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Principles of Collaborative Leadership
(Excerpts)  By April Brubach 

http://www.coalitioninstitute.org/SPF_Elements/Sustainability/Sustainability_Principles.htm
Strong leadership is essential to sustaining community coalitions. Having a leader who takes responsibility for the success of the coalition by setting the public agenda for change, brokering connections among people and resources, and leveraging additional or new resources for projects can go a long way in supporting the longevity of a coalition. Effective leaders see the big picture. 


This article presents the l important principles of leadership that help coalitions improve effectiveness and sustainability over time. Coalitions that effectively address local problems are typically made up of diverse members of the community. The challenge for coalition leaders is to encourage positive communication and group decision-making across the variety of personalities, agendas, and skill sets of members. Research suggests a collaborative style of leadership helps sustain coalitions. Leaders can focus on developing skills that are based on the principles of collaborative leadership as one method for improving the long-term outlook of their organization. 

 

LEADERSHIP PRINCIPLES 
· Keep the coalition focused on goal:  Successful collaborative leaders keep the diverse members attuned to their common goal while keeping an eye on the big picture to help inform group processes.

· Locate, persuade and utilize influential champions and partners within the community:
Strong leaders bring community ties to the table and develop partnerships with organizations and individuals that help sustain the coalition.

· Maintain and protect collaborative decision-making, planning and infrastructure building process:   Instead of being the decision-maker, collaborative leaders actively seek to continue the group decision-making, planning and infrastructure building processes. 

· Diversify, motivate and energize your coalition’s volunteer base: In order to increase your coalition’s sustainability, leaders should help recruit diverse community members, get them involved in ways that are meaningful to the volunteer, and keep them feeling upbeat about their experience as a member of the team. 

· Help resolve member conflicts:  Collaborative leaders can make deliberate efforts to help resolve member conflicts in open, unbiased ways that encourage compromise. 

· Communicate with the community:  Coalition leaders that bring excellent written and verbal communication skills to the table help get the coalition message out to the community and potential partners. 

· Cultivate leadership in coalition members, including youth:  Coalitions gain momentum under the initial inspired involvement of those who establish the coalition. However, in order for a coalition to sustain that momentum, it is crucial that new leadership is both allowed and encouraged to develop. 

Coalition Leader Sustainability Functions
For each coalition leader identified indicate:  a) whether the individual (or position) should be involved in the function and b) whether the individual currently is involved in the function

	
	Leadership Functions

	Positions
	Keeps the coalition focused on goal
	Builds champions/partners in the community
	Maintains/protects collaborative decision making, planning 
	Diversifies, motivates and energizes coalition’s volunteer base
	Helps resolve member conflicts
	Communicates with the community
	Cultivates leadership in coalition members, including youth
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Leadership Recruitment Worksheet 

List each of the organizations/individuals to be recruited for the coalition.  Specifically indicate how they will be involved in the coalition, what benefits can accrue to them and their organization, and who will contact the individual/organization.

	Individual 
	Organization
	Desired Involvement

(Role/Skills/Resources)
	WIFM
	To be contacted by:

1) Coalition Member

2) Other Influential person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Community Sector Worksheet

For each community sector listed below a) identify organizations or individuals who are currently ACTIVE members of your coalition, and b) where there is no active membership, identify potential organizations or individuals that could represent the sector.   

Note:  An individual or organization should only be listed one time.  

	Sector
	Active Member

(Organization/Individual)
	Potential 

Organization/Individuals

	Businesses &  Business Associations
	
	

	Child Care Providers
	
	

	Civic, Fraternal or Volunteer Groups 
	
	

	Courts & Probation
	
	

	Cultural  Groups & Orgs.
	
	

	Elementary & Secondary Education

	
	

	Government
	
	

	Healthcare  Professionals
	
	

	Higher Education
	
	

	Human & Social Service Providers
	
	

	Law Enforcement
	
	

	Media

	
	

	Parents & Parent Orgs.
	
	

	Private Sector Business
	
	

	Religious & Faith Based Orgs.
	
	

	Senior Citizens
	
	

	Youth & Youth Orgs.

	
	

	Youth Serving Organizations 
	
	

	
	
	

	
	
	


Coalition Resources Worksheet

For each skill listed below: 1) Determine whether the skills/resources are in place, needed or not needed by the coalition, 2) Identify an organization or individual that may have the skill/resource or currently provides the skill/resource, and 3) identify whether or not the organization or individual is currently an active coalition member.  
	Skills/Resources
	(= In Place

( = Needed

( = Not Needed
	Organization/Individual
	Coalition 

Member?

