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Worksheet 1: A Coalition Planning Tool

This form should be completed by a steering committee, a community group, or others

who have come together to start an adolescent health initiative.  Completing this form

will help the group begin to shape the initiative and determine who should be involved.

In the spaces provided, please answer the questions listed, which are about history,

norms, and politics around the Critical Health Objectives; which key stakeholders

should be involved; what resources are needed; what other efforts are taking place in

the community; and what is the best course of action for engaging the community to

meet the needs of adolescents.   This form can also be used to facilitate a group discus-

sion.

What are the history and status of adolescent health and the Critical Health Objec-

tives in the community?

How does the community view these issues?  What is the current political and social cli-

mate in relation to these issues?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Who is concerned about and affected by these issues? Who has participated in the past?

What is their relation to these issues?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Who has not participated, and why haven’t they been involved in these issues?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What existing youth-focused groups or efforts address these issues?  With which, if any,

could we collaborate?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Do we have sufficient information and resources?

What information and resources (administrative, financial, and structural) do we have

right now to work on this issue?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What resources are we lacking?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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Does a current needs-and-assets assessment exist in the community?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What are the advantages or disadvantages of using this assessment?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What are the possible benefits and challenges of conducting a new needs-and-assets assessment?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Is working as a collaborative or a coalition the optimal option?

Will working as a group help achieve goals that cannot be achieved independently?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What are the pros and cons of working in a coalition or a collaborative right now?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

How official or formal do we want to be?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Do we want to be identified with another organization working on this issue or in a par-

allel area?  Why or why not?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What do we want to accomplish in the short term?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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Figure 3: Community Partnership For Youth

Do we have a long-term goal?  What do we want to accomplish in the future?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Source:  Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and

Health Promotion, Division of Adolescent and School Health; Health Resources and Services Administration,

Maternal and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Cen-

ter, University of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for

States and Communities. Atlanta, GA: 2004.

Source:  Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and

Health Promotion, Division of Adolescent and School Health; Health Resources and Services Administration,

Maternal and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Cen-

ter, University of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for

States and Communities. Atlanta, GA: 2004.
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Worksheet 2: Coalition Self-Assessment

This form should be completed by coalition members to assess how the group is func-

tioning. Answers will be used to determine areas in which the coalition can improve.

Respondents should rate how well the coalition measures up to each statement below.

Using a scale of 1 to 5, circle the number that best fits your opinion. Please answer each

question as honestly as possible. Your name will not appear anywhere on this form.
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Do you have any comments on how to improve the coalition’s functioning?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Any other comments?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Thank you!

Adapted from:  Brindis, C.D., & Davis, L. (1998). Mobilizing for action. In Advocates for Youth, Communities

responding to the challenges of adolescent pregnancy prevention, Vol. 1.  Washington, DC:  Advocates for

Youth. North Carolina Department of Health and Human Services, North Carolina Diabetes Prevention and

Control Unit.  (2000). Coalition self-assessment tool. Retrieved September 23, 2002, from

http://www.ncdiabetes.org/WhatWeDo/pdf/Coalition_Self-Assessment_Tool.pdf
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Worksheet 3: Needs Assessment Team Planning Tool

Use this worksheet to identify the skills, resources, and expertise the coalition will need

to conduct a needs assessment; how to access those resources within the community;

and who should serve on the needs assessment team.  The list of resources will most

likely include items such as research and data skills, expertise in the area of best prac-

tices, entrée into the schools, and funding.  In creating such a list, the coalition may find

that many of the resources it needs can be found within the coalition.  For missing re-

sources, this tool can help the group identify organizations with which it might want to

partner or contract, and people it might recruit to participate in the needs-and-assets as-

sessment process.

Source: Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy

prevention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.
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Worksheet 4: Needs Assessment Questions

Use this worksheet to brainstorm a list of questions to guide the needs-and-assets assess-

ment.  You may find that, depending upon the topic the community is exploring, all the

questions may not be relevant.  After brainstorming, the coalition will need to narrow

the list by prioritizing questions.  Prioritizing should be guided by the resources avail-

able to the coalition, the previously agreed-upon scope and depth of the assessment, and

the relevancy of the questions.

