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Rural Development Institute, Brandon University 
Brandon University established the Rural Development Institute (RDI) in 1989 as an 
academic research center and a leading source of information on issues affecting rural 
communities in Western Canada and elsewhere. RDI functions as a not-for-profit 
research and development organization designed to promote, facilitate, coordinate, 
initiate and conduct multi-disciplinary academic and applied research on rural issues. The 
Institute provides an interface between academic research efforts and the community by 
acting as a conduit of rural research information and by facilitating community 
involvement in rural development. RDI projects are characterized by cooperative and 
collaborative efforts of multi-stakeholders.  

The Institute has diverse research affiliations, and multiple community and government 
linkages related to its rural development mandate. RDI disseminates information to a 
variety of constituents and stakeholders and makes research information and results 
widely available to the public either in printed form or by means of public lectures, 
seminars, workshops and conferences. For more information, please visit 
www.brandonu.ca/rdi. 
  
 

 

 

The Community Collaboration Project 
(CCP): Empowering Communities & 

Building Capacity is financially supported, 
in part, by the Government of Canada’s 

Rural Secretariat 

 

 

 

On the last page of this handbook is a feedback form. We encourage you to complete it 
and send back to us. We really value your feedback. 

Rural Development Institute 
Robert C. Annis, Marian Beattie and Ryan Gibson 
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Preamble 
In 1999, the Community Collaboration Project (CCP) in Manitoba and Nunavut began with 
initial funding from Health Canada and Environment Canada and was facilitated by the Rural 
Development Institute (RDI) of Brandon University. The CCP was a collaborative 
arrangement between communities in four regions of Manitoba and the Kivalliq region of 
Nunavut, federal, provincial and territorial government departments and agencies, non-
government organizations and RDI. Four Regional Round Tables (RRTs) emerged from this 
process, each with unique and different priorities, goals and projects, yet similar in how they 
underwent community collaboration. Outcomes included creation of new partnerships among 
RRT members and stakeholders; trusting relationships and increased communication 
between the community members and government officials; leadership development within 
the RRTs and the steering committee; increased capacity within the RRTs and steering 
committee; and exploration into new models of decision-making and governance among 
communities and governments. The Manitoba/Nunavut RRTs and steering committee 
considered the community collaboration process a success because it engaged participants; 
brought communities together and provided mutual learning experiences in community-
government relations (Walsh, 2004).  

In 2005, RDI began a research project to test the applicability and replicability of the CCP 
model elsewhere in rural and/or northern Canada. Through the Government of Canada’s 
Rural Secretariat, RDI received funding to support the development of three new RRTs. Site 
selection criteria included: the groups of communities had the desire and a commitment to 
work together in new and different ways to achieve common goals; the groups of 
communities are located in rural or northern areas; leaders within the communities were 
prepared to actively engage in the creation of the RRT; and the communities and 
organizations that serve them agreed to commit in-kind and cash resources to the process of 
forming, organizing and sustaining RRTs. RRTs, in Saskatchewan, northeastern British 
Columbia and the Yukon, are now emerging as a result of this initiative. 
. 
RDI created this handbook of information and tools for the RRTs to use as they planned and 
implemented their collaborative evaluations. There are several sections of the handbook: the 
first three sections provide background information about the community collaboration 
process, partnerships and collaborative evaluation; the fourth section is a tools and resources 
section that can be reproduced. We have used an analogy of a canoe trip to describe the 
community collaboration process. This collaborative process is not unlike undertaking a 
canoeing expedition with many friends and new acquaintances.  For some it is a journey 
down familiar rivers and lakes with people they know well; however, for others it is a 
journey into the unknown with people they have just met.  Where Are We Going? talks 
about starting the journey and the stages a group goes through in preparing for and beginning 
the journey.  Who is Traveling With Us? describes the partnership building and 
strengthening process that we undergo as we travel along this journey.  How Are We Doing? 
explains the collaborative  approach to evaluation and walks us through the collaborative 
evaluation process. We have excerpted, adapted and added to the Rural Secretariat’s “The 
Models Program “Roadmap” to Participatory Evaluation” guidebook in this section. The 
Tools & Resources section is a compilation of many samples, templates, worksheets and 
resource lists that can be replicated, adapted or modified to fit your particular need.  
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WWhheerree  AArree  WWee  GGooiinngg?? 

The Community Collaboration Journey 
Introduction 
Communities 
collaborating together in 
community development 
processes can increase 
their capacity to improve 
quality of life, better 
manage change and 
sustain long-term well-
being. 

Communities building 
partnerships through 
regional associations 
such as RRTs have 
opportunities for new 
forms of collaboration and governance. With access to the appropriate tools, resources and 
information, individuals living in rural and northern communities can engage in self-
sustaining, informed, local decision-making and meaningful dialogue between and among 
communities, organizations and governments. The emphasis of the community collaboration 
process is a community-led approach to decision-making. Representatives and stakeholders 
from several communities come together to identify regional socio-economic opportunities 
and challenges, find common solutions, and implement programs and projects that address 
regional needs.  

The formation and sustaining of an inter-community association such as a RRT is a process 
that evolves over time. The process begins with communities in a region coming together to 
explore new and different relationships with each other. Often, an external facilitator 
facilitates and documents the formation and visioning sessions to enable all stakeholders to 
participate freely. As the process progresses to agenda setting, the facilitation shifts to the 
RRT with the external facilitator providing support. By the time the RRT is in a position to 
take on projects and seek resources to support those projects, external facilitation should no 
longer be needed. As the process evolves, the RRT moves to a self-sustaining position from 
which it is able to operate independently of external facilitation.   
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Getting Started 
Every member of a community 
collaboration association wants 
to be part of a smooth-running 
unit. However, not all 
associations reach that goal. 
Some make progress toward 
it, while others have trouble 
getting everyone to work 
together. Successful groups 
take time to develop, and 
each group develops 
differently. One way to view 
the group as it grows from a 
collection of individual 
communities to an effective 
regional association is to focus 
on the stages of development. 
These stages could be 
compared to a journey – 
perhaps a canoe trip. The 
journey isn’t always smooth 
paddling, nor going directly from home to journey’s end. Along the way there are storms, 
rapids, shoals and portages to overcome. There are bends in the river, and interesting things 
to see along the way. New paddlers may join along the way, while experienced paddlers may 
forge ahead or head in different directions.  

Going in Circles 
Starting a community collaboration association is much like starting 
a canoe trip with several canoes and many paddlers embarking on 
the journey.  Launching the canoes signal the beginning of an 
adventure, but in the beginning, a lot of things may be unknown. 
The paddlers might not know each other very well, if at all. They 
ask themselves: Where are we going? How long will it take? Who is 
going? How do we get there?  How are we going to be partnered for 
each canoe? Who’s in charge? What are we supposed to do? and 
How do we stay in touch with those back home? Similarly, in the 
community collaboration process, you will be starting an adventure 
with many aspects still unknown. You and your traveling 
companions will need to make several decisions as you start your 
journey. As you are planning your canoe trip you will need to think about what and when to 
tell your friends and family how your trip is progressing. Similarly, you will need to figure 
out how, what and when to communicate to those in your home communities. What are you 
going to say to those on shore who see you pass by and to those you encounter along the 
way?  You will need think through and develop a communication plan.   
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There is an old saying, if you don’t know where you are going, anywhere will do and you 
won’t know when you get there. To have a harmonious journey you and your traveling 
companions will need to have a shared vision ( ) of where you will be going. You can’t go 
on a canoe trip together if some of you want to go in one direction, and the others in another 
direction. You will need to achieve consensus as to the destination, as well as when to 
embark on the journey. This might be a short discussion, or a longer one depending on where 
everyone wants to go.  Similarly on the community collaboration journey, all partners in the 
process should share the vision of where they want to go and what they want to accomplish 
collectively. Many questions need to be answered. What skills, supplies and equipment do 
you need for the journey and what skills, supplies and equipment do each of you bring? Are 
there gaps, and if so, how do you close those the gaps?  In the community collaboration 
journey, this process is called visioning and is facilitated by a skilled facilitator who has been 
on this journey before. 

Getting on Course 
As you formulate your vision, you will begin to know, generally, in what direction you are 
heading.  However, you will need to plan your journey to accomplish that vision. That plan 
starts with setting a goal ( ). Your goal describes what it is that you hope to accomplish on 
your journey and reflects your group’s priorities. You’ll need to come to consensus on what 
supplies you have available, what you need to purchase to take with you, and what you can 
gather from the land as you go along. You’ll need to decide what size and type of canoe you 
will need, how much time you will have for the trip. You will need to realistically determine 
what you can accomplish, anticipate where the rapids and shoals are that you may face and 
your chances of successfully carrying out your journey.  You’ll then need to set objectives 
( ). Objectives are closely related to your goals and operationalize your journey. They are 
usually short-term and so that once the objectives have been reached, you know your goal 
has been reached as well (You can “measure” the accomplishment).  Before you get your feet 
wet, you are going to need to think about what you are going to do each day to accomplish 
your goals and objectives.  For example, before you start your canoe trip, you are likely 
going to call a meeting of everyone involved to talk about the vision, goals and objectives, 
what skills and resources you need and that you have, and then what you are going to do.   

Once you are underway, you are going to have figure out what you need to do and who will 
do it---who paddles, who sets up camp, who cooks, etc.  These are referred to as activities 
( ) or actions. In the community collaboration process, you will need to figure out what 
activities it will take to accomplish your vision, goals and objectives.  Again, it would likely 
start with a meeting as you would do for your canoe journey.  Once you are on the CCP 
journey, all members may carry some of the activities out, while other activities may be 
designated to certain communities or individuals. 

You will need to think about what tangible “products” you will get out of   your journey.  On 
your canoe trip they might be a collection of wildlife photographs, or perhaps a meal with the 
local people partway through your journey. These are referred to as outputs ( ) or 
products, which are the tangible things that happen along the way and are a direct result of 
the activities. Your activities and outputs should generate some type of change or benefit for 
you. Outcomes ( ) are the changes, improvements and benefits that occur as a result of the 
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journey.  If an output (product) of your journey were a meal with local people, perhaps an 
outcome would be a better understanding of their community.  

As you set out on your journey, it is useful to have a master plan, which provides you with a 
means to follow and evaluate your trip.  Using this plan makes it much easier to stay on 
course and make adjustments along the way if you need to. It can also show you where to 
look for evidence that you have accomplished your goals and objectives. Your community 
collaboration process can be outlined in a logic model ( ), which is a useful master plan for 
your journey. You can outline your journey using a planning worksheet ( ), which serves 
as guide for checking on how you are doing enroute and for determining if you have 
accomplished your goal and objectives as planned.  You may want to expand your Planning 
Worksheet into a workplan( ). The workplan is a blueprint for action that identifies what 
you hope to achieve, how you intend to make it happen, when you are going to do it, who 
will do it and/ makes sure it gets done, and how and when you will measure your results. The 
workplan( )  specifies the tasks that need to be completed to reach the objectives; the order 
for undertaking tasks; the time frame for completing the tasks with milestones for specific 
events or activities; the resources need to reach the objectives, including people, materials, 
facilities and funds; and the group members who are responsible for completing the 
individual tasks. 

How will you know how you are doing as you travel down the river, and if you have 
achieved what you set out to do?  You will need to evaluate how you are doing as you travel 
along so that you can make course changes if you need to.  Because there is more than one of 
you on the journey, you will need everyone involved to participate in this evaluation.  
Everyone has information and unique perspectives of how you are doing which will 
contribute to the overall quality of the experience. You will need some indication of what is 
working, what isn’t working, and what outcomes have occurred. Indicators ( ) are 
evidence, proof or information that show progress in attaining your goals, objectives and 
outcomes.  The indicators (evidence) may be concrete and can be counted (measurable), such 
as how many kilometers you traveled each day (quantitative). An anticipated outcome of 
your canoe trip might be a greater appreciation for the natural environment. Indicators 
(evidence) of that may found be in the stories that you tell about what changed in your 
thinking during and after your journey (qualitative).   If you determine what the possible 
indicators might be before you start your journey, you will be able to look for them as you 
travel down the river. Similarly, as you embark on the community collaboration process, you 
will need to know where you are going, what resources you have and how you plan on 
getting there.  You will need to evaluate as you travel along involving all of the stakeholders 
in the process. 
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Full Speed Ahead 
As the paddlers get on course and become used to each other on their canoe trip, they find 
they are now able to work together. They are paddling full speed ahead in unison together, 
and, in doing so, making real progress toward their destination. They are using each other’s 
ideas, giving and receiving constructive feedback, setting and following crew ground rules 
and norms, and valuing individual differences.  They are working together, anticipating and 
coping with storms, dealing with the rapids and shoals and are reaching their destination. 
They are excited about their journey not only because they know they will reach their 
destination, but also because they know they did through collaborative effort. Being part of 
the group energizes them. They enjoy working together and are fully committed to the group, 
secure in relying on each other.  Similarly as a regional round table comes together with a 
common vision, works together to accomplish that vision, and the regional round table 
becomes greater than the sum of its parts.  
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WWhhoo  IIss  TTrraavveelliinngg  WWiitthh  UUss??  

