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Building Community Capacity

Workbook

Learning to build community capacity: Working with identified communities to assess their health and wellbeing needs and plan for improvement
To navigate to the appropriate phase, go to the contents on the next page and press ctrl + click on the phase you want to open.
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Introduction

This education package aims to prepare you to extend your knowledge and skills, to help you to build community capacity in your area. The teaching and learning model used draws on principles from the work of Boud and colleagues (2006), in particular the notion of productive reflection which uses reflection on work experience and work practice to strengthen engagement and improve outputs as well as helping you to learn new skills and gain confidence.
This workbook will support you through the process of developing and undertaking a project. Remember if you have any questions or difficulties contact us immediately for help or clarification. You will be provided with the contact details of key people involved in the delivery of the package locally, your work place advisor or building community capacity lead.
You might find the following literature and web based resources useful:
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Boud, D., Cressey, P. & Docherty, P. (eds.) (2006) Productive Reflection at Work, Routledge  

Cunningham, I., Bennett, B., Dawes, G. (2000) Self Managed Learning in Practice, Gower 

Leedy, P.D. (2004, 8th ed.) Practical research: planning and design Upper Saddle River, N.J., Merrill

Luck, M. (1999) Your student research project, Gower
Maylor, H. (2002) Project Management Prentice Hall 

Preece, R.A., Roy, R.A. (1994) Starting research: an introduction to academic research and dissertations, Pinter Publications

Sharp, J.A. & Howard, K. (2002, 2nd ed.) The management of a student research project Gower 

Waterhouse, R. (1992) A Guide to Project Management – a CPD study pack [Multimedia]

RDN Virtual Training Suite (2007) [on-line]. Available at: http://www.vts.rdn.ac.uk 

(Accessed 2/2/11)

http://www.projectsmart.co.uk/smart-goals-objectives.html 

(Accessed 2/2/11)
Phase 1: Developing your Learning Contract

Each person who undertakes this package will have different experience and skills. Some will have worked for many years in a particular locality; others will be newly in place. Some will be working in inner cities, others in rural clinics. Some will have undertaken quite a bit of community capacity building, perhaps in the past, others will have had little opportunity so far. The information and support that you need will be very different, depending on you, and your circumstances. This package uses a ‘contract’ to help us to understand what your learning needs might be in the area of building community capacity – for example refreshment and updating of existing knowledge and skills or adding new knowledge and skills., and to agree what you will need to do to work confidently and securely in this area. The Learning contract documentation is designed to take you through the learning process and help you to develop an individualised learning contract – one which is unique to you, and relates to your particular project.

Looking at the Learning Process

This section contains important information to guide you through the learning process and the development of an individualised learning contract. In essence a learning contract is:

“A negotiated agreement based upon the learning needs of the individual undertaking the contract as well as the formal requirements of the course or institution involved.  It is a plan of action as much as a statement of expected outcomes.  Its value lies in its relevance and application to the needs of each learner.”







(Anderson, Boud & Sampson, 2004) 

The development of your learning contract will be done through a process of guided development.  The learning contract fits into a framework for work based learning that will enable you to demonstrate:

Knowledge and Understanding of:

· The learning process and its relevance to your own learning. 

· The process of identifying current and prior learning.

· Theories and concepts which are central to your role and contemporary practice in building community capacity

Intellectual Skills

· Your ability to engage with and utilise critical reflection as a tool to explore and demonstrate your own work-based learning through the use of best evidence.

Transferable Skills

· How you can communicate and present oral and written arguments, plan and manage projects within an agreed framework and present ideas, findings and recommendations.

· Your ability to use ICT, including software packages, databases, the Internet and information retrieval.

When planning for your learning contract you should consider your development from personal, professional and organisational perspectives

Personal





   
Professional




Organisational
By the end of this process you should be able to:

1. Evaluate your learning needs in line with building community capacity, the changing nature of service delivery and professional requirements in order to improve health outcomes for your community

2. Design a learning programme tailored to meet your identified learning needs in the context of best evidence

The following information will guide you in the production of your learning contract. 