Youth Profile Questions

Our top three questions about the demographics and socioeconomics of young people in

our community are:

1._________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about [insert adolescent health issue being addressed] and its

antecedent factors are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about school-related issues are:

1. ____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________
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Our top three questions about other related health and social issues facing young people are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. ____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Community Resources Questions

Our top three questions about health and social services available to young people in the

community are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about best practices are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about school resources in our community are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________
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2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about youth development efforts in our community are (for ex-

ample, volunteering, employment, civic engagement, mentoring, and relationships with

adults):

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

______________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about adolescent health and youth development initiatives in our

community are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Environment and Norms Questions

Our top three questions about community attitudes and perceptions of [insert adoles-

cent health issue being addressed] are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

_______________________________________________________________________________

_________________________________________________________________________________
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3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about Federal, State, and city/county policies and laws related

to [insert adolescent health issue being addressed] are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3._______________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Our top three questions about funding are:

1. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

2. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

3. _____________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

Sources:  Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy

prevention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics. Brindis, C.D., Card, J.J., Niego, S.. &

Peterson, J. L. (1996). Assessing your community’s needs and assets:  A collaborative approach to adoles-

cent pregnancy prevention.  Los Altos, CA: Sociometrics.
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Worksheet 5: Needs Assessment Data Chart (Youth Profile)

Use these worksheets (5, 5.1, 5.2) to map out what information is needed to answer each

needs-and-assets assessment question, the sources of data, how data will be collected,

who will collect it, and the time frame.  Complete the applicable worksheet for each seg-

ment of the assessment (youth profile, community resources, environment and norms).

Source: Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy

prevention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.
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Worksheet 5.1: Needs Assessment Data Charts (Community Resources)

Source:  Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy

prevention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.



Page 14

Worksheet 5.2: Needs Assessment Data Charts (Environment and Norms)

Source:  Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy

prevention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.
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Worksheet 6: Prioritization

On a scale of 1-5, please indicate the degree to which you think each proposed strategy

will be effective and supported by the community.  All answers will be averaged and used to

help prioritize strategies for the community action plan.

Source:  Adapted from: Wadud, E. (2002).  Rating community goals.  In Community Toolbox: Part J, Chapter

38, Section 3.   Retrieved September 29, 2002, from http://crb.lsi.ukans.edu/tools/en/

sub_section_main_1365.htm

Instructions for Using the Prioritization Survey

Use this survey with a group that offers broad representation of community stake-

holders and viewpoints.

Results may be used to prioritize strategies, or they may indicate a need to revise

strategies and survey the group again.

1. Distribute the survey and describe to respondents what is meant by community

support and effectiveness:

Community Support—Will  the community find this strategy controversial,

culturally appropriate, or a necessary expense?  Will it consider the strategy

a priority? These are examples of what respondents should consider when

ranking each strategy for community support.

Effectiveness—Respondents should consider whether each strategy is based

on best practices, whether the strategy will target young people most at risk,

and whether the community has the resources to implement it.

2. Review survey responses:  Someone will need to average the ratings for

community support and effectiveness for each strategy.  The results can be

summerized in a table similar to this one:
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3. The coalition will need to decide what strategies constitute higher and low priority

for community members based on these ratings.  One way to use this information to pri-

oritize strategies is to create a ranking system similar to this one:

High Priority = high community support, high effectiveness

Priority = low community support, high effectiveness

Low Priority = high community support, low effectiveness

Last Resort = low community support, low effectiveness
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Worksheet 7:  Writing Goals and Objectives

Use this worksheet to create goals and objectives for your intervention.  Copy extra sheets

as needed.

Goals are long-term outcomes of an intervention that a community hopes to achieve over

a significant period of time. A typical intervention has only one or two major goals, which

may be pursued through multiple objectives.

Objectives are short-term outcomes and should be thought of as pathways to goals.  They

can be measured at the completion of a program or several months afterward.

When developing goals and objectives for an action plan, it is important to:

Clearly link each objective to a goal.

Be sure that both goals and objectives are measurable.

Be specific about the geographic area, target population, and time frame of each

goal and objective.

Source:  Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy pre-

vention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.
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Worksheet 8: Linking Program Components with Goals and Objectives

Once goals and objectives have been identified, use this worksheet to link them with

program components or activities. If matching a particular component to your goals and

objectives seems difficult, you may need to abandon this approach and find a more appro-

priate strategy. Completing this worksheet will help the coalition focus its efforts.  Complete

the table from right to left by first filling in the Goals and Objectives columns, then filling in

the program components that relate to them.  It may help to draw arrows between program

components and the goals and objectives to which they correspond, as some components

will address more than one goal and objective.

Source:  Card, J., Brindis, C.D., Peterson, J., & Niego, S. (2001). Guidebook: Evaluating teen pregnancy pre-

vention programs (2nd ed, Chapter 4).  Los Altos, CA: Sociometrics.
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Worksheet 9: Action Plan Worksheet

Use this worksheet to create an action plan, or work plan, that will guide implementation

efforts. A separate sheet can be completed for each program component. Make copies as

needed.

Program Component:

Source: Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and

Health Promotion, Division of Adolescent and School Health; Health Resources and Services Administration,

Maternal and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Cen-

ter, University of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for

States and Communities. Atlanta, GA: 2004.
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Worksheet 10: Creating a Logic Model

This worksheet will help you create a logic model, which clarifies the links among the

antecedent factors of the health issue, the intervention’s goals and objectives, and the

intervention strategies.  Complete the worksheet from left to right, listing the following: 1)

Antecedent Factors identified in your assessment process, 2) your theory of change (ex-

plaining why program components will bring about change), 3) program components, 4)

indicators that will help monitor whether program components are being implemented as

planned, 5) short- and long-term outcomes that the intervention is expected to bring about

(short-term outcomes should correspond to objectives and long-term outcomes to program

goals), 6) indicators that will serve as benchmarks of progress toward outcomes, and 7)

sources of existing data or methods for collecting data to measure indicators.

Example: Sample logic model to reduce overweight and obesity rates among youth in the community.

Source: Western Regional Center for the Application of Prevention Technologies. (2003). Building a successful prevention

program: Step 7, Evaluation.  Retrieved May 23, 2003, from http://www.unr.edu/westcapt/bestpractices/eval.htm.
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Worksheet 11: Communications Work Plan

Use this worksheet to create a plan, or road map, for the coalition’s media and communications

activities.  Start by listing the different messages the coalition has developed in the left-hand

column.  For each message, list the target audience, strategy for communicating the message,

and time frame for it.  Some messages may be used for more than one target audience or

communicated using several different strategies.  It may be necessary to use arrows when

completing the first three columns.  In the Resources Available section, try to identify coalition

members or other colleagues who might be able to connect the group with in-kind services or

free advertising.  Lastly, identify resources that need to be obtained (Resources Needed), such

as supplies, specific expertise, and skills.  These items should be factored into the cost.  Some

research may be needed to complete the cost column.  For example, the coalition should

research the cost of creating printed materials, placing a print ad, or running a radio spot.

Source:  Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and

Health Promotion, Division of Adolescent and School Health; Health Resources and Services Administration,

Maternal and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Center,

University of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for

States and Communities. Atlanta, GA: 2004.
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Worksheet 12: Communications Evaluation

Use this worksheet to plan the coalition’s evaluation of its media and communications

strategy.  This exercise will help to identify benchmarks of success for each strategy and

sources of data for measuring the benchmarks.

Source:  Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and

Health Promotion, Division of Adolescent and School Health; Health Resources and Services Administration,

Maternal and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Center,

University of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for

States and Communities. Atlanta, GA: 2004.

*Examples:

Increase in people

enrolled in program

Increase in knowledge

Increase in coalition

members

✝Examples:

Enrollment forms

Surveys/Qustionaires

Membership lists
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Worksheet 13: Message Development

Use this worksheet to help develop media messages for different target populations.  By

identifying where the target group is most likely to seek health information, and how it

currently perceives the health issue, as well as identifying best practices for communicating

health messages, the coalition can tailor its media messages and determine the best

communication channels for reaching its intended audience.  Some research (e.g., conduct-

ing focus groups or literature reviews) may be necessary to complete this worksheet.

Source:  Hutchins, J. (1999). Working with the media to promote teen pregnancy prevention. In T. Kreinin, S.

