Worksheet 1: Agency Missions and Priorities 

This worksheet will assist you in learning more about one another’s mission and priorities and will help as you identify areas of potential concurrence and conflict that may affect your ability to work together.  Learning more about one another begins the process of relationship building.  Identifying the mission (or mandate) and priorities of agency partners will help in understanding both the focus and the boundaries of each agency’s authority.  

While this worksheet could be completed by an individual agency, completing it together will provide great additional value if it stimulates discussion and new understanding between agencies.  Joint completion will also help to prevent misconceptions and misunderstandings. 

* * * * * * * * * *

Step 1: Clearly state the mission of each of the agencies and potential collaborative partners. 

	Agency
	Mission 

	Local Planning Department
	

	Local Public Health Agency
	

	Local Transportation Authorities
	

	State Environmental 

Health Department
	

	State Health Department
	

	Community Groups and Neighborhood Orgs.
	

	Other 
	


Step 2: Identify potential areas of intersect/commonality among missions. 

As a group, list the potential areas of concurrence among the missions of the collaborating agencies and partners.  Each area of concurrence does not need to involve all of the partners, but it may be useful to identify areas where all of the partners’ missions converge.

	Area of concurrence
	Agencies involved

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Step 3: Identify potential areas of conflict among agency missions or mandates. 

What are some potential areas of conflict among the missions of the collaborating agencies and partners?  Brainstorm a list among the partners.  You do not need to prioritize them or to identify those that may be the most critical barriers to collaboration.  It is more important to simply be aware of the conflicts at this point in order to help identify an appropriate level of collaboration.

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	


Step 4: Identify priorities.

State the two or three major priorities for each collaborating agency and partner, for actions and/or desired outcomes of the group effort. 

	Agency
	Priority actions and/or desired outcomes

	Local Planning Department
	

	Local Public Health Agency
	

	Local Transportation Authorities
	

	State Environmental 

Health Department
	

	State Health Department
	

	Community Groups and Neighborhood Orgs.
	

	Other 
	


Step 5: Identify areas of intersect/commonality among priorities.

What are some potential areas of concurrence from the priorities listed above? 

	Area of concurrence
	Agencies involved

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Step 6: Identify areas of conflict among priorities.

What are some potential areas of discordance or conflict among the priorities of the collaborating agencies and partners? 

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	


Once you have completed this worksheet, you may consider developing a Joint Vision Statement in order to unite participants. A vision can show participants with conflicting viewpoints the common ground that they share, creating a willingness to share resources and overcome turf issues.

Worksheet 2: Developing Goals for Working Together

This worksheet will ensure that the agencies working together have a clear understanding of not only what they will be collaborating on, but also what the intended outcome of the collaboration will be.  This will help invest the partners in the process because they have a tangible outcome to work towards.  Clearly state the intended goals and potential consequences of working together.  It may be helpful to review this list of common goals and benefits of collaboration and the opportunities for collaboration throughout the course of the partnership.  Complete this worksheet collaboratively, and before working on Agency Commitments.

Step 1: Brainstorming

Partnering agencies should conduct a brainstorming session that answers each of the following questions. 

What do our agencies want to accomplish together?

What measurable improvements will we be able to identify if we are successful in working together?
Step 2: Statement of Purpose

Draft a statement of purpose for the specific work that will be done by the collaborating agencies. 

Example: Improve community outreach and education on pedestrian safety and the health benefits of walking.

Step 3: Identify Goals

List at least three the goals of the partnership that will support the statement of purpose.  

Example 1:Raise public awareness of how improvements to pedestrian facilities by the municipality will support a personal health goal of becoming more physically active. 
Example 2: Raise public awareness about the respective roles of the collaborating agencies on pedestrian safety and physical activity and how they can become involved in making their neighborhood more walkable.

 Example 3:  Foster additional neighborhoods or communities to form partnerships with the collaborating agencies to broaden awareness about pedestrian safety and physical activity beyond the initial project demonstration area.

Step 4: Objectives

1. For each goal identified above, develop SMART (Specific, Measurable, Agreed-on, Realistic, Time-based) objectives.  

2. Identify the intended outcome of the objective, and how you will measure that outcome.  

3. Identify what inputs (e.g. resources such as funding, materials, planning tools needing to be creating, identified, or acquired) will be needed to ensure the desired outcomes.

4. List the external factors (those that are out of the partners’ control) that might impact whether or not this objective will be met.
For Example:

	Goal: Raise public awareness of how improvements to pedestrian facilities by the municipality will support their personal health goal of becoming more physically active. 