 

Building and Strengthening Partnerships 
Traveling on a canoe trip with others 
requires to you to form partnerships 
with those who are embarking on the 
journey with you.  Similarly on your 
community collaboration journey, 
your community or group will want 
to partner with other communities or 
groups to travel with you as you 
journey along.  In addition the 
advisory group is undertaking the 
journey with you.  They are also 
building partnerships between and 
among governments, community-
serving organizations and academic 
institutions.  Even though they may be “in their own boat” on the journey, they are 
accompanying you on your journey; at times linking you to other partners, as well as 
pathfinding new and different routes that you may not have taken before.  From time to time, 
as you paddle along, the regional round table and the advisory group may decide to camp 
together, spending time strengthening the partnership. 

A partnership is an agreement to combine resources, ideas and talents to do something 
together that will benefit all involved. The partnership adds value to each partner’s respective 
situation. There is give and take with shared decision-making, risks, resources, investment, 
power, benefits, burdens and accountability. There are many benefits of working together, 
including increased community ownership; increased efficiency and effectiveness in the use 
of resources; development of strengths through diversity; coordination of activities; and a 
united front – acting together. Successful partnerships ( ), have: 

a Reason to come together; a common vision and goal; 
Rules –  ways of doing business together; 
Responsibilities – every partner is responsible for and contributes to the outcomes; 
Respect – every partner is respected and valued; 
Reward – every partner understands their gain -- the WIIFM What’s In It For Me?; 
a  trusting Relationship – partners  have developed a trusting relationship between and 
amongst themselves; 
Results – the partnership accomplishes its collective vision and goals; 
Rejuvenated – the partnership is evaluated, successes are celebrated and reflected upon: 
and  
 Re-tooled - the partnership is adjusted as needed. 
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Problem Solving 
Problem solving is something we do all the time.  Some problems are small and solutions 
evolve automatically. Other problems are more complicated and require extra time and effort 
to come up with an appropriate solution.  As you continue the community collaboration 
journey, you will undoubtedly encounter problems.  Anticipating problems and having an 
agreed-upon process to deal with problems will enable you to have a smoother journey. The 
following five steps are an example of a problem-solving methodology: 
Identify, analyze and clarify the problem. 

Involve all stakeholders. 
How/when did the problem originate? 
Who is involved with this problem and how? 
How does this problem affect the group? 
What other problems are related to this situation? 
What would you like to see changed? 
Who has the power to make changes? 
What do we have going for us in the group that will help make changes to this situation? 
What do we have going on in the group that may sabotage us in making changes? 

Generate possible solutions. 
Within the group, brainstorm as many solutions as possible.   
Do not editorialize or comment on the suggestions.   
Write down all the possible solutions on a flipchart for all to see. 
Encourage group members to think “outside the box” or beyond their conventional ways. 

Select the best solution. 
Use a Solutions Matrix. ( ) 
Analyze each solution suggestion according to predetermined criteria. 
Once the Solutions Matrix is completed, pick the best solution that is closest to your 
solution requirements. 

Plan and implement the solution. 
Write down the steps to be taken. 
Number the steps in the order they need to be done. 
Add to each step: 

why the step is important; 
what needs to be done; 
where should it be done; 
who is responsible; 
when will the task need to be completed; and 
how the step will be completed. 

Evaluate the results. 
Have you solved the problem? 
Do you need to try something else? 
What could you have done differently? 
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Achieving Consensus 
Consensus ( ) is a decision-making process which best reflects the thinking of all of the 
group members.  Each individual should be able to find the decision acceptable and support 
it.  As you paddle down the river, you will undoubtedly have several choices to make along 
the way.  Perhaps you come to a fork in the river and need to decide which way to go.  
Everyone will have an opinion of why one way or the other is the way to go, however, if you 
intend to stay together for the journey, you will need to reach consensus as to which way is 
the right way to go.  You will discuss the options and the reasons for those options and 
collectively decide your course of action, based on what people can be comfortable with. It 
may not be your first choice; however, you can live with the decision and can support it once 
it is made.  As your community collaboration group undertakes its journey, you will also 
need to reach consensus on the direction you are going and how you will get there.  In 
achieving consensus, you move from competition to cooperation; from distrust to mutual 
trust; from personal ownership to common ownership; from suppressed feelings to avoid 
conflict to valuing discussion and disagreement; from relying on authority to equalizing of 
power; and from valuing the input of a few to valuing the contributions of all. 

Guidelines for Achieving Consensus 
Achieving consensus takes practice, and it takes time.  People need to be comfortable with 
the decision that is collectively arrived at. Guidelines for achieving consensus include: 

Avoid arguing your own position. Present your position, but listen to other member’s 
reactions and consider them carefully. 
Do not assume that someone must win and someone must lose if the discussion reaches a 
stalemate. Instead, look for the next most acceptable alternative for all parties. 
Do not change your mind simply to avoid conflict and reach agreement and harmony.  
When agreement seems to come too quickly and easily, be suspicious. 
Explore all the reasons and be sure everyone accepts the solution for basically similar or 
complementary reasons. Yield only to positions that have objective and logically sound 
foundations. Avoid conflict-reducing techniques such as majority vote, averages, coin 
flips, or bargaining. When a dissenting member finally agrees, don’t feel that he or she 
must be rewarded by having his or her own way at some later point. 
Differences of opinion are natural and expected. Seek them out and try to involve 
everyone in the decision-making process. 
Disagreements can help the group’s decision because with a wide range of information 
and opinions, there is a greater chance that the group will come up with more adequate 
solutions. 
Use observation to check for agreement. Use eye contact and watch group members’ 
body language for clues as to whether they agree or not. 
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Steps for Achieving Consensus 
Steps for achieving consensus include: 

Develop criteria that the solution needs to meet before the group discusses solutions, so 
everyone will know how to interpret the information. Keep the criteria visible – on a flip 
chart or poster. 
Share information. Conduct a round-robin discussion and solicit ideas from each 
member.  This gathers input from all members. Record the suggested ideas. 
Learn and listen. Individuals may ask for clarification of solution suggestions. This is 
not a time for debate or argument, simply to clarify. 
Analyze alternatives. Gather information on the strengths and weaknesses of all proposed 
ideas, as well as how hard or easy they will be to implement. Analyze the similarities and 
differences among alternatives.  Any known data/facts can be incorporated into the key 
points. 
Think creatively. Look for ways to combine parts of different ideas. 
Decide -- consensus does not mean that everyone is necessarily happy with the decision.  
It does mean that all group members feel they can support the decision, even if it is not 
their first choice. Allow people time to carefully consider the pro’s and con’s of the 
various alternatives and to check with others outside the group, if necessary. 

Building Trust 
As you journey down the river on your canoe trip, trusting relationships are essential to the 
success of the trip, and indeed to your own personal comfort and safety.  You must trust 
those in the lead canoe to be aware of the hazards that they can see, and you’ll need to trust 
their decision on how they approach those hazards. You’ll also need to trust that your partner 
in your canoe contributes to paddling and steering the canoe in harmony with yourself.  
Similarly relationships that develop among and between communities and governments in 
the community collaboration journey can only manifest as a result of trust (Reflections on 
Manitoba’s Community Collaboration Project, Walsh, 2004).  Trust is necessary between the 
communities that come together as regional round tables and it is necessary in the 
relationship with other partners such as advisory groups and academic institutions. Trust is 
difficult to achieve when there’s no perception of “we’re all in this together”.  When trust 
does exist, there are positive payoffs for everyone involved.   A cycle of mistrust often occurs 
when two people/groups in an untrusting relationship believe the other person/group is at 
fault - that the other person or group did something untrustworthy first, and both parties think 
the other party should admit fault. You can’t establish trust by changing other people. What 
you can do is allow others to develop stronger trust in you.   
 

 

T  R  U  S  T 
begins with  YOU and me. 
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Trust Traps 

It’s not difficult to see what other people do that’s untrustworthy. The real challenge is to 
recognize what we do that is untrustworthy. Everything we do has some effect on the trust 
people have in us.  Sometimes, a single action can damage trust, and decreased trust means 
decreased success for you and your group. However, by recognizing and avoiding the trust 
traps, you won’t be part of the problem. When you push responsibility for trust onto others--
and they do the same to you--a cycle of mistrust may be created and neither of you gets 
anywhere. When you’re willing to move--and break the cycle--people will move with you. 
There are several trust traps that you can fall into. They include: 

Making Assumptions 
If you jump to a conclusion without having the facts to back it up, you can fail to generate 
trust in others, and/or you can break a trust that you have already established. This can cause 
you to relate to people negatively and in turn causes people to respond to you negatively. It 
can make you appear unreasonable, and people decide you can’t be trusted to seek and act on 
facts. It is especially damaging if you share your negative ideas with others, who believe 
your ideas and act negatively because of them. 
Breaking Promises 
This means not doing what you say you’ll do and of all the trust traps, it has the quickest and 
most damaging effects on trust. Breaking even small promises can damage trust because 
people quickly assume they can’t rely on you. This is often caused by over-commitment by 
trying to spread your time and energy over too many things or trying to please too many 
people. 

Bypassing People 
Not dealing with someone first, even though you should, because you think you won’t get 
what you want can lead to mistrust. It makes people feel you don’t trust them enough to 
involve them. The effects are the same even if you’re just trying to save someone some work, 
and it can cause people to make your future requests for help a low priority; they assume 
you’ll get what you want without them anyway.  

Trust-Building Techniques 
There are trust-building techniques that you can practice to enhance trust. They include: 

Testing your assumptions 
Recognize your assumptions and test them by seeking information and checking your 
understanding.  If someone is telling you something, ask them to simply repeat what they’ve 
said and then verify what you heard by paraphrasing what you heard back to them. By testing 
your assumptions, you will ensure that you and the people you meet with consistently share a 
clear, common understanding of ideas, agreements, actions & outcomes.  

Being open and honest 
To be trusted, you have to be open. You have to let people know what you’re thinking, and 
what your reasons are for doing what you do. Otherwise, they’ll just assume -- and maybe 
assume the worst:  that you’re just looking out for yourself and maybe you can’t be trusted to 
think about their needs and interests. By showing people that you’re open and honest, you 
assure then that their needs and interests -- not just your own -- are important to you. 
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Making commitments you can keep 
Making commitments that can be kept ensure that everyone involved in a commitment has 
matching expectations about what’s going to be done. This greatly reduces the risk 
of over committing and breaking promises. Ensure matching expectations by specifically 
describing: 

who will be responsible for what results; 
what specific results are needed; and 
when results will be provided: date, time and place. 

Put these details in writing. When you clearly specify who, what, and when, others know 
what to expect from you and you will know what to expect from them. 

Admitting mistakes 
Sometimes covering up even small errors will make them much worse and damage other’s 
trust in us. Because we all make mistakes, it’s better to be imperfect and honest than 
imperfect and dishonest. The benefits of admitting a mistake are that quick, effective action 
to minimize the negative effects of errors can be taken and people don’t waste valuable time, 
effort, and money trying to find out what went wrong and how to fix it. 
 
Managing Conflict 
Conflict is something that groups can count on.  It can be a positive element for the group 
because without it, people would not be challenged to think beyond their everyday routine 
boundaries.  Conflict can also be negative and adversely affect the group. Rather than trying 
to avoid it, look at conflict as an opportunity for the group to become a productive team.  It is 
important that conflict be recognized, accepted and worked through.  If conflict is ignored, 
group members may stop participating, or even leave. Conflict often evolves through stages 
and recognizing and understanding what may be happening is the first step to resolving the 
situation effectively. 

Conflict Stages 
Differences – Tension development 
There are different points of view, values, and goals. Tensions start to develop. Signs 
include: people are spending more time telling than asking and listening and are not as 
tolerant of others’ differences as they once were. 

Discord – Role dilemma 
People are starting to look out for individual interests.  They are trying to decide if they 
should take sides, and if so, which one. A win-lose starts to build up. Signs include: people 
are less willing to communicate in a solutions-oriented manner; are starting to become 
defensive about their ideas and start to take sides; problems are itemized and people start to 
justify their positions; and people are starting to think of ways to win. 

Dispute – Confrontation 
People meet head on and clash.  If both parties hold fast to their side, the showdown may 
cause permanent barriers. People engage in pettiness, confrontations, hostility, silent 
resignation, and even sabotage. Signs include: people are more concerned about winning than 
making the best decisions and common goals give way to personal goals. 
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Conflict Resolution Guidelines ( ) 
Recognizing a conflict or potential conflict is the first step to resolution. The following 
guidelines may help resolve a conflict in a positive way: 

Issues become polarized when there is little or no dialogue. Initiate discussion and 
dialogue, encouraging participation.  
Every side usually has something valuable to say so listen to both sides equally.  
People often feel their story has not been heard. Listen to each person’s needs, and ensure 
each person listens to each other.  
Underneath incompatible positions lie compatible interests so look for and reach the 
compatible interests.  
Conflict creates emotions and feelings that are barriers to progress. Identify and 
understand the emotions, and move the discussion to approaches, strategies and desired 
outcomes.  
High emotions often charge the issue. Create an environment where people can express 
their feelings and concerns without judgment.  
People may become defensive and protect, justify or explain their position. Search for 
solutions: seek to understand but remind them of the need to move on.  
People will immediately want to discuss their individual needs. Only after good-will has 
been established, should needs be discussed. 
People will focus on differences. Ask them to identify areas they have in common, 
remind them, and expect progress.  
Identifying and understanding the desired outcomes will result in progress. Step back and 
ask the people involved what they want the outcome to be, and list the desired outcomes.  

