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Directions: After attending the Capacity Building training, the next step will be to meet with your CPAW, particularly your Evaluation & Sustainability Work group, and prepare a Capacity Plan around the contributing factors (CF) and associated intervening variables (IV) identified in the Needs Assessment Phase. Please use the outline below to prepare your Capacity Building Plan. You may use table and/or text formatting and the length should be approximately 5 to 10 pages total. Please include your community readiness and SWOT analysis plan as part of your Capacity Building Action Plan.   

I. Cultural Competency
1. Using the Cultural Competence Matrix as a guideline, please identify the following for each of the domains:

a) Focus area(s) your organization demonstrates cultural competence as well as areas that are lacking and that need to be addressed

b) Critical or high benefit actions that will make the most difference in areas of focus

c)  Responsible party (ies)

d) Necessary Resources

e) Key stakeholder

II. Sustainability 
1. Utilizing the Sustainability Matrix, identify 3 main actions of sustainability around which your organization will build capacity.

2. Does your organization have a Mission Statement? If yes, please include.

3. Does your organization have a Vision Statement? If yes, please include.

III. Contributing Factors and Associated Intervening Variables Capacity Building 
To keep this a data driven process, capacity will be built around the Contributing Factors and associated Intervening Variables of the goal identified through the assessment process. It is important to remember that you will be building resources around Contributing Factors/Intervening Variables of the selected goal, not any specific organization. Using the information gathered during the Needs Assessment, particularly during Phase 4, provide the following: 

a. What are the community gaps identified around your selected goal and associated contributing factors and intervening variables?

b. What are your possible strategies for addressing identified gaps?

IV. SWOT Analysis: Strengths, Weaknesses, Opportunities, and Threats

Utilizing data and information collected throughout your Needs Assessment, particularly NA Phase 3, provide the following for each of the focus areas. 
I. Area of Focus: Organizational Prevention Infrastructure 

A. Strengths 

i. What assets and unique resources does your organization have?

B. Weakness

i. What areas does your organization needs to improve upon?

ii. What necessary expertise/manpower does your organization currently lack?

C. Opportunities

i. What external changes present interesting opportunities for your organization?

D. Threats

i. Which situations should your organization avoid? 

ii. Does your organization have frequent staff turnover? 

II. Area of Focus: Existing Programs, Policies & Practices (PPP)

A. Strengths 

i. What unique evidence-based PPP does your community (ies) of focus currently have in place? 

B. Weaknesses

i. Are there any areas of the existing PPP that need to be enhanced?

C. Opportunities

i. What external resource opportunities could your organization benefit from in relationship to existing PPP?

D. Threats:

i. Do the existing PPP present any threat in regards to your alcohol prevention efforts? 

III. Area of Focus: Community Mobilization  and Workforce Development

A. Strengths 

i. What unique resources are available in your community (ies) of focus  

ii. What unique expertise does your organization have to mobilize your efforts in community (ies) of focus?  

B. Weaknesses

i. What expertise does your organization lack or needs to reach out to your target community (ies) and/or target population?

ii. What necessary manpower does your organization need to mobilize your prevention efforts?

C. Opportunities

i. What opportunities does your organization foresee in mobilizing resources in community (ies) of focus?

D. Threats:

i. Which situations should your organization avoid when mobilizing resources and developing the workforce in community (ies) of focus? 

ii. Are key stakeholders and or community leaders involved in the process?

iii. Do you foresee any resistance from key stakeholders and or community leaders

V. Community Readiness Assessment 

Utilizing the guidance questions below and the information and tools used during your community readiness assessment, provide a brief summary of your findings.

A. What were your findings with respect to the overall community readiness?

B. What are your projected community mobilization methods around the community readiness assessment results? 

C. How are these efforts being documented?

D. Are there gaps in these efforts? If yes, how are they being addressed? 

Cultural Competency can be defined as “A set of congruent behaviors, attitudes, and policies that come together in a system, agency, or among professionals and enable that system, agency, or those professionals to work effectively in cross-cultural situations,” from HRSA/DHHS Indicators of Cultural Competence in Health Care Delivery Organizations: An Organizational Cultural Competence Assessment Profile. Lewin Group, Inc., April 2002.) 