	Skills

	Accounting
	(
	
	

	Child Care
	(
	
	

	Communications
	(
	
	

	Computer / Technology
	(
	
	

	Data Collection / Analysis
	(
	
	

	Evaluation
	(
	
	

	Event Planning
	(
	
	

	Filing / Office Work 
	(
	
	

	Grant Writing
	(
	
	

	Graphic Design
	(
	
	

	Legal
	(
	
	

	Marketing/Advertising
	(
	
	

	Photography
	(
	
	

	Public Policy / Laws
	(
	

	

	Public Speaking
	(
	
	

	Strategic Planning
	(
	
	

	Training / Education
	(
	
	

	Web Design
	(
	
	

	
	(
	
	

	
	(
	
	

	Resources

	$ - Cash, In-Kind
	(
	
	

	Meeting Space
	(
	
	

	AV Equipment
	(
	
	

	Access to Volunteers
	(
	
	

	Tables/Chairs
	(
	
	

	Computer Equipment
	(
	
	

	Transportation
	(
	
	

	
	(
	
	

	
	(
	
	

	
	(
	
	


Member Recruitment Worksheet 
List each of the organizations/individuals to be recruited for the coalition.  Specifically indicate how they will be involved in the coalition, what benefits can accrue to them and their organization, and who will contact the individual/organization.
	Organization
	Individual

(If known)
	Desired Involvement

(Role/Skills/Resources)
	WIFM
	To be contacted by:

3) Coalition Member

4) Other Influential person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Job Description Format
To recruit active coalition members, tell people what to expect. Use the following guidelines to write brief job descriptions that will help people say “yes.”

Job title - Use consistent terms to describe similar jobs, such as committee member, committee chairperson, or moderator.

Responsibilities / Duties  - Describe briefly the main activity of the job and specify the tasks that distinguish this job from others in the coalition.

Expectations – Describe what will be expected of the person working in the position.  If possible, provide details on:
· Time commitment.

· Skills or experience

· Access to materials and/or equipment.

· Transportation and/or travel

Knowledge and Skills:  Describe the specific knowledge and skills required and desirable for the position.
Resources Provided – Discuss what resources will be provided to support the individual in performing the tasks.  Examples of resources include:
· Training and technical assistance

· Staff support

· Materials and/or equipment.

TYPES OF JOB DESCRIPTIONS

Examples of the types of roles for which Job Descriptions on may be written include:

Board of Directors/Steering Committee

· Chairperson

· Vice-Chair

· Committee Member

Coalition Members

· Workgroup/Subcommittee Chair/Co-Chair

· Coalition Member

Paid Staff:

· Executive Director / Project Director

· Coordinator

· Evaluator

Sample Job Descriptions
Steering Committee Chair Job Description

The Chair of the Steering Committee of the Coalition is a member of the Steering Committee that is selected by the consensus of the Coalition Steering Committee during a scheduled meeting. The term of service of the Steering Committee Chairperson is for one year. 

General Duties:
· Develops and approves Coalition and steering committee agendas 

· Directs periodic reviews and updating of the Strategic Plan 

· Presides over steering committee meetings 

· Participates in the recruitment of new Coalition and steering committee members 

· Develops and maintains positive community relations with Coalition members, community prevention and treatment services providers, member communities, the Governor’s Office and other local, state and federal agencies 

· Represents the Coalition before the media 

· Coordinates Coalition support for local, state, or federal grants

Steering Committee Vice Chair Job Description

The Vice Chair of the Steering Committee of the Coalition is a member of the Steering Committee that is selected by the consensus of the Coalition Steering Committee during a scheduled meeting. The term of service of the Steering Committee Vice Chair is for one year. It is intended that after one year of service that the Vice Chair will then serve for an additional year as the Chair of the Coalition Steering Committee.

General Duties:
· Presides over meetings of the Coalition and committee when the Chair is absent 

· Participates in the recruitment of new Coalition and steering committee members 

· Develops and maintains positive community relations with Coalition members, community prevention and treatment services providers, member communities, the Governor’s Office and other local, state and federal agencies 

· May represent the Coalition before the media

Steering Committee Member Job Description

Steering Committee members of the Coalition are nominated by the Steering Committee and approved by the consensus of the Coalition at a scheduled community workshop. The term of service of a Steering Committee member is for two years. Members are eligible to serve as long as their membership on the steering committee continues to be confirmed by the Coalition membership at a scheduled community workshop of the Coalition.

General Duties:
· Attend scheduled meetings of the Coalition and the steering committee 

· Participate in the recruitment of new Coalition and steering committee members 

· Develop and maintain positive relations with other Coalition members 

· Willingness to serve in a leadership role as Chair or Vice Chair of the Steering Committee, or Chair or Co-Chair of a Subcommittee, or as a participating member of one of the coalition’s subcommittees.

