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Introduction

An important step in preparing to implement and sustain a comprehensive teen dating violence
prevention initiative is to assess your community's capacity for the different activities involved.
The purpose of this User's Guide is to:

1. provide an overview of capacity and readiness in the context of preparing your community for
implementation of a comprehensive teen dating violence prevention initiative,

o describe the Web-based tool and process that will be used to help identify and support your
community's capacity-building needs, and

3 provide instructions on how to use and administer the Dating Matters Capacity Assessment
* and Planning Tool (DM-CAPT).

Clear overlap exists between capacity and readiness. Although intertwined, capacity and readiness
also provide independent contributions to organizations’ ability to implement evidence-based
programming. For the purposes of this tool, readiness is viewed as a component that taps into one
aspect of capacity. Throughout this document, we refer more generally to capacity.

Although the term "health department" is used throughout the guide, it can be used
interchangeably with any community organization in charge of implementing Dating Matters in
their community.
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What is capacity?

In this context, capacity is the necessary infrastructure or ability to meet goals related to public
health problems, such as teen dating violence. Communities’ capacity can be influenced by factors
such as skills, knowledge, resources, commitment, will to act, and self-efficacy. Capacity can change
over time, and communities can undertake efforts to improve their capacity.

Capacity can exist at the following levels:

e person (e.g., public health worker, teacher),
e organization (e.g., health department, school, community advisory board),
e community (e.g., neighborhood, school catchment area, town); and

e system (e.g., school district, state government).

Capacity may be general or specific to a particular intervention. For example, a teacher could have
received general training in working with middle schoolstudents, or he or she could have received
training in how to implement a specific dating violence prevention curriculum.

Why is capacity important?

Capacity is important because funders, communities, and human service organizations are often
faced with limited financial, personnel, and material resources. All of these groups want to be sure
that their resources go toward goals that communities are well prepared to achieve.

When individuals, organizations, communities, and systems have sufficient capacity, they can be
more confident that resources are going toward plans that have a good chance of being
successful. When capacity can be documented, outside funders may be more likely to give
communities additional resources to pursue their plans.

When individuals, organizations, communities, and systems have insufficient capacity, they can
develop specific plans to make improvements. Alternatively, they can consider selecting different
goals that are more achievable given their existing capacity.

The following section introduces a tool that organizations interested in implementing a
comprehensive teen dating violence prevention initiative will use to assess capacity at multiple
levels and across multiple areas.
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Overview of DM-CAPT Components and
Process

The DM-CAPT provides organizations with the following set of tools:
e the Capacity Assessment Tool,
® the Assessment Report,

® the Planning Tool, and

® the Action Plan.
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Getting Started with Using the DM-CAPT

In this section, you will learn

e how to register for VetoViolenceto access the DM-CAPT, and

e how to loginto the DM-CAPT.

How to register for VetoViolence to access the DM-CAPT

The DM-CAPT registration website is located at
http://vetoviolence.cdc.gov/apps/datingmatterscapt/. This link will take you to the registration

screen (Figure 1). To register, you will need to provide all of the required information indicated by
an asterisk to the right of each field.

Figure 1. Registering for DM-CAPT

USER ACCOUNT

Create new account Login Reques: new password
Hello, VetoVictence has recently been updated (06/23/2016). Due to these changes, you must reset your password. We appreciate your continued use and support of
VetoViolence!
Usermnams *
Password *

Welcome to the new VetoViolence!

If you already have an account with us, weicome back! Due to systern upgrades, please note you will need to reset your password. We'll only ask you to do this once

If this if your first time visiting the site, welcome to our interactive website full of resources, toals, and trainings. You will rieed to saf up an accoLnt 1o experience all that
VetoViolence has to offer, such as saving progress on trainings and the creation of materials.

Thank you for your efforts to help prevent violence and create safer, healthier communities.

Log In

Inorder to use any of the interactive tools on the VetoViolence website, you must be a registered user. If you already have an account, please fogin below. If you do not
yet have a VetoViclence account, please register now.

Conditions of Use and Logon

You are accessing a US Government information system, which includes {1) this computer, {2) this computer networl, (3] all computers connected to this network, and (4
all devices and storage media attached to this network or to a computer on this netwerk. This information system is provided for US Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and o | penaliies. By using this information system, you understand and
consent to the following: You have no reascnable expectation of privacy regarding any communication or data transiting or stored on this information system. At any
time, and for any lawful g i purpose, the g ment may monitor, intercept, and search and seize any communication or data transiting or stored on this
information system. Any communication or data transiting or siored on this information system may be disciosed or used for any lawful Government purpose.

By logging into this application, Tunderstand and agres to use the application in the manner in which it is intended [ agree to keep my username or password secured,
not allewing others access, Unauthorized access to information or informaticn systerms is prohibited. Failure to comgly with these rules will result in loss of access.
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How to edit your user account profile

Once you have logged into VetoViolence using your unique username and password, click
on the "Profile" tab (Figure 2). This will take you to the My Profile screen (Figure 3) where you can edit

your contact information and change your password and security question.

