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Tool 1: Identifying Partners
This tool can be used to assist you and your institution 
in identifying the potential stakeholders, their potential 
contributions and their expectations regarding the 
institution’s sexual assault policies. 

Stakeholders are individuals, groups, and organizations 
who will collaborate with your institution regarding 
victim services both on and off campus who:

�� &DUH�DERXW�LPSURYLQJ�RU�H[SDQGLQJ�YLFWLP�VHUYLFHV�
��+DYH�UHVRXUFHV�WKH\�DUH�ZLOOLQJ�WR�VKDUH�
�� %ULQJ�NQRZOHGJH�DQG� VNLOOV� DERXW�YLFWLP�VHUYLFHV�
DQG�VXSSRUW�

��:LOO� EHQH¿W� IURP� EHLQJ� D� SDUW� RI� FROODERUDWLYH�
YLFWLP�VHUYLFH�

��:LOO�EULQJ�D�GLYHUVH�YLHZSRLQW�WR�WKH�FROODERUDWLRQ�

Once all of the stakeholders have been identified, develop 
a plan to obtain the commitment of the identified 
stakeholders for the collaborative effort.  The plan should 
address how the individual or organization will be 
contacted, by whom, and by what date.

Directions
Make additional copies of the attached chart as needed. 
The primary partners in collaboration should ask the 
following questions for each potential stakeholder.  
The responses to the question should help the partners 
determine whether involvement of the stakeholder may 
further the goals of the initiative.  

Answers to the questions will also provide talking 
points for the invitational conversation (e.g. the benefits 
to participation by the stakeholder).

1.) What is the reason that the individual or 
organization has been identified as a stakeholder?

2.) How will the individual or organization envision 
their role and what expectations will they bring to 
the effort?

3.) What does the individual or organization bring to 
improving victim services/ support?

4.) What is the goal of working together with the 
identified individual or organization?

5.) How will the individual or organization benefit 
from this relationship?

6.) How do you, as the primary partners, envision 
the individual or organization being involved in 
the collaborative effort?

Partner Information Stakeholder #1 Stakeholder #2
Name

Affiliation

Telephone

Fax

Email

Mailing Address

Reason Identified 

Expectations

Possible Contributions

Goal of Working Together

Benefits of Partnership

Involvement 



Tool 2: Expertise and Resources- What Does the Collaborative Effort Need?
These worksheets will help to identify existing expertise 
among the partners in the collaboration as well as 
help fill gaps in the knowledge and skills necessary 
for successful implementation of improved/expanding 
victim services.

The following questions are designed to guide you 
in identifying the expertise and means you need to 
accomplish your collaborative initiative.  Answers to 
the questions will also point to areas that will require 
assistance from outside the current collaboration.  

Taking the time to complete this process on a regular 
basis will help you identify potential obstacles to success 
and direct your thinking to overcoming these obstacles.

1.) On the following chart, list the tasks that need to be 
completed and the time frame for completion.

2.) For each task, answer the following questions:

��:KDW�H[SHUWLVH�ZLOO�LW�WDNH�WR�JHW�WKLV�WDVN�GRQH"
��'R�ZH�KDYH�WKLV�H[SHUWLVH�ZLWKLQ�RXU�FROODERUDWLRQ"
�� ,I� \HV�� QDPH� WKH� SHUVRQ�V�� ZKR� FDQ� VXFFHVVIXOO\�
WDNH�RQ�WKH�WDVN�

�� ,I�QR��GR�ZH�NQRZ�VRPHRQH�RXWVLGH�WKH�WHDP�ZKR�
PLJKW�KHOS�XV"

�� ,Q� DGGLWLRQ� WR� H[SHUWLVH��ZKDW� HOVH�GR�ZH�QHHG� WR�
FRPSOHWH�WKH�WDVN��H�J���PRQH\��WLPH��DQG�SHRSOH�"