	Objective: Develop a marketing and outreach campaign to coincide with a neighborhood demonstration project where walkability is assessed and measures are taken to mitigate barriers to walking.

	Outcome:

· Residents understand how the built environment (e.g., presence or absence of sidewalks) can support their physical activity goals.

· Local appointed and elected officials gain an understanding of the relationship between routine physical activity and improved health

· A neighborhood walkability assessment is conducted with resident participation. 


	Measurement:

· Survey residents on health and physical activity goals

· New interagency initiative led by mayor, city council charged with taking the demonstration program citywide 

· The results of the assessment are used to prioritize capital investments in sidewalks, streets, and crosswalks. 



	Input:

· Interagency team assigned to lead the demonstration project.

· Educational materials such as maps and brochures, fact sheets created and made available to the public. 

· Hire a consultant or develop an in-house walkability assessment tool. 
	External Factors:

· One or more collaborating agencies have no discretionary time of staff flexibility to work on the project.




	Goal:

	Objective:

	Outcome:


	Measurement:



	Input:


	External Factors:



	Objective:

	Outcome:


	Measurement:



	Input:


	External Factors:




The number of objectives and action steps do not need to be limited to the spaces provided. To create boxes for additional goals and/or objectives, highlight the box you wish to copy and paste it anywhere in the document.

Worksheet 3: Identifying Participants’ Interest and Ability to Engage in Joint Work
Now that the mission and priorities, as well as potential areas of concurrence or conflict, of the individual agencies have been identified, collaborators can define how and why working together will enhance their own effectiveness and contribute to the final outcome at the site.  Complete the Agency Missions and Priorities worksheet before Identifying Participants’ Interest and Ability to Engage in Joint Work, as agencies working together must clearly define their shared mission and goals so that individual self-interests are incorporated and focus is placed on the common good. The following is a series of questions to consider and discuss jointly with agency partners.

· What is the agreed upon mission or vision for the group?

· How will my agency’s interests be served by working together?  What are the potential benefits to my agency?

· How will my interests be served by working together?  What are the potential benefits to me?

· How might working with other agencies and partners negatively impact my agency’s interests?  What are the potential costs to my agency?

· How might working with other agencies and partners negatively affect my personal interests?  What are the potential costs to me?

· What will it take for me to consider this joint effort worthwhile?

· What am I willing to contribute to ensure the success of the joint work? (E.g., time, information, funding, expertise, communication links, or access.)

Worksheet 4: Collaborative Road Map and Timeline

Many collaborating partners are likely to have skills in project planning and management.  In a collaborative, the main difference lies in the clear articulation of expectations regarding responsibilities and authorities for decision-making related to particular tasks or products.  It is important not only to identify the primary party responsible, but also to identify others who need to be: 1) involved; 2) informed; and 3) part of the approval process for actions and decisions.  Clarity now will help to facilitate strong working relationships in the future.  

Fill out the grid below for each major task (e.g., media relations, community outreach, facilitation of interagency collaboration) that involves coordination among different agencies. If the activity only requires one agency’s involvement, filling out the grid may be too time consuming; however, progress on individual tasks is important to share among partners as well. The following worksheet should be completed BEFORE the activity begins with other agency partners.  You might consider completing the Record of Action worksheet upon completing this one.  

	Action/Task:        
	
	Due Date:
	

	Resources Needed
	

	Resources Available
	

	Responsible Party
	

	Others to Involve
	

	Others to Inform
	

	Others to Approve
	


Worksheet 5: Forming Group Protocols and Ground Rules

Having group protocols and ground rules for participation will provide a consistent standard for group members to evaluate their own and other’s participation.  Clearly specifying expectations will help to build trust, establish an open and credible process, and avoid potential conflict.  Ground rules should be developed jointly by the collaborating agencies.  Following are a few questions that will help to establish practices regarding communication between the partners.  This worksheet should be completed collaboratively.  

Questions to Consider in Developing Ground Rules: 

· Who will lead the meetings? 

· Is the participation in the group by agency or by person?  

· May the participating organizations send different representatives to different meetings or is consistency of participation and one singular representative important?

· Who will make which decisions? 

· How will decisions be made during meetings (i.e., vote versus consensus)? 

· What process will you follow for making decisions outside of the joint meetings? How often will the group meet?  

· Will additional work be necessary between meetings?  

· What are the preferred methods for communication among collaborators between meetings?  (e.g., phone, mail, e-mail, etc.)  

· How will the content of communication between meetings be shared with others?  

· What system will be used to ensure that all members are adequately informed?
· Will meetings be confidential?  