All Steering Committee members should be:
· Knowledgeable of the Coalition’s mission, values and strategic plan 

· Familiar with the issue and impacts of methamphetamine use 

· Able to communicate the Coalition’s vision and mission to the community and to Coalition members

Subcommittee Chair or Co-chair Job Description

The Chair or Co-Chair of a Subcommittee of the Coalition is selected by the consensus of the Coalition Steering Committee during a scheduled meeting. The term of service of the Subcommittee Chair or Co-Chair is for one year. Subcommittee Co-Chairs do not have to be members of the Steering Committee.

General Duties:
· In cooperation with staff, set meeting times and dates for the subcommittee. Ensure that meeting information is provided to the Coalition Coordinator for posting on the Coalition’s Web site. 

· With staff assistance, develop agendas for subcommittee meetings. 

· With staff assistance, ensures that summaries from each meeting are prepared. The chair/co-chair may select a recorder from among the members of the subcommittee. 

· Presides over subcommittee meetings. 

· Participates in the recruitment of new Coalition and subcommittee members. 

· Regularly reviews the subcommittee’s action plan to ensure that subcommittee goals/objectives are met. 

· Ensure that there are reports on subcommittee activities at steering committee meetings and at the Coalition’s community workshops.

Source:  Scottsdale Anti-Meth Coalition    http://www.scottsdaleaz.gov/Page6074.aspx
SAMPLE

Coalition Member Job Description

Healthstyle-Steele County

Members of the Coalition will develop and implement plans to accomplish the mission of HealthStyle. This team will identify, promote, and coordinate community-based programs that encourage healthy lifestyles for Steele County Residents.

Specific Responsibilities:

· Attend Coalition meetings.

· Serve as a member of a task force and/or action team

· Participate in the identification, selection, and promotion of innovative healthy lifestyle activities

· Help assess community needs and identify existing resources

· Develop plans of action to carry out the mission

· Strive to coordinate programs and resources to maximize impact

· Develop a mechanism for evaluating and monitoring the strategies

Time Commitment:

· One- to three-year position

· Eight to Twelve Coalition meetings per year (1 ½ to 2 hours per meeting) and task force/action team meetings as needed
Personal Qualities:

· Commitment to improving the health of Steele County residents

· Knowledge of the Steele County area and its people

· Broad perspective in identifying and planning programs

· Enthusiasm

· Resourcefulness

Serving as a member of the coalition will provide you with the opportunities to:

· Broaden your knowledge

· Gain new experiences and skills

· Increase communication skills

· Work with other community professionals

Source:  Minnesota Department of Health

http://www.health.state.mn.us/divs/hpcd/chp/hpkit/pdf/build_samp1.PDF
Sample Job Description

PROJECT DIRECTOR (Paid)
Description:

The Project Coordinator will work with the Community Advisory Board to plan and implement the Grant Project. The Project Coordinator will help develop community efforts to plan and implement science-based prevention programs. Primary responsibilities will be to coordinate planning efforts of a collaborative group composed of elected officials, human service providers, law enforcement, educators, etc. The Project Coordinator will be trained, as necessary, in the prevention science and related topics. Training will be provided to the Project Coordinator by staff from the Department of Health, Substance Abuse Division, the WestCAPT Prevention Coordinator and the Department of Education.

Duties:

· Coordinate the Community Advisory Board

· Facilitate data collection and analysis for needs assessment

· Develop and present educational and informational materials

· Interface with Intermountain Evaluation Services for Community Resource Documentation & other evaluation related documentation

· Facilitate program selection and design

· Provide information about Best Practices

· Support program providers to ensure implementation fidelity

· Record and collect project documentation

Qualifications:

· Degree in counseling, social work, psychology, public health, public administration, sociology, education or other health related field or four years of prevention related experience. 

· Ability to travel and work intermittent evenings and weekends is desired. 

· Ability to work with diverse populations is desired.

Knowledge and Skills:

· Must possess a working knowledge of:  Substance abuse prevention and prevention science, community development and mobilization, youth development principles, and community organizing approaches.

· Must possess the following work skills:  Organized, excellent oral and written communication, public speaking and training, group and meeting facilitation, word processor, spread sheet, and internet skills, good sense of humor, ability to learn new concepts quickly, self motivated with ability to work independently.
Source:  Wyoming 21st Century State Incentive Grant Application Instructions

http://sad.state.wy.us/21SIG/Forms/Instructions.pdf
Prevention Coordinator
JOB SUMMARY:  This classification researches best practices in prevention and from this develops prevention plans for management approval; designs, develops, implements and evaluates social marketing initiatives and other population-based prevention initiatives; and advises, guides and trains teams in the development and delivery of theory-based and best practice population-based prevention systems and activities. 