��$UH� WKHVH� UHVRXUFHV� DYDLODEOH� ZLWKLQ� WKH�
FROODERUDWLRQ"�,I�QRW��DUH�WKHUH�RWKHU�ZD\V�WR�DFFHVV�
ZKDW�LV�QHHGHG"�,I�QRW��GR�ZH�QHHG�WR�PRGLI\�RXU�
SODQ"

��:KDW�DUH�WKH�QH[W�VWHSV"

Task Completion
Time frame

Expertise 
Required

Source
 of Expertise

Other 
Resource 
Needs

Sources  of 
Resources

Next 
Steps



Tool 3: Expertise and Resource Inventory

Each member of the collaboration has experiences, contacts, resources, and 
skills that will support the collaboration.  Take the time to have each member 
of the group complete this expertise and resource inventory.  Modify this 
form to fit your project.

Tool 3: Expertise and Resource Inventory Form

Name: 

Affiliation: 

Phone: Fax: Email: 
Address: 

1. Areas of expertise: Please identify areas where you can help with collaboration, whether through direct or 
indirect victim services. 

2. Resources: Please list any public or private organizations that you know and believe might support this project. 
(Please include contact information). Also consider individuals who might not have the time to commit to on-
going work, but who would lend their support and influence for special circumstances. 
Please complete chart with persons from your own community. Compare and discuss the resources you found. 

Name Organization Address Phone/Fax E-mail

3. Time: How much time can you devote to this project over the next year? 

4. Additional considerations: Do you have special considerations and resources relevant to our collaboration?



Tool 4: Developing Team Norms 

Directions:  Team norms should be developed using 
the following process:

1.) Explain the importance of developing norms 
and how they will enhance the collaboration.  
Inform the group that they are going to develop 
a set of ground rules or norms, which will guide 
the partners as they work on the collaborative 
initiative.

2.) Suggest areas that may be considered when 
developing norms.  These may include time; 
decision-making; communication issues such as 
listening, interrupting, and side conversations; 
conflict management and confidentiality.

3.) Follow brainstorming guidelines; ask the team to 
offer ground rules/norms that they would like to 

implement.  Record all suggestions.
4.) When the team has exhausted their suggestions, 

review the list, giving members an opportunity 
to comment or to ask questions.  Team members 
may also oppose certain norms.

5.) After the norms have been reviewed, the facilitator 
asks if everyone can live with and agree to follow 
the suggested ground rules.

6.) When all team members are in agreement, the 
agreed upon norms are accepted guides for the 
working interactions of the team.

7.) Write out final norms and post or disseminate 
them to the team.

8.) Revise norms as they become less useful or 
unnecessary.

This section outlines the process by which stakeholders can develop norms for the team that it is forming. 

Tool 4: Developing Team Norms Brainstorming Feedback Form
Thank you for taking a few minutes to provide your ideas and perspectives about developing norms for our 
collaboration. We appreciate your feedback and welcome your on-going participation in our collaborative efforts to 
serve victims of crime on and off campus. Please also provide your contact information (if we do not already have 
it) so that we may contact you regarding questions, provide you with information from our visioning meetings, and 
notify you about follow-up meetings and activities. 
Name: 
Affiliation: 
Phone: Fax: 
E-mail: 
Street address: 

 Visualize 1 year from now: What do you think the victim services community will look like?
 1.) How are victims being served both on-campus and off-campus?

 2.) What additional services are you providing campus crime victims? 

 3.) What is different about your relation with on and off-campus organizations?

 4.) How would you like to be involved in the partnership to better serve your victims of campus crime?

 5.) When is the best time for you to meet?

 6.) What is the best method and time to contact you?

 7.) What are your expectations from the collaboration effort?

 8.) Is there anyone else you would like us to invite to participate in this effort? 



Tool 5: Team Building Exercise 
This exercise takes from 15-20 minutes and uses a facilitator or leader.  The 
leader or facilitator starts by stressing that everyone depends on others.  To 
illustrate this point, ask partners to indicate which members of the team they 
depend on.  

