
Capacity Building Planning Tool 

State ____________________ Technical Assistance Liaison _____________________________ Target Practice or Program _____________________ Date ___________ 

PURPOSE 

The Capacity Building Planning Tool is used to assist a State Leadership Team to develop and implement procedures to: (1) scale‐up the adoption and use of a targeted evidence‐based practice or program and (2) evaluate the 
extent to which implementation of the practice or program has occurred over time. The tool includes five components for planning, promoting adoption, and evaluating different stages of implementation. The components of 
the planning tool are: (1) Leadership Team, (2) Vision, (3) Needs Assessment, (4) Outreach and Training, and (5) Evaluation. The activities in each component at each stage of implementation occur concurrently rather than in 
a sequential fashion. 

 

PLANNING TOOL ORGANIZATION 

Each planning tool component includes six stages of implementation based on those identified by the National Implementation Research Network (www.fpg.unc.edu/~nirn/) for describing the processes of change that 
typically occur in scaling‐up an evidence‐based practice or a program: (1) Exploration and Adoption, (2) Program Installation, (3) Initial Implementation, (4) Full Operation, (5) Innovation, and (6) Sustainability. The planning 
tool includes indicators for each implementation stage of for each component of the planning tool (Leadership Team, Vision, Needs Assessment, etc.). An indicator is a “yardstick” for determining the degree to which different 
levels or stages of implementation have been reached. The indicators are used to focus user attention on the key characteristics of each level of implementation and for measuring changes in levels of implementation. 

 

ADMINISTRATION PROCEDURE 

The Capacity Building Planning Tool is used by a Technical Assistance Liaison together with the members of a Leadership Team to plan, develop, implement, and evaluate the scaling‐up of the targeted evidence‐based practice 
or program. This process is participatory and focuses on supporting and strengthening Leadership Team members’ capacity to use the planning tool to proceed through the different levels of implementation with assistance 
but not at the direction of the Technical Assistance Liaison. Completion of the planning tool is done as part of a focused and facilitated dialogue between team members and the Technical Assistance Liaison where the 
discussions and descriptions are used to develop, implement, and revise a plan‐of‐action to scale up a targeted practice or program. 

 

SCORING PROCEDURE 

The aggregate information obtained from the Leadership Team dialogue plus other relevant material or documents (meeting minutes, meeting agenda, memoranda, presentations, etc.) are used to determine the stage at 
which implementation has been achieved in each component of the planning tool. Each component of the planning tool is “scored” by circling the indicator representing the highest achievement level that has been reached at 
the time the tool is completed 

 

NOTES 

 

 

 



 

NOTES 

 

 

LEADERSHIP TEAM 
A Leadership Team is made‐up of a group of individuals who work together to accomplish an agreed upon set of goals and objectives that cannot be accomplished effectively by individuals members of the team.  The Technical Assistance Liaison 
supports the state in establishing a Leadership Team to develop a plan‐of‐action for scaling‐up a targeted practice or program. The process includes discussions to identify appropriate team members, including both state agency staff and other 
stakeholders (e.g., technical assistance providers, parents, practitioners, advocates) who should be members of the team and who become actively involved in the state’s scaling‐up initiative.  The roles and responsibilities of individual team 
members are also discussed and established.  The dialogue between the Technical Assistance Liaison and the Leadership Team members helps the team monitor its progress in identifying the members, their roles and responsibilities, and how the 
team will lead the state’s scaling‐up initiative and ensure the development and implementation of an effective and efficient scale‐up plan. 
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 To assemble a core team who have 

access to the resources and authority 
to make decisions about the adoption 
and use of the targeted evidence‐
based practice or program 

To determine leadership team member 
roles and responsibilities for developing a 
plan‐of‐action for scaling‐up the targeted 
evidence‐based practice or program  

To modify and refine team member roles 
and responsibilities as a result of 
experiences implementing of the plan‐of‐
action 

To use the plan‐of‐action as a guide for 
continued implementation of the 
scaling‐up activities and to establish a 
system for ongoing review and revision 
of the plan‐of‐action as indicated 