A System Approach to Cultural Competence

	Domain
	Description
	Focus Areas

	Organizational Values
	An organization’s perspective and attitudes regarding the worth and importance of cultural competence, and its commitment to providing culturally competent services.
	· Leadership, investment and documentation

· Information/data relevant to cultural competence

· Organizational flexibility

· Evaluation 

	Governance 
	The goal-setting, policy-making, and other oversight vehicles an organization uses to help ensure the delivery of culturally competence “services”.
	· Community involvement and accountability

· Board development

· Policies 

	Planning and Monitoring/Evaluation:
	The mechanisms and processes used for: a) long and short-term policy, programmatic, and operational cultural competence planning that is informed by external and internal consumer; and b) the systems and activities needed to proactively track and assess an organization’s level of cultural competence.
	· Client, community and staff Input

· Plans and implementation

· Collection and use of cultural competence-related information/data 

	Communication
	The exchange of information between the organization/providers and the clients/population, and internally among staff, in ways that promote cultural competence.
	· Understanding of different communication needs and styles of service population

· Culturally competence oral communication

· Cultural competence written/other communication

· Communication with community 

· Intra-organizational communication 

	Staff Development 
	An organization’s efforts to ensure staff and other service providers have the requisite attitudes, knowledge and skills for delivering culturally competent services.
	· Training commitment

· Training content

· Staff performance  



	Organizational Infrastructure
	The organizational resources required to deliver or facilitate delivery of culturally competent services.
	· Financial/budgetary

· Staffing

· Technology

· Physical facility/environment

· Linkages

	Services/Interventions 


	An organization’s delivery or facilitation of evidenced-based prevention services in a culturally competent manner.
	· Community/population input

· Needs assessment

· Program planning

· Program, practice, intervention, strategy, policy Selection

· Evaluation


Key 1 Organizational Capacity  

The agencies, organizations and institutions delivering the strategies must have the structures and capacity necessary to carry out administrative functions related to effective implementation and oversight of the strategies designed to achieve the targeted behavior changes.

	Action 1:  Develop Administrative Structures and Formal Linkages

	Actions
	Examples

	Administrative Structures

	Prevention is considered critical to carry out the organization’s mission
	

	Included in the agency’s organizational chart
	

	Have adequate time devoted to prevention efforts
	

	Administrative Functions
	

	Effective staff management
	

	Sound fiscal management
	

	Implementation oversight
	

	Data collection and reporting
	

	Formal Linkages

	Cooperation among diverse organizational units needed to support and sustain outcomes
	

	Collaboration among diverse community agencies needed to sustain community prevention efforts
	

	Action 2:  Adopt Supportive Policies and Procedures

	A standard decision making process based on needs assessment and evaluation data. 
	

	Linkage agreements with other agencies to formalize roles and responsibilities that support data sharing, joint planning, and collaborative implementation to achieve population level outcomes.
	· MOAs

	Orientation manual for members of the agency’s board of directors and new staff that describe the role of the agency and staff in support of the prevention effort.
	

	Ongoing education and skill enhancement for staff.
	

	Support of flexible hours for staff who primarily work with the coalition so that they can fully participate in prevention efforts.
	

	Funding: Continuous and diverse funding streams that support intended outcomes.
	

	Staffing: 

· Organizational and contracting

· Management

· Implementation

· Information systems/technology
	· Administrative functions

· Communication

· Analytical functions
	

	Computer and other technology: 

· High speed internet access

· Needs assessment and evaluation data collection software

· Data storage capacity

· Data analysis capacity

· Data reporting software

· Data presentation software

· Communication capacity among partners and stakeholders (telephone, fax, e-mail, conference calls, etc.)
	

	Workspace: 

· Designated physical space for staff

· Designated physical space for activities

· Informational resources (journal subscriptions, training material, books relating to activities) maintained and housed.
	

	Action 3:  Secure Diverse Resources

	Actions
	Examples

	Partnerships with other member agencies and organizations
	

	In-kind contributions from colleges/universities, community agencies,and individuals who are not coalition members
	

	Short-term external grants or contracts with consultant entities to provide specific technical assistance and support
	

	Action 4:  Acquire Appropriate Expertise

	Knowledge of assessment, logic model construction, selection and implementation of evidence-based prevention program, practices, and policies, and staging intervention components.
	

	Knowledge of data collection methods and interpretation
	

	Knowledge of effective prevention strategies to meet the needs of the target population.
	