JOB FUNCTIONS: 

· Conducts literature reviews and synthesizing information on knowledge, skills, attitude, behavior and best practice information; 

· Develops and updates prevention plans that are based on behavior change models, systems theory, health promotion planning tools and literature review information; 

· Assists in the development of benchmark and outcome measures as well as evaluation efforts; 

· Plans, develops, implements and monitors media campaigns, social marketing initiatives 
· Participates in press conferences, soliciting media coverage and responding to media requests 
· Develops and oversees production of health promotion materials; 

· Advises and guides teams in translating prevention plans into practice including the planning, development, implementation and monitoring of population-based prevention activities; 

· Provides performance feedback to team members and passes along that feedback to supervisors; 

· Writes and implements grants and assists with the development of Request for Proposals; 

· Collaborates with key community stakeholders in the support and implementation of county-wide initiatives or special projects; Serves as a liaison with academic, state, and federal researchers and officials;

· Operates within and across all major sections and program areas in the health department; 

· Assists with budget processes. 

A Prevention Coordinator will have extensive interaction with socio-economically and culturally diverse populations; health professionals; academic and research personnel; community-based agencies; federal, state and local governmental agencies; private sector businesses; elected officials and departmental personnel.
KNOWLEDGE, SKILLS AND ABILITIES: 

· Knowledge of: fundamental public health principles and practices, techniques of behavior change, social marketing, health promotion and population-based prevention; program planning and evaluation methods
· Skills in: conducting literature reviews, reading, analyzing and summarizing scientific literature;  developing comprehensive, written population-level behavior change plans; grant writing, public speaking and working with the media; designing, analyzing, and recording data, i.e., budgets, performance reports, etc.;  planning and organizing work activities to meet established objectives. 

· Ability to: manage multiple issues, adapt to changing circumstances and develop creative solutions;  generate a shared vision for the community;  generate and maintain enthusiasm for developing solutions and instill a sense of hopefulness for continued improvement of health outcomes; provide technical assistance and through coaching, mentoring, training, delegating, and directing.;  establish effective working relationships with diverse communities, agencies and staff;  communicate effectively both orally and in writing with tact, diplomacy and sensitivity;  work independently and work effectively in teams and work groups. 

· Possession of a valid driver’s license and an acceptable driver’s abstract is required prior to employment. 

EDUCATION AND EXPERIENCE:
A Master’s Degree in Public Health, Education, Behavioral Sciences or closely related field; or the equivalent combination of relevant education, training and experience.  Five years of relevant experience that adequately illustrates the attainment of knowledge, skills, abilities and other requirements of the job listed. Experience in designing, implementing, evaluating and modifying prevention programs are essential to the position and success of the program. . 
Source:  WA State Department of Health    http://www3.doh.wa.gov/HERE/howto/images/pierce_pc.html
Research and Evaluation Manager

Description:  

Pima Prevention Partnership is a premier community development organization. Successful candidate will work in the center of a dynamic and challenging environment in downtown Tucson helping to create a safer and healthier community.

Education and Experience: 
Bachelor’s degree in Public Health or relevant social or behavioral health field and five years experience with project management and project administration. 

Duties and Responsibilities:
· Develops contracts for projects.
· Works with Director and Contracts Manager to monitor Research Evaluation and Planning contracts. 
· Supervises agency Project Associates/Evaluators, contractors, and consultants who are assigned to work on Research Evaluation and Planning projects.
· Provides coordination, oversight, and quality management on research, evaluation, and/or planning
· Assists with hiring staff to work on Research Evaluation and Planning projects and identifies subcontractors for projects as needed.
· Designs and implements all aspects of program evaluation, including instruments design, data collection systems and timelines, data management, data analysis, protocols, reports and presentations.
· Assists the Director with grant writing and other development activities.
· Motivates staff productivity.
· Develops and maintains a positive work climate for staff.