Conducting Effective Meetings 
From time to time you will need to meet with your partners to exchange information and 
make decision.  A well-run meeting ( ) is one of the best ways for people to exchange 
information, generate ideas and check their understanding of issues. Good meetings are 
planned and managed and will enable you to get on with your journey. 

Meeting Guidelines 
Determine the roles: 

organizer/coordinator;  
chairperson/leader/facilitator; and 
recorder/minute taker 

Decide on and communicate the meeting’s purpose: 
the meeting’s purpose is a critical element to getting and keeping the group on track 
and it guides the group’s actions. 

Plan the meeting: 
a well-planned meeting will affect the results. 
If written reports and materials are needed for a productive meeting, ensure that they 
are prepared, copied and distributed prior to the meeting so people can review them 
ahead of time and be prepared for discussion at the meeting. 
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Develop an agenda, seeking input from all  partners, and distribute it before the meeting, 
if possible: 

an agenda is a step-by-step outline of the points that need to be covered at a meeting.  
It is the meeting tool that keeps the meeting on task and on time: 

ask for input; 
establish a “cut-off” date for items to be added to the agenda; 
distribute the agenda in advance so participants can prepare for the meeting; and 
place agenda items in such an order that the most important tasks are dealt with 
first. 

Record the meeting: 
minutes provide a permanent record of the proceedings of the meeting, keep track of 
progress and inform absent members. A basic set of minutes include: the name of the 
group; when and where the group met; who was invited and who was present; who 
chaired the meeting; adoption of the last meeting’s minutes; the matters discussed and 
any decisions that were made; agenda items for the next meeting; the time and place for 
the next meeting; and the recorder’s name. 
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Collaborative Evaluation 
Excerpted & adapted from The Models Program “Roadmap” to Participatory Evaluation, Rural Secretariat Program 

Division, 2005 

Why Evaluate? 
As you travel along, you will 
want to know how you are 
doing.  It is much easier to 
fix a problem if you see it 
early on. It also makes the 
journey more enjoyable if 
you recognize and celebrate 
your successes. You will 
also want to do that in the 
community collaboration 
journey. Evaluating how you 
are doing as you go along 
provides an opportunity to 
learn about what is working, what isn’t, and what needs to be altered in the process. There 
are numerous opportunities for evaluations to take place and contribute towards improving 
understanding and implementation.  Some evaluations are done early on in a process to get a 
better understanding about what is happening on the ground and how the process can be 
improved.  Evaluations can also be done later on the process to find out if the intended results 
have been reached.  Other evaluations are set up at key points in the process to ensure 
reflection and re-focusing is done as a group moves forward.   

What is the Collaborative Approach? 
The collaborative approach in evaluation strengthens the capacity of everybody participating 
in the process through their involvement in decision-making and follow-up activities. 
Principles of the collaboration approach are: 

Inclusion –of representatives of all groups who will be involved in the evaluation; 
Equal partnership – recognizing that every person has skill, ability and initiative and has 
equal right to participate in the process; 
Transparency – all participants must help to create a climate conducive to open 
communication and building dialogue; 
Shared power – authority and power must be balanced evenly between all stakeholders to 
avoid the domination of one party; 
Shared responsibility – all stakeholders have equal responsibility for decisions that are 
made, and each have clear responsibilities within the process; 
Empowerment – participants with special skills should be encouraged to take 
responsibility for tasks within their specialty, but should also encourage others to also be 
involved to promote mutual learning and empowerment. 
Cooperation – sharing everybody’s strengths reduces everybody’s weaknesses. 
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What is Collaborative Evaluation?  
The collaborative approach has grown out of a desire for monitoring and evaluation to be 
simple and inclusive of the people who are involved. Collaborative evaluation can therefore 
be defined as: 

An assessment process that includes all stakeholders in deciding what will 
constitute success and how it will be measured. 

This means that stakeholders are involved in determining the evaluation guidelines, the 
selection of indicators, collection of information (data) and evaluation of findings. It is an 
ongoing collaborative process that builds on people’s strengths and values the contribution of 
everyone involved and focuses on learning, success and action. Effective community 
collaboration evaluation will account for what has been accomplished, identify strategies that 
worked and those that didn’t work, give insight for adjusting the community collaboration 
process, provide feedback for decision-makers at all levels, and contribute to the body of 
knowledge about community development. (Health Canada, 1996). Evaluation takes time, 
effort and resources, but needs not to be onerous.   When determining a regional round 
table’s success, stakeholders need to ask the following questions:  

Are we doing what we said we would do? 
What is working? 
What isn’t working? 
What has changed? 

o knowledge? attitudes? skills? behaviours? 
o Are there unexpected changes? 

What can be done differently in the future or another time? 
What difference are we making? 
What else can we learn from the findings? (Health Canada, 1996). 

Process evaluation is not linear. It does not occur at the end, but rather continuously 
throughout. The questions in the previous paragraph need to be continually asked of the 
participating communities and other stakeholders. Framing these questions within a 
continuous cycle of reflection enables the members of a collaborative association such as a 
regional round table to make adjustments to the process along the way. The evaluation 
framework encompasses all of the elements of a process evaluation and provides a systematic 
map to continuously look at outcomes, results and impacts. Evaluating outcomes as they 
occur provide the opportunity to adjust the process if needed, modifying the goals, objectives 
and actions, or perhaps creating new ones.  The evidence gathered throughout the evaluation 
process should enable a regional round table to determine how the capacity of the group and 
its member communities has been strengthened. 
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Collaborative evaluation by nature is meant to be flexible and adaptable.  This allows, to the 
greatest extent possible, different needs and expectations of everyone involved in the process 
to be accommodated.  Based on the aspects already discussed, a collaborative approach to 
evaluation will have the following elements:   

everyone with a stake in the group is involved directly in its evaluation; 
the focus is on the group’s goals and the shorter term results; 
at the beginning of the process, the partners take stock of what the current situation is; 
partners have a say in developing the goals and results of the groups; 
during implementation, results are recognized quickly based on the monitoring; 
evaluations provide new information; 
the process is not perfect, however it is a reliable way to facilitate realistic and practical 
observation and evaluation, with all partners’ perspectives taken into account; and 
results are shared and discussed during the process, and provide the opportunity to 
change course at any point. 
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What are Evaluation Principles and Values? 

Principles 
Principles that guide the collaborative process include: 

shared purpose; 
inclusion, not exclusion; 
voluntary participation; 
designed by those involved; 
flexible; 
equal opportunity; 
respect for the different interests; 
accountability; 
within time limits; and 
collective will to make it happen. 

This list is not exclusive, and may be altered depending on the group that is involved. 
Discussions need take place around principles to ensure that the people involved share a 
common understanding and agree upon the evaluation principles.   

Values 
The underlying values of collaborative evaluation are that all stakeholders: 

add value to the process and the evaluation; 
have particular goals for their  group or association; 
need/want to know results for their own purposes; and 
should have a voice at the table with regard to deciding the performance measures and 
indicators, and throughout the evaluation process. 

The various stakeholders involved need to recognize and believe in these principles and 
values.  If they agree on the beliefs that are guiding the process, it will ensure that 
meaningful participation becomes something that is built into the process and sought by all 
stakeholders. 

What do Stakeholders Contribute to the Evaluation Process? 
Each stakeholder brings unique assets including: 

knowledge, expertise  and talent; 
financial resources; 
people - including associations and networks; and 
physical assets such as land and property. 

Recognizing the different assets that are brought to the table is one step in the evaluation 
process.  Participants also have to recognize that each asset is valuable, and that no one asset 
is more important than another. 
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Ethics 

Principles 
Before commencing a collaborative evaluation process, all stakeholders need to have a clear 
understanding of the ethical principles that will be utilized throughout the process. These 
principles should guide the entire collaborative evaluation process not just individual 
components. These ethical principles provide clarity on the rights and responsibilities 
associated with collecting, disseminating, accessing, and protecting information that is 
collected. The principles need to be mutually agreed upon by all stakeholders. Depending on 
the collaborative spirit and existing relationships amongst the stakeholders, the guiding 
principles may vary in length and detail. 

This section outlines the ethical principles that apply to university-based research, describes 
how to develop guiding principles for a collaborative evaluation process, and provides 
examples of principles utilized by selected organizations.  

Tri-Council Policy Statement – Guidelines for All Universities in Canada 
Universities across Canada conduct all research based on the ethical requirements outlined in 
the Tri-Council Policy Statement: Ethical Conduct for Research Involving Humans 
(www.pre.ethics.gc.ca). In accordance with this policy, all potential research must be vetted 
through a research ethics board to ensure that potential research meets the requirements set 
forth in the Tri-Council Policy Statement. The Tri-Council Policy statement was developed 
on the guiding principles of: 

respect for human dignity; 
respect for free and informed consent;  
respect for vulnerable persons; 
respect for privacy and confidentiality; 
respect for justice and inclusiveness; and 
balanced risk (minimizing harm and maximizing benefit). 

The Tri-Council Policy Statement ensures that when information is collected, the participants 
involved are knowledgeable about the purpose of the research, the name of the researcher(s), 
the potential benefits of the research, the tasks to be performed by participants, any 
anticipated inconveniences to participants, the rights of participants, the right to refuse or 
withdraw from the research, and the right to confidentiality of personal information. The Tri-
Council Policy Statement provides the following guidelines for data storage, data handling, 
confidentiality/anonymity, and voluntary participation.  

Data Storage – The principal researcher must securely store and retain the information for a 
period of five years. 

Data Handling – Data must be handled and transferred in ways that ensure privacy and 
security. All individuals or organizations engaged in information collection or analysis 
should sign an agreement or an oath to ensure the privacy and security of the information.  
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Confidentiality/Anonymity – Researchers must inform participants the measures that will 
be taken to protect their anonymity/confidentiality. Researchers need to inform participants if 
and how the research findings will be shared in reports and publications.  

Voluntary Participation – Researchers must ensure that participants participate voluntarily. 

Other Considerations for conducting research within communities include:  
respect for the culture and traditions; 
conceptualize and conduct research as a partnership with community 
consul members of the community who have relevant experiences; 
involve the community in the design of the project; 
examine how the research may be shaped to address the needs and concerns of the 
community; 
ensure that the emphasis of the research and the ways chosen to conduct it respect the 
many viewpoints of different segments of the community; 
providing the community with information respecting  protection of the community’s 
cultural estate;  preliminary reports; potential employment;  collaboration with 
community institutions; data handling and storage; 
acknowledge in the publication of the research results the various viewpoints of the 
community on the topics researched; and 
provide the community an opportunity to react and respond to the research findings 
before the completion of the final report. 

(From the Tri-Council Policy Statement: Ethical Conduct for Research Involving Humans) 

Guidelines 
An agreed-upon guideline for the collaborative evaluation process is an important step. 
Groups often find value in examining existing ethics guidelines, which could be from one of 
their stakeholders or from external organizations. Regardless of the source, it is important to 
design a guideline that will serve all stakeholders for the purpose of the collaborative 
evaluation process.  

In developing these guidelines, it is important to identify all stakeholders that will be 
involved in the collaborative evaluation process. Stakeholders may include communities, 
First Nations, municipalities, local organizations, non-governmental organizations, academic 
institutions and government departments/agencies. Each stakeholder needs to be aware and 
engaged in creating the guidelines. Each stakeholder needs to understand the mandates and 
parameters of their organization and of the other stakeholders so that the guidelines for the 
collaborative evaluation process can be accurately drafted.  

Rather than recreating the wheel and to save time and energy, groups are encouraged to seek 
out existing guidelines from one of their stakeholders or external organizations. There is no 
‘standard’; rather, the guidelines need to address the issues of all stakeholders. Sometimes 
this can be accomplished in a single page letter outlining the guiding principles between 
stakeholders and on other occasions it might be a multiple page agreement with great detail. 
The length and detail required are based on the needs and comfort levels of stakeholders.  
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1. What are we 
trying to do?

2. How will we 
know if we did 

what we said we 
would do?

3. How can we 
get the 

information we 
need?

4. What does 
the information 

tell us?

5. How can we 
use this 

information?

Tools

The guidelines may be formalized in a variety of different forms, such as Memoranda of 
Understanding (MOU), Terms of Reference (ToR), Letters of Agreement (LOA) and 
research agreements. Samples of these types of documents have been included in the Tools & 
Resources section. These include samples from the, Rural Development Institute ( ), 
University of Northern British Columbia ( ), University of Regina ( ), University of 
Saskatchewan, ( ) Canadian Institutes of Health Research ( ), and the International 
Development Research Centre ( ).  