	Skills to implement strategies with fidelity and to make needed adaptations.
	

	Knowledge of process evaluation and outcome evaluation methods and using this information to inform strategy planning.
	

	Communication and data presentation skills
	

	Leadership skills
	

	Fundraising expertise
	· Helps avoid funding from a single funding source


Key 2:  Assure Effectiveness and Alignment of the Prevention System

In order to reduce substance use related problems in the community, each component of the prevention system has different roles and responsibilities.  Agencies and organizations are responsible for identifying evidence based strategies that target Intervening Variables/Contributing Factors that lead to these problems and for ensuring that they are appropriately implemented and can demonstrate outcomes.
	Action 5:  Assess Implementation Quality for Effectiveness of Each Strategy

	Actions
	Examples

	Quality Implementation

	Assure that the strategy matches the cultural, developmental, and gender characteristics of the population
	

	Receive training or technical assistance to support appropriate implementation of the intervention
	

	Work with the developer of the program or the evaluator to understand the core or most important components or elements that are most responsible for demonstrated outcomes
	

	Assess the need for any adaptations to the strategy, especially the core components, in order to meet the particular needs of the target population
	

	Seek input from the program developer about the planned adaptations to assure they would be consistent with the program’s core components
	

	Plan carefully any necessary adaptations to target population, program content or materials, delivery setting or timeframe to assure integrity of implementation.
	

	Seek to deliver the program’s core components with fidelity whenever possible
	

	Track implementation through process evaluation as well as all planned and unanticipated adaptations to inform outcome evaluation findings
	

	Utilize process evaluation data to inform and strengthen implementation when outcome evaluation did not reveal desired program results
	

	Action 6:  Assure Effectiveness of Each Strategy

	Actions
	Examples

	Work with an evaluator to develop an evaluation design that will answer questions not only about whether the intervention is effective, but also how any adaptations may affect the intervention’s expected outcomes
	

	Incorporate key stakeholders’ concerns into the evaluation design to assure that the outcomes assessed and the evaluation report will answer their questions and concerns
	

	Use outcome evaluation to continue, adapt, or change strategies
	

	Action 7:  Assess Reach and Alignment of Effective Strategies

	Actions
	Examples

	Develop a theory of change and a logic model that identify the strategies currently implemented, their measured or expected outcomes, and their relationship to the targeted long-term behavior change and related community problems
	

	All members providing prevention services are able to explain in simple, understandable terms how the strategies in the strategic plan work to accomplish intended results (theory of change)
	· Logic model

	Conduct a gaps analysis to ensure there are effective strategies will logically work together to result in long-term behavior change among the population targeted
	

	Ensure current strategies collectively reach the target population.  If not, consider expanding effective strategies or relying on strategies with greater population reach
	

	Develop a coordinated plan to bridge gaps in effectiveness, quality, reach, and comprehensiveness of strategies in order to maximize likelihood of achieving long-term behavior changes among the target population
	


Key 3:  Community Support
The problems and conditions needing to be addressed are complex and require a similarly complex response.  Fostering positive relationships among those who have a stake in sustaining the initial outcomes of a preventive intervention can help to increase their interest and commitment.  

Community agencies and organizations, working through a coalition, must cultivate broader community support in order to sustain outcomes as they are achieved and reduce substance use and related community problems.  Key stakeholders must see themselves as stewards of the community’s health and well-being whose success depends on their collective effectiveness.  This collectively responsibility requires trusting relationships among all the stakeholders and a willingness to work strategically together.  

	Action 8:  Develop and Nurture Positive Relationships

	Actions
	Examples

	Community agencies and organizations, working through the coalition, cultivate broader community support in order to sustain outcomes as they are achieved and reduce substance abuse and related community problems
	

	Key stakeholders see themselves as stewards of the community’s health and well-being whose success depends on their collective effectiveness
	

	There are trusting relationships among all the stakeholders and a willingness to work strategically together
	

	The formation of a coalition to address specific substance abuse problems at the community level
	

	Coalitions work through an informed, data driven, objective process to determine the most effective direction, strategies, and allocation of resources to achieve identified substance use reduction outcomes
	

	Cultivating champions for prevention strategies which can influence population level changes in substance use behaviors and consequences
	· Policy change