Skills and Abilities:
· Excellent project and contract management skills
· Ability to supervise staff and sub-contractors 
· Strong organizational skills
· Experience with human service program evaluation or relevant applied social science research methods
· Knowledge of program evaluation theories and methods, including research methods and statistics
· Ability to communicate clearly and concisely in verbal and written form
· Ability to write reports to funding sources
· Excellent interpersonal and problem solving skills
· Proficiency in computer database, statistics, and word processing software
· Once trained, possess the ability to complete projects independently
· Ability to maintain effective working relationships with people of varied social, cultural and educational backgrounds.
· Ability to perform recurring tasks while maintaining a standard of excellence at all times
· Ability to contribute to competitive applications for funding 
· Ability to obtain a valid Arizona driver’s license 
Physical Requirements:
The physical demands and work environment characteristics described here are representative of those that must be met, or are encountered, by an employee to successfully perform the essential functions of this job.  Wile performing the duties of this job, the employee is regularly required to sit, talk, and hear. The employee is occasionally required to stand, walk, stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required include close vision, distance vision and the ability to adjust focus. The noise level in the work environment is usually moderate.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions of this position.

Source:  The Pima Partnership,  http://www.thepartnership.us/Jobs.aspx
Coalition Job Description Worksheet
Name:

Committees/ Title:

Responsibilities/Duties:

Expectations of the coalition / myself:

Knowledge and Skills I bring to the coalition / need to obtain:

Resources needed to do the work / I can provide to the coalition:

Time commitment:

Coalition Organization Chart
The organization chart can be used to depict a “place” for any / all of the following:

1. Board of Directors / Steering Committee

2. Coalition

3. Work Groups / Sub-committees

4. Key Community Leaders / Stakeholders

5. Youth

6. Member Organizations

7. Community Members

8. Others?
SAMPLE BY-LAWS

LA CROSSE AREA HEALTH INITIATIVE

MISSION STATEMENT

The mission of the La Crosse Area Health Initiative is to enhance the wellbeing of our population by working collaboratively with the community to conduct and evaluate educational, informational and service efforts specifically related to tobacco prevention, cessation and environmental tobacco smoke.

Bylaws

I. Membership

Membership shall consist of organizations, agencies, associations and individuals that have an active interest in and commitment to promoting health and reducing disease in the Coulee Region. Several members may represent each organization on the La Crosse Area Health Initiative. In decision making situations generally the Coalition will follow the wishes of the majority, however in situations where this policy does not allow proper representation (specifically situations involving the budget, leadership and by-laws), the chair may call for a vote where by, only one representative per organization will have voting privileges. Each representative organization shall designate a voting member and, in his/her absence, designate an alternate representative to attend meetings  of LAHI and vote in his/her place.

II. Invited Consultants

Individuals and/or representative of affiliate organizations, agencies and associations with an active interest in health promotion/disease reduction (tobacco control) may serve as invited consultants to the coalition. Invited consultants will act as resource to the coalition without voting privileges.

III. Officers

Officers shall include a Chairperson/Co-Chairpersons and a Vice-Chairperson. They shall be elected from the voting members by a majority vote at the regular December meeting. Officers shall serve a term of one-two years, beginning January 1st, without limit as to succession.

IV. Committees

The Chairperson/Co-Chairpersons may recommend committees as needed to further the purposes of the coalition. Members of such committees need not be members of the Committee of the Whole, except that each committee shall include at least one member appointed from the Committee of the Whole by the Chairperson/Co-Chairpersons.

V. Vacancies

Vacancies among the officers shall be filled by nomination and majority vote. Those filling vacancies shall serve the remainder of the term of the previous officeholder.

VI. Meetings

Regular meetings of the coalition shall be held monthly at sites rotating among representative organizations. One-half of the voting membership shall constitute a quorum at any regular meeting of the coalition. Membership shall be counted in establishing a quorum. The Vice-Chairperson will conduct meetings in the absence of the Chairperson. A majority of the members present is needed to approve action items.  In voting situations related to budget, leadership and the by-laws the quorum (one-half of the voting delegates) shall be needed to approve action items. All meetings will be conducted in accordance with Robert’s Rule of Order (newly revised 1990 edition). 

VII. Financial Operation

The coalition may accept financial support in the form of gifts, grants, donations, contracts and in-kind contributions.

VIII. Ratification and Amendments

These bylaws may be amended by a majority vote of a quorum present at a regularly  scheduled meeting of the coalition, provided the proposed amendments have been distributed to the full membership at least 30 days prior to that meeting.

Source:  

Wisconsin Clearinghouse for Prevention Resources, Tools for Coalitions

http://wch.uhs.wisc.edu/01-Prevention/01-Prev-Coalition-tools.html
SAMPLE MEMORANDUM OF UNDERSTANDING 
between 

(Insert name of Applicant Organization) 
(“hereinafter referred to as Applicant Organization”) 

and 

(Insert name of Collaborative Partner) 
(“hereinafter referred to as Collaborative Partner”) 

Applicant Organization agrees to: 
A. (Detail responsibilities of applicant organization.) 
B. 

Collaborative Partner agrees to: 
A. (Detail responsibilities of collaborative partner.) 
B. 