Having these guidelines in place before commencing the information collection process will 
assist groups in providing clear direction and guidance. It is recommended that the guidelines 
be revisited from time to time to make sure they are current and sufficient for the 
collaborative evaluation process.  

The “Roadmap” to Collaborative Evaluation  
Evaluation is a natural process that helps people figure out why something is going well or 
what changes might help it go better.   There is no “right” way of evaluating a process, but 
there are a lot of tried and true approaches that have helped people complete the process and 
acquire valuable information for current and future use.   

Although there is no single way to perform an evaluation, it can be helpful to have a roadmap 
that helps to ensure that all the important aspects of an evaluation are included, results are 
accurate, and conclusions will be helpful to yourself and others. This does not mean that it 
has to be complicated; in fact if the steps in an evaluation process are followed by sincere, 
thoughtful participants the results can be amazing.  

Questions to Ask in an Evaluation 
 

 

 

 

 

 

 

 

 

 

 

From the diagram you can see that evaluation is an ongoing process.  You cannot move onto 
the next step unless the previous one has been completed.  For example, you cannot gather 
the information you need unless you have identified what information it is that you are 
looking for. 

The roadmap illustrates that the findings are used to improve your group evaluation process 
continues again.  This is a learning cycle.  Throughout the cycle, stakeholders are expected to 
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trying to do?
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know if we did 

what we said we 
would do?

How can we get 
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we need?

What does the 
information 

tell us?

How can we 
use the 

information?

Step 1 Step 2 Step 3 Step 4 Step 5

contribute and participate.  Through this participation, not only do the findings of the 
evaluation more accurately reflect the reality on the ground, but the skills of the participants 
required to carry out the evaluation are strengthened.  Some of the skills that are enhanced 
are decision-making, collaboration, prioritization, analysis, and networking.  These skills that 
are developed in the evaluation process can also be very useful in other aspects of project 
management. 

Steps in the Evaluation Process 
         

1. What are we trying to do?      
Develop an evaluation logic model ( ) and write your: goals, objectives, 
activities, outputs/deliverables and outcomes      

2. How will we know if we did what we said we would do?  
Develop a data collection worksheet ( ) and determine your indicators--
quantitative and qualitative.    

3. How can we get the information we need?    
Determine and decide: 

Who has the information? (data sources) 
How will the information be collected (method of data collection) 
What type of evaluation tools do we need? 
How often will the information be collected? (frequency) 
Who collects the information? (responsibility)   

4. What does the information tell us?      
Compile and analyze the information  and draw conclusions     

5. How can we use the information? 
Use the information learn from and improve the process, and provide information to 
all stakeholders about the process.     
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1. What are we trying to do? 

What are we 
trying to do?

How will we know 
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do?

How can we get 
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What does the 
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us?

How can we 
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information?

Step 1 Step 2 Step 3 Step 4 Step 5

 
The first things you have to do is finalize and agree upon what you are trying to do within 
your group. This is your vision/mission and will contribute towards developing a framework 
that will guide the implementation of the group.   

Create a Workplan                            
The workplan ( ) is a blueprint for action that identifies what you hope to achieve, how you 
intend to make it happen, when you are going to do it, who will do it and makes sure it gets 
done, and how and when you will measure your results. A workplan specifies: 

the tasks that need to be completed to reach the objectives; 
the order for undertaking tasks; 
the time frame for completing the tasks with milestones for specific events or activities; 
the resources need to reach the objectives, including people, materials, facilities and 
funds; and 

the group members who are responsible for completing the individual tasks.  
 
An evaluation logic model ( ) which is a diagram that can incorporate information like the 
activities, deliverables, results or outcomes, objectives and goals is a project management 
tool that makes people go beyond thinking about what will go into the group (financial and 
in-kind contributions) and what will be the immediate outputs (reports, pamphlets, etc.). The 
logic model illustrates the relationship between activities and the various results or changes.  
If these are not clearly defined, it will be very difficult to answer any of the evaluation 
questions; particularly “Did we do what we said we would do?”  The format of the logic 
model may differ for each group so long as it makes sense to the people using it. 
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Use a Logic Model 
A logic model ( ) is a plan for developing and evaluating a project, process or action. In the 
development phase, the movement is from left to right; in the evaluation phase, the 
movement is right to left. However, sometimes it is easier to start wherever you are in the 
process. For example, you may be focusing on activities and haven’t written out the goals 
and objectives. If you know your activities, you can move to the left and write the objectives 
and goals that drove those activities.  

Goals 
Goals are statements of what you are trying to accomplish.  These are broad, general 
statements of what an organization is trying to do.  

Objectives 
Objectives are specific statements of what you want to do.  Objectives contain an action verb; 
are directly related to the your goals; and have a specific date or time-frame for results to be 
achieved.  Effective objectives are SMART: Specific, Measurable, Attainable, Realistic and 
Time-bound. 

Activities 
Activities or services are the actions you will undertake to accomplish each objective. 
Activities are actions that produce a good or service (output). 

  
 
 
 
 
 
 

 
 

 
 

 

 

 
 

 

 

 

 

 

  

  

 
 

  

 

 

 

 

 

 

 

 

  

 

 

 

 

From Strategic Plan 

Vision Goals & 
Objectives 

 Activities Outputs Outcomes Indicators Methods/
Measures 

What you are trying to 
accomplish What you want to do 

Actions Products, services, 
deliverables 

Change, improvement, 
benefit 

Evidence/proof of 
attainment of 

Outcomes

Data measures & 
collection methods 

Logic Model 
Rural Development Institute, Brandon University, 2006 
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Outputs (Deliverables, Products) 
Outputs are actual services, products or tools produced or improved delivered by the 
community collaboration process to an intended target audience (e.g. health information, 
research). These also include the one-time products that result from the process (e.g. tourism 
brochures). Outputs are directly controlled by the process. 

Outcomes 
Outcomes are the changes, improvements and benefits that occur as a result of the regional 
round table activities and outputs.  They should be logically related to the objectives The 
outcomes can be broken further down into: 

Immediate Outcomes:  Areas where you have direct influence over the achievement of 
these outcomes. 
Intermediate Outcomes:  These changes occur after the immediate outcomes.   
Long-term Outcomes Ultimate impact or effect of your efforts.    

The changes are often in the following areas: 
knowledge (increasing knowledge on a particular issue or subject) 
attitudes (creating an attitude which favours a desired behaviour) 
skills (developing the individual capacity to adopt a given behaviour) 
behaviour (maintaining or adopting a healthy behaviour) 

These areas where change may occur are not exclusive and often interact closely with one 
another.  For example, a change in knowledge can lead to a change in behaviour.  Although 
there is a continuum of change, understanding the specific changes your group is primarily 
focusing on will allow you to articulate what your group wants to achieve. 

Once you know in which areas you are hoping to create change it is necessary to ensure that 
the desired changes are described in measurable terms. Specific and measurable outcomes 
should include five main elements: 

expected change: what is the specific change that is desired? (use an action verb) 
target group: who are you trying to reach? 
location: where is the change expected to take place? 
timeline: by what time will the change take place? 
measure: how will the change be measured? (number or percentage) 

Some of the words help in writing project outcomes are 
increase/decrease in… 
strengthened… 
improved… 
expanded… 
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2. How will we know if we did what we said we would do? 
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Collaborative evaluation relies on the systemic and rigorous collection of information from 
staff, stakeholders and community members.  The data collection is performed primarily at 
the RRT and community level. A data collection worksheet, ( ) is required to make sure 
that the same type of information is collected on a regular basis.  
A data collection worksheet outlines what, how and when the information will be collected 
throughout the process. This worksheet can be developed using many formats. The format 
and type usually includes the following sections: 

What would be the change or result we would see? (outcomes) 
How can we measure success?(indicators) 
Who has the information?(data source) 
How will the information be collected? (method of data collection) 
How often/when should the information be collected?(frequency) 
Who would be responsible for collecting the information?(responsibility) 
Who will collecting the information?(data collector) 
What financial, in-kind, human resources are needed? (resources) 

Developing the Data Collection Worksheet 
Now that the team has identified what the key expected changes or results (outcomes) are for 
the group, they must now identify what will constitute success and how it will be measured.  
Key questions that should be asked include: 

What will success look like, feel like, and sound like if the group reaches its objectives? 
How can we measure that success?  

Indicators 
Indicators are evidence, proof or information that helps measure progress towards reaching 
your goals and desired outcomes.  Choosing the best indicators is not an exact science.  What 
is important is making sure that the chosen indicators make sense to everyone involved.  The 
discussion process can build commitment and excitement around doing the evaluation, and 
make sure that everyone is on the same page as we move forward.   
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Since the indicators are identified at the beginning of the process, it should always be 
remembered that indicators can be improved upon.  As you begin to see what is happening 
on the ground, or other more effective ways to measure change, the indicators should also 
evolve if necessary.  What is important is making sure you know what the situation was like 
before you began implementation (baseline) and what it looks like after. 

The indicators that are chosen should be a combination of quantitative (have a numerical 
value) and qualitative measures (reflect perceptions, judgments or attitudes).  

Many people are familiar with quantitative indicators, which report on the number of people 
in a training, percentage of training sessions addressing youth, number of skills addressed, 
etc.  Key words used in expressing a quantitative indicator are: 

number of… 
percentage of… 
amount of… 
proportion of… 

Another important aspect of measuring change is the quality of the change.  What did the 
training mean to the people that participated?  Was it regarded as being helpful? How will 
they use the skills they learned about?  These types of qualitative measures can be more 
difficult to develop, but not impossible.  Often the qualitative information is what tells the 
real story of what is happening on the ground.  Key words used in expressing a qualitative 
indicator are: 

level of… 
evidence of… 
extent to which… 
presence of… 
quality of… 

The final list of indicators should be a mix of quantitative and qualitative measures so that a 
more realistic picture of what has happened is described. 

When developing indicators, thought should be given to: 
data availability and data collection: what is possible with the resources available; 
attribution: measuring results that can be reasonably attributed to the group’s activities; 
usefulness: potential use of evaluation findings while taking into account the importance 
of ensuring that the captured information is relevant; and 
Simplicity: two-three indicators per outcome (make sure the evaluation process isn’t 
guiding the group instead of the group guiding the evaluation). 

The indicators must be manageable to accommodate the number of stakeholders whose 
information needs recording.  Each stakeholder must ensure that all evaluation needs brought 
to the table are clear and concise.  There should not be any indicators that do not address the 
evaluation requirements of at least one stakeholder. 
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3. How can we get the information we need? 

What are we 
trying to do?

How will we know 
if we did what we 

said we would 
do?

How can we get 
the information 

we need?

What does the 
information tell 

us?

How can we 
use the 

information?

Step 1 Step 2 Step 3 Step 4 Step 5

 
Now that you have identified what you are trying to do and what information you need to 
measure success, the completion of the data collection worksheet requires the identification 
of how, when and by whom the information will be collected.  To do so, there are key 
questions to ask: 

Who has the information? (data sources) 
How will the information be collected? (method of data collection) 
How often will the information be collected? (frequency) 
Who is responsible for collecting the information?(responsibility) 
Who will be collecting the information?(collector) 
What financial, in-kind, human resources are needed? (resources) 

Who has the information? 
Depending on the group, the data sources of the required information will vary considerably.  
Some information may be collected from people, and other information from documentation. 

Some potential data sources are: 
People: 

regional round table and advisory group stakeholders, staff and volunteers; 
target population; 
consumers of  the group’s services; 
other service providers; 
general public; and 
governing council members. 

Internal documentation: 
budget and financial information; 
activity forms; 
log books or project diaries; 
minutes of meetings; 
committee reports; and 
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attendance lists. 

External documentation: 
census data; 
community studies; 
consultant reports; and 
literature and other research in the field of study. 

How will the information be collected? 
The regional round table, advisory group,  RDI and its University partners will have to 
decide the best way to collect information. This will be based on the group itself, comfort 
level with particular tools, resources available, cultural aspects, language, etc.  The selection 
and design of the tools to be used will be done in collaboration with the people that will be 
using them.  By doing this the tools make sense to everyone and stand the best chance of 
collecting the best information.  It is important to make sure that the tools are user-friendly, 
not too burdensome, but still able to collect the necessary information.  

How often will the information be collected? 
Each group will have to decide how often they collect the various types of information.  
Some information will be collected on an ongoing basis; other information will be collected 
quarterly or annually, while some information may be collected only when deemed 
necessary.  For example, attendance records and feedback sheets should be collected 
whenever a meeting is held, but other records may only be collected on an annual basis. 
Depending on the information that is being collected, appropriate timelines for data 
collection should be identified.  This should be reflective of local realities (farming 
schedules, tourist season) to make sure the most accurate and relevant information is 
collected. 