· Enforcement

	Build awareness of the importance of prevention in meeting short-term outcomes and its contribution to an overall comprehensive strategy
	

	Facilitating active involvement of key stakeholders in the planning, decision-making, implementation of the intervention, and review of evaluation results to increase interest and commitment
	

	Communicate with key stakeholders through a variety of means (meetings, newsletters, presentations, newspaper articles, etc.) that celebrate key success stories and connect positive outcomes of the prevention system to identified needs of the community
	

	Seek advice, feedback, and assistance from peers, program developers, and others who have created and sustained successful coalitions that demonstrate changes in policies and reduction in problems related to substance use
	

	Action 9:  Turn Stakeholders into System Leaders and Champions

	Actions
	Examples

	Prevention leaders view themselves as stewards of not only the prevention system and its strategies, but also its outcomes
	

	Prevention leaders prioritize the effectiveness of the system in their strategic and day-to-day actions as they guide the prevention work of community agencies, organizations and institutions
	

	The Coalition views itself as a prevention leader, advocating for policies and actions throughout the community that support long-term strategic outcomes of reductions in community problems related to substance use
	

	Identify the needs of influential stakeholders within organizations that are implementing effective strategies and in the broader community
	

	Assess how well strategies are meeting the needs of influential stakeholders
	

	Communicate to targeted influential stakeholders how sustaining outcomes of effective strategies can meet their needs
	

	Action 10:  Encourage Ownership of the Prevention System

	Actions
	Examples

	Creativity is used to demonstrate and communicate the extent of the problems in the community related to substance use
	

	Awareness among influential audiences such as the business community and civic leaders of the costs of problems related to substance use to the community and the savings realized by effective prevention
	

	The importance of using data to make strategic decisions about resource allocation and strategy selection in order to accomplish population level changes is communicated
	

	Support for the importance of using a public health approach to achieve population-level change is built throughout the community
	

	Identify and target key influential stakeholders (individuals or groups) in the community whose ownership of the prevention system is critical to its sustainability
	

	Develop a communication plan that uses appropriate messages and communicate modes to strategically target stakeholders
	

	Assess ownership among system stakeholders
	

	Involve key decision-makers in the implementation process
	

	Communicate regularly with key stakeholders about efforts of the coalition to strengthen the prevention system and the resulting impacts on substance abuse behaviors and consequences
	


Sustainability Section (pg. 9-15) Source: Hays, C., Center, H., Mawn, D.G., Danahar, D., Carlton, C..(n.d.) The Keys to Sustainability. Southeast Center of Prevention Technologies.

What Capacity Does Your Organization Have Right Now?
Directions:  List the resources, both internal and external, you have identified that directly benefit the Contributing Factors for this Intervening Variable.

Goal: 


[image: image1]
Capacity Gaps
Part of your capacity action plan asks you to identify the community gaps  around your selected goal and associated contributing factors and intervening variables and possible strategies for addressing the identified gaps. This table is a way to organize gaps and strategies. You could use this at the same time you are identifying resources as described on page 17 and 18. 

	Intervening Variable/Contributing Factor
	Capacity

Gap
	Possible Resources
	Strategies to address gap

	Retail Availability:

Compliance with minimum drinking age
	Don’t know how to increase compliance checks
	· Police

· Underage compliance operations
	· Meetings with Police

· Work with special agent to identify what is needed to conduct compliance checks



	
	
	
	

	
	
	
	

	
	
	
	


SWOT Matrix
A matrix is used to help organize the analysis. The matrix makes it possible to view the different factors and can be used in planning.

	Strengths
	Weakness
	Opportunities
	Threats

	
	
	
	


*Source: This section was directly from, and in some sections adapted from: Renault. V. (n.d.) The Community Tool Box.  http://ctb.ku.edu/en/tablecontents/sub_section_tools_1049.aspx
Checklist for conducting a SWOT analysis
Here is some general guidance to assist you in conducting your SWOT. 

	1
	☐
	Identify a facilitator who has good listening and group process skills, and who can keep things moving and on track for the meeting. 

	2
	☐
	Designate a recorder if your group is large. Use newsprint on a flip chart or a large board to record the analysis and discussion points.

	3
	☐
	Introduce the SWOT method and its purpose in your organization. You may want to discuss how this ties to the SPF process you are undertaking.