_____________________________ 

____________________________ 

(Insert Authorized Signature Name) 


(Insert Authorized Signature Name) 

(Applicant Organization Name) 


(Collaborative Partner Name) 

_____________________________ 

____________________________ 

Date 






Date

Sample MOU
[image: image3.emf]
Source: Vermont Department of Health, SPF-SIG Request for Proposal

http://healthvermont.gov/adap/prevention/SPF/documents/FINALDRAFTRFP.pdf
Meeting Preparation Questions

Source:  Meetings Made Easy, Frances Micale (2004)

Meeting Preparation questions help you identify the meeting outcome, agenda, people to invite.

1. What do you wan to happen as a result of this meeting

2. Is there an alternative to holding this meeting?

3. Who expects to be involved and wants to attend?

4. Who could contribute something and needs to attend?

5. Who needs information both beforehand and afterwards?

6. What topics need to be covered that support the desired result?

7. How long will it take to discuss each topic?

8. What are the estimated length, place and time for the meeting?

9. What information should be sent out in advance?

10. What other preparation do participants need in advance?

11. What equipment is needed?

12. How should the room be arranged?

13. Who is leading or facilitating the meeting?

14. What other roles are needed and who will fill them?

Basic Guide to Conducting Effective Meetings

The process used in a meeting depends on the kind of meeting you plan to have, e.g., staff meeting, planning meeting, problem solving meeting, etc. However, there are certain basics that are common to various types of meetings. These basics are described below. 



Developing Agendas
· Develop the agenda together with key participants in the meeting. Think of what overall outcome you want from the meeting and what activities need to occur to reach that outcome. The agenda should be organized so that these activities are conducted during the meeting. 

· In the agenda, state the overall outcome that you want from the meeting

· Design the agenda so that participants get involved early by having something for them to do right away and so they come on time. 

· Next to each major topic, include the type of action needed, the type of output expected (decision, vote, action assigned to someone), and time estimates for addressing each topic.

· Ask participants if they'll commit to the agenda. 

· Keep the agenda posted at all times.

· Don't overly design meetings; be willing to adapt the meeting agenda if members are making progress in the planning process.

· Think about how you label an event, so people come in with that mindset; it may pay to have a short dialogue around the label to develop a common mindset among attendees, particularly if they include representatives from various cultures.

Opening Meetings
· Always start on time; this respects those who showed up on time and reminds late-comers that the scheduling is serious.

· Welcome attendees and thank them for their time.

· Review the agenda at the beginning of each meeting, giving participants a chance to understand all proposed major topics, change them and accept them.

· Note that a meeting recorder if used will take minutes and provide them back to each participant shortly after the meeting.

· Model the kind of energy and participant needed by meeting participants.

· Clarify your role(s) in the meeting.

Establishing Ground Rules for Meetings
· You don't need to develop new ground rules each time you have a meeting, surely. However, it pays to have a few basic ground rules that can be used for most of your meetings. These ground rules cultivate the basic ingredients needed for a successful meeting.

· Four powerful ground rules are: participate, get focus, maintain momentum and reach closure. (You may want a ground rule about confidentiality.)

· List your primary ground rules on the agenda.

· If you have new attendees who are not used to your meetings, you might review each ground rule.

· Keep the ground rules posted at all times.

Time Management
· One of the most difficult facilitation tasks is time management -- time seems to run out before tasks are completed. Therefore, the biggest challenge is keeping momentum to keep the process moving.

· You might ask attendees to help you keep track of the time.

· If the planned time on the agenda is getting out of hand, present it to the group and ask for their input as to a resolution.

Evaluations of Meeting Process
· It's amazing how often people will complain about a meeting being a complete waste of time -- but they only say so after the meeting. Get their feedback during the meeting when you can improve the meeting process right away. Evaluating a meeting only at the end of the meeting is usually too late to do anything about participants' feedback.

· Every couple of hours, conduct 5-10 minutes "satisfaction checks".

· In a round-table approach, quickly have each participant indicate how they think the meeting is going. 

Evaluating the Overall Meeting
· Leave 5-10 minutes at the end of the meeting to evaluate the meeting; don't skip this portion of the meeting.

· Have each member rank the meeting from 1-5, with 5 as the highest, and have each member explain their ranking.

· Have the chief executive rank the meeting last.

Closing Meetings
· Always end meetings on time and attempt to end on a positive note.
· At the end of a meeting, review actions and assignments, and set the time for the next meeting and ask each person if they can make it or not (to get their commitment)
· Clarify that meeting minutes and/or actions will be reported back to members in at most a week (this helps to keep momentum going).
Source:  Free Management Library, Basic Guide to Conducting Effective Meetings.

http://www.managementhelp.org/misc/mtgmgmnt.htm
Decision Making Procedures
	Method 1. Decision made by authority without group discussion
Process: The designated leader makes all decisions without consulting group members.