To use the experiences of the leadership 
team, technical assistance providers, and 
other stakeholders to change and improve 
the scaling‐up plan and make adaptations to 
the targeted practice or program 

To plan and implement a process for 
broad‐based sustained use of the 
targeted evidence‐based practice or 
program 

In
di
ca
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rs
 

1… No leadership team members have 
been identified 

 
2… A list of potential leadership team 

members has been identified 
 
3… A small group of key personnel but 

not all stakeholders make‐up the 
leadership team 

 
4… A majority of all key stakeholders 

have agreed to be members of the 
leadership team 

 
5… A leadership team has been 

assembled that includes key 
stakeholders 

1… No leadership team member roles and 
responsibilities have been identified 

 
2… Leadership team is in the process of 

identifying team member roles and 
responsibilities 

 
3… Team member roles and responsibilities 

are identified  
 
4… Leadership team has begun developing 

a plan‐of‐action for scaling‐up the 
targeted practice or program and how 
their roles and responsibilities will be 
defined 

 
5… The process and procedures for 

implementing the plan‐of‐action have 
been developed and roles and 
responsibilities of team members 
defined 

1… Leadership team has not reviewed 
their roles and responsibilities after 
initial implementation 

 
2… Team members meet to discuss initial 

implementation but their roles and 
responsibilities are not examined 

 
3… Team members discuss initial 

implementation and identify possible 
areas for change or improvement in 
their roles and responsibilities 

 
4… Experiences with initial 

implementation are used to identify 
additional team member roles and 
responsibilities or changes in roles 
and responsibilities 

 
5… Team member roles and 

responsibilities are routinely 
reviewed to modify and refine initial 
scaling‐up activities 

1… Plan‐of‐action is not being used to 
guide full implementation 

 
2… Team members meet to discuss how 

the plan‐of‐action can be used to 
guide full implementation 

 
3… Team members use the plan‐of‐

action to guide full implementation 
and have begun developing a 
system for systematic review of the 
plan‐of‐action 

 
4… Team members have put‐into‐place 

procedures for using, reviewing, and 
revising the plan‐of‐action 

 
5… The plan‐of‐action and procedures 

for review and revising the plan are 
routinely used as part of full 
implementation 

1… Experiences gained from full 
implementation are not discussed or 
reviewed by the leadership team 

 
2… Team members examine and review the 

experiences gained from full 
implementation but no changes are 
made in their roles and responsibilities 
or the plan‐of‐action 

 
3… Team members examine and review the 

experiences gained from full 
implementation and discuss changes and 
improvements in their roles and 
responsibilities and the plan of action 

 
4… Team members use the lessons‐learned 

from full implementation and make 
changes and improvements in their roles 
and responsibilities and the plan‐of‐
action 

 
5… Team  members develop and implement 

adaptations to the scaling‐up process 
based on feedback for stakeholders and 
the outcomes of full implementation 

1… No procedures have been discussed 
or developed to ensure 
sustainability 

 
2… Leadership team discusses the 

necessary resources to ensure 
sustainability 

 
3… Leadership team has developed 

procedures for ensuring 
sustainability 

 
4… Leadership team implements the 

sustainability plan procedures 
 
5… Leadership team routinely reviews 

the implementation of the 
sustainability plan procedures to 
ensure continued full 
implementation 



VISION 

A vision defines the purpose and focus of the scaling‐up initiative and the way in which the initiative is implemented. The Technical Assistance Liaison supports the Leadership Team in identifying the state’s vision for adopting the targeted practice or 
program. The process of identifying the vision for a scaling‐up initiative includes discussions about: (a) state’s vision for implementation, (b) how and why different agencies, staff, and end‐users should adopt and use the targeted practice or 
program, and (c) the process for implementing the scaling‐up initiative. The vision and agreed‐upon process helps the Leadership Team monitor its progress in establishing the state’s scaling‐up goals and identifying the methods and procedures for 
implementing and refining its initiative in a manner consistent with stated intentions. 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and Adoption  Program Installation  Initial Implementation  Full Operation  Innovation  Sustained Practice 

O
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 To engage in dialogue about those 

elements of a vision that will guide the 
development and implementation of a 
plan to scale‐up the adoption and use of 
the targeted practice or program 