Figure 2. Editing Your Account Profile

Centers for Disease Contfrol and Prevention CEARCIVET a

CDC 24/7. Saving Lives, Protecting Paopia™

Injury Prevention & Control: Division of Violence Prevention
o]+
PREVENTION ANNCUMNCEMENTS &

AL/
AL i A TOOLS & TRAININGS RESOURCES ABOUT
N VetoViolence INFORMATION EVENTS

JOIN IN THUNDERCLAPTO - Help STOP VIOLENCE
PREVENT YOUTH VIOLENCE A, HERCE It AP RE

National Youth Violence Prevention Week Cmcn shlé“c?f?‘;rz ﬁfgﬂ?{}ﬁ?ﬁ&iﬂ E;;z’g S
April 3-7, 2017 ? | specifically for prevenfion practitioners. Use

preventYV VetoViolence to help launch or ennance your local
prevention efforts today.

o

| n Find us on Facebook! Q tcon-key :
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Figure 3. Updating Account Profile

Contact information

User account | Create new acool

Specify your crganizational coritact
this section. Fields

USER ACCOUNT e o

Security Credentials

Createnewaccount | Login  Requestnew password
= W Fields marked with an asterisicare

required.

Usernames must be between & and 25
Hello, VetoViclence has recently been updated (06/23/2016]. Due to thess changes, you must reset your password. We e
‘appreciate your continued use and support of VetoViclence!
Password Requirements.

+ Password must contain
characters of at least 3 different
types (lowercase, uppercase, digit
or punczuation)

Password must have a minimum
of 2 digits in order to place any
digits at the start or end of the
password

Password must not rmatch last 3
passords.

Password must be at least 8
characters in length.

Password must not contain the
usemame

Organization Contact Information

Organization Name *

Position *

First Name *
Last Name *

Personal Guote

Security Credentials

Usemame *
E-mail address *

Password *

Confirm password *

Security quastion *

- Select - i

Answer *
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How to log into the DM-CAPT

You can access the DM-CAPT by going to the VetoViolence website (http://vetoviolence.cdc.gov/)
and clicking on the Log In link located in the top right of the screen. This link will take you to the
Log In screen (Figure 4).

Figure 4. Logging into the DM-CAPT

USER ACCOUNT

Create new accourt Legin ‘Request new password

Hello, VetoViolence has recently been updated (06/23/2016). Due to these changes, you must reset your We iate your il use and support of
VetoViolence!
Usermname *

Welcome to the new VetoViolence!

If you already have an account with us, welcome back! Due to system upgrades, please note you will need to reset your password. We'll only ask you to do this once.

If this if your first time visiting the site, welcome to our interactive website full of resources, tools, and rainings. You will need to set up an account io experience all that
VetoViolence has to offer, such as saving progress on trainings and the creation of materials.

Thank you for your efforts to help prevent violence and create safer, healthier communities.

Log In

In order to use any of the i ive tools or the website, you must be & registered user. If you already have an account, pleass fog in below. If you do niok
yet have a VetoViclence account, please register now.

Conditions of Use and Logon

You are ing a US G i ion system which includes 1) this computer (2) this computer nietwork (3] all computers connected to this network, and (4)
all devices and storage media attached to this network or to a computer on this netweork. This ir ion system is. nded for US Gon ized uze only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal s By using this i system, you and
consent to the ing: You have no i ofmxyrm%gwumimmwﬁmmnmaﬂumdmﬁsmmmsymmw
time. and for any lawful gor purpose, the nent may monitor, and search and seize any communication or data transiting or stored on this

] ion systemn. Any icati o(dm,am!nsitingumﬁmﬂum&nﬂnmmmyhdn:ﬁﬁaumﬂmwmm

Eyloggvlgwolh\sapphnammImdsrsmndandagmetousethemp(mmmﬁemgmmmnmmmdlammlmepmymmpﬂmdsm

not allowing others access. Unauthorized access to information or SYSEMS is ited. Fatlure to comply with these rules will result in loss of access.
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Figure 5. Accessing DM-CAPT

Onceyou are logged in, click the Tools & Training tab located in the top left corner of
the VetoViolence website and select Dating Matters (Figure 5).

Window  Help a®

¥ TV index | VetoViolence ® ' N Teen Dating Violence Prever' % ' D Teen Dating Vickénce Prever! X M08 Teen Dating Viclence Preve

R D oo ol

A, . ;
-ﬁ:.} VetoViolence

ACEs Infographic
ACES Snagrhot

Community HealthSim
Dating Matters
EvaluACTION

PHL

Principles Of Prevontion
STRYVE

n Firud 1t o Facabook] q teon-key
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The "Dating Matters" link will bring you to the Dating Matters landing page (Figure 6).