Strengths
Weaknesses
• Takes minimal time to make decision

• No group interaction

• Commonly used in organizations (so we are familiar with method)

• Team may not understand decision or be unable to implement decision

• High on assertiveness scale (see conflict paper)

• Low on cooperation scale (see conflict paper)

Method 2. Decision by expert
Process: Select the expert from group, let the expert consider the issues, and let the expert make decisions.

Strengths
Weaknesses
• Useful when one person on the team has the overwhelming expertise

• Unclear how to determine who the expert is (team members may have different opinions)

 

• No group interaction

• May become popularity issue or power issue

Method 3. Decision by averaging individuals' opinions 
Process: Separately ask each team member his/her opinion and average the results.

Strengths
Weaknesses
• Extreme opinions cancelled out

• No group interaction, team members are not truly involved in the decision

• Error typically cancelled out

• Opinions of least and most knowledgeable members may cancel 

• Group members consulted

• Commitment to decision may not be strong

• Useful when it is hard to get the team together to talk

• Unresolved conflict may exist or escalate

• Urgent decisions can be made

• May damage future team effectiveness

Method 4. Decision made by authority after group discussion
Process: The team creates ideas and has discussions, but the designated leader makes the final decision. The designated leader calls a meeting, presents the issue, listens to discussion from the team, and announces her/his decision.

Strengths
Weaknesses
• Team used more than methods 1–3


• Team is not part of decision

• Listening increases the accuracy of the decision

• Team may compete for the leader’s attention

 

• Members may tell leader “what he/she wants to hear”

• May not have commitment from all to the decision

Method 5. Decision by minority
Process: A minority of the team, two or more members who constitute less than 50% of the team, make the team’s decision.

Strengths
Weaknesses
• Method often used by executive committees

• Can be railroading

• Method can be used by temporary committees

• May not have full team commitment to decision

• Useful for large number of decisions and limited time

• May create an air of competition among team members

• Some team perspective and discussion

• Still may not have commitment from team to decision

Method 6. Decision by majority vote
Process: This is the most commonly used method in the United States (not synonymous with best method). Discuss the decision until 51% or more of the team members make the decision.

Strengths
Weaknesses
• Useful when there is insufficient time to make decision by consensus


• Taken for granted as the natural, or only, way for teams to make a decision

• Useful when the complete team-member commitment is unnecessary for implementing a decision

• Team is viewed as the “winners and the losers”; reduces the quality of decision

 

• Minority opinion not discussed and may not be valued

• May have unresolved and unaddressed conflict

• Full group interaction is not obtained

Method 7. Decision by consensus
Process: Collective decision arrived at through an effective and fair communication process (all team members spoke and listened, and all were valued).

Strengths
Weaknesses
• Most effective method of team decision making

• Takes more time than methods 1–6

• All team members express their thoughts and feelings

• Takes psychological energy and high degree of team-member skill (can be negative if individual team members not committed to the process)

• Team members “feel understood”

 

• Active listening used (see communication paper)



	


Source:  Coalition Foundation.  http://www.foundationcoalition.org/home/keycomponents/teams/decision2.html
Cultural Competence Primer - Summary
Incorporating Cultural Competence into Your Comprehensive Plan
What is cultural competence?

The U.S. Department of Health and Human Services defines cultural competence as a “set of behaviors, attitudes and policies that come together in a system, agency or program or among individuals, enabling them to function effectively in diverse cultural interactions and similarities within, among and between groups.”   When coalitions incorporate cultural competence into their work, they:

· Invest time and resources in training staff and volunteers in cultural competence.

· Carefully examine their structure, practices and policies to ensure that these elements truly facilitate effective cultural interactions.
· Display respect for differences among cultural groups.

Understanding culture is a process:
1. Cultural Knowledge—Knowledge of some cultural characteristics, history, values, beliefs and behaviors of a different group.
2. Cultural Awareness—Openness to the idea of changing cultural attitudes.
3. Cultural Sensitivity—Knowledge of cultural differences without assigning values to the differences.
4. Cultural Competence—Ability to bring together different behaviors, attitudes and policies and work effectively in cross-cultural settings to produce better results.
Overarching principles of cultural competence

Individuals who work in various areas of substance abuse prevention served on the SAMHSA Center for Substance Abuse Prevention’s Racial and Ethnic Specific Knowledge Exchange and Dissemination Project committee, which drafted the following overarching principles that define cultural competence:
· Ensure community involvement at all levels.