To develop a comprehensive vision for 
developing a plan‐of‐action and how the 
vision will guide scaling‐up the targeted 
practice or program will occur 

To identify how the vision will be used as 
standards and benchmarks for 
implementing and evaluating the scaling‐
up initiative 

To embed the vision into all activities 
related to the scaling up initiative to 
ensure broad based understanding of the 
targeted practice or program and 
intended outcomes 

To use experience and feedback using 
the vision as scaling‐up standards and 
benchmarks to review, revise, and 
update the scaling‐up plan 

To broadly promote the adoption and 
use of the scaling‐up vision by 
stakeholders throughout the state as a 
way of sustaining the use of the targeted 
practice or program 

In
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1… Leadership team does not engage in 
any discussions about a vision 

 
2… A vision is discussed but there is no 

consensus that a vision is needed 
 
3… Leadership team recognizes the need 

for a vision 
 
4… Leadership team engages in 

discussions about a vision 
 
5…The key elements of a vision are 

identified from input from leadership 
team members and other 
stakeholders 

1… A process for developing an agreed 
upon vision has not been started 

 
2… Leadership team agrees about which 

process will be used to develop a 
vision 

 
3… Process to develop a vision is 

implemented with input from team 
members and other stakeholders 

 
4… Leadership team develops a vision 

that describes the desired process 
and outcome of scaling up initiative 

 
5… The vision is widely distributed to 

interested stakeholders to 
communicate the process and goals 
of the scaling up initiative 

1… Leadership team has not discussed 
how the vision will guide the scaling‐
up 

 
2… Leadership team has begun 

discussions about how the vision can 
be used to guide the scaling‐up  

 
3… The ways in which the vision will 

guide scaling‐up are identified 
 
4… Benchmarks are identified for 

ensuring the scaling‐up is consistent 
with the intent of the vision 

 
5… The vision is routinely used by the 

leadership team to guide their 
scaling‐up  activities 

1… Use of the vision as part of all scaling‐
up activities with stakeholders is not 
discussed 

 
2… Leadership team engages in 

discussions of how the vision can be 
used to promote stakeholder 
understanding of the vision 

 
3… A plan is developed to ensure the 

vision is incorporated into the 
stakeholders’ scaling‐up activities 

 
4… The plan is implemented to embed 

the vision into all stakeholder scaling‐
up activities 

 
5… The leadership team has developed a 

process for ongoing use of the vision 
for reviewing progress toward the 
scaling‐up goals 

1… Feedback and input from 
stakeholders about the vision is not 
discussed by the leadership team 

 
2… Leadership team obtains and reviews 

input and feedback from stakeholders 
about the vision but it is not used to 
make changes 

 
3… Leadership team uses input and 

feedback about the vision from 
stakeholders to discuss how the 
scaling‐up plans should be changed 

 
4… Input and feedback from 

stakeholders is used by the leadership 
team to refine and update the vision 

 
5… Vision is routinely used by the 

leadership team as a standard against 
which progress in scaling‐up has 
occurred 

1… No procedures or plans are in place 
to ensure the sustained use of the 
vision 

 
2… Leadership team discusses 

procedures for ensuring the 
sustained use of the vision 

 
3… Leadership team develops 

procedures for ensuring the 
sustained use of the vision 

 
4… Leadership team implements 

procedures for ensuring sustained 
use of the vision 

 
5… Leadership team has developed 

procedures for routinely 
communicating the vision to 
stakeholders to ensure its continued 
use as part of scaling up 

 

NOTES 

 

 



NEEDS ASSESSMENT 
A needs assessment is a process for determining desired outcomes, identifying discrepancies between current and desired practices, identifying the resources (financial, human, etc.) necessary to bridge the gap between current and desired 
practices, and establish priorities for implementing a plan‐of‐action. The Technical Assistance Liaison supports the Leadership Team in assessing its needs in order to be able to promote adoption of the targeted practice or program.  The process 
includes discussions about the needs of the Leadership Team, technical assistance providers and end‐users, and determining how existing service delivery programs, organizations, and opinion leaders can be leveraged to support the state’s 
scaling‐up initiative.  The manner in which needs assessment data already collected by a state can be used is also done as part of this component of the needs assessment. 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 To engage leadership team member 

dialogue among themselves and with 
other stakeholders to identify the need 
for the targeted practice or program 

To conduct a needs assessment of the 
leadership team, their programs and 
organizations, and other stakeholders, to 
identify the resources needed to develop 
and implement a scaling‐up plan 

To determine the readiness of technical 
assistance providers, end‐users, and 
other stakeholders to commit to the 
scaling‐up process 

To put into place the necessary physical, 
financial, human, and other types of 
resources that will promote 
implementation of the scaling‐up plan 

To use feedback and input from 
stakeholders about current and future 
resources needed for full 
implementation to make changes in the 
processes of scaling up the targeted 
practice or program 

To ensure that the necessary resources, 
training opportunities, and other 
supports are available to sustain the 
adoption and use of the targeted 
practice or program 

In
di
ca
to
rs
 

1… No plans to conduct a needs 
assessment have been discussed 

 
2… Leadership team recognizes the 

benefits of conducting a needs 
assessment 

 
3… Leadership team has identified the 

major elements of a needs 
assessment 

 
4… A needs assessment tool and 

procedures have been developed by 
the leadership team 

 
5… The stakeholders who will be 

involved in the needs assessment are 
identified 

1… The needs assessment has not  yet 
been conducted 

 
2… Needs assessment of the leadership 

team has been initiated 
 
3… Needs assessment of other 

stakeholders has begun but not yet 
completed 

 
4… Needs assessment of technical 

assistance providers and end‐users 
has been initiated 

 
5… Needs assessment of all targeted 

persons and groups has been 
completed 

1… No determination of readiness has 
been made 

 
2… Need for a determination of 

readiness has been discussed 
 
3… Process and procedure for 

determining readiness has been 
developed 

 
4... Process and procedure for 

determining readiness has been 
implemented 

 
5… Stakeholder readiness has been 

determined and the needs of 
technical assistance providers and 
end‐users have been identified 

1… No necessary resources to scale‐up 
the targeted practice or program 
have yet been committed 

 
2… Leadership team has begun 

discussions about what resources are 
needed to scale‐up the targeted 
practice or program 

 
3… The resources needed to scale‐up the 

targeted practice or program are 
identified 

 
4… Programs, organizations, and persons 

with the authority to commit the 
needed resources have allocated 
some but not all of the resources to 
scale‐up the targeted practice or 
program 

 
5… All or most of the needed resources 

have been committed to the scaling‐
up of the targeted practice or 
program 

1… No feedback has been obtained from 
stakeholders about their ongoing 
needs 

 
2… Stakeholder feedback has been 

obtained but no changes in the 
scaling‐up process or procedures 
have been made 

 
3… Stakeholder feedback has been used 

to plan changes in the scaling‐up 
process 

 
4… Stakeholder feedback about their 

ongoing needs has been used to 
make changes 

 
5… Procedures are in place to obtain 

ongoing stakeholder feedback about 
their needs related to full 
implementation of the targeted 
practice or program 

1… No process or plans have been 
developed to identify the resources 
needed to sustain scaling‐up the 
targeted practice or program 

 
2… Leadership team and stakeholders 

recognize the need to develop a plan 
to identify needed resources to 
sustain the use of the targeted 
practice or program 

 
3… A plan is developed to identify 

resources needed to sustain use of 
the target practice or program 

 
4… A plan is implemented to identify the 

resources needed to sustain the use 
of the target practice or program 

 
5… Process is put‐into‐place and ongoing 

needs are assessed to ensure needed 
resources remain available to 
stakeholders 

 

NOTES 

 

 



OUTREACH AND TRAINING 
Outreach and training is a process of enabling technical assistance providers to acquire the knowledge and skills to train end‐users (practitioners, parents, etc.) to understand, adopt, and use a targeted practice or program. The Technical 
Assistance Liaison works with the Leadership Team to develop and implement an outreach and training plan to scale‐up the targeted practice or program. The process includes discussions about the approach to outreach and training, the manner 
in which the targeted practice or program are communicated to technical assistance providers and end‐users, and the timeline for completing training activities. The dialogue also includes discussions about how the Leadership Team will identify, 
recruit, and train technical assistance providers who in turn train end‐users (parents and practitioners) to adopt and use the targeted practice or program. The discussions address logistical issues related to scheduling and conducting a series of 
coordinated training events (including workshops and follow‐up activities) to promote end‐users’ adoption and use of the targeted practice or program and how training will be provided.  