	4
	☐
	Divide your stakeholders into smaller groups (of three to 10, depending on your size-if the size gets much larger, some members may not participate.). Mix the small groups to get a range of perspectives, and give people a chance to introduce themselves.

	5
	☐
	Direct each group to designate a recorder, and provide each with newsprint or dry-erase board. Instruct them to create a SWOT analysis using the matrix format or a page for each quality. You may want to have the information from Appendix F, G, and H plugged into the matrix for discussion or the appropriate SWOT from them listed on newsprint for reference.

Tips for listing:

· As you list, keep in mind that the way to have a good idea is to have lots of ideas. Refinement can come later. In this way, the SWOT analysis also supports valuable discussion within your group or organization as you honestly assess.

· In the beginning it helps to generate lots of comments about your organization and your program, and even to put them in multiple categories if that provokes thought.

· In the end, it is best to limit your lists to 10 or fewer points and to be specific so the analysis can be truly helpful.

	6
	☐
	Give the groups 20-30 minutes to brainstorm and fill out their own strengths, weakness, opportunities and threats chart for your organization.

	7
	☐
	Reconvene the group to share results, recording on the flip-chart or board. Collect and organize the differing groups' ideas and perceptions by asking for results from one group at a time or by opening the floor to all groups. Use one of the following orders to record results:

· S-W-O-T order, recording strengths first, weaknesses second, etc.

· Top priority order for each category -the strongest strength, most dangerous weakness, biggest opportunity, worst threat.

	10
	☐
	Discuss insights, repeated items, and cross connections between categories -"This strength plays into that opportunity

	11
	☐
	Use the results to support your purpose for the meeting:

· Come to some consensus about most important items in each category.

· Relate the analysis to your vision, mission, and goals.

· Translate the analysis to action plans and strategies.

	12
	☐
	Prepare a written summary of the SWOT analysis for the capacity report and for participants to use in planning and implementing your effort.


Guiding Questions for Each Factor of the SWOT
Here are the questions you will be required to submit in your capacity action plan.
	Strengths
	Weakness
	Opportunities
	Threats

	· What assets and unique resources does our organization have?

· What unique evidence-based PPP does our community (ies) of focus currently have in place? 

· What unique resources are available in our community (ies) of focus  

· What unique expertise does our organization have to mobilize our efforts in community (ies) of focus?  


	· What areas does our organization need to improve upon?

· What necessary expertise/manpower does our organization currently lack?

· Is there any area of the existing PPP that needs to be enhanced?

· What expertise does our organization lack or need to reach out our target community (ies) and/or target population?

· What necessary manpower does our organization need to mobilize our prevention efforts?


	· What external changes present interesting opportunities for our organization?

· What external resource opportunities could our organization benefit from in relationship to existing PPP?

· What opportunities does our organization foresee in mobilizing resources in community (ies) of focus?


	· Which situations should our organization avoid? 

· Does our organization have frequent staff turnover? 

· Are the existing PPP present any threat with regards to our alcohol prevention efforts? 

· Which situations should our organization avoid when mobilizing resources and developing the workforce in community (ies) of focus? 

· Are key stakeholders and or community leaders involved in the process?

· Do we foresee any resistance from key stakeholders and or community leaders?


Here are the sample questions you could also use in your SWOT. THEY ARE NOT REQUIRED, rather provided to give guidance to what else you could ask about if you wanted to.
	Internal
	External

	Strengths
	Weakness
	Opportunities
	Threats

	· What are our advantages, in terms of people, physical resources, finances?

· What do you do well? 

· What activities or processes have met with success?


	· What could be improved our organization in terms of staffing, physical resources, funding?

· What activities and processes lack effectiveness or are poorly done?


	· What possibilities exist to support or help our effort-- in the environment, the people we serve, or the people who conduct our work?

· What local, national or international trends draw interest to your program?

· Is a social change or demographic pattern favorable to your goal?

· Is a new funding source available?

· Have changes in policies made something easier?

· Do changes in technology hold new promise?


	· What obstacles do you face that hinder the effort-in the environment, the people you serve, or the people who conduct your work?

· What local and national trends favor interest in other or competing programs?

· Is a social change or demographic pattern harmful to your goal?

· Is the financial situation of a major funder changing?

· Have changes in policies made something more difficult?

· Is changing technology threatening your effectiveness?


Intervening Variable:  
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