1. Review of personal development

Consideration of your personal skills and relevant experience should be detailed here. You might consider previous projects undertaken, existing IT skills, formal courses you have undertaken. You should consider areas of particular strength that you want to use and consolidate and areas of new skill and knowledge development relevant to building community capacity.
2. Review of professional development
You should also consider your current work role. This might include details of your current and recent job descriptions, KSF profile, and achievement of professional body requirements. You might also want to include other roles that you have undertaken prior to your current work role. Your relevant employment history could help you consider your professional development by identifying your development to date and possible changes in direction necessary to engage with community capacity building. You should consider your particular strengths and identify areas for development.

You might find the BCC Knowledge and Skills checklist helpful when reviewing your professional development. Click here for Check list (If a box appears asking for username and password just leave blank and press ok)
3. Identification of community / organisational needs

In this section you should consider the key drivers for your organisation, and within your community of focus. You may review evidence of service user needs, local and national policy, health needs assessments and community profiles. It may be helpful to use a tool to assist with this process. An example of such a tool is provided below.

SCOB Analysis 
	Strengths
	Challenges

	
	 

	Opportunities
	Barriers

	
	


Click here for word document of SCOB analysis (If a box appears asking for username and password just leave blank and press ok)

What do you want to achieve?

In the previous sections you identified your current level of development and experience and the needs of your community and organisation. In this section you should identify what particular skills and knowledge you need to refresh or develop in order to enable you to develop a proposal for a project to build community capacity. In other words what do you need to learn to do this? You should identify outcomes and the actions that you need to take to achieve these and identify the evidence that you will produce to demonstrate your achievement of learning.
Outcomes are simply statements that clearly identify what you intend to learn in relation to a specific area. The outcomes must be SMART:
Specific

Measurable

Achievable

Realistic

Timely

Verbs that are often used in developing outcomes:

Knowledge

define, repeat, record, list, recall, relate, state

Comprehension
translate, discuss, describe, recognise, explain, identify, locate,




report, review

Application

demonstrate, apply, practice, illustrate, operate, schedule

Analysis

distinguish, analyse, differentiate, appraise, calculate, compare, 

contrast, criticise, debate, question, relate, solve, categorise, reflect

Producing the Learning Contract
You are required to develop a Learning Contract which clearly states the actions you need to take to meet the desired outcomes in order to implement a work-based project, together with the evidence that you intend to present to demonstrate their achievement. In other words the steps in your Learning Contract are quite simply the targets you set yourself to ensure you are able to achieve the identified outcomes.  

This might be quite detailed to demonstrate that you have considered all the likely hurdles and how you will enhance your learning by carrying out new work 

In developing your Learning Contract it is important not to underestimate the time scale of what you propose and to consider how realistic and achievable your goals are.

Gaining Accreditation
Within your Learning Contract you should ensure that you include a rationale for your decisions. 

	Learning Contract

	What are your key personal & professional achievements?
What are the key drivers for your organisation with respect to community development?
What do you need to address/learn in order to build community capacity in your local area?
What support and learning resources will you need and why?



	What will be the main focus for the work based project?

What SMART outcomes/targets will you need to achieve the work-based project?

1.

2.

3.



	What Action will you take to facilitate achievement of your outcomes/targets ?
     1.

     2.

     3.



	What Evidence will you present to demonstrate achievement of your outcomes/targets?
    1.

     2.

     3.


	Agreement

Manager signature:                        ……………………………………….                     Date……….

Work Place Adviser signature:     …………………….…..............…                    Date………..

Participant’s signature:                  .........................................                     Date..........




Click here for word document of Your learning contract (If a box appears asking for username and password just leave blank and press ok)

Phase 2:
 Accessing Learning Resources
In the Learning Zone you will find links to a variety of resources which can help you to refresh and extend your knowledge and skills in relation to particular aspects of building community capacity and enabling people to identify and address their health needs.

Master classes are presented to encourage you to think through key areas relevant to community capacity building, to listen to relevant debates, to be presented with potential resources and to reflect on how the material presented might influence your work based project.

In addition, we have several additional links to websites, and papers on related areas, which you will be able to access in order to follow up issues in more depth.

Further NHS e learning Health Visitor Training is available via National Learning Management System (NLMS) please click here
The following proforma will help you to plan, record and reflect upon the learning that you have undertaken and enable you to evaluate how you can or have applied this to your practice. This evidence can be used for KSF and NMC purposes.
Gaining Accreditation

Completing this proforma for each learning event undertaken will provide invaluable evidence of your learning for accreditation.
Record of Learning Events and Initial Reflections

Details of event /activity/ masterclass
 (Including topic, date, duration)

Learning outcomes of the event/activity 

(In addition to specified outcomes what do I want to achieve from the event/activity?)

Learning relevant to personal and professional development

 (What did I learn?)

Application of new knowledge

(How can/have I used my new learning in my practice?)

Summarise the effectiveness of the experience including any outstanding identified needs. 

Click here for word document of record of learning and reflection (If a box appears asking for username and password just leave blank and press ok)
Locating information for your project
Drawing up a list of where you intend to look for information is the first stage of identifying appropriate resources for your project. 

You need to work within the scope of your project topic. You are unlikely to be able to conduct a search that identifies absolutely everything that has been written on your topic unless it is very specialised or obscure. 

You need to make a decision about currency in relation to the information you require. Five years is a reasonable standard but remember there may be seminal texts that are far older than five years but essential to your subject area. 

Make sure your search stays focused on the topic in hand. You may find an article, for example, that looks potentially useful from the title but proves to be less relevant once you start reading it. Learn to be selective and quickly weed out those sources you are unlikely to use. 

File your sources using a system that allows you to retrieve them easily for analysis and writing up. You can file by type of source, alphabetically by author, by theme or by publication date. Pebble Pad is a useful area to keep your electronic resources
Open a file on your computer and start a bibliography, adding sources to it in alphabetical order as you identify them to save time when you start to write up your findings. Use the Harvard method to record each item this will save time when you need to write up your project. If you don’t want to maintain your bibliography on your computer you can utilise a notebook, a reporter’s notebook with perforations can make ordering of information more manageable.

Potential Sources of Information

	Workplace documents
	Reports

Intranet

In-house journals or newsletters

Committee minutes

Staff/client surveys 

In-house policy and procedure documents

	Government sources
	Official statistics

White papers

Command papers

Departmental reports

Press releases

Policy briefings

Commissioned research findings

Government websites

	Practitioner/professional sources
	Professional journals

Practitioner research reports 

Evaluation studies or reports

Consultancy reports 

Professional organisations

Colleagues

Centres of excellence

Specialist practitioners

	Internet
	General internet search using key words

Local authority/civil service websites

NHS website 

Regional / national agency websites 

	Academic sources
	Books (hard copy or electronic)

Journal articles (hard copy or electronic)

Published theses (hard copy or electronic)

Research published by research institutes

(e.g. Joseph Rowntree)


[image: image3.wmf]
Use this activity to make some of the key decisions about information sources you want to include

	Key topics within my project
	Currency of information
	Seminal or influential texts and policies

	
	
	


Click here for word document of information sources (If a box appears asking for username and password just leave blank and press ok)
Activity

[image: image4.wmf] Check your understanding 

Why is it important to organise and classify ‘facts’ or ideas into a coherent pattern?

Why is it important to be selective in the final choice of sources to review?

The information that you select to support your project should:

· Provide the local and wider context for your individual work-based topic

· Demonstrate your ability to identify an acceptable range of secondary sources 

· Place your own project into the wider body of available information

Phase 3 
Developing Your Project 
In this section you will find information that will guide you through the process of engaging in a work based project to take you through the process of community capacity building.

 You will be offered guidance by your workplace adviser as well as through a menu of materials and resources to enable you to;

· identify a topic area

· develop a project proposal

· engage an enquiry

· manage the project within your work place

· produce a presentation and / or

· construct a report

Work is a very important part of how we define ourselves and influential in our learning process. Trying to make sense of what we have learnt in our work practices can be challenging and sometimes downright difficult.  Our suggestion is to offer you this opportunity to undertake a work-based project that will be of benefit to you, your organisation and the community in which you practice.

The work-based project is at the heart of this programme. It is designed to help you to work through and develop the knowledge and skills you need for building community capacity to influence and improve health and wellbeing. The idea is that you work with colleagues, from your own or other agencies, and with members of the local community, on a project which will deliver change in an area relevant to them. In addition, it should also fit in with your employer’s strategic objectives.

The proposal
The first element of the work based project involves the scoping and development of a project to address a topic or area which is relevant to your community, based upon identified needs and will build capacity to act on it. It is important that the project is achievable and practical in the timescale. Scoping may involve talking to a range of people, and gathering and sifting data, as well as building on your own skills and knowledge where necessary. You will work towards a formal proposal, to be agreed with a workplace representative.

Managing the project
The proposal, once developed, will form the basis of a piece of work through which you will be able not only to develop your skills further but also to offer your local community, and your employing organisation, some measurable benefits. Managing the project will depend on effective working with colleagues and members of the local community to bring about change. You will also need to make good use of support from colleagues and others, both face to face and through Pebble Pad if part of pilot. This section offers you some helpful ways forward.
Recording your learning
You are required to record your learning journey, and at various stages submit materials through Pebble Pad (if using during pilot) or via e mail hs.submit-bcc@northumbria.ac.uk The first is the Project Proposal, and the second is a brief report on the Final Project Outcomes (or outcomes at 6 months, whichever is sooner). These two documents will help you to draw on your reflections during the process to evidence what you have learnt, and what you have achieved, as well as identifying areas which you may hope to develop further
The work-based project is designed to promote personal development and a range of inter-personal, intellectual and practical (functional) skills for building community capacity. It will be based around and negotiated through an individually negotiated real time work based project. In negotiation with your workplace advisor you are expected to develop a project appropriate to your area of practice. 

Engaging in this process will raise your awareness of the workplace as a learning environment and extend your capability and enhance your individual effectiveness, employability and business competitiveness. The project will focus on an issue concerned with building community capacity and will seek to help you develop skills in

· Identification of opportunities for improvement or development in partnership with a local community

· Enquiry and analysis

· Appropriate approaches to develop and introduce innovative practices and develop capacity

You will be expected to reflect on the learning derived from carrying out the project. In addition you will be able to demonstrate that relevant ethical, commercial, confidential and data protection issues are addressed appropriately.

Although this may sound challenging in reality as a professional functioning in your practice environment many of these skills are already part of your professional toolkit, to be selected and employed as you undertake your daily activity in the work place. The work-based project provides you with the opportunity to utilise those skills you already possess. As you undertake enquiry in your practice area you will provided with the opportunity to consolidate and extend existing skills, learn new skills and develop your knowledge into an area of particular interest.

You will be expected to produce a proposal outlining your intended project and the process of enquiry you intend to utilise. Following initial exploration and data gathering you will identify and negotiate with your workplace adviser and/or line manager a project that addresses issues relevant to building capacity in your identified community and your areas of responsibility within your workplace. Once you have obtained permission to undertake the proposed project from the appropriate person in your Organisation you are required to submit the proposal through Pebble Pad or Via e mail hs.submit-bcc@northumbria.ac.uk
At the end of the project you will be required to make a presentation or present a report including reflection on the learning derived from carrying out the project and supporting evidence demonstrating how you have met your intended outcomes. This will also inform the evaluation of your learning contract.  At the end of the project you are required to submit evidence of the presentation or the report through Pebble Pad or Via e mail hs.submit-bcc@northumbria.ac.uk
In order to be successful you will:

· develop a proposal detailing the intended focus, outcomes and activities for your work-based project;

· Undertake a work-based project to develop your knowledge, understanding and practice (where appropriate) and submit your findings in the most appropriate form for relevant stakeholders – for example, a presentation and/ or a report.

Undertaking a project will:

· Provide you with an opportunity to enhance your individual effectiveness by locating your learning and development in your workplace.

· Enable you to extend your capability, promote personal development and a range of inter-personal, intellectual and practical (functional) skills and knowledge based around and demonstrated through a negotiated real-time work-based project, which will be of benefit to your organisation.

Within the project you should be able to focus on the community perspective, and identifying people’s needs and issues for health and wellbeing. You will undertake some community based investigation / research. It is likely that you will provide support to a variety of community stakeholders. You will work with individuals, networks and agencies to strengthen their skills, creativity and resources. You will be able to help people and agencies to get involved in addressing health and wellbeing, and to build effective networks and links as appropriate to help them make more of a difference. You will identify areas where they (or you) might need training and will be able to help them plan to achieve a shared goal. You will be confident in developing and managing a project and accessing appropriate support in both seeking funding and organising individuals.
Criteria for Success


You should:
· Identify a project, then devise and negotiate SMART outcomes/targets with your organisation

· Identify professional outcomes that will result from the project which address your personal goals and strategic organisational / professional requirements