Figure 6. Accessing DM-CAPT

Tools & Trainings | Dating Matters Find Information By

VIOLENCE TYPES

CHILD ABUSE & NEGLECT
INTIMATE PARTNER VIOLENCE
SEXUAL VIOLENCE
SUICIDE
YOUTH VIOLENCE

VIOLENCE PREVENTION 101

Dating Matters; Understanding Teen Dating Violence Prevention helps educators, schaol personnel, youth leaders, and others
working to improve the health of teens.

Based on insights from teachers, this online, accredited course uses expert interviews, creative visuals, interactivity, and 9 \"LGT_EYXCS :"’E_V‘Eﬂ?worv

compelling storytelling to communicate the relevance of teen dating violence prevention to anyone working with youth. Basics: The Public
Health Approach

This training Is designed for anyone tnterested in learning more about how 1o Stop teen dating violence—before it happens. You can think of it asa

relay team for prevention:

“This training wil take approximately 60 minutes to complete. :
overall success depends

upon all teammates and
Additional resources 1o SUppoTt your teen dating viclence prevention work. how they run their legs of
the race
10/05/2014
Dating Marters Training Toois & Training,
Viglence Prevention

Widget

9 Violence Prevention
Basics: The Social-

The Dating Matters Capacity Assessment and Planning Tool ([DM-CAPT) is an online systern that helps local health Ecological Model
departments and their school and community partners assess and monitor their capacity for implementing a comprehensive We use a four-level social-
teen dating viclence initiative. The DM-CAPT allows for organizations to gather information on organizational and intervention ecological model to help
specific capacity, instantly generate automated capacity assessment reports, and work with partners to determine capacity s understand viclence
priorities and develop a web-based action plan for monitering capacity building efforts. and the potential benefits

of prevention strategies.
‘ The Dating Matters Capacity Assessment and Planning Tool ' 10/05/2014
Tocls & Training,

—_—— Violenge Prevention
Widget

The Dating Matters Guide 10 Informing Policy is an online interactive resource that provides guidance in evaluation of Teen
Dating Violence and Teen Dating Violence related policies. Policy development is a key component of 2 comprehensive

approach to teen dating viclence prevention. N E E D H ELP,

The Dating Matters Guide to Informing Policy highlights three important considerations to keep in mind when informing KNOW SOMEONE WHO DOE
policy: restrictions, capacity, and clarifying roles. The online resource will walk users through the policy process with the aid of = x
worksheets. tocls, and policy related resources.

The Dating Matters Guide to Informing Policy

cxomprevantionbleiine g

AR i - 0"
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Step 1: Completing the Capacity Assessment
Tool

In this section, you will learn

e the purpose of the Capacity Assessment Tool,
e the capacity areas covered by this tool,
e how to prepare for survey administration, and

e how to complete the survey.

Purpose of the Capacity Assessment Tool

The Capacity Assessment Tool consists of Web-based surveys that incorporate input from multiple
individuals to measure the capacity to successfully implement a comprehensive teen dating violence
prevention initiative. The Capacity Assessment Tool can be completed as frequently as you like so
that your organization can track changes in capacity over time.

Which capacity areas does the Capacity Assessment Tool cover?

Within the Capacity Assessment Tool, there are three different survey forms, each corresponding to
the respondent’s role in the comprehensive teen dating violence prevention initiative:

e asurvey for health department staff,
e a survey for school staff, and

e asurvey for community advisory board members.

Figure 7 shows the capacity areas that are covered by the Capacity Assessment Tool, along with
the type of respondent who will be asked to answer questions for each capacity area. To minimize
burden and duplication, not every type of respondent is asked to answer questions in every
capacity area. Capacity areas for health departments and schools were selected based on each
organization's role in implementing a comprehensive teen dating violence prevention initiative
and their potential role in building sustainable prevention efforts for youth violence, including
teen dating violence.

Capacity areas were identified based on theory and research on capacity. In general, the specific
items for each area were drawn from previous studies.
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Figure 7. Capacity Assessment Tool Capacity Areas and Respondent Types

Respondent: Respondent:
Health Respondent: Community
Department Staff | School Staff Advisory Board
Capacity Area Member Member Member
1. Staff Capability v \ !
2. Staff openness to Evidence-Based \
Programs and Practices
3. Effective Leadership y \
4. Clear Vision/Mission for Violence v
Prevention
5. Organizational Structure and Functioning ~ ~

(including History of Intervention)

6. Organizational Climate for Innovation y

7. Organizational Cohesion v !

8. Resource Availability y \ 1

9. Advocacy for Prevention Y \/ !

10. Community Connections, Relationships, N v y
and Partnerships

11. Awareness of Violence-Related Problems y \ V
and Access to Violence Prevention Data

12. Sustainability Y \ \

13. Readiness for Preventive Interventions \

14. Access to Technical Assistance \

15. Community Advisory Board Structure and \/

Functioning

1Data are presented under the community advisory board structure and functioning capacity area.
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Preparing for Capacity Assessment Tool Administration

This section addresses the following questions:

e Who are the survey respondents?

e How many people are suggested to complete each survey?

e How long will it take to complete the survey?

e When should all of the surveys be completed?

e What is the role of the health department point of contact in administering the Capacity
Assessment Tool?

