

Documenting for Implementation and Beyond
Why should you care about documenting implementation plans, practices, polices, processes, and agreements?

· We always talk about “getting it out of your head and onto paper” to create “visible infrastructure” -- if it’s living in someone’s head or just an idea, the knowledge and capacity may leave when that staff member wins the lottery or moves to another position. Turnover and change are inevitable, and writing down what is in your head helps avoid information loss when there are staffing changes.
· If it is written down, it is there for everyone to see, resulting in everyone having access to the same information and being on the same page. If you’re relying on people telling other people information, the game of “telephone” can happen, where information gets distorted or lost as it’s shared. If it’s written down, the information is presented in the same way to everyone.
· Documentation helps identify gaps in processes and practices and helps your team test if they are working – if you have it all mapped out, it’s easier to spot holes and identify areas for improvement.
· Documents can be utilized for knowledge sharing among implementation team members, leadership, and co-creation partners to increase capacity in the system. If another site or agency calls you and asks how you are doing your coaching or data systems, you can transfer knowledge easily.
Below is a table that lists Community Capacity Assessment (CCA) items that include documentation. Where applicable, connections to the Annual Progress Action Plan (APAP) are also noted. You likely will not have or need 20 separate documents, but likely these elements are embedded in various documents together. The remaining columns will help you and your team think about where these documents are, how often they need to be updated and reviewed, how they’re being utilized, and next steps.
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	CCA Item
	Connection to Annual Progress and Action Plan
	Where is this document?
	Does it need updating? How often?
	How this document
working or not working? Next Steps?

	IT#5: The CIT has a
 a written plan to sustain three or more team members’ positions beyond current funding.
	Implementation Capacity & Support section; Question 6 - Sustainability & Expansion
	
	
	

	IT#12: The CIT has a document describing their team, including information like purpose, goals, roles and responsibilities, authority, communications, and membership. Common names of this document are Terms of Reference, Charter, or Memorandum of Understanding.  
	Implementation Capacity & Support section; Question 1 - Team Structures: Community Implementation Team (CIT)
	
	
	


Community Implementation Team


















CLT = Community Leadership Team; CIT = Community Implementation Team


Community Leadership Team
	CCA Item
	Connection to Annual Progress and Action Plan
	Where is this document?
	Does it need updating? How often?
	How this document
working or not working? Next Steps?

	LT#4: The CLT has a document describing their team, such as a Terms of Reference, Charter, or Memorandum of Understanding. This document includes information like purpose, goals, roles and responsibilities, authority, communications, and membership.  
	
	
	
	

	LT#7: The CLT has a written plan to sustain the leadership team’s involvement beyond current funding.
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	































CLT = Community Leadership Team; CIT = Community Implementation Team
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Alignment and Strategic Planning

	CCA Item
	Connection to 
Annual Progress and 
Action Plan
	Where is this document?
	Does it need updating? How often?
	How is this document
working or not working? Next Steps?

	ASP#1: In the past five years, an analysis of child and caregiver needs in the community was completed.
	
	
	
	

	ASP#2: There is a written process to select Triple P interventions that address identified needs.
	Overview of Triple P Activity in service Area section; Question – 5 Goals for expansion of Triple P intervention offerings
	
	
	

	
ASP#9: There is a written plan to recruit new Triple P delivery agencies to participate in Triple P scale-up.

	Overview of Triple P Activity in Service Area section; Question 6 - Goals for sector engagement

Implementation Capacity & Support section; Question 6 - Sustainability & Expansion
	
	
	

	ASP#10: There are written criteria that address fit and feasibility for selecting new Triple P delivery agencies to scale-up Triple P. (e.g.,  organizational culture and climate that support establishment and sustainment of an EBP, readiness to implement change, an assessment of fit with current practice approaches, alignment with outcomes, and agency capacity are all examples of ways to assess appropriateness of agency selection.)
	
	
	
	

	ASP#11: There is a written process to improve collaboration and coordination among co-creation partners, such as an annual assessment of functioning and plan to improve or a process to ensure representation and voice from demographic subgroups proportional to the community populations.  
	Overview of Triple P Activity in Service Area section; Question 6 - Goals for sector engagement 
	
	
	

	ASP#14: There is a written agreement describing roles and expectations for meaningful participation of each Triple P delivery agency in the coalition, such as a Memorandum of Understanding or Agreement. This document ensures representation and voice from the diverse groups that reflect your community.
	
	
	
	

	ASP#15: There is a document describing roles and expectations for meaningful participation of co-creation partners in the coalition.
	
	
	
	



CLT = Community Leadership Team; CIT = Community Implementation Team
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Workforce Development, Fidelity Assessment, and Decision-Support Data System

	CCA Item
	Connection to Annual Progress and Action Plan
	Where is this document?
	Does it need updating? How often?
	How this document
working or not working? Next Steps?

	RS#1: The CIT has a written plan to recruit enough Triple P practitioners to meet Triple-P scale-up needs, such as number of practitioners sufficient to meet goals for delivery saturation, geographic accessibility, level (s)of Triple P intervention(s), or other selected priorities.
	Implementation Capacity & Support section; Question 2 - Workforce Development: Practitioner Recruitment
	
	
	

	T#1: The CIT has a written plan to train enough Triple P practitioners to meet Triple-P scale-up needs.
	Implementation Capacity & Support section; Question 2 - Workforce Development: Training & Accreditation
	
	
	

	T#2: The CIT has a written plan to train practitioners for all Triple P interventions selected.
	Implementation Capacity & Support section; Question 2 - Workforce Development: Training & Accreditation
	
	
	

	C#1: The CIT has a written plan to provide ongoing coaching for Triple P practitioners after accreditation including who provides coaching, at what frequency, and the format, methods, and expected outcomes of coaching.

	Implementation Capacity & Support section; Question 2 - Workforce Development: Coaching & Peer Support
	
	
	

	FA#1: The CIT has a written plan to conduct enough fidelity assessments to know if core components of Triple P are delivered as intended. (Note: Fidelity assessment procedures may be obtained from Triple P America. Contact them for additional information and support.)
	Implementation Capacity & Support section; Question 3 – Quality & Outcome Monitoring: Fidelity Monitoring
	
	
	

	DSDS#13: The CIT has a written data-sharing agreement with each Triple P delivery agency, such as a Memorandum of Understanding or data sharing agreement.
	Implementation Capacity & Support section; Question 3 – Quality & Outcome Monitoring: Data Collection System 
	
	
	




CLT = Community Leadership Team; CIT = Community Implementation Team

Internal and External Policy and Practice Improvement

	CCA Item
	Connection to Annual Progress and Action Plan
	Where is this document?
	Does it need updating? How often?
	How this document
working or not working? Next Steps?

	IPPI#5: The CIT regularly documents common themes from community coalition and Triple P delivery agency information.
	Implementation Capacity & Support section; Question 1 – Team Structures: Community Triple P Coalition membership
	
	
	

	EPPI#5: The CIT documents common barriers and successes from information collected from the community and policies and practices outside of the community coalition and Triple P delivery agencies’ control.
	
	
	
	


CLT = Community Leadership Team; CIT = Community Implementation Team
Media and Networking

	CCA Item
	Connection to Annual Progress and Action Plan
	Where is this document?
	Does it need updating? How often?
	How this document
working or not working? Next Steps?

	M&N#1: The CIT has a written communication plan for the Triple P Level 1 Stay Positive media campaign that address awareness, attitudes, knowledge, and behavior among caregivers in your community. (e.g., Outlining goals for attitudes, knowledge, skills, and behavior change linked to desired outcomes; details the audience, messaging, medium, channel, and frequency (how often and for how long) for dissemination; strategies to identify networks within the community; and metrics for evaluation)
	Implementation Capacity & Support; Question 4 - Media & Networking Systems
	
	
	



CLT = Community Leadership Team; CIT = Community Implementation Team
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