· Use population-based definitions of community (let the community define itself).

· Stress the importance of relevant culturally appropriate approaches.

· Support the development of culturally specific services.

· Adhere to Title VI of the 1964 Civil Rights Act (42 U.S.C. 2000d et seq.), which prohibits discrimination on the basis of race, color and national origin in programs and activities receiving federal financial assistance.

· Use culturally relevant outcomes and indicators.

· Employ culturally competent evaluators.

· Engage in asset mapping—identify resources and start from this point.

· Promote organizational cultural competence—staff should reflect the community it serves.

· Allow the use of indigenous knowledge in the body of “evidence-based ” research.

· Include target population(s) (e.g., youth, consumers, participants, elders).
Source:  CADCA Cultural Competence Primer

http://www.coalitioninstitute.org/SPF_Elements/CulturalCompetence/CulturalCompetenceHome.asp
Cultural Competence Checklist

Use the following checklist to ensure that important issues are addressed, adding new items as needed.

	Issue
	Is the issue adequately

addressed?

Yes/No
	How do you / will you address this issue?

	Are coalition members and staff representative of the target population?
	
	

	Are the published materials and curricula relevant to the target population?
	
	

	Have the curricula and materials been examined by experts or target population members?
	
	

	Has the coalition taken into account the target population’s language, cultural context, and socioeconomic status in designing its materials and plans?
	
	

	Has the program developed a culturally appropriate outreach action plan?
	
	

	Are activities and decision-making designed to be inclusive?
	
	

	Are meetings and activities scheduled to be convenient and accessible to the target population?
	
	

	Are the gains and rewards for participation in your program clearly stated?
	
	

	Have coalition members and staff been trained to be culturally sensitive in their interactions with the target population?
	
	


Adapted from:  Getting to Outcomes, Volume 1.  SAMHSA, CSAP, NCAP, June 2000.

Coalition Capacity Checklist
Coalition:










Date:
	Yes!
	Sort of
	No!
	????
	


Criteria





	Coalition Leadership

	(
	(
	(
	(
	Coalition leaders have been identified and are clear about their roles 

	(
	(
	(
	(
	Coalition leaders actively fill their roles and responsibilities

	(
	(
	(
	(
	Youth are actively engaged as coalition leaders

	(
	(
	(
	(
	Leadership is actively and intentfully cultivated by the coalition

	Coalition Membership

	(
	(
	(
	(
	The coalition identifies other community efforts to address ATOD & health.

	(
	(
	(
	(
	The coalition regularly assesses skills and resources needed.

	(
	(
	(
	(
	New members are pro-actively recruited, oriented and trained.

	(
	(
	(
	(
	On-going efforts are made to engage and retain coalition members.

	Roles / Job Descriptions

	(
	(
	(
	(
	Roles and responsibilities are clearly identified for all coalition members.

	(
	(
	(
	(
	Create written “job descriptions” for all “key” roles created by the coalition.

	(
	(
	(
	(
	Members agree on the expectations for active membership

	(
	(
	(
	(
	Objectives and authority of each committee/workgroup are clear

	Organizational Structure

	(
	(
	(
	(
	A clear organizational structure exists for the coalition

	(
	(
	(
	(
	The organizational structure defines roles for key decision making processes

	By-Laws & Governance

	(
	(
	(
	(
	A set of By-laws have been created and approved by the coalition

	(
	(
	(
	(
	The coalition uses MOU / MOA templates when appropriate

	(
	(
	(
	(
	A Steering Committee (or Executive Committee) meets regularly

	Running a Meeting

	(
	(
	(
	(
	Meetings are only scheduled if they are necessary and have specific objectives.

	(
	(
	(
	(
	Meetings are conducted with agenda & minutes distributed before & after.

	(
	(
	(
	(
	Decision making procedures are in place

	Cultural Competence

	(
	(
	(
	(
	Coalition members/staff are representative of the target populations.

	(
	(
	(
	(
	Published materials and curricula are reviewed by and are relevant to the target populations. 

	(
	(
	(
	(
	The coalition takes into account the language, culture and socio-economics of the target populations in all it’s activities and publications.

	(
	(
	(
	(
	The coalition has developed a culturally appropriate outreach plan

	(
	(
	(
	(
	Coalition members/staff have been trained to be culturally competent.


Coalition Capacity Checklist – page 2

What three items need to be addressed first?

1.

2.

3.

What additional information is needed?

What additional training and technical assistance would be helpful?

Comments:

Action Planning Worksheet
	ACTION
	HOW? (Steps)
	BY WHOM?
	BY WHEN?
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