Who is responsible for collecting the information? Who will be collecting the 
information? 
 Collectively the regional round table and RDI are responsible for the data collection. It is 
important to identify who will be collecting the information to ensure everyone knows who is 
doing what, and to ensure important indicators are not omitted or forgotten in the data 
gathering stage. Academic institutions who have partnered with the regional round tables, 
advisory groups and RDI will serve a mutually agreed-up role for data collection and 
analysis. 

What financial, in-kind, human resources are needed? 
Data collection requires resources. In addition to identifying who is responsible and who will 
actually collect the information, you will need to determine what type and how much 
resources you will need to ensure an ongoing collaborative evaluation. 
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4. What does the information tell us? 

What are we 
trying to do?

How will we know 
if we did what we 

said we would 
do?

How can we get 
the information we 

need?

What does the 
information 

tell us?

How can we 
use the 

information?

Step 1 Step 2 Step 3 Step 4 Step 5

 
By this point you have gathered all the information needed to answer your questions along 
with additional information that was gathered to meet the needs of proponents, partners, 
community members, and other stakeholders.  Gathering all of the necessary information is 
usually not a problem, but now you need to make sense of the information. 

The three main steps to analyzing the information are: 
compiling the information; 
analyzing the information; and 
drawing conclusions. 

First, the information from the various sources needs to be compiled. This will give an initial 
feel as to how much information there is, what formats it is in, and how it can begin to be 
sorted. 

Second, you begin to analyze the information.  Refer back to the main evaluation questions 
(Did we do what we said we would do? What worked and what didn’t? What could be done 
differently? What difference is it making?). As the material is read, any patterns or themes 
that develop when answering evaluation questions are noted. Findings are recorded, trying to 
include exact quotations from interview sheets or questionnaires to capture what people have 
said or how they feel about the group’s activities.  This will help provide the context to the 
analysis when it is complete.  While themes and patterns are being documented, differences 
that have occurred are also noted. These differences are often important elements of lessons 
learned or what your group would do differently. 

Once the material has been grouped into themes, and an analysis of the information based on 
the findings and expected changes performed, conclusions are drawn. This stage is probably 
the most important stage in interpreting the information and needs time to reflect on what the 
analysis reveals.  Is what is written in the documents the same as what is done in reality?  If 
there is a difference, and if so why?  

The conclusions that are drawn should be justified with the information that has been 
gathered.  The analysis and conclusions should be shared with key stakeholders to validate 
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what has been found.  If people in the group are in agreement and can see themselves 
reflected in the findings, then validity is built into the process.   
 

5. How can we use this information? 

What are we 
trying to do?

How will we know 
if we did what we 

said we would 
do?

How can we get 
the information we 

need?

What does the 
information tell 

us?

How can we 
use the 

information?

Step 1 Step 2 Step 3 Step 4 Step 5

 
Using the results is the last step in the evaluation process. Results should be used as soon as 
they become available.  Thinking about how you will use the results at the start of the process 
helps to ensure the evaluation itself and the reporting of findings are conducted in a way that 
meets the particular needs you have highlighted. 

Some of the ways to use the findings include: 
presenting reports to regional round table and advisory  members, and stakeholders; 
developing  news releases with main learnings and conclusions; 
using results to shape future  directions and decisions; and 
sending thank-you letters to all key stakeholders outlining key findings. 

 
Summary 
Ongoing collaborative evaluation brings all of the stakeholders together to provide 
opportunities to learn about what is working, what isn’t, and what needs to be altered in the 
process. As you travel along on your journey, you will adjust it based on what you have 
learned. You will also be able to send messages “back home” about the successes you are 
having and the wonderful partnerships you have made. You may even decide to embark on 
another journey, or continue beyond your original destination because you’ve been able to 
see more and do more as a result of your partnerships. 
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Tools and Resources
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Revision & Closure 

Evaluation 

Resources 

Communication 

Roles & Responsibilities 

Action Plan

Commitment

Members

Goals 

Building & Strengthening  Partnerships 

Pathway to Effective Partnerships 
 

Start with a common picture of the future. 
  
 
 Define the desired outcomes. 
 
 
Include those who are involved. 

 
 

Agree to work together. 

  

Plan the steps required to reach goals. 
 
 
Decide who does what. 

 
 

Decide how information is shared.  

  

Determine what’s needed and what’s available. 
 
 

Decide what success is. 
 
 
 Adjust and move on. 
 

Vision 
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Partnership Implementation Checklist 
 
Complete the checklist as you implement the partnership.      

                
Start with clearly defined vision, goals and objectives – the more narrowly focused, the 
better. 
 

 

Evaluate the potential partner in terms of technical and organizational compatibility, 
personal chemistry and other relationships. 
 

 

Use the negotiation process to foster understanding, commitment and a problem-
solving attitude as a foundation for the partnership. 
 

 

Set out a partnership implementation plan for the first 100 days. 
 

 

Ensure the required resources and people are available. 
 

 

Set up clear lines and procedures for vertical and horizontal communication. 
 

 

Be clear about how and where the organizations link together. 
 

 

Ensure the roles and responsibilities of different organizational levels are clearly 
understood. 
 

 

Ensure all parties involved know their responsibilities and accountability. 
 

 

Ensure and maintain top level of commitment. 
 

 

Ensure that your agreement has clearly defined milestones and checkpoints, and agree 
on reviews and measures. 
 

 

Think strategically but deliver short-term results to build trust, maintain enthusiasm, 
commitment, and momentum. 
 

 

Encourage a learning environment to internalize necessary skills and avoid partner 
dependency. 
 

 

Be realistic about how long it will take to see results. 
 

 

Stay flexible.  Recognize that circumstances change – your agreement may have to 
change, possibly more than once. 
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Group Effectiveness Checklist 
 
Use occasionally to check your group’s effectiveness.  The higher the number of “Yes’s”, the 
more effective the group will tend to be. 
 
 Yes No 
The atmosphere tends to be informal, comfortable and relaxed. 
 
 

  

There is a lot of discussion in which virtually everyone participates. 
 
 

  

The task or objective of the group is well understood and accepted. 
 
 

  

The members listen to each other. 
 
 

  

The members are comfortable with disagreement and do not avoid conflict. 
 
 

  

Most decisions are reached by consensus 
. 
 

  

Feedback is frequent, frank and relatively comfortable. 
 
 

  

When action is taken, clear assignments are made and accepted. 
 
 

  

People are free to express their feelings and ideas. 
 
 

  

The chairperson does not dominate the group. 
 
 

  

The group is self-conscious about its own operations and stops occasionally 
to examine it. 
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Group Participant Self-Checklist 
 
Complete the checklist, answering the following questions: 

As a member of the group, I           
Attend and participate in all meetings. 
 
 

 

Contribute to the mission/purpose. 
 
 

 

Help develop a vision. 
 
 

 

Help develop goals, objectives, and policies. 
 
 

 

Help determine issues and help establish priorities. 
 
 

 

Facilitate the implementation of action plans. 
 
 

 

Monitor and evaluate the RRT process. 
 
 

 

Act in the best interest of the group. 
 
 

 

Act as a spokesperson, as needed. 
 
 

 

Stay informed about the issues. 
 
 

 

Keep abreast of changing needs in the communities. 
 
 

 

Participate in retreats, training, fundraising, and social activities.  
 
 

 

Actively recruit new members. 
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Solutions Matrix 
Use when a group needs to come to consensus on a solution, decision or course of action. 
 

Potential 
Solution 

Resources 
Needed 

(financial, 
material & 

human) 

Benefit Level of 
Difficulty to 
Implement 

Potential 
Implementation 

Problems 
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Developing Goal & Objectives Worksheet 
 

Goal: (a general statement describing what it is that you hope to accomplish). 
 
 
 
 
Objectives: (contain an action verb; are directly related to the goal; and have a specific 

        date or time  frame for results to be achieved. Objectives are Specific, 
        Measurable, Attainable, Realistic,  and Time-bound). 
 
 

Objectives Achieved by (date) 
 

1.  
 
 

 
 

2.  
 
 

 

3.  
 
 

 

4.  
 
 

 

5.  
 
 

 

6.  
 
 

 

7.  
 
 

 

8.  
 
 

 

 
 
 
 

pecific    easurable     ttainable     ealistic    me-
Bound       
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Workplan Worksheet 
 

Goal:  ____________________________________________________________ 
 
Objective      ____________________________________________________________ 
 

Activity 
(what) 

Task 
(how) 

Responsibility 
(who) 

Timeline 
(when) 

Resources 
( with what) 

 
1.     

 
2.     

 
3.     

 

1.  

4.     
 

1.     
 

2.     
 

3.     
 

2.  

4.     
 

1.     
 

2.     
 

3.     
 

3. 

4.     
 

1.     
 

2.     
 

3.     
 

4. 

4.     
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Action Planning Form 
 
Group:___________________________  Group Leader:____________________________ 

Date: ____________________   

 

Action Item 
Who is 

Responsible for 
the Action? 

Action Steps Start Date Completion 
Date 
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Conflict Resolution Worksheet 
Think of a difficult situation that is occurring in your group that you want to resolve positively.  
Write down your observations and understanding of the situation. 
 
What is the problem?  (2 or 3 sentences.) 
 
 
 
 
 
 
Who is involved?  Who are the main parties? 
 
 
 
 
 
 
What is (or has) actually happened? 
 
 
 
 
 
 
 
What do you want to happen to resolve the conflict? 
 
 
 
 
 
 
 
What can be done to resolve the conflict? 
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Meeting Planner Form 

Purpose 
Why are you holding the 
meeting? 

 
 
 
 

Objective 
What should be achieved by 
the end of the meeting?$

 
 
 
 

Background Information 
Information already known. 
Information needed. 
Limitations. 
Deadlines. 
Constraints. 
Resources available. 

 

Meeting Participants 
Who would expect to be 
involved? 
Who needs information? 
Who can contribute? 
Who would provide support? 
Who might resist? 

 

Agenda Planning 
Topics/issues to cover. 
Time allotted for each agenda 
item. 
Time needed for meeting. 
Start/end time. 
Meeting location/date. 
Assign note taking. 

 

Participant Preparation 
Information given to 
participants. 
How should participants 
prepare before they come? 

 
 
 
 
 
 

Follow-up 
Is another meeting necessary? 
Will a report be prepared? 
Who should know about the 
actions decided in the meeting? 
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Meeting Agenda Planning Form 
 
 
Group__________________ 
 
Date___________________ 
 

 
 
 
Location_________________ 

 
 
 
Participants 
____________________________________
____________________________________
____________________________________
____________________________________
____________________________________ 
  

 
Start Time: ___________ 
 

 
End Time: _______________ 

 
 

 
Meeting Purpose 
_____________________ 
_____________________
_____________________
_____________________
_____________________
_____________________
_____ 

 
Meeting Objectives 
________________________
________________________
________________________
________________________
________________________
________________________ 
 

 

 
Topic 
 

 
 Actions 
  

 
Participant responsible for Action Items 
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Detailed Meeting Agenda Planning Form 
Use when you are leading a complex meeting 
 

Time Action Item Who What/How Anticipated Result 

 Review action 
items. 
 
 
 

Chairperson   

 Review agenda 
items. 
 
 
 

      
   

  
    

   Reports: 
Officers 
Standing 
committees 
Special 
committees 

 

  
 
 

    

   
 

Discuss next 
steps & 
assignments. 
   
 
  

       

 Confirm 
assignments & 
completion 
dates.  
 
 
 

 
 

  

Adjourn 
meeting. 
 
  

 Chairperson 
  

  

Close 
meeting. 
 
 

 Chairperson 
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Minutes Form 
 
Minutes of                                               Organization__________________________ 

 
Date:    ________________________       
                               
Location: ______________________  
  
The meeting was called to order by Chairperson:  ______________________________ 
 
Minutes of the ______________ meeting were read, (corrected), and accepted. 
    
 
Officer’s Reports 
  
 
Standing Committee Reports 
  
 
Special Committee Reports 
  
 
Old/Unfinished Business 
  
 
New Business 
  
 
Future Agenda 
  
 
Date, time, location next meeting 
  
 
Adjournment time 
  



!

May be reproduced 49

Meeting Participation Self-Checklist Checklist 
Use periodically as a self-check to see how effectively you participate in meetings. 

Behaviour Never Occasionally Often 
 

I suggested a procedure for the group to follow, or a 
method for organizing the task. 

   

I suggested a new idea, new activity, new problem or 
a new course of action. 

   

I attempted to bring the group back to work when 
joking, personal stories, or irrelevant talk goes on too 
long. 

   

I suggested, when there was some confusion that the 
group makes an outline or otherwise organize a plan 
for completing the task. 

   

I initiated attempts to redefine goals, problems, or 
outcomes when things became hazy or confusing.

   

I elaborated on ideas with concise examples or 
illustrations. 

   

I suggested resource people to contact and/or brought 
materials. 

   

I presented the reasons behind my opinions.  
 

   

I asked others for information and/or opinions. 
 

   

I asked for significance and/or implications of facts 
and opinions. 

   

I saw and pointed out relationships between facts and 
opinions. 

   

I asked a speaker to explain the reasoning that led him 
or her to a particular conclusion.  