The first person (leader/facilitator) is given a ball of string.  S/he picks out 
someone whom s/he relies on and while holding onto the end of the string 
throws the ball to that person and states the nature of the dependency.  The 
person who just received the ball holds onto a strand of string and tosses the 
ball to another person upon who the second person relies.  

Continue this for as long as time permits or until all partners have been 
involved in the “web.”  At the conclusion, repeat the initial point- all partners 
depend on or are “tied to” one another for this project to succeed.

Discussion:
Untie the group and discuss the following questions:

1.) Even with the independent nature of some of the project’s tasks, most of us 
still need others. Why?

2.) How did you choose the person to whom you tossed the ball of string?  
Could there have been others?

3.) Can you think of a situation in which we operate totally without support? 
 

Scamwell, E.E. and Nordstrom, J.W.  Still More Games Trainers Play: Experienced Learning Exercises, 
New York, New York, McGraw Hill Inc. 1991.



Tool 6: Open Communication Tool
When establishing open and on-going communications in sexual assault collaboration, try to avoid the following 
pitfalls and consider implementing some of the suggested strategies if you have already encountered these 
challenges.
Instructor note:  For each of the following scenarios ask participants to brainstorm solutions.  Compare their 
solutions with the recommendations below.

Pitfall:  
A small subset of partners is vocal during planning 
meetings, while others are quiet, reserved, or aloof.

Solutions:  
��0HHWLQJ� JURXQG� UXOHV� PXVW� SURKLELW� LQWHUUXSWLRQV�
DQG�FULWLFLVP�GXULQJ�EUDLQVWRUPLQJ���7KH�IDFLOLWDWRU�LV�
UHVSRQVLEOH�IRU�HQIRUFLQJ�WKHVH�UXOHV�DQG�UHGLUHFWLQJ�
XQSURGXFWLYH�FRQYHUVDWLRQV�

��9DULRXV� EUDLQVWRUPLQJ� WHFKQLTXHV� FDQ� EH� XVHG� WR�
VROLFLW�IHHGEDFN�IURP�SDUWLFLSDQWV���$W�WKH�EHJLQQLQJ�
RI� WKH� SDUWQHUVKLS�� GH¿QH� DFURQ\PV� RU� WHFKQLFDO�
WHUPV���$V�QHZ�PHPEHUV�MRLQ�WKH�WHDP��UHYLHZ�WKHVH�
DFURQ\PV�DQG�WHUPV�VR�WKDW�HYHU\RQH�LV�VSHDNLQJ�WKH�
VDPH�ODQJXDJH�

Pitfall:  
A partner complains that some partners seem to be ‘in 
the know’ while s/he is ‘in the dark.’  While informal 
communication networks can be cost-effective and 
appropriate, informal communication alone cannot 
sustain the partnership.  Some may gravitate to others 
on a personal level but this may inadvertently exclude 
others.

Solutions:
��$W� WKH� FRQFOXVLRQ� RI� HDFK� SODQQLQJ� PHHWLQJ�
RU� EUDLQVWRUPLQJ� PHHWLQJ�� WKH� UHFRUGHU� VKRXOG�
VXPPDUL]H� GHFLVLRQV� DQG� QH[W� VWHSV� DQG� IRUZDUG�
WKDW�LQIRUPDWLRQ�WR�DOO�SDUWQHUV��ZKHWKHU�RU�QRW�WKH\�
SDUWLFLSDWHG�LQ�WKH�PHHWLQJ�

�� 3DUWQHU�PHHWLQJV� VKRXOG� EH� VFKHGXOHG� LQ� DGYDQFH���
$V�D�IROORZ�XS��ZULWWHQ�RU�H�PDLO�QRWLFHV�VKRXOG�EH�
VHQW�WR�DOO�SDUWQHUV�

�� &UHDWH� D� ZHEVLWH� RU� HOHFWURQLF� EXOOHWLQ� ERDUG� DQG�
SRVW� SHUWLQHQW� LQIRUPDWLRQ� VR� WKