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	Action Steps Worksheet

Individual Education



Motor Vehicle Injuries Individual Education Intervention Checklist

This worksheet is designed to help you and your partners make sure that you considered all of the preparation, action, and evaluation steps to implementing your intervention. More information about action steps can be found in each disease/risk factor’s intervention strategies. 
Preparation

· Create your partnership

 FORMCHECKBOX 
 Identify your potential partners

 FORMCHECKBOX 
 Identify the roles your partners can take in the intervention planning process

 FORMCHECKBOX 
 Determine if additional assistance is needed (e.g., evaluation, selecting and measuring appropriate outcomes, statistical analysis)

· Identify your population

 FORMCHECKBOX 
 Define your priority population (including subgroups, geographic boundaries, special social or cultural characteristics)

 FORMCHECKBOX 
 Define which settings would be most appropriate to deliver individual information to your priority population
· Record your intervention goals and objectives

 FORMCHECKBOX 
 Establish the long-term goal(s) of your intervention

 FORMCHECKBOX 
 Determine the specific objective(s) that will help you accomplish your goal(s) 

· Assess your capacity and needed resources

 FORMCHECKBOX 
 Create a list of your partnership’s existing resources or skills that you can use for the intervention

 FORMCHECKBOX 
 Create a list of other resources or skills that your partnership needs to implement your intervention

 FORMCHECKBOX 
 Develop your intervention budget

 FORMCHECKBOX 
 Train personnel to deliver the health and skill-building messages

· Design your intervention activities

 FORMCHECKBOX 
 Assess current community patterns of behaviors regarding the health issue, and assess the community’s readiness to change

 FORMCHECKBOX 
 Consider which subgroups of the priority population to focus on based on their readiness to change

 FORMCHECKBOX 
 Research facts and evidence that you can use to develop appropriate individual information messages you want to communicate and how it they should be presented

 FORMCHECKBOX 
 Decide whether you need to create targeted or tailored messages to reach your priority population

 FORMCHECKBOX 
 Create multiple methods of disseminating the information, allowing for opportunities to repeat key pieces of information to reinforce the message(s)

 FORMCHECKBOX 
 Create a timeline with your partners of intervention activities, including evaluation methods

 FORMCHECKBOX 
 Work with your partners to outline roles and responsibilities

 FORMCHECKBOX 
 Pre-test your intervention messages

· Identify potential barriers

 FORMCHECKBOX 
 Determine potential barriers that you may encounter and brainstorm potential solutions

 FORMCHECKBOX 
 Determine methods for keeping track of barriers you may encounter and potential solutions

· Plan your evaluation methods and measures

 FORMCHECKBOX 
 Determine what evaluation methods you will use for your intervention (be sure to consider process, impact, and outcome evaluation)
Action

· Convene your partners and build partnership capacity

 FORMCHECKBOX 
 Determine frequency of partnership meetings

 FORMCHECKBOX 
 Determine meeting format (e.g., in person, conference calls)

 FORMCHECKBOX 
 Develop channels of communication for the partnership so that all partners are updated on all intervention activities

· Revisit your goals and objectives

 FORMCHECKBOX 
 Review your intervention goals and objectives with your partners

· Enhance your capacity and obtain needed resources

 FORMCHECKBOX 
 Maintain a resources tracking system

 FORMCHECKBOX 
 Track budget and intervention costs

· Implement your intervention activities

 FORMCHECKBOX 
 Collect information and facts about how the health issue affects your community

 FORMCHECKBOX 
 Share information with the community

 FORMCHECKBOX 
 Collect baseline and follow up evaluation measures regarding the individual education messages

 FORMCHECKBOX 
 Revise your timeline and partnership roles and responsibilities as necessary

· Respond to barriers

 FORMCHECKBOX 
 Collect measures tracking barriers encountered and how they affected your intervention

 FORMCHECKBOX 
 Develop and implement strategies to overcome these barriers

· Collect your evaluation data

 FORMCHECKBOX 
 Distribute evaluation materials to your community of interest

 FORMCHECKBOX 
 Collect evaluation data

· Validate, interpret and summarize your findings

 FORMCHECKBOX 
 Share your evaluation findings with your partners at regular intervals so that “mid-course adjustments” can be made

 FORMCHECKBOX 
 Work with evaluation experts as needed to summarize findings in a way that is accessible to multiple audiences

· Share your work with the population

 FORMCHECKBOX 
 Share your results with stakeholders in the community

 FORMCHECKBOX 
 Consider other opportunities for sharing your work (e.g., conferences, academic journals)

Reflection

· Strengthen your partnership

 FORMCHECKBOX 
 Identify potential new partners who can fill roles that are lacking in your current partnership

 FORMCHECKBOX 
 Address issues (e.g., lack of communication, disagreements) within your partnership that reduce the effectiveness of your intervention 

· Consider your unintended outcomes and lessons learned and improve your intervention activities and evaluation methods accordingly

 FORMCHECKBOX 
 Adjust your evaluation methods to also include measures for unanticipated outcomes

 FORMCHECKBOX 
 Using findings from your process evaluation to improve your intervention and evaluation activities

· Identify the ongoing needs of the community

 FORMCHECKBOX 
 Allow community members opportunities to provide positive and negative feedback on their experience with the intervention

 FORMCHECKBOX 
 Adjust existing intervention activities or create new activities to address unanticipated needs within the community

· Sustain your efforts

 FORMCHECKBOX 
 Track methods used by your partnership to sustain your momentum

 FORMCHECKBOX 
 Develop new and creative ways to work with partners and share findings
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