   

I related my comments to previous contributions    

I pulled together and summarized various ideas 
presented 

   

I tested to see if everyone agreed with, or understood 
the issue discussed, or the decision made. 

   

I summarized the progress the group had made.    

I encouraged other members to participate and tried to 
unobtrusively involve quiet members. 

   

I actively supported others when I thought their point 
of view was important. 

   

I tried to find areas of agreement in conflicting points 
of view and tried to address the source of the 
problem. 

   

I used appropriate humour to reduce tension in the 
group 

   

I listened attentively to others’ ideas and 
contributions. 
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Collaborative Evaluation 

Evaluation Planning Worksheet 

Who is your organization?  
 
 
 

Why are you conducting an 
evaluation? 

 

 
 
 
 

What are the goals and 
objectives?  

 
 
 
 

What are you going to 
evaluate? 
 

 
 
 
 

Who will use the evaluation?  
How will they use the 
information? 
 

 

When is the evaluation 
needed? 
 

 
 
 

What resources do you need? 
   Time 
   Money 
   People – professional,   
   volunteers, participants 

 

Who will conduct the 
evaluation? 
 

 
 
 

What existing information do 
you have?  
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What new information do you 
need to gather?  

 
 

What data collection 
method(s) will you use? 

Questionnaire/survey 
Interview 
Observation 
Focus groups 
Other (list) 

Document review 
Testimonials 
Log/journal/diary 
Photos/videos 

 
What data collection tools do 
you have?  

 
What data collection tools do 
you need to develop?  

 
 

Who will collect the data? 
 
 

Who will compile the 
information?  

 
How will the information be 
compiled?  

 
 

Who will analyze the 
information?  

 
 

How will the information be 
analyzed?  

 
 

How will be evaluation be 
communicated and shared? To whom 

When/where/how to present 
 
 
 
 

How will be evaluation be 
communicated and shared? 

 
 
 

What actions will you take as 
a result of the evaluation? 
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Logic Model  

  
 
 
 
 
 
 

 
 

 
 

 

 

 
 

 

 

 

 

 

  

  

 
 

  

 

 

 

 

 

 

 

 

  

 

 

 

 

From Strategic Plan 

Vision Goals & 
Objectives 

 Activities Outputs Outcomes Indicators Methods/
Measures 

What you are trying to 
accomplish What you want to do 

Actions Products, services, 
deliverables 

Change, improvement, 
benefit 

Evidence/proof of 
attainment of 

Outcomes

Data measures & 
collection methods 

Logic Model 
Rural Development Institute, Brandon University, 2006 
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Logic Model Example- Hudson Bay Neighbours Regional Round Table 

  

What you 
want to do  

Engage 
Youth to
provide a rich 
environment 
to support 
and enable 
youth to 
enhance their 
skills and 
experience to 
have access 
to valuable 
careers and 
enjoy better 
quality of life  

Goals/Objectives 
 

What you are  
trying to  

accomp lish   

Vision/Mission 
  

Change, 
improvement or 

benefit 

Provide youth 
with better 
understanding of 
business 
operations, life 
skills ability to 
recognize and 
take advantage 
of opportunities.  

Have EDO’s 
engaged with 
youth.  

Outcomes 
 

Actions 

Introduce and 
modify Junior 
Achievement 
to Nunavut 
youth  

Train 
Economic 
Development 
Officers 
(EDOs)  

Activities 
 

Services
Products

Deliverables 

A Junior  
Achievement  
conference/  
seminar in 
Nunavut  
(September  

2003)    

Outputs 
 

Evidence, proof 
or information  

showing 
progress & 

attainment of 
improvement or 

benefits 
Number of 
EDO’s involved  
in the Junior 
Achievement 
program  

Number of 
youth involved  
in the Junior 
Achievement 
program  

To establish a 
viable round 
table to 
promote 
communities 
in Northern 
Manitoba and 
the Kivalliq 
region of 
Nunavut in 
order to 
coordinate 
and advance 
issues of 
mutual 
concern. 
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Logic Model Worksheet 
Vision/Mission  

Goal & 
Objectives 

Activities Outputs/ 
Deliverables 

Expected 
Outcomes 

 

Indicators Methods/measures 
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Logic Model Worksheet Example  
 

Vision/Mission To work cohesively together around areas of common concern and to have a stronger voice as a group. 

Goals & 
Objectives Activities Outputs/ 

Deliverables 
Expected 
Outcomes Indicators Methods/ 

measures 
Provide opportunity 
for communities to 
understand their 
current assets and 
conditions 

Hold regular 
community meetings 
Educate community 
about their profiles 
Review existing 
profiles 
Assign the appropriate 
components to 
person/agency for 
regular maintenance  
Gather outstanding 
information 

Revised 
community profiles 
Community 
meetings 
New information 
(if necessary) 

Increased 
knowledge and 
awareness of 
their 
community’s 
assets and 
conditions.  

Number of 
community meetings 
held 

Community 
residents are more 
knowledgeable of 
assets 

 
Person/agency 
identified to 
maintain community 
profiles 

New information is 
gathered 

Count meetings and members’ 
attendance 

 
 

Interview community 
members 

 

 

Review meeting notes/minutes 
for evidence that 
person/agency has been 
discussed & identified  

 
Existence of new information 

Provide opportunity 
to bring everyone 
together on a regular 
basis to discuss 
regional issues. 

Hold regular meetings. Meeting notes, 
minutes, and 
reports 

Create a stronger 
group. 

 
 
 
 
 
 
 

Increased 
communication 
among 
communities. 

Number of meeting 
held 

 
 

Attendance at 
meetings. 

 
 
 
 

Effectiveness of 
meeting 

Count number of meetings 
 
 
 

Count number of attendees at 
each meeting 

 
Existence of meeting notes, 
minutes, and reports.  

Interview stakeholders 
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Goals & 
Objectives Activities Outputs/ 

Deliverables 
Expected 
Outcomes Indicators Methods/ 

measures 
Create strong 
partnerships with 
government 
stakeholders 

Identify key 
government 
stakeholders 
Invite government 
stakeholders to 
meetings 

New partnerships 
established 

Stronger 
relationships 
with government 
stakeholders 

Number of new 
partnerships 
established 

 
Number of 
government 
stakeholders 
attending meetings 

 
Effectiveness of new 
partnerships 

Count new partnerships 
 
 
 
 
 
 
 
 

Interview government and 
RRT stakeholders 
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Data Collection Worksheet 
 
What would be 
the change or 

result we 
would see? 
(Outcomes) 

How can we 
measure 
success? 

(Indicators) 

Who has the 
information? 
(Data source) 

How will the 
information be 

collected? 
(Data collection 

method) 

How 
often/when 
should the 

information be 
collected? 

(Frequency) 

Who is 
responsible for 
collecting the 
information? 

(Responsibility) 

Who will be 
collecting the 
information? 

(Data collector)

What $, 
material & 

human 
resources are 

needed? 
(Resources) 
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Data Collection Worksheet Example 
 

What would 
be the change 
or result we 
would see? 
(Outcomes) 

How can we 
measure 
success? 

(Indicators) 

Who has the 
information? 
(Data source) 

How will the 
information be 

collected? 
(Data collection 

method) 

How 
often/when 
should the 

information be 
collected? 

(Frequency) 

Who is 
responsible for 
collecting the 
information? 

(Responsibility) 

Who will be 
collecting the 
information? 

(Data 
collector) 

What $, 
material & 

human 
resources are 

needed? 
(Resources) 

Number of 
community 
meetings RRT 

Review of meeting 
notes, minutes, and 

reports 

After each meeting 
(4 times/year) 

RRT 
Academic partner  

RDI 
Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Community 
members are more 
knowledgeable  of 
community assets 

Community 
residents 

Focus groups 
 

Interviews 
Once a year 

RRT 
Academic partner  

RDI 
Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Increased 
knowledge and 
awareness of 
community assets 

New and 
outstanding 
information is 
gathered for 
community profiles 

Municipal 
organizations, 

service providers, 
etc.  

Depends on 
information 

required 
Once a year 

RRT 
Academic partner  

RDI 
Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Number of 
meetings held 

RRT 
AG 

Count number of 
meetings 

Existence of 
meeting notes, 

minutes, reports 

After each meeting 
RRT 

Academic partner  
RDI 

Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Attendance at 
meetings RRT 

AG 

Count attendance 
Existence of 

meeting notes, 
minutes, reports 

After each meeting 
RRT 

Academic partner  
RDI 

Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Create a stronger 
Regional Round 
Table 

Effectiveness of 
meeting RRT 

AG 
Meeting evaluation 

forms After each meeting 
RRT 

Academic partner  
RDI 

Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 
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What would 
be the change 
or result we 
would see? 
(Outcomes) 

How can we 
measure 
success? 

(Indicators) 

Who has the 
information? 
(Data source) 

How will the 
information be 

collected? 
(Data collection 

method) 

How 
often/when 
should the 

information be 
collected? 

(Frequency) 

Who is 
responsible for 
collecting the 
information? 

(Responsibility) 

Who will be 
collecting the 
information? 

(Data 
collector) 

What $, 
material & 

human 
resources are 

needed? 
(Resources) 

Number of new 
partnerships 
established RRT 

AG 
Count number of 
new partnerships Once a year 

RRT 
Academic partner  

RDI 
Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Number of 
government 
stakeholders 
attending meetings 

RRT 
AG 

Count attendance 
Existence of 

meeting notes, 
minutes, reports 

After each meeting 
RRT 

Academic partner  
RDI 

Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 

Stronger 
relationships with 
government 
stakeholders 

Effectiveness of 
partnership  RRT 

AG 
Other  

stakeholders 

Focus groups, 
interviews, brief 

survey 
Once a year 

RRT 
Academic partner  

RDI 
Academic partner 

Time –stakeholders, 
researchers, staff 
Computer 
Telephone 
Office-space 
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Regional Round Table Process Questions  
Please reflect upon and answer the questions that you have information for.  If you are able to, please consult other members of your RRT. 
These questions are designed to enable your RRT to examine its organizational structure and processes. Depending where you are in the RRT 
formation process, you may not have the answers to all of the questions just yet. 

 

 RRT Question Your Answer 

 

How would you know?  

(Where is the information?) 
1. Why does the RRT exist?    

 
 

2. What does the RRT intend to 
accomplish?  

 
 

 

Vision & Goals 

3. What do you envision changing because 
of the RRT?   

  

4. What communities are the members of 
your RRT? (List them.) 

 
 
 

 

5. Who are the individual representatives 
for each community?   (List them.) 

 
 

 

Membership 

6. What is each representative’s position 
within his/her community? (e.g. mayor, 
councilor, etc.)  

 
 

 

7. Does your RRT have a Chairperson? If so 
who is he/she? What are the 
duties/responsibilities? 

 
 
 

 

8. How does your RRT select the 
Chairperson? 

 

  

Operating 
Structure & 
Processes 

9. Does your RRT have a meeting Recorder? 
If so who is he/she?  What are the 
duties/responsibilities? 
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 RRT Question Your Answer How would you know?  

(Where is the information?) 
10. Does your RRT have a financial person? 

If so who is he/she? What are the 
duties/responsibilities? 
 

  

11. Who funds the RRT?  
 

 

12. How does the RRT keep track of financial 
transactions? 

 
 
 

 

13. What other resources does your RRT 
have? 

 

  

14. What other resources does your RRT 
need? 

 
 

  

15. How do the member communities select 
their community representatives? 

  
 
 

16. How do other communities join your 
RRT? 

  
 

 

17. How are new ideas brought to the RRT?  
 
 

 

18. How does the RRT make decisions?  
 

 

19. How does the RRT get things done?  
 

 

Operating 
Structure & 
Processes 
  

20. If there are disagreements amongst the 
members, how does the RRT resolve 
them? 
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 RRT Question Your Answer 

 

How would you know?  

(Where is the information?) 
21. How does the RRT communicate?    

 
 

Within the RRT?   
 

 

To member communities?   
 

 

To the general public?    
 

 

Communication 

To governments?  
 

 

22. What has the RRT accomplished?  
 
 

 

What worked?  
 
 

 

What didn’t work?  
 

 

What changed because of the RRT? 
 
 

  

What difference did the RRT make?  
 

 

Results/Impacts 

What would the RRT do differently next 
time? 

 
 
 

 

Other 23. Other questions/answers that you might 
have. 
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Advisory Group Process Questions  
Please reflect upon and answer the questions that you have information for.  If you are able to, please consult other members of your Advisory 
Group (AG) These questions are designed to enable your AG to examine its organizational structure and processes. Depending where you are in 
the AG formation process, you may not have the answers to all of the questions just yet. 

 AG Question Your Answer 

 

How would you know?  

(Where is the information?) 
1. What RRT does your AG connect with?   

Provide examples of what your AG has 
done in connecting with the RRT. 

 
 
 

 Vision & Goals 

2. What do you envision changing because 
of the AG?   
 

  

Membership 3. What are you members? (List them.)   
Which governments/agencies do they 
represent? 