Figure 8 provides an overview of key characteristics of each type of survey: health department,
school, and community advisory board. The sections that follow provide more detail.

Figure 8. Overview of Capacity Assessment Tool Administration

Number and Type

Estimated Time
to Complete

Send Reminders
to Complete

Data Collection

of Respondents Survey Survey Period

Health Up to 4 health 45-60 minutes Yes Approximately 1
department department staff month

members
School Up to 2 school staff 30—45 minutes Yes Approximately 1

members per school month
Community Up to 20 community 30-45 minutes Yes Approximately 1
advisory advisory board month
board members

Who are the respondents?

Different components of the DM-CAPT will be completed by individuals representing three types of
organizations: health departments, schools, and community advisory boards.

The key point of contact and other staff who play integral roles in the comprehensive teen dating violence
prevention initiative will be responsible for completing the different surveys.

The point of contact will also be responsible for identifying other health department and school
respondents and coordinating data collection from these individuals.

For each school, the staff members identified to complete the Capacity Assessment Tool should be
individuals who have key roles in implementation of comprehensive teen dating violence prevention
initiative activities and are knowledgeable about school-level resources that could impact implementation
of these activities (e.g., prevention coordinators, principals, or vice-principals).
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It is important to get capacity input from the following types of individuals:

® health department staff members,
® school personnel, such as a prevention coordinator, principal, or vice-principal, and

® community advisory board members.

How many people are suggested to complete each survey?

The number of respondents suggested to complete each survey will vary based on the number of
partnering organizations and the number of staff involved in your comprehensive teen dating
violence prevention initiative. It is suggested that the survey be completed up to 4 respondents at
the health department level, up to 2 respondents from each school for the school-level
assessment, and up to 20 respondents for the community advisory board survey. Generally, if a
potential respondent is eligible for both the community advisory board survey and the health
department or school survey, they should be asked to take the survey related to their
organization.

How long will it take to complete the survey?

Depending on their project role, respondents will need between 30 and 45 minutes to complete
the school survey. The community advisory board survey will also take 30 to 45 minutes. The
health department survey is expected to take 45 to 60 minutes due to the larger number of
capacity areas covered.

When should all of the surveys be completed?

We recommend that completion of the Capacity Assessment Tool take place over approximately 1
month. To ensure timely completion by the health department staff, school staff, and community
advisory board members, a designated staff member should send periodic reminders to identified
respondents. For example, reminders could be sent approximately 2 weeks after the initial
request, 1 week before the due date, and even a few days after the due date if you have a low
response rate. These reminders should include appreciation for those respondents who have
already completed the survey.
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What is the role of the health department point of contact in administering
the Capacity Assessment Tool?

The health department point of contact is responsible for:

1. Initiating contact with potential respondents,

2. Creating a new assessment for your organization to generate the
survey links,

3. Distributing the survey links to respondents, and

4. Following up with respondents to thank them for their participation

and encourage participation from non-responders.

You will not be able to identify who has completed the survey (unless the respondent has notified you), so you
may need to send a generic email thanking those who have completed the survey and reminding those who have
not to please do so. The steps for administering the surveys are outlined below.

L} Health Department Point of Contact Action Steps

e C(Create a new assessment for your organization to generate survey links.

e Send each respondent the survey link. Include the following information in the
correspondence:

— due date for completing the survey (approximately 1 month from sending the
survey link),

— approximate time expected to complete the survey, and

— request that the respondent notify the health department point of contact when
they have completed the survey.

® Complete your own health department survey.
® Send periodic reminders/thank yous:
— first reminder: send 2 weeks after initial request,
— second reminder: send 1 week before due date, and

— third reminder (if needed): send 2 to 3 days after due date.
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How to create a new assessment

To create a new assessment, click on the Create a new assessment link (Figure 9). Enter the name
of your entity (health department, school, or community advisory board). You will be taken to a
page that provides a URL to access the survey and a survey code that can be used to access the
survey in the future. Sample invitation letters to complete the surveys are also provided.

Figure 9. Generate Links for Surveys

DATING// A

Capacity Assessment and F’!c:mnina Tool

log in &s & different user

Capacity Assessment
Home

VWhat do you want to do?

% Take an assessment using a provided survey code: GO >
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How to complete a survey

To complete a survey, the respondent will click on the URL provided in the email from the point of
contact. This will take the respondent to the VetoViolence Log In screen. If the respondent already
has an account, they will be directed to the survey. If the respondent is not yet registered with
VetoViolence, they will need to register for an account and then log in to complete the survey. The
appropriate survey will appear based on the link provided in the email from the point of contact.
Figure 10 shows the initial page of the school survey.

Figure 10. School Survey

DATING

Capacity Assessment and Planning Tool

og in as a different user

Capacity Assessment
Home

Assessment Tools
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The purpose of this Compr ive Teen Dating Viol Prevention Initiative (CTOVPI) Capacity
Assessment Tool is to guide you in gathering information about your school’s strengths and areas for
improvement. The tool covers information on a wide range of capacity dimensions that are related to
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The information obtained from this tool will be used to help you, your health department and other
stakeholders devise an action plan for capacity building. The answers you provide will be combined
with answers from other respondents. Your health department contact will share information from an
assessment report and action plan geared toward participants’ specific needs. The scores in the
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. What is your primary role within the school? Select one answer.
Administrator (e.q., Principal, Assistant Principal)
Teacher
Counselor, Psychologist, Social Worker
Physical or Occupational Therapist, Nurse
Scnool District-level Administator
Other

I othes, please specify:

2. How long have you been in this role at this school?
Years

Months

=< Back | Continue >>

Respondents may save their answers and return to the survey at a later date. If a respondent has
partially completed the survey, they will be directed to the last survey question that appeared on
the screen when they log back into the system. If a respondent has paged through the entire
survey and wishes to return to the beginning, they can use the Go back to question #1 link on the
last page of the survey. The respondent can click on the Back link at any time to return to the
questions that they skipped or wish to review. A progress bar will appear at the bottom of every
screen to show the respondent how far along they are in the survey (Figure 11).



How to move through the survey

To move through the survey, respondents can use the Back and Continue links that appear at the
bottom of the screen. Once the respondent has continued through the entire survey, they can use
the Go back to question #1 link to return to the beginning of the survey.

The assessment asks for responses in several different formats:

® radio buttons,

® numeric fields, and

® free text fields.

Radio buttons allow the respondent to select one (and only one) answer to a question (Figure 17).




DAT'NG |AT TEI Capacity Assessment and Planning Tool (DM-CAPT)

STRATEGIES TO PEOMOTE HEALTHY TEEN EELATIONSHIPS

Figure 11. Radio Buttons

DATING

s r:qF:,-;\f;rhf Assessment and l—'—"l.-.‘-ﬂr‘llr“-.ﬂ Tool

leg in as a different user

Capacity Asssasmant
Homa

Assessment Tools

Suppaort for a Comprehensive Teen Dating Violence Prevention Initiative
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Neither
Disagree
Strongly nor Strongly| Don't
Disagree|Disagree| Agree | Agree | Agree Know

a. A CTDVPL hasfwould have support
from school district leaders.

. A CTDVPL has/would have support
from administrators and staff.

c. A CTDVPL hasfwould have support
from teachers.

d. & CTDVPL has/would have support
from parents.

e, A CTDVPI has/would have support
from students.

Progress bar

| E—

29%

=< Back | Continue >>
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Numeric fields allow the respondent to enter a number in response to a question (Figure 12).

Figure 12. Numeric Fields
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Part-time
Don't Know
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Free text fields allow the respondent to enter answers as words or sentences (Figure 13). Note
that certain questions will have restrictions on the type or number of characters that can be

entered in a given box.

Figure 13. Free Text Fields
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How to generate an Assessment Report

At the end of the data collection period, the point of contact will be able to generate an Assessment
Report by navigating to the Assessment Report tab and clicking on the Assessment Report link
(Figure 14). A progress grid displays the number of respondents requested to complete each survey
type and a count of the number of respondents who have started, partially completed, or
completed the survey. The grid also includes the email addresses of all of the individuals who were
asked to complete the survey so that you can cut and paste them into your email reminders. If you
determine that you have a sufficient number of completed surveys, then you are ready to move on
to Step 2: Using the Assessment Report. Otherwise, you may consider extending the data collection
period and sending another reminder to the selected respondents to increase your response rate.

How fo generate the Assessment Report

An Assessment Report can be generated by clicking on the Assessment Report tab. Use
the progress grid to confirm that a sufficient number of surveys were completed before
you run the report (Figure 14). To run the report, select the file type that you want to
export (either a Microsoft Word or PDF file), then click on the Assessment Report link at
the bottom of the screen. The report will be saved automatically to the Resource

Documents tab.
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Figure 14. Generate Assessment Report
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Assessment coordinators can monitor the progress of survey completion using the grid below. This grid shows the prograss of your respandents for each category of tool.

"Complated 50% means that a respondent has made it halfway through the assessment tool. "NMumber of completions® Indicates the number of respendents who have complebed
the entire survey.

Azsessment coordinators could consider sending a follow up e-mail ta respondents to remind them to complate the survay. Sampbe follow wp rerminder text is below:

Dear Local Healtn Depariment'Coalibon Staxeholder,
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NA 0 (/] [+] (/]
NA 0 U] ] [
NA (1] 0 0 [+]
MA, - Cost Estimate o L] ] ]

Click the bution below 1o ren the azsessment report. This report can be exportad into either 8 Microsoft Word document or 2 PDF. Mote: At least one survey must be partially
completed in onder to run & repart.