Kuhn, A.B. Rodgers, & J. Hutchins (Eds). Get organized:  A guide to preventing teen pregnancy: Vol. 3.  Wash-

ington, DC.: The National Campaign to Prevent Teen Pregnancy.
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Worksheet 14: Current Financial Standing

Use this form to allocate expenses to your various funding sources.  The left-hand column

should list all expenses, including salaries, supplies, space rental, utilities, etc.  Under

each funding source, list either the dollar amount or percentage that is going toward each

budget item.

Source:  Rabinowitz, P.  (2002a). Planning and writing an annual budget.  In Community Toolbox: Part L, Chap-

ter 43, Section 1.  Retrieved September 29, 2002, from  http://ctb.lsi.ukans.edu/tools/en/

sub_section_main_1303.htm
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Worksheet 15: Future Expenses and Income

Use this table to list projected expenses (the amount of money the coalition expects to

spend in the coming fiscal year, broken down into established categories), projected income

by source (the amount of money the coalition expects to have for the coming fiscal year,

broken down by sources such as fundraising, memberships, and sales), and the interaction

of expenses and income.  Funding sources can be separated into general categories (e.g.,

fundraising, memberships, donations) or into more specific categories (e.g., the department

of public health, the Health Foundation).  Also, make sure to build in flexibility to make

adjustments as the year goes on.

Source:  Rabinowitz, P.  (2002a). Planning and writing an annual budget.  In Community Toolbox: Part L,

Chapter 43, Section 1. Retrieved September 29, 2002, from  http://ctb.lsi.ukans.edu/tools/en/

sub_section_main_1303.htm
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Worksheet 16: Assessing availability of in-kind contributions and redeployment

options

What in-kind resources exist that can be applied to the coalition’s/project’s strategies?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Are there better ways to use existing resources and facilities?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Who else is serving the same population or working on the same issues?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What resources can be pooled to maximize their potential?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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What does the coalition have to offer other groups?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Source:  Brindis, C.D., & Davis, L. (1998). Building strong foundations, ensuring the future. In Communities

responding to the challenges of adolescent pregnancy prevention: Vol. 2.  Washington, DC:  Advocates for

Youth.
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Worksheet 17: Grantwriting Grid

Use this grid to gather information about potential funders.  Completing this form will help

determine which funders are strong matches and help you create a timeline or work plan for

writing proposals based on their funding cycles.  It is helpful to have information on hand as

the funding needs change across time.  List the name of the funder in the top row and fill in

answers in the columns below.

Source:  Berkowitz. B.  (2002).  Applying for a grant: The general approach.  In Community Toolbox: Part L,

Chapter 42, Section 4.  Retrieved September 29, 2002, from http://ctb.lsi.ukans.edu/tools/en/

sub_section_main_1300.htm
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Worksheet 18: Background for Writing a Grant Proposal

Provide a clear description of the coalition’s mission and goals and the project the group

hopes to carry out with the requested funds.

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

List past accomplishments (e.g., needs-and-assets assessment, youth development work)

that provide proof of the coalition’s ability to carry out the proposed project.

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

List at least three reasons why the targeted Critical Health Objective (or cluster of objec-

tives) is important – to the coalition, the community, and the potential funder.

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Describe why the approach was selected.  How is it known to be effective (e.g., it is

based on a successful model, is it supported by research)?  How is it innovative?  What

criteria will be used to measure success?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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List at least three reasons why the coalition’s project demonstrates a strong commitment

to the community (i.e., that the coalition is dedicated to working with and within the

community to effect positive change).

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Provide at least three clear reasons why the approach will be effective for the population

and community.

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Provide three reasons why the group is interested in this particular funder.  How does

the coalition’s project relate to the funder?  How will involvement in this project benefit

the funder? For example, will it help it demonstrate its connection to the community;?

Does it fit its mission?

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Source:  Butts, D. (1999). Raising funds for teen pregnancy prevention. In T. Kreinin, S. Kuhn, A.B. Rodgers,

& J. Hutchins, Get organized:  A guide to preventing teen pregnancy: Vol. 3.  Washington, DC.:  The Na-

tional Campaign to Prevent Teen Pregnancy.
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Worksheet 19: Assessing Program Readiness for Evaluation

The purpose of this form is to assess whether a program is ready to conduct a formal

evaluation or whether additional program changes are needed. This form should be

completed by program managers and staff and by coalition members. The assessment

can be completed as part of a staff meeting or coalition meeting.  After compilation, the

answers will be used to help decide which aspects of the program need work to improve

its readiness for a more thorough assessment.

Answer the following questions using a scale of 1-5.  Space is provided below each

question and at the end of the form to list suggestions for improving the program.

Respondents are encouraged to answer questions as honestly as possible.  The forms

can be completed anonymously.
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The following steps can improve staff retention:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

_________________________________________________________________________________

The following steps can improve staff understanding of the program’s goals, objectives,

and target population:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________
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3) _____________________________________________________________________________

_________________________________________________________________________________

List three skill areas where staff capacity building is necessary and steps the program

can take to ensure improved staff capacity:

Skill Action Step

1)___________________________________ 1)___________________________________

____________________________________  ____________________________________

2)___________________________________ 2)___________________________________

____________________________________  ____________________________________

3)___________________________________ 3)___________________________________

____________________________________  ____________________________________

Management can take the following steps to be more supportive of staff:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

_________________________________________________________________________________

The following steps can give staff more opportunities to provide input on program op-

erations and suggest program changes:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

_________________________________________________________________________________

The following steps can improve community input into the program:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

________________________________________________________________________________

The following steps can improve youth input into the program:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________
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3) _____________________________________________________________________________

________________________________________________________________________________

The following steps can improve participant input into the program:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

________________________________________________________________________________

The following steps can ensure that sufficient time is available to deliver each program

component:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

________________________________________________________________________________

The following steps can ensure that supplies/physical resources are available to deliver

each program component:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

________________________________________________________________________________

The following steps can ensure that each program component is delivered as planned:

1) _____________________________________________________________________________

_________________________________________________________________________________

2) _____________________________________________________________________________

_________________________________________________________________________________

3) _____________________________________________________________________________

________________________________________________________________________________

Thank you!

Source:  Sedivy, V., & Brindis, C. (2001). Minimizing the Risk of Premature Evaluation: Lessons from an

Evaluation of Seven Adolescent Pregnancy Prevention Programs.  Manuscript submitted for publication.



Page 36

Worksheet 20: Evaluation Timeline/Work Plan

Complete this timeline to determine what resources are available and what people, organi-

zations, tools, etc. will be needed to conduct a program evaluation.  Examples of tasks this

timeline/work plan might include are to: decide on evaluation design, create/research data

collection tools, recruit comparison/control group, train staff/community members in evalua-

tion skills, obtain consent, pilot tools, collect data, analyze data, present findings.

Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and Health Pro-

motion, Division of Adolescent and School Health; Health Resources and Services Administration, Maternal

and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Center, Univer-

sity of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for States

and Communities. Atlanta, GA: 2004.
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Worksheet 21: Process Evaluation Planning Tool

The purpose of a process evaluation is to determine how well the program was actually

implemented by comparing it with the original action plan.  It examines whether a program

has stayed true to its design and the extent to which it is producing all the materials and

services promised.  The left-hand column lists several questions that process evaluations

often seek to answer.  First select the questions to be used in the process evaluation, then

use the subsequent columns to list the data the coalition can collect to answer the ques-

tions, sources of that data, and baseline measures that help gauge whether the program is

achieving what it set out to do.  The form is partially completed to provide examples of

possible data and baseline measures.
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Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and Health Pro-

motion, Division of Adolescent and School Health; Health Resources and Services Administration, Maternal

and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Center, Univer-

sity of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for States

and Communities. Atlanta, GA: 2004.
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Worksheet 22: Evaluation Data Planning Tool

Outcome and impact evaluations indicate whether an intervention or initiative has accom-

plished its short- and long-term goals, respectively.   This form helps identify what data need

to be collected for the evaluation.  List short- and long-term outcomes in the left-hand

column, then list indictors for each outcome, sources of existing data, and the method that

will be used to collect new data.  Much of the information needed for this worksheet can be

taken directly from the logic model worksheet.

Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and Health Pro-

motion, Division of Adolescent and School Health; Health Resources and Services Administration, Maternal

and Child Health Bureau, Office of Adolescent Health; National Adolescent Health Information Center, Univer-

sity of California, San Francisco. Improving the Health of Adolescents & Young Adults: A Guide for States

and Communities. Atlanta, GA: 2004.