 
 
 

 

4. Does your AG have a Chairperson? If so 
who is he/she? What are the 
duties/responsibilities? 

 
 
 

 

5. How does your RRT select the 
Chairperson? 

 

  

6. Does your AG have a meeting Recorder? 
If so who is he/she?  What are the 
duties/responsibilities? 
 

  

7. How do other governments/agencies join 
your AG? 

  
 

 

8. How are new ideas brought to the AG?  
 

 

Operating 
Structure & 
Processes 

9. How does the AG make decisions?  
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 AG Question Your Answer 

 

How would you know?  

(Where is the information?) 
10. How does the AG connect with the RRT?  

 
 Operating 

Structure & 
Processes 11. If there are disagreements amongst the 

members, how does the AG  resolve 
them? 

 
 

 

12. How does the AG communicate?    
 

 

Within the AG?   
 

 

With the RRT?   
 

 

To the general public?    
 

 

Communication 

To governments?  
 

 

13. What has the AG accomplished?  
 

 

What worked?  
 

 

What didn’t work?  
 

 

What changed because of the AG? 
 

  

What difference did the AG make?  
 

 

Results/Impacts 

What would you do differently next time?  
 

 

Other 14. Other questions/answers that you might 
have. 
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Guidelines for Engaging Evaluators 

Find the Right Evaluator  
You will receive good work from Evaluators if you choose them carefully. 

Ask around. Word of mouth is a good way to obtain information about who has done 
good work in the past. 
Engage a known Evaluator who has done similar work in the past. 
Ask an Evaluator you trust to suggest someone. 

Choose the Right Evaluator 
When you have a list of people who might be interested in providing services to you, 
your next job is to choose the right person (or persons) to do the work. A good way to 
choose the most suitable Evaluator is through a selection committee.  The committee’s 
job is to choose and recommend the Evaluator who is most likely to do the best job at a 
reasonable cost.    

The selection committee: 
contacts the Evaluators and sends them the project description and the terms of 
reference.  The terms of reference outline your understanding of the job to be 
done, specify your Evaluation objectives, state the “product” you expect the 
Evaluator to produce and set a schedule for carrying out the Evaluation. 
invites Evaluators to send proposals.  The proposal should outline how the 
Evaluator would meet your objectives, carry out the Evaluation and the cost to 
complete it.   
assesses the proposals.  In assessing the proposals, the committee looks at how the 
Evaluator will meet your needs, the Evaluator’s qualifications and the estimated 
cost.  
chooses a “short list” of up to four of the best people or firms from those who sent 
in proposals. 
interviews those on the short list, focusing on the Evaluator’s expertise, 
knowledge of the project and the proposed fee. 
checks the Evaluator’s references.  The best references come from people and 
organizations for whom the Evaluator has worked.  When checking the 
references, the committee should ask the following questions: 

Were the contract terms honoured? 
Was the work finished on time? 
Was the work done within budget? 
Were the recommendations or reports useful? 
Was the Evaluator open and flexible to ideas and input from the client? 
How well did the Evaluator work with the client? 

chooses the Evaluator.  As a courtesy to other Evaluators who send in proposals, 
you should notify them that you have chosen someone else for the job. 
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Engage the Evaluator 
An accepted proposal leads to a contract. A written contract provides the framework 
within which obligations, rights and remunerations are clarified. It clearly states who is 
responsible for what and helps prevent unpleasant surprises for both you and the 
Evaluator.  When you and the Evaluator sign a contract, you’re both part of a legal 
agreement.  A contract serves your needs as well as the Evaluator’s.  You expect the 
Evaluator to do a good job, produce acceptable results and complete the work on time.  
The Evaluator expects to be paid promptly for the work he or she does.   
The contract should cover: 

the names and responsibilities of both parties. 
fees and payment schedules. 
costs. 
deadlines. 
what the Evaluator is expected to deliver or produce. 
who owns what the Evaluator produces. 
to whom the Evaluator’s report or other material may be released. 

Work with the Evaluator 
Provide a person as a point of contact for the Evaluator to:  

secure all internal documents to be provided to the Evaluator; 
assist with project communications to staff and other stakeholders; 
provide sounding board to Evaluator; 
monitor project progress and contract details; and 
sign off at project completion. 

Evaluate the Results 
When the Evaluator has finished the work for you, it’s very useful to review the whole 
experience.  Look at both the accomplishments and the problems. Did you get your 
money’s worth? Questions to ask: 

Did the Evaluator fully honour the contract? 
Did the Evaluator come up with reasonable findings, conclusions and 
recommendations? 
Was the report clear and helpful? 
Did the Evaluation go smoothly without misunderstandings? 
Were expectations realistic? 
Did you and the Evaluator work well together? 
Did you allow enough money in the contract to complete the Evaluation? 
Would you hire this Evaluator again? 
Would you recommend this Evaluator to someone else? 
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Sample Agreements/Protocols 

Sample 1 – Rural Development Institute, Brandon University 
 

Community Collaboration Project 2005 - 2008 

 

THE RURAL DEVELOPMENT INSTITUTE AND 
ORGANIZATION NAME  

 
Purpose of the Agreement 

The Models for Rural Development and Community Capacity Building Program (The 
Models Program) is a research initiative designed to contribute to the understanding of 
what approaches (models) to community development and capacity building work in 
rural, remote and northern communities. The information developed will be used to 
inform all levels of government to support their decisions on programs and services for 
rural Canadians, as well as future policy directions. In addition to helping governments 
with their decision-making, the information developed will benefit the individuals, 
organizations and communities involved with the models and other projects aimed at 
community development and capacity building.  

The purpose of this document is to make clear agreed upon expectations between 
ORGANIZATION NAME and the Rural Development Institute in order to test a 
particular model, called the Community Collaboration Project, in PROVINCE.  

The Community Collaboration Project (CCP) is an innovative approach to community 
economic development and capacity building in rural areas. The vision of CCP is to 
encourage communities to explore and develop processes to increase their ability to 
address change and work toward becoming more sustainable. Community representatives 
come together to participate in Regional Round Tables (RRTs) and work with an 
advisory group to identify regional socio-economic challenges, find common solutions, 
and implement programs and projects that address regional needs. 

In light of discussions with the ORGANIZATION NAME, the Rural Development 
Institute is moving toward formalizing a project relationship. The Rural Development 
Institute (RDI) has set out the mutual expectations for the partners in the Community 
Collaboration Project in this document. RDI has a contract with the Rural Secretariat that 
extends until March 31st, 2008. However if either RDI or the ORGANIZATION NAME 
feel the Agreement is not working as intended and hoped for, there is a provision to 
terminate the project prior to this day. Please see Schedule A. 
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The Rural Development Institute of Brandon University is the project proponent and 
will manage and administer the Community Collaboration Project.   

The ORGANIZATION NAME is the organization selected as a community site in 
PROVINCE to form a Regional Round Table.  

The Rural Secretariat, Agriculture and Agri-Food Canada is financially supporting 
the Community Collaboration Project. References to “the Minister” in the document 
refers to the  Minister of Agriculture and Agri-Food or any person authorized to act on 
his or her behalf.  

What is the role of the Rural Development Institute?   

The Rural Development Institute of Brandon University is the project proponent and will 
manage and administer the Community Collaboration Project (CCP). RDI has funding 
from the Rural Secretariat, Agriculture and Agri-Food Canada under The Models 
Program. RDI is funded to undertake research to test the applicability and replicability of 
the Community Collaboration Project processes and to support the development of the 
Regional Round Tables (RRTs).  

The role of the Rural Development Institute will be: 

1. To report to the Rural Secretariat in Winnipeg and Ottawa. 
2. To liaise with both the Provincial Community Collaboration Project Advisory 

Group (subcommittees of the Provincial Rural Teams) and the Regional Round 
Tables. 

3. To attend any RRT meetings deemed critical to the Community Collaboration 
Project processes. 

4. To assist, when requested, in strengthening the collaboration process at the RRT 
and to help ensure successful outcomes.  

5. To convene an annual meeting of reps of all RRTs and Rural Team Advisory 
Group in order to share experiences and learn from one another. 

6. To document the CCP process so there is a strong record of the intention and 
impact of the RRT processes and to communicate lessons learned pertaining to 
the development of the RRT, evaluation and policy. 

7. To hold in confidence any information provided to us by any of the stakeholders 
which is deemed NOT in the public domain. At a minimum, RDI will report the 
activities of each of the RRTs and Rural Teams in order that there is a public 
record of the community development processes employed and projects 
undertaken. 

The Rural Development Institute will commit to strengthening and supporting RRTs 
selected for the Community Collaboration Project in 2005 and beyond in four specific 
ways. 
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a. RDI will bring information and resources to the RRT. It will also facilitate the 
early formation and structure of the RRT. When requested, RDI will facilitate 
dialogues at either a cross community or government representatives. 

b. RDI will attend, when appropriate, RRT meetings to facilitate, document, and 
share information and lessons learned across rural provincial teams and all RRTs 
engaged in the project. 

c. RDI will make a cash contribution to support the Regional Round Table. The 
exact amount of the contribution will depend on the Regional Round Table’s 
ability to leverage cash and/or in-kind contributions and will be based upon need 
and value. RDI will provide an amount of up to $100 000. This amount may also 
be subject to revision by the Minister should annual appropriations be changed by 
Parliament. See Schedule A. 

d. RDI will facilitate a participatory evaluation process.  
 
What is the role of the ORGANIZATION NAME?  
To implement the Community Collaboration Project process, the roles and 
responsibilities of the ORGANIZATION NAME will be to:  

1. Form a group of diverse, multi-stake holder members of the community who have 
the desire and commitment to work together to achieve common goals in order to 
form a Regional Round Table Advisory Group.  

2. Work with the Rural Development Institute to measure indicators required for 
project evaluation and for reporting, on a minimum annual basis.  

3. Share lessons learned about activities of the Regional Round Table and the 
PROVINCE Rural Team Advisory Group that will be made available to the 
public.  

4. Agree to provide resources (in-kind and/or cash) to support the creation and 
operation of the Regional Round Table. 

5. The Rural Development Institute will require from the ORGANIZATION 
NAME, on a quarterly basis, a financial accounting of the expenditures and 
reporting of any funds provided to them by the Rural Development Institute and 
also of funds that are leveraged from other sources that support the goals and 
purposes of this project. See Schedules A and B attached.  

Duration of this Agreement: January 12, 2005 to March 31, 2008. 

_____________________________________Chair, ORGANIZATION'S NAME 

_____________________________________Witness ________________________Date 
 
____________________________________Director of the Rural Development Institute 

___________________________________ Witness  _________________________Date 
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SCHEDULE A 
The Rural Development Institute and ORGANIZATION 

1. The Rural Development Institute anticipates that the Community Collaboration Project 
will extend until March 31st, 2008 but could be terminated sooner by mutual agreement.  

2. It is a requirement of Treasury Board Policy on Transfer payments that recipients of 
government funding declare any amounts owing to the federal government. (See Form 1) 
The ORGANIZATION'S NAME shall recognize that any amounts owed to the Crown 
may be off-set against any expenses claimed under this Agreement. 

3. The basis of payment for the flow of dollars and resources from Rural Development 
Institute to the ORGANIZATION'S NAME will be on an as required basis and on a 
submitted claim. 

4. There will be a requirement from the ORGANIZATION'S NAME to repay 
overpayments, unexpended balances and disallowed costs. Until repaid, the 
overpayments will constitute a debt to the Crown. 

5. Should the ORGANIZATION'S NAME fail to perform or comply with any terms, 
conditions or other obligations contained in this Agreement, for which it has 
responsibility, RDI may declare this agreement in default. If the Minister declares that an 
event of default has occurred, the Minister may, in addition to any remedy provided by 
law, exercise any of the following remedies; suspend the payment of any amount in 
respect of the contribution; or the ORGANIZATION'S NAME will be required to repay 
all or part of the contribution made with interest from the date of demand for repayment.  

6. Indemnification of the Minister and Brandon University. The ORGANIZATION'S 
NAME shall indemnify and save harmless and the university, his or her officers, servants 
and agents as well as Brandon University and its agents from and against all liability, 
claims, demands, losses, damages, actions including reasonable legal fees and 
disbursements and any other proceedings, whatsoever and by whomever made for injury, 
death, environmental impact or property damage arising out of the agreed upon activities 
and objectives. 

7. The ORGANIZATION'S NAME shall allow representatives of the Minister to have 
access to any records, information, databases, audit reports and other documentation for 
the purpose of audit and evaluation of the activities described in this Agreement, and for 
the verification of invoices with respect to payments made between RDI and the 
ORGANIZATION'S NAME. The ORGANIZATION'S NAME shall keep all records, 
information, databases, audit reports and all other documentation related to activities and 
associated expenses and costs for a period of six years from the date that the final activity 
under this Agreement is completed.  

8. Any interpretation of this understanding must in turn be subject to the terms and 
conditions of the agreement between the Rural Development Institute and the Rural 
Secretariat. 