 
Exploration and Adoption  Program Installation  Initial Implementation  Full Operation  Innovation  Sustained Practice 

O
bj
ec
tiv

es
  To identify existing technical assistance 

programs and providers that offer 
training to stakeholders working with 
the intended beneficiaries of the 
targeted practice or program 

To provide professional development to 
the state leadership team and other 
stakeholders to promote their 
understanding of the key elements of 
the targeted practice or program  

To plan and develop a process and set of 
procedures for providing training and 
ongoing supports to those technical 
assistance staff who will train end‐users 
to use the targeted practice or program 

To provide training and ongoing support 
to both technical assistance providers 
and end‐users to promote their 
understanding, adoption, and use of the 
targeted practice or program 

To review and assess the experiences of 
both technical assistance providers and 
end‐users to make changes and 
improvements in how the targeted 
practice or program are scaled‐up 

To put into place a process and set of 
procedures that ensure technical 
assistance providers have the necessary 
supports to sustain end‐user adoption of 
the targeted practice or program 

In
di
ca
to
rs
 

1… Neither the leadership team 
members nor technical assistance 
providers to receive training have 
been identified 

 
2… Leadership team has initiated a 

process of identifying team members 
and technical assistance providers to 
receive training 

 
3… A list of leadership team members 

and technical assistance providers to 
receive training has been compiled 

 
4… Leadership team has engaged in 

discussions about the content and 
format of the training 

 
5… The training content and format has 

been determined 

1… No plans to provide training to the 
leadership team have been made 

 
2… Leadership team has begun making a 

plan for their training on the targeted 
practice or program 

 
3… Initial training is planned and other 

stakeholders are identified to 
participate in the training 

 
4… Training is provided and leadership 

team and other stakeholders identify 
additional training to fully 
understand the targeted practice or 
program 

 
5… A process and plan is put‐into‐place 

to involve the leadership team in 
periodic ongoing training on the 
targeted practice or program 

1… No plans to provide training to the 
technical assistance providers have 
been made 

 
2… Leadership team and other 

stakeholders engage in 
conversations about the technical 
assistance provider training 

 
3… A plan is developed to provide 

training to the technical assistance 
providers 

 
4… Training is provided to an initial (first 

generation) group of technical 
assistance providers 

 
5… Ongoing support and training is 

provided to this initial group of 
technical assistance providers 

1… No plans to provide training to end‐
users have been developed 

 
2… The process of developing a plan to 

train end‐users has begun 
 
3… A plan to provide training to end‐

users has been developed 
 
4… End‐users are provided training on 

the use of the targeted practice or 
program 

 
5… Ongoing support and training is 

provided to end‐users 

1… No feedback is obtained from 
persons trained to use the targeted 
practice or program 

 
2… A plan is being developed to obtain 

feedback on the training to promote 
use of the targeted practice or 
program 

 
3... Feedback is obtained from persons 

trained to use the targeted practice 
or program 

 
4… Feedback is used to determine which 

changes need to be made in how 
training is provided 

 
5… Changes and improvements are 

made in how training is provided to 
technical assistance providers and 
end‐users using stakeholder 
feedback 

1… No plans have been made to ensure 
ongoing training 

 
2… Discussions have begun about how 

training should be provided to ensure 
the targeted practice or program is 
sustained 

 
3… A plan is developed to ensure 

training on the targeted practice is 
sustained 

 
4… Process and procedure is 

implemented to sustain training on 
the targeted practice or program 

 
5… Ongoing support and resources are 

provided to sustain training on the 
targeted practice or program 

 

NOTES 

 

 