· Design, develop, apply and evaluate practical, methodologically sound research skills and techniques which will include taking into consideration relevant ethical, commercial, confidential and data protection issues

· Display a mastery of complex and specialised areas of knowledge and skills related to the project and apply to new, changing and unpredictable situations

· Analyse and apply appropriate theories, frameworks and principles and take a critical approach to ideas and assumptions in use and consider issues beyond the immediate area of practice

· Plan and strategically manage a project within an agreed framework dealing with complex and unpredictable situations, making informed judgements and managing dilemmas, and value-conflicts which include those that impact outside the immediate work area and organisation

· Critically evaluate the project drawing upon and developing concepts, models and theories to demonstrate innovative thinking, presented through high level oral presentation and written report

· Make recommendations within the final report/presentation for own professional development, the organisation, the community and for the discipline. 

Going for Accreditation
You should ensure that you include a reflective analysis of how you have applied new knowledge to your practice. Click here for further information on Assessment for Accreditation.
Proposal Stage 1

You will be provided with the opportunity to engage in activities to enable identification of an appropriate topic for your proposed project. Support will be provided to enable you to refine the focus of your proposed topic area in order to produce a proposal identifying the area of your proposed investigation and validating your choice.  You are required to produce the proposal on the proforma provided at the end of this section.

Activity

Think about areas of your work that are worthy of investigation, ask yourself

· What issues are affecting the health and wellbeing of people in my community?

· What area of good/innovative practice would I like to know more about and share with others?

· Is there any new policy or national driver that needs to be introduced in my work setting?

· Have I read something recently that either sparked my interest or upset me?

· Have I taken on a new role or some form of role expansion that I need to think more about?
· What aspect of my work is of particular interest to me?

[image: image5.wmf]
You may want to use links to other learners through PebblePad to discuss your thinking as it develops. 

Now make a list of your answers – these are possible topics for your project.

At the end of this activity you should have identified some ideas for possible project topics. 

Reviewing Your Proposal
At the end of this first stage of the work-based project you will be expected to engage in further consideration about what aspect of your practice you are considering for your project. This will include you discussing your ideas and intentions with relevant people from your organisation including your line manager, workplace advisor and any other individuals you might include in your project or who will be affected by it.  Be prepared to share your ideas and develop them further during the next stage.

Resources

You should take advantage of the people and resources available to you to as you consider possible projects. These might include;

· Workplace advisor

· Manager

· Colleagues – in health visiting and wider primary care as well as in community agencies

· Existing community groups

· Literature

· Research
Case Study 

Sarah works for X Foundation (integrated) Trust and decided to undertake a project looking at responding to the needs of parents with mental health issues, particularly ante- and post-natal depression. She has an interest in this area and is aware of recent research that demonstrates the difference successful intervention can make to later development. As a project topic this presents Sarah with the potential to explore an issue relevant to the community she works within and to her role in the organisation as well as to develop her intellectual and academic skills.

The topic needed refinement to prevent a mere description of Sarah’s theoretical knowledge of the needs of parents with mental health issues.  A number of possibilities were identified to provide a focus for the project. Sarah identified a number of key questions for example; what are the perceived needs of parents in this community with ante- or post-natal depression? How are agencies trying to address these? After examining the possibilities Sarah decided to focus on the perceived needs of parents in her community with ante- or post-natal depression. 

[image: image6.wmf]Reminder
Before you begin stage 2 you should be prepared with one or two possible topic areas that you have considered as potential project areas.

Proposal Stage 2

Work Based Project: Finding the focus

You may want to use discussion with your on-line buddy group [/action learning set], via Pebble Pad with other people undertaking the package and reflection on contacts with key community members

This second stage in your work-based project will need to be developed in collaboration with your workplace advisor to ensure that your project enhances work-based learning, helps you to meet the relevant learning outcomes and will enable you to build community capacity. Care will be needed to spell out your particular contributions, and ensure you feel confident that you can provide evidence of all of the relevant skills for community capacity building. Once you have decided upon the topic for your project you should refine your focus to ensure that your project: 

· Will benefit your work setting / community and build capacity

· Is achievable and practical in the timescale

Activity

[image: image7.wmf]
In order to achieve this you need to consider:

· How will you investigate your chosen topic?

· What will you need to negotiate in your workplace?

· How will your project help you to develop?

