Community of Practice  Planning Worksheet

Step 1 - Articulate Core Purpose

a. What is the value to us? (Who is “us”)

Examples: building capacity, working together more effectively across silos, leveraging subject matter expertise in centers of excellence, filling a training or resource gap, supporting a network of participants or partners.

b. Who are the members?

c. What’s in it for them?

d. If we were able to help them _______ they would be happy (for the basic member)

e. What could we do to motivate basic members to contribute more (give back) to the community?

f. Composing the Community Value Statement 

To be used as a communication tool to prospective members, for aligning management, and for providing direction and guidance to the community as it makes decisions.

	What is our practice (focus of community)
	

	Who we are not now (boundaries of membership) 
	

	What we value (values of the community) 
	

	How we measure our success (metrics) 
	

	Who we are now (membership)
	

	Why we exist (value to the organization/project/initiative)
	

	What we are trying to achieve (objectives)
	


Step 2 - Assess available resources and tools 

What short-, mid-, and long-term, what resources and tools do we have available?

Step 3 - Identify Core Team  

Who will manage and oversee project activities? Be involved in the initial design and ongoing evaluation and adjustment of activities, offering advice and direction over the course of the project? At a minimum, the core team will comprise one representative from each organization.

Step 4 - Identify Extended Team

Who is the extended team of coordinators, key contributors, subject matter experts, training experts, and other members that will fill a number of the other functions and activities, such as seeding content and membership, as well as be the driving force behind growing the online community?

What roles do we need filled?

Who do we know who might want to help?

Who do we need to develop relationships with?

Who is respected in the community?

Who is offering similar or related training and resources?

Step 5 - Identify strategic gaps

What are the challenges to active involvement and use of the site?

Are there resource constraints?

What additional steps do we need to take to proactively address anticipated obstacles?

Step 6 - Design community structure

Answers to the following questions will help guide the design of the community in order to leverage the most engaging assets.

Identify and catalog the following 3 basic asset types:

People

Knowledge

Conversations

Step 7 - Identify engagement and learning tools

What kind of rhythm do you want to establish?

Identify potential tools, activities, events that can serve as communication milestones to create a calendar of engagement that clearly lays out a timeline and tasks/responsibilities for the core and extended teams.

Identify potential learning tools:

Step 8 - Market communities 

Share initial ideas on how to market the Community.

NEXT STEPS:

Once the community design is refined to reflect this new direction, the following steps will be important.

Step 9 – Evaluate

What does success look like?

Step 10 - Adjust