L S o d
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Report
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Step 2: Using the Assessment Report

In this section, you will learn

® the purpose of the Assessment Report,
® how the survey results will be reflected in the Assessment Report,

® how to select capacity-building priorities, and

® sample resources for each capacity area.

Purpose of the Assessment Report

The goal of the Assessment Report is to help your organization identify a few specific capacity areas
that you would like to improve. The Assessment Report will be accessed through the DM-CAPT and
will be available as a downloadable Word or PDF file, typically generated when the data collection
period has ended. The system will save only the most recent report in a given month in the
Resource Documents tab. You also have the option to delete your old assessment reports. We
recommend that you save the final copy of the PDF or Word version to your own computer or
server. You will likely have one assessment report per year.

The Assessment Report will include an overview of the Capacity Assessment and Action Plan
process, information about how the report was created (i.e., the data collection method and
number and types of respondents who participated in the assessment), and tips for reviewing the
report. The data portion of the report is reflected in text, tables, and graphics to help your
organization or community understand the strengths and weaknesses in your current capacity so
that you can make informed decisions about capacity-building activities.

How the survey results will be reflected in the Assessment Report

The Assessment Report will show the results of your community's assessment, both overall and for
specific capacity areas. Results will take the form of bar charts, tables, and text. Each capacity area
in the assessment will include multiple survey items, some of which were asked in only one of the
surveys and some of which were asked in two or more surveys. The Assessment Report presents
information on each of the survey items, organized by capacity area. Information on which
respondent type(s) contributed to the results is presented prior to the results.
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Figure 15 is a sample Assessment Report graph that summarizes an organization’s score in each of 15

capacity areas.

Figure 15. Sample Assessment Report Graph of Organization Scores by Capacity Area
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Figure 16. Sample Assessment Report Chart

Figure 16 is a sample Assessment Report chart for one specific area of capacity: staff openness to evidence-
based programs and practices.

Here are the average responses to the items about openness to evidence-based programs:
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Our example community has effective leadership, a strong organizational climate for innovation, and
a cohesive organization. However, there is some room for improvement in staff openness to
evidence-based programs and practices. On the basis of the specific responses to the items on
openness to evidence-based programs and practices, the health department might consider spending
resources on training and educating teachers on the value of evidence-based programs and practices.
This community could consider how they can leverage their access to technical assistance to help
them identify specific strategies to use with the schools.

These results can be used to identify capacities that your community already has as well as
capacities that may need to be enhanced before you implement a comprehensive teen dating
violence prevention initiative.

How to select capacity-building priorities
After reviewing the Assessment Report, each community will select specific capacity areas for

improvement. Communities may select as many areas as they wish; we recommend starting with
four or five. Keep in mind that not all priorities need to be addressed at once.



http://www.prevention.psu.edu/pubs/docs/EBP_factsheet.pdf
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The process of selecting priority areas and activities should be a collaborative one, involving key
comprehensive teen dating violence prevention initiative stakeholders from multiple organizations.
These stakeholders might include the following:

® health department staff,

e school staff,

® community advisory board members,
® human service agency staff,

® parents, and

® teens.

Many factors influence decisions about where to focus your capacity-building priorities. We suggest
three criteria to consider, keeping in mind your unique context and resources:

® areas with the lowest overall scores (i.e., areas in which you have the lowest perceived capacity to
implement the program),

® areas that are important (i.e., areas that are highly valued by the collaborating organizations and
community and areas where capacity development will be most helpful in enhancing your community’s
ability to implement a comprehensive teen dating violence prevention initiative), and

® areas in which it is feasible to build capacity (i.e., areas in which you can make substantial changes with
the resources that you have available and within a timeframe that will support a comprehensive teen
dating violence prevention initiative).

Figure 17 provides a sample of constructs from the priority checklist of the Assessment Report. The
full checklist includes a list of all constructs with the overall scores and an area that the point of
contact and other respondents can use in determining your community’s chosen priority areas for
capacity building.

Figure 17. Sample of Constructs from the Priority Checklist

Overall Priority
Capacity Area Score Important? Feasible? Area?
1. Staff capability 60% O (Il O
2. Staff openness to e\_/idence-based 49% 0 0 0
programs and practices
3. Effective leadership 75% O O O
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Sample resources for each capacity area
Each capacity area will have an associated resource box located in the appendix of the Assessment Report.
This resource box will list websites, handouts, publications, training sessions, and other tools to help your

community identify activities aimed at improving capacity in that area. Figure 18 is a sample of resources
provided for staff openness to evidence-based programs.

Figure 18. Sample Resources for Staff Openness to Evidence-based Programs

Resource Description

Technical Assistance Fact Sheets: Evidence- This fact sheet provides information on the origins of,
Based Programs standards for, need for, and resources on evidence-
http://www.prevention.psu.edu/pubs/docs/EBP_fact based programs.
sheet.pdf
Evidence-Based Programs: An Overview This Research to Practice brief provides an overview of
http://www.human.cornell.edu/outreach/upload/Evi what it means for a program to be evidence-based,
dence-based-Programs-Overview.pdf discusses the advantages and disadvantages of

implementing evidence-based programs, and points
readers in the direction of resources to help locate
these programs and learn more about them.