· What will be the main Aim(s) of the project?

· What would be the Outcomes that you would hope to achieve? What will be the real benefits to you, your workplace, your colleagues, this particular community and your patients/clients?

· How will you go about this project? What will be the stages you will have to go through?

· What help, support and guidance will you require and from whom?

· Do you have agreement for the project from your line manager?

· Are there any additional resources that you might need? How will you get these?

· What obstacles will you need to consider/overcome?

Make a note of your answers to these questions as these will help you to develop your project proposal. 

Finding a focus for your identified topic can sometimes be difficult. As well as your buddy group and workplace adviser it will be important to discuss ideas with your line manager. The subject of the Work-Based Project and the specific aim(s) and outcomes arising from it will probably be unique to you, though it is possible that a big project may benefit from two or more people working together.  

Some texts that we would recommend to you as useful in refining the focus for your project include:


Reed, J (2007) Appreciative Inquiry : Research for Change, London : Sage  

Bell, J. (2005); Doing your research project [electronic resource] : a guide for first time researchers in education, health and social science;  Maidenhead : Open University Press 

Appleton, J V; Cowley, S (2000) The Search for Health Needs: Research for Health Visiting Practice, Basingstoke : Palgrave Macmillan 
Freeman, R., Gillam S, Shearin C, Pratt J (1997) Community development and involvement in primary care : a guide to involving the community in COPC, London : King's Fund Publishing
Williams, G, Popay, J (1994) Researching the people's health, London : Routledge 

Proposal Stage 3
The Project Proposal
When you have talked with your workplace adviser and your line manager you will need to produce a proposal in which you will identify the subject and scope of the project to be agreed and signed by you and your manager or other appropriate person.  

Actions to Consider
· What is your starting point? 
· What is already known in this area?
· What do you need to do now in order to begin the implementation of your project?

· Who do you need to speak to?

· Do you need permission from anyone?

· Can anyone help you with any aspect of your project?

· How can you get colleagues interested in your project?

· Are there any barriers you will need to overcome?

· Are there any ethical considerations that need to be addressed?
· Has anyone else done work into the area of your project who can offer advice?
· Should you organise regular support sessions with your workplace adviser?

· What tools do you need?

· How will you measure what you are doing?

· What would success look like?

· Who will you need to report it to?

The proposal should cover the following areas:

1. Project Title – a clear title is helpful when you need to discuss it with people. Sarah decided to call her project; Meeting the needs of parents in Wellfield Estate with ante- or post-natal depression
2. Aims and outcomes of the project – these may be expressed in terms of specific questions you want to answer. In order to address this section of the proposal you will need to consider how you can translate your topic ideas into specific questions to be asked and/or outcomes to be achieved. Identification of aims and outcomes are fundamental to managing the focus of your project. Projects can grow very quickly. It is therefore important to maintain a tight focus: this can mean that the aims and outcomes seem dry or limited. Don’t worry about this as once you begin to implement your project and engage in the underpinning enquiry you will find that a seemingly tightly focussed project has the potential to expand beyond your initial expectations.

3. Rationale - to explain why you selected the project and how it will benefit you, your employing organisation and the local community. This section should contain a brief explanation of context. The proposed project is justified in relation to professional, organisational, political and other drivers here. Remember to consider your own personal and professional development Click here for the Knowledge and Skills Checklist in terms of skills development as well as the need to critically reflect on strengths and weaknesses. 
4. Methods of Investigation - you should explain how you will initially investigate your chosen topic. This may involve you in searching for relevant literature; seeking the views of colleagues; reflecting on practice; examining documents (e.g. policies and protocols, meeting minutes, census data); finding information from sources in the local community, and possibly regional or national sources. You should ensure that your methodology (for example appreciative inquiry, rapid appraisal) is appropriate to your context and topic. 

5. Reference list - you should list the main sources you have read or consulted to prepare your project proposal. 

6. Timetable for the project - you will need to carefully plan your timetable for the project to fit within the time allocated for this package (normally a total of between 12-15 working days). Using a timetable should help you with time management; remember you are carrying out this project in your workplace with all the pressures and realities that this brings.