EVALUATION 
Evaluation is a process of determining progress with regard to attainment of different aspects of the scaling‐up initiative. The Technical Assistance Liaison supports the Leadership Team in developing an evaluation plan and the procedures that 
are used in evaluating the scaling‐up initiative. Dialogue in this component helps the Leadership Team monitor the effectiveness of their roles and responsibilities in providing the supports and resources necessary for technical assistance 
providers to be adequately trained in the use of the targeted practice or program so that they can in turn train end‐users (practitioners, parents, etc.). 
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 To identify the key components of how 

the leadership team will evaluate the 
effects of their efforts to scale‐up the 
targeted practice or program 

To implement the components of the 
evaluation plan that focuses on 
leadership team roles and 
responsibilities 

To implement the components of the 
evaluation plan that focuses on training 
the technical assistance providers  

To implement the components of the 
evaluation plan that focused on end‐user 
training 

To routinely review all evaluation 
findings and use the results to make 
changes and improvements in the 
scaling‐up initiative 

To institutionalize the ongoing 
evaluation of the scaling‐up initiative to 
make evaluation a regular component of 
all scaling‐up activities 

In
di
ca
to
rs
 

1… No plans have been made to identify 
the elements of an evaluation plan 

 
2… Leadership team and other 

stakeholders begin discussions about 
an evaluation plan 

 
3… The components of the evaluation 

plan are identified 
 
4… An evaluation plan is developed for 

the leadership team to use to 
evaluate their efforts to scale‐up the 
targeted practice or program 

 
5… Existing and newly needed data are 

identified for conducting the 
evaluation 

1… No part of the evaluation plan 
pertaining to the leadership team has 
been implemented 

 
2… Evaluation plan has been 

implemented but no data collected 
on the leadership team’s efforts 

 
3… Evaluation data has been collected 

but not yet examined to assess 
effectiveness of the leadership 
team’s efforts 

 
4… Evaluation data is used to identify 

what is and is not working and what 
changes are indicated in the roles 
and responsibilities, and efforts of 
the leadership team 

 
5… Changes in leadership team roles and 

responsibilities are made based on 
the evaluation results 

1… No part of the evaluation plan 
pertaining to the technical assistance 
providers has been implemented 

 
2… Evaluation plan has been 

implemented but no data collected 
on the effectiveness of the training 
provided to the technical assistance 
providers 

 
3… Evaluation data has been collected 

but not yet examined to assess 
effectiveness provided to the 
technical assistance providers 

 
4… Evaluation data is used to identify 

what is and is not working and what 
changes are indicated in the training 
provided to the technical assistance 
providers 

 
5… Changes in the training provided to 

technical assistance providers are 
made based on the evaluation results 

1… No part of the evaluation plan 
related to training the end‐users has 
been implemented 

 
2… Evaluation plan has been 

implemented but no data collected 
on the effectiveness of the training 
provided to the end‐users 

 
3… Evaluation data has been collected 

but not yet examined to assess 
effectiveness of the training provided 
to the end‐users 

 
4… Evaluation data is used to identify 

what is and is not working and what 
changes are indicated in the training 
provided to the end‐users 

 
5… Changes in the training provided to 

end‐users are made based on the 
evaluation results 

1… No process and procedures have 
been developed to routinely 
examine evaluation data 

 
2… Leadership team recognizes the need 

to develop and use a process for 
ongoing examination of the 
evaluation findings 

 
3… Leadership team developed a plan 

for ongoing examination of the 
evaluation data and findings 

 
4… A process for the ongoing review of 

evaluation data and findings is 
implemented 

 
5… Evaluation findings are used to make 

changes in the scaling‐up initiative 

1… No plans have been made to put‐
into‐place a process or procedure to 
ensure ongoing evaluation of the 
scaling‐up initiative 

 
2… Discussions have begun about what 

procedures, resources, etc. need to 
be put‐into‐place to ensure ongoing 
evaluation of the scaling‐up initiative 

 
3… A plan has been developed to ensure 

ongoing evaluation of the scaling‐up 
initiative 

 
4… A process and procedure is 

developed and implemented to 
ensure ongoing evaluation of the 
scaling‐up initiative 

 
5… The resources, mechanisms, and 

other elements are made a routine 
part of evaluation of the scaling‐up 
initiative 

 

NOTES 

 

 