Identifying and Promoting Effective Practices Page 15 of this booklet provides guidance on how to
http:/strengtheningnonprofits.org/resources/quideb |ntrod$10e new evidence-based programs to staff
ooks/Identifying%20and%20Promoting%20Eff members.

ective%20Practices.pdf
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Step 3: Using the Planning Tool
In this section, you will learn

® the purpose of the Planning Tool,

® how to complete the Action Planning Worksheets, and

® how to generate the Action Plan.

Purpose of the Planning Tool

Once you identify your priority areas for capacity building, you are ready to use the Planning Tool.
The purpose of the Planning Tool is to

® help organizations and other respondents plan strategies to build capacity based on the priority areas
that were selected at the end of the Assessment Report, and

® communicate these strategies to appropriate staff through the resulting Action Plan.

After logging into the system, you will see a tab for accessing the Planning Tool. The Planning Tool
is available for printing as a downloadable PDF file anytime during the Capacity Assessment
process. We recommend that you print a copy of the Planning Tool when you print your
Assessment Report so that you will have all of the materials needed to start your capacity-building
planning in front of you.

The Planning Tool includes Action Planning Worksheets that can be used for each capacity area.
Within each capacity area, for the strategies you identify, you will need to complete a separate
worksheet; print additional worksheet copies as needed if you are working with paper copies. The
worksheets will be used to document the following information:

e capacity area: the name of the specific capacity area;

e goal: the change that your organization is trying to make to increase capacity;
e strategy: how your organization will go about achieving the goal;

e status: whether the strategy has been implemented;

e overall lead person and organization: the individual and organization that will lead and support the
strategy;

e overall start and end dates: the start date for the first action step and the end date for the last action step;
e action steps: steps that lead to implementing the strategy, including

— responsible person and organization: the individual and organization accountable for each
step,
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— resources needed: labor and non-labor resources needed to complete each step, and
— start and end dates: expected start and end dates for each step.

We encourage the health department point of contact to work collaboratively with other stakeholders
to identify strategies for building capacity and to complete the worksheets. The worksheets can be
filled out during planning meetings using the printed copies, and the information can be entered into
the DM-CAPT at a later time. Alternatively, you may choose to enter the information directly into the
DM-CAPT.

How to complete the Action Planning Worksheets

To enter information into the online tool, you must first select the capacity areas that you identified as
priorities based on your Assessment Report results. Simply click on each capacity area that you intend
to work on (Figure 19) and click Save.

Figure 19. Selecting Capacity Areas
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Figure 20. Complete Action Planning Worksheet

You can then enter the details of the strategies that you plan to use to build each capacity
area (Figure 20). To aid in completing the online version of the Action Planning Worksheet,
you may click on the question mark next to any of the fields for further instructions.
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The detail requested in the online tool is the same information that you will find on the paper
version of the Action Planning Worksheets.

How to enter the capacity areas and strategy details selected by your
organization

Click on the Planning Tools tab and then click on each capacity area that you intend to work
on. A checkmark will indicate that you have selected a given capacity area. Clicking Save will
save your selections and take you to the screen used to enter and edit information for each
strategy that you intend to implement.
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Figure 21. Edit or Add a Strategy

You will be able to go back to the Action Planning Worksheets using the online tool and edit the
information. For example, you may want to add another step to implement a strategy, change the
name of the responsible person, or update the status. It is easy to add or change steps: simply
click on Add New Step (Figure 20). To add or update a strategy, simply select Update or Add a
strategy under the Action column (Figure 21).
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How to add or delete a capacity area

Once you have entered a capacity area, you will automatically be taken to the Action
Planning Worksheet, a page that allows you to update and add a strategy. Select the Go
back to the list of capacity areas link to return to the capacity list. You can then add or
delete capacity areas. If you have entered information in an Action Planning Worksheet for
a capacity area, then that capacity area will be “grayed” out and cannot be deleted until the
corresponding information is deleted from the system.

How to edit existing Action Planning Worksheet information

Once you have entered a capacity area, you will automatically be taken to the page that
allows you to edit your Action Planning Worksheet. Select, update, delete, or add a strategy
for any capacity area that you want to change.
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How to generate the Action Plan

Once you have entered the worksheet information into the online tool, you can generate a
downloadable PDF file of the Action Plan. To do so, simply navigate to the Action Plan tab and click

on the Action Plan link (Figure 22).

Figure 22. Generate Action Plan
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Once you have completed your Planning Tool worksheets, click the button below to generate your action plan:

How to generate the Action Plan

Click on the Action Plan tab and then click on the Action Plan link. You will have the
opportunity to save or open the PDF file.




Step 4: Using the Action Plan

In this section, you will learn
e the purpose of the Action Plan, and

e the two types of reports provided in the Action Plan.

