

□ Awards ceremony 

□ Conference 

□ Debate  

□ Forum 

□ Interactive workshop 

□ Lunch and Learn 

□ Media event 

□ Panel 

□ Play or performance 

□ Presentation 

□ Symposium  

□ Training session  

□ Other: ___________________ 
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Networks: 

□ Community of practice 

□ Discussion board 

□ Listserve 

□ Online forum 

□ Social media 

□ Other: ____________________ 

Networks: 

□ Community of practice 

□ Discussion board 

□ Listserve 

□ Online forum 

□ Social media 

□ Other: ____________________ 

Choose your strategy 

Create a rough timeline for this project. 

Milestones might include project check-ins and due dates from funders, evaluation 

milestones, workshop dates, etc.  

Project start 

 

Milestone 1: 

 

Milestone 2: 

 

Milestone 3: 

 

Milestone 4: 

 

Project End 
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Create a rough budget for this project. 

Item Budget 

Personnel 

 

Supplies 

 

Travel 

 

KTE Products 

(events, printed items, etc.) 

 

Other 

 

 

What resources (other than financial) do you have access to for this project? 

□ Print design 

□ Web design 

□ Event planning 

□ Event space 

□ Facilitators 

□ Presenters 

□ Content expertise 

□ Communications skills  

□ Other: ____________________ 

□ Other: ____________________ 

□ Other: ____________________ 

□ Other: ____________________ 
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Based on your timeline, budget, and resources, which strategy (or strategies) will be your 

best fit? 

AUDIENCE 1 

Strategy 1 

 

  

 

 

  

Strategy 2 

 

 

 

 

   

Strategy 3 

AUDIENCE 2 

Strategy 1 

 

  

 

 

  

Strategy 2 

 

 

 

 

   

Strategy 3

   

 

 

 

 

 



19 

 

 

SECTION 8: EVALUATE YOUR IMPACT 

Evaluations should be purposeful. Before you plan your evaluation, 

consider: 

 Who will use the findings? 

 In what way will they use the findings? 

 Over what time period will they use the findings? 

Develop your evaluation goals and questions 

The evaluation goal describes the overall purpose of the evaluation, whereas the 

evaluation questions are the specific questions you are going to answer in order to 

achieve that goal. 

KT evaluation goals may include examining areas related to:3,4 

 PROCESS  

How and how well the KTE activities are carried out.  

 REACH AND ENGAGEMENT 

Extent to which information is distributed, redistributed, and referred to by the 

intended audience. 

 USEFULNESS 

Extent to which KTE activities are appropriate, applicable and practical.  

 USE 

What does the audience intend to do with the knowledge gained from KTE 

activities?  

 COLLABORATION AND CAPACITY BUILDING 

How, how well, and how often stakeholders are working together to share 

knowledge and resources 
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Write an evaluation goal below. 

 

 

 

 

 

EVALUATION QUESTIONS 

In order to achieve your evaluation goal, what question(s) do you need to ask? How will 

these questions help you achieve the goals of your evaluation? 

Evaluation Question 
How will this question help you meet 

your evaluation goal(s)? 
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Building Your Evaluation Plan 

Use the chart below to identify how you will collect the data needed to answer each 

evaluation question, where the data will come from, and how you will analyze it. 

Data collection method 

Examples of data collection methods that might be useful in your evaluation include: 

 Focus groups 

 Surveys 

 Metrics such as downloads, clicks per page, number of views etc. 

 Interviews 

 

Source of data 

Indicate where you will obtain your data (e.g., from knowledge users, from website 

analytics, etc.) 

Data analysis 

For each data collection method identified, you will need to determine:  

1. How you plan on analyzing the data separately 

(e.g., the information gathered in a focus group) 

2. How you plan to combine or weight the different pieces of information to 

answer the question as a whole (e.g., combining the results of both a survey 

and website analytics)? 
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Evaluation Question 
Data Collection 
Method 

Source of Data Data Analysis 
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Evaluation Question 
Data Collection 
Method 

Source of Data Data Analysis 
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