Appendix I:  Strategic Prevention Framework State Incentive Grant (SPF SIG)

Work plan Template for Capacity Building Applicants
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	Person Responsible
	Start Date
	Completion Date
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Work Plan Instructions for Capacity Building Grantees

This work plan is meant to designed to assist capacity building applicants to craft their application work plan for getting started with the organizational SPF SIG process.  As a community with low capacity it is expected that your initial tasks will be to mobilize and develop an organizational structure that will be the foundation for the SPF process.  Below is a suggested listing of four key organizational developmental tasks.  You are not limited to the activities listed in this section, nor are you required to list every step listed below in your work plan.     

Please use this document as a guide, selecting the tasks that best represent the next steps for the current stage of your organization.

Developmental Task #1 - Initial Mobilization: Recruiting a critical mass of participants and engaging representation from a broad spectrum of key community sectors.

Examples: 

►Hire part-time or full-time coordinator/lead organizer
►Identifying sectors of the community that are not currently engaged in your efforts and taking steps to involve them with the organization  

►Hold a training for current organizational members/staff on ways to effectively recruit and involve youth and young adults 

►Identify ways to raise awareness of the existence your organization and/or the benefit of substance abuse prevention in the community 

►Develop an orientation packet or process for new members.

►Activities designed to raise awareness about substance abuse issues in the community (i.e., dialogue nights, community forums, etc) 

Developmental Task #2 - Establishing Organizational Structure and Function: Creating a structure and ways of operating that help you do your work efficiently and effectively and also creating a cohesive and task-focused team comprised of diverse sectors that mirror your community.

Examples: 

►Identify roles and responsibilities of members

►Have members visit other organizations to observe board meetings, youth council meetings, strategic planning sessions, annual recognition events, etc  

►Create job description for staff and volunteers, as well as for board or advisory council members

►Develop supervision structure and process for staff and process for performance evaluations of staff 

►Develop working sub-committees to accomplish specific tasks (i.e., Personnel, Resource Development, etc)

►Develop written procedures that describe how decisions will be made and how communication will occur within and by the organization   

►Obtain training on facilitating effective meetings, conflict resolution, community planning, etc

►Provide team building opportunities designed to increase member cohesiveness and team spirit

►Hold a mission and visioning retreat

►Identify and develop a relationship with a potential fiscal agent for future projects, create an MOU with the fiscal agent if a grant source and projects have been identified
Developmental Task #3 - Building Capacity: Changes in knowledge, attitudes, behavior and skills of members/organizations and establishing linkages with a variety of community organizations outside the circle of your organization.

Examples: 

►Orient members on substance abuse prevention practices

►Identify staff and board member training needs & ways to meet those needs

►Provide or access training on organizational development, needs assessment, prevention, risk and protective factors, youth development, asset development, resiliency, peer leadership, logic models, evaluation, grant writing, substance use, abuse and dependence, the arts and other non-traditional strategies for gathering qualitative data

►Identify a model and then create a newsletter to reach out to the broader community

►Create publicity for organizational in the community (slogan, logo, media art, etc)

►Build relationships with partner organizations most essential to reach youth, families and young adults, and to achieve program outcomes