Purpose of the Action Plan

The Action Plan is a report that can assist you and your collaborators in planning to build capacity
for the prevention of teen dating violence. Using information that your stakeholders entered into
the DM-CAPT, the Action Plan documents the priority areas selected for capacity development,
goals to address identifiable needs, strategies for achieving these goals, the status of strategy
implementation, responsible individuals and organizations, the resources needed for key action
steps, and timelines for implementing these strategies.

For each strategy that you identified, you were asked to specify how you planned to implement it,
using the Action Planning Worksheets to enter the information into the DM-CAPT. Based on the
information that you entered for these elements, two types of reports are included in the Action
Plan: At a Glance Reports and the Strategy Plan Report.

At a Glance Reports

Two At a Glance Reports will be provided to give your organization a summary of the Action Plan
that you devised:

1. Ata Glance: Your Capacity Development Focus and Identified Strategies (Figure 23). This
report provides a succinct overview of the strategies identified to build capacity in each
prioritized capacity area. It includes the responsible person and organization, start and end
dates, and the status for each strategy. It is a good place to start and, depending on your role,
it may be all that you need. Of course, if you are responsible for any of the strategies or steps
leading to a strategy, then you will want to find the more detailed Strategy Plan for the
relevant capacity area (as described in the next section on page 33).
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Figure 23. Sample At a Glance for Prioritized Capacity Areas

Capacity Area: Staff capability

Responsible Person

Strategy and Organization Start Date  End Date Status
Conduct training on evidence- John Davis, health 5/1/2014 12/1/2014 Not Started
based teen dating violence department

prevention programs for health
department staff

Implement communication activities | Berry Greene, health 9/8/2014 9/30/2015 Not Started
to raise awareness of and department
receptivity to comprehensive teen
dating violence prevention initiative
among schools and community
stakeholders

Capacity Area: Staff openness to evidence-based programs and practices

Responsible Person

Strategy and Organization Start Date End Date Status
Conduct trainings on teen dating Robert Banks, health 6/5/2014 11/6/2014 Not Started
violence for school personnel and department
other stakeholders

2. Ata Glance: Timeline for Capacity Development Activities (Figure 24). This chart provides a
visual representation of the schedule for starting and completing each identified strategy. This
chart would be particularly useful to individuals who prefer a graphic display of the timeline
and do not need the level of detail specified in Figure 23.

Figure 24. Sample At a Glance: Timeline for Capacity Development Activities

Capacity/Strategy

Staff capability

Conduct training on evidence-
based teen dating violence
prevention programs for health
department staff

Implement communication
activities to raise awareness of
and receptivity to comprehensive
teen dating violence prevention
initiative among schools and
community stakeholders

Staff openness to evidence-
based programs and practices

Conduct trainings on teen dating
violence for school personnel
and other stakeholders




Strategy Plan Report

You will find a Strategy Plan (Figure 25) for each strategy that you entered into the online tool. This
is a detailed report and mirrors the information that was entered using the worksheets in the
Planning Tool. You may find these reports useful to have on hand during staff or community
advisory board meetings. Individuals who are assigned to lead a strategy or who are responsible for
completing an action step would likely want to keep a copy of the relevant Strategy Plan nearby for
quick reference.

Figure 25. Sample Strategy Plan

Strategy Plan

Capacity Area: Staff capability

Goal: Training

Strategy: Conduct training on evidence-based teen dating violence prevention programs for health department
staff

Status: Not Started
Overall Lead Person

and Organization: John Davis, health department
Start and End Dates: 5/1/2014—-12/1/2014

Responsible Person
Step and Organization Resources Needed Start Date End Date
Identify an appropriate | John Davis, health Staff time 5/1/2014 6/1/2014
trainer department
Develop training Betty Greene, health Training materials and access | 6/1/2014 9/8/2014
materials department to copier
Identify and set TBD, health department | Health department and school | 9/1/2014 9/18/2014
training dates staff time
Conduct trainings TBD, health department | School staff and trainer time; 9/20/2014 12/1/2014

training room, laptop, projector

We encourage you to use the Action Plan on an ongoing basis as an essential part of your capacity-
building focus. You may want to schedule a monthly review of the Action Plan. You can update the
status of each strategy using the Planning Tool and generate another Action Plan at any time so
that you can share the most up-to-date version with your team and other stakeholders.

Because your community can complete a Capacity Assessment and receive an Assessment Report
each year, you are able to have other opportunities to specify new priorities, activities, and goals to
replace any that have been completed or discontinued. You may generate an Action Plan as many
times as you like; however, the system will save only the most recent one in a given month in the
Resource Documents tab. You have the option to delete your old Action Plans. To safeguard against
accidently replacing a working document, we recommend that you save each copy of the PDF or
Word version that you are working from to your own computer or server. You may have several
documents per year, depending how often you update your plan. This process will ensure that your
community continues to develop its capacities over the course of the development of your
comprehensive teen dating violence prevention initiative.
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