Example Timeline

       
[image: image8.emf]Week 1Week 2Week 3Week 4Week 5Week 6Week 7Week 8Week 9Week 10Week 11Week 12

Reading and consultation

Rapid appraisal

Development of action plan

Intervention

Evaluation of outcomes

Presentation to board


7. Signed agreement -  between  your employer/line manager and yourself
Going for Accreditation
You should ensure that you include a reflective analysis of how you have applied new knowledge to your practice 

Additional Resources

[image: image9.wmf]
The resources identified are suggestions to supplement those provided above. If you require any support or advice contact your workplace adviser


Department for Education, (2011) Early Years Evidence Pack, Department for Education

Department of Health (2010) A Vision for Adult Social Care: Capable Communities and Active Citizens, DH 

Frank Field (2010) The Foundation Years: preventing poor children becoming poor adults , The report of the Independent Review on Poverty and Life Chances, Cabinet Office

Hothi M, Woodcraft S Cordes C, Muskett D (2010) The End of Regeneration? Improving what matters on small housing estates, The Young Foundation

Knapp, M, Bauer, A, Perkins, M, Snell T (2010)  Building community capacity: making an economic case: PSSRU Discussion Paper 2772, PSSRU 

Michael Marmot (February 2010) Fair Society, Healthy Lives: Strategic Review of Health Inequalities in England post 2010, The Marmot Review

Skidmore P, Bound K, Lownsbrough  H  (2006) Community participation: Who benefits? Joseph Rowntree Foundation

The Young Foundation (2010) What do people and places need from the Big Society? The Young Foundation

	Work-based Project Proposal

	Name                                          

	Project Title:

	Individual or Group Project:

	Brief Rationale and Focus of the Project:


	Aims (what you hope to achieve through the project)



	Outcomes/Objectives (how you will achieve your aims)


	Perceived benefits for;

Your Professional Development

The Organisation/Sector
The Community

	Project Methodology

How will you;
· Investigate the project topic, gather information and data
· Motivate and engage colleagues and stakeholders

· Manage change

· Implement the project

· Address ethical considerations including confidentiality
· Maintain the focus and motivation for yourself and any participants

· Evaluate the impact of the project


	Feasibility
You should consider;

· Size

· Timescale

· Cost

· Applicability

· Your role and workload

	Resources

Do you require any resources for;

· Information gathering

· planning

· implementation

· evaluation

· meeting development needs

· support needs

	The project has been agreed by the parties below to affirm that it is appropriate and realistic and will contribute a valuable contribution to the participant’s professional development and to building community capacity as well as the development of the organisation.

Permission is granted for the project to be used as part of an impact evaluation and shared with communities of practice.

	
	Signature
	Date

	Participant
	
	

	For the Organisation
	
	


Click here for word document of work based project proposal (If a box appears asking for username and password just leave blank and press ok)
Phase 4:   Managing the project

Negotiating access and support in the workplace

Undertaking a work-based project in your own organisation can sometimes cause problems in terms of accessing information, gathering information or negotiating access to key documents, meetings or enquiry in order to make sure you are not over-ambitious in your project aims, outcomes or design. Decisions concerning the number of colleagues involved in the project might mean finding a balance between what is practical or feasible against what is desirable in terms of reliability and validity. 

Managing Change

Remember you are looking to implement a change or innovation to help build community capacity; success during and beyond the life of the work-based project may be dependent upon your colleagues and other agencies engaging in or accepting what you are doing. Gaining support from colleagues and other agencies is important so communicating your reasons for seeking information or providing details about your project is crucial to your success. It is advisable to include agencies and colleagues at all stages. 

There are a number of models of change, Kotter’s (1996) model is a useful framework to consider when planning and managing your project.

Kotter (1996) Leading Change, Harvard Business School Press


Step One: Create A Sense of Urgency – to motivate colleagues and community

Step Two: Form a Strong Coalition – work with others – find people who lead opinion and engage them

Step Three: Create a Vision for Change - When people see for themselves what you're trying to achieve they will work with you better

Step Four: Communicate the Vision – and keep communicating it, so people remember it and respond 

Step Five: Remove Obstacles – deal with the factors that might stop you achieving the vision

Step Six: Create Short-term Wins - Within a short time you need to have results that people can see. Otherwise, critics might damage any progress. Small specific steps are best. 

Step Seven: Build on the Change – It needs to keep happening – Kotter suggests people often give up too early

Step Eight: Get the Change to Stick – It needs to be day to day

Resources

As you undertake your project you will develop your knowledge and identify implications for practice and potential measures of outcome. To help you to make sense of this and to provide you with appropriate support to maintain your motivation you should consider how you will take advantage of support systems available to you, this may be in the form of your workplace adviser or others who are seen as specialists or experts in the field you are working in. You may also wish to engage in activities to practice and develop your skills of enquiry, presentation and reflection.

Actions to Consider
· In  Phase 2 you should have identified and listed the most likely sources of information that will help you to carry out your project. Building upon this activity you should continue to develop your knowledge and understanding of information available and influential documents/reports/texts you should now plan:

· where you will obtain additional information for the areas you have identified?
· how you will organise the materials you obtain?
· how you will use and share the information?

· Implement project  using Project Proposal as a guide

· Review project against timeline/Gantt char t and make adjustment where necessary
Meet with workplace adviser and review progress, using progress review document see below.
· Undertake interim project review with participants/stakeholders as necessary 
	Progress Review

	

	SMART outcomes/targets identified to achieve the work-based project?

1.

2.

3.



	Reflections upon actions taken to facilitate achievement of your outcomes/targets and learning from actions
     1.

     2.

     3.



	Action plan; what do you need to do to achieve your outcomes/targets
    1.

     2.

     3.


	Agreement

Manager signature:                        ……………………………………….                     Date……….

Work Place Adviser signature:     …………………….…..............…                    Date………..

Participant’s signature:                  .........................................                     Date..........
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Going for Accreditation

You might find it useful to maintain notes, diary or journal to help you when producing the final reflective commentary. You may use Pebble Pad to do this, or use a Word document - Click here
Phase 5: Reporting & Sharing
As your project comes to its planned completion date you will need to share your findings and recommendations through a short report. To interested parties – community members, board members, agency staff etc. In addition you may find it beneficial to make a short presentation to them. 

You report a presentation if you are giving one, should provide details of the project outcomes and recommendations in addition to reflection upon your learning derived from carrying out the project. A suggested structure for the report is provided below.

You might find the following useful:

Bowden, J (2008 Revised and updated 8th edition) Writing a report : how to prepare, write and present really effective reports, Oxford : How To Books 

Hindle, T (1998) Making presentations, London: Dorling Kindersley 


[image: image10]

RECOMMENDED STRUCTURE FOR THE FINAL REPORT  

Report: 

2500 words 

Report Cover sheet
Report Title:

Package Title:
Building Community Capacity Project

Participant Name:

Date of Submission:

Report/ Presentation Contents:

Introduction

(Provide a brief background to the project, providing a rationale for undertaking the work and to set the context.)

Aims & Outcomes of the Project

(Community, personal, professional, and organisational)

Methodology

(Provide a full explanation of how you planned and carried out the project)

Actual Outcomes

(Describe what was accomplished measured against the project aims and outcomes)

Appendices

Appendix 1


Project Proposal

Appendix 2


Presentation

Appendix 3,4,5 etc

Other relevant appendices
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Phase 6: Reflection for Future Development
Reflection on the Project:
You should revisit your learning contract and undertake a reflective analysis 
	Learning Contract Evaluation

	What are your key personal & professional achievements?
What are the key drivers for your organisation with respect to community development that you addressed?
What did you need to address/learn in order to build community capacity in your local area?

What support and learning resources did you need and access; identify any areas that you could not access?


	What was the main focus for the work based project?

Did you achieve the identified SMART outcomes/targets 
1.

2.

3.

	What action will you take to facilitate achievement of any outstanding outcomes/targets?

      1.

     2.

     3.

	What Evidence did you present to demonstrate achievement of your outcomes/targets?

     1.

     2.

     3.

	Manager signature:                        ……………………………………….                     Date……….

Work Place Adviser signature:     …………………….…..............…                    Date………..

Participant’s signature:                  .........................................                     Date..........
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Going for Accreditation
You are required to submit a reflective account of how you have put learning into practice through the work-based project, for further details about the assessment for accreditation click here 
Learning Contract
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Sheet1

				Week 1		Week 2		Week 3		Week 4		Week 5		Week 6		Week 7		Week 8		Week 9		Week 10		Week 11		Week 12

		Reading and consultation

		Rapid appraisal

		Development of action plan

		Intervention

		Evaluation of outcomes

		Presentation to board