9. Redress provision: Should there be a dispute between RDI and the ORGANIZATION'S 
NAME regarding the terms and conditions of this agreement, there will be two members 
selected by the ORGANIZATION'S NAME that will meet with the Director of the Rural 
Development Institute, the Brandon University Special projects officer, and two members 
of the Rural Secretariat. This group would ideally agree by consensus to a resolution of 
any disputes. If consensus can not be reached, the Rural Secretariat would have the 
ultimate decision making authority.  
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Sample 2 – Saskatchewan Population Health & Evaluation Research 
Unit (SPHERU), Universities of Regina & Saskatchewan 

Memorandum of Agreement 
for the 

[project title here] 
Introduction 

The ________________ (title of project) is a joint research project between 
________________ (specific names of communities and research team here).  The 
project is directed by a steering committee that includes representatives of each of the 
partner organizations. 

Details of Partner Organizations and Their Representatives 

[in this section we listed the specific names of research team members and the 
organizations they represent- this included both community and academic team members] 

 
Project Goal 

 
[specific details about the actual project are described here] 

 
Benefits to Community 

The steering committee of this project recognizes the need to develop a coordinated, 
capacity building and pro-active approach. Therefore, in addition to achieving the project 
goal outlined above, a number of short-term and long-term objectives have been 
identified.  

The short-term objectives include capacity building among team members, including 
community research assistants. There will be an exchange of organizational experience 
and expertise among the steering committee members and with the broader research 
team. Community research assistants and the project coordinator will be trained in 
research methods.  

The long-term objectives include the provision and coordination of _______ education 
and awareness programming to the participant communities and other communities 
across northern Saskatchewan. In addition, the materials used to train the community 
assistants in research ethics and methodology will be compiled as a package distributed 
to community partners for future use. 

Funding 
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This project is funded by the Canadian Institutes of Health Research (CIHR), through the 
Institute for Aboriginal Peoples’ Health (IAPH) and through the HIV/AIDS Research 
Program, a component of the Canadian Strategy on HIV/AIDS. The funds are located at 
the University of Regina. As principal investigator, ____________ (university PI here) is 
responsible to the CIHR and the University of Regina for the appropriate disposition of 
the funds and the ethical conduct of the project (as required by the University of Regina 
and Tri-council code of ethics). 
 
Purpose of this Memorandum of Agreement (MOA) 

The purpose of this MOA is to ensure the success of both the project and the partnership 
by laying out how the partnership will work to ensure confidentiality and effective 
communication and respect the values of involved communities. This is a living 
document, with the flexibility to respond to an evolving research partnership. 
 
This MOA sets out the ways in which we will work together in such areas as: 

recognizing shared principles, objectives and responsibilities; 
selecting media spokespeople;  
making decisions; 
protecting information throughout the project as well as after it is completed; and 
communicating results in meaningful and useful capacities for all partners 

 
Principles 

The underlying principles in our work together will be mutual respect; recognition of 
each other’s constituencies and interests, responsibility in carrying out commitments, 
sharing information, and capacity building in the exchange of organizational experience 
and expertise. The steering committee group is the conscience of the project. 
 
Responsibilities of Member Agencies and Local Governments 

General 
Representatives of participating communities, health care agencies, and research units, in 
guiding the research project, will ensure the validity of the research instrument and 
results. The local government representatives on the steering committee are integral 
members of the research team, working in partnership with academic and health services 
team members.  
 
Turnover in Steering Committee Membership or Organizational Leadership 

Each committee member is committed to ensuring ongoing representation from each of 
the partnership organizations. Steering committee members will assist in transitions in 
representation when necessary, ensuring continuity by selecting new members with 
interest and commitment in the issues being investigated.  

 
Agreement to Co-operate  
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The steering committee will consider ongoing issues of ethics and appropriateness from 
inception to the dissemination process. The steering committee will determine the 
principles and processes that will guide the research project.  
 
The steering committee will guide the design and implementation of the research 
instruments (e.g. focus groups and interview schedules and methods). 
 
The steering committee will ensure support, training and development of skills for 
participating community members, including workers on the research team. 
 
The steering committee will provide feedback on preliminary results of analysis, which 
will be sent to steering committee members as a project progress report. 
 
The steering committee will provide discussion and feedback on the results of findings 
from the interviews and focus groups, which will be presented at a meeting of the 
steering committee 
 
The steering committee members will be open to communication through conference 
calls and correspondence throughout the project. 
 
The steering committee will keep the participating communities and agencies informed of 
the progress of the project. 
Operational Policies 

1.   Decision Making/Conflict Resolution 
Decisions will be based on consensus (i.e., all members can live with the 
decision.) 
Those parties directly affected by a decision must be given the opportunity to be 
at the table to participate in the consensus process when that decision item is 
being discussed. 
Members will respect the ideas and concerns of others 
Discussions will focus on interests and concerns rather than positions and 
demands. 
Everyone will have an opportunity to speak. There will be no cross talking (i.e., 
only one person should be speaking at a time.) 
Members will try to understand the interests of others, whether they agree with 
them or not. 
Members will commit to fully explore issues, searching for solutions in a 
problem-solving and consensus-building atmosphere. 
Members will communicate the interests of the group they represent. If there is 
uncertainty as to whether that is the case, members will make that known. 
Any member may abstain from a decision to avoid preventing consensus. Minutes 
will note these occasions. 
In the event of conflict between two or more members of the research team, 
efforts will first be made to resolve them within the group. Should it be required, 
an external mediator will be used to help clarify issues and goals, facilitate 
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communication about the situation, and try to help the parties in conflict reach a 
constructive resolution. The mediator will not make decisions about who is right 
or wrong or how things should be resolved. All decisions are made by the parties 
in conflict.   

 
2.  Project Spokesperson 
 
Members of the steering committee will respond to media and other external 
communications requests by referring them to _______, who has been selected as the 
project spokesperson. _______ will brief Steering Committee members as requests are 
received. This is especially important for the community representatives who, depending 
on the nature of the request, may require approval from their respective organizations. 
_________ will include other team members in communication requests that address 
their particular contributions to the project.  
 
3.  Protection of Project Data 
During the Project 
During the project ___________ (PI name here), her research assistants, the project 
coordinator, and community based research assistants will be responsible for all research-
related materials, which include interview and focus group tapes and transcripts, and any 
confidential field notes. These materials will be kept under lock and key. Each of the 
individuals participating in any aspect of data management (from collection, through 
transcription, analysis, and storage) will sign a confidentiality agreement. Data collected 
throughout the project will be used for the purposes of this project only. 
 
At the End of the Project 

_______________ (University PI name here), in following the policies of the University 
of Regina Research Ethics Committee, will store the primary research materials for a 
period of three years after the completion of the project, after which it will be destroyed. 
During the period of storage, the data will not be used for any purpose other than was 
outlined for this project.  

 
Project data will be provided to the participants in the research, to the participating 
communities, to the health organizations in the North and Saskatchewan and to the 
universities in formats that protect the confidentiality of individual participants. 
 
4.  Communication of Project Progress and Results 

 

Throughout the Project 
In addition to face-to-face meetings and conference calls between Steering Committee 
members, a quarterly newsletter outlining progress will be produced. The quarterly 
newsletter will be suitable for distribution to council and health board members of the 
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participating organizations. The newsletter is the responsibility of the project coordinator, 
working with the principal investigator and other steering committee members as needed. 
 
Preliminary results will be presented in the form of an interim report, for review and 
discussion by Steering committee members. 
 
As opportunities for presenting findings arise for individual project team members, these 
will be brought forward to the steering committee for consideration and approval. 

At Project Completion 
Two versions of a final report will be produced. One version, which contains information 
specific to each of the participating communities, will be distributed only to these 
communities. A second version, stripped of details that would identify specific 
communities, will be released for public use. The public dissemination strategy may 
include a multimedia component, such as a video, that may be broadly used as an 
education/ awareness tool. 
 
Opportunities for the collective presentation of findings in written and oral formats will 
be pursued by team members. 
Consent Statement 

We, the undersigned, have read and understood the contents of this Memorandum of 
Agreement. We agree to act according to the principles and policies outlined above. 
 
Signed, (all research team members are listed) 
 
Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

Date  Name  

 
This document is provided by Saskatchewan Population Health and Evaluation Research Unit, Universities 
of Regina and Saskatchewan. 
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Sample 3 – Saskatchewan Population Health & Evaluation Research 
Unit (SPHERU), Universities of Regina & Saskatchewan 

MEMORANDUM OF AGREEMENT TO PARTICIPATE 
 
 

Project Title:  
 
The purpose of this memorandum is to provide the terms under which each community 
agrees to participate in the above project. The memorandum outlines the assistance 
provided by the community contact person and the products the researchers will return to 
the community.   
 
For the purposes of this project, the community contact will be [list the contact names 
and contact information].  
 
Primary Research Team:  List Names of Individuals 
 
The community contact agrees to: 
 

Assist the researchers with setting up meetings to interview key 
informants in the community 
Assist the researchers with setting up focus groups with Health Committee 
members and with community members 
Assist the researchers in identifying a community member who will be 
hired and trained to conduct interviews and assist with focus groups in the 
community 
Provide advice to the researchers on the appropriate methods of involving 
their community in this project  
Participate in periodic research team meetings to review the deliverables 
developed throughout the project 
Review information specific to their community to ensure that it 
accurately reflects their program information 

 
The researchers agree to: 
 

Provide a document reviewing the literature in the area of Aboriginal 
health and capacity building 
Hire and provide training for any community members who may be 
selected to assist with interviews and focus groups  
Provide community specific models of each program delivered in the 
community that relate to health 
Provide a copy of the deliverables for review and comments 
Provide a manual suggesting the types of information that could be 
collected to assist with program planning and evaluation 
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Provide ongoing updates on the project work through access to a web-site 
Where accessing a web-site is difficult, a CD-ROM of all the information 
will be provided at regular intervals 
At all times, the researchers will maintain confidentiality of information 
gathered from individual interviews and community focus groups   

 
This document describes the terms of reference for community agreement to participate 
in this project.  Individual informed written consent will be obtained from those who 
agree to participate in the interviews and focus groups. 
 
This memorandum will be reviewed periodically throughout the project to ensure that the 
project is being conducted in an appropriate manner in each community.  Additional 
points may be added throughout the duration of the project. 
 
 
____________________________    ___________________ 
Community Contact 
On behalf of [community name here]    Date 
 
 
 
 
 
____________________________    ___________________ 
Research Name      Date 
On behalf of the research team 
 
 
This document is provided by Saskatchewan Population Health and Evaluation Research Unit, 
Universities of Regina and Saskatchewan. 
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Sample 4 – Tl’azt’en Nation – University of Northern British Columbia 
 

 
This document is provided by the Tl’azt’en Nation – University of Northern British Columbia 
research project entitled, Preparing for Resource Management. More information can be found at 
http://cura.unbc.ca.  
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Sample 5 – Bayline Regional Round Table Terms of Reference 
 

 
These Terms of Reference have been provided as a sample courtesy of the Bayline Regional 
Round Table. For more information on the Bayline RRT visit http://baylinerrt.cimnet.ca.  
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Sample 6 - Research Agreement 

 
 
This sample research agreement is from the Guidelines for Health Research Involving Aboriginal Peoples 
(2006, Draft). This document is available at www.cihr-irsc.gc.ca/e/29134.html.  
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Sample 7- Tl’azt’en Nation - University of Northern British Columbia 
Governance Guidelines  

 
This document is provided by the Tl’azt’en Nation – University of Northern British Columbia research 
project entitled, Preparing for Resource Management. More information can be found at 
http://cura.unbc.ca.  
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Sample 8 - Oath of Confidentiality- Brandon University 
 
 
 
I,      , affirm that I will do disclose or make known any matter or 
thing related to the participants that comes to my knowledge during this project.  
 
 
 
 
            
Name        Date 
 
 
            
Witness       Date 
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Creating Photo Stories 

 Photo Story Instructions 
Photo Story is a Microsoft based program that is available free of charge to Microsoft Windows 
subscribers. The program can be downloaded from 
www.microsoft.com/windowsxp/using/digitalphotography/photostory/default.mspx.  
 
The following are instructions from the website on how to use Photo Story.  
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 University of Regina – www.uregina.ca  
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 Collaborative Evaluation Handbook Feedback Form 
Name (optional)          

1. Does the Handbook provide an understanding of the community collaboration process? 
Yes  No. If no, please elaborate.        

            
                                          

2. Does the Handbook provide an understanding of the collaborative evaluation process? 
 Yes  No. If no, please elaborate.        

            
                                          

3. Do you think you will use the Tools and Resource section?  Yes  No 

4. What other tools and resources would you like to see in this section?    
            
                                          

5. Are there sections that are missing and could be added to the Handbook? Please 
elaborate.            
            
                                          

6. Any other suggestions for improving the Handbook? 

            
            
                                          

7. Please provide any other comments you have on the Community Collaboration and the 
    Collaborative Evaluation processes.        
            
                                          

Please return your comments to RDI. 

Website www.brandonu.ca/rdi 

Email: rdi@brandonu.ca 

Fax: 204-725-0364 

Telephone: 204-571-8515 

Rural Development Institute 

Brandon University 

270 18th Street 

Brandon MB R7A 6A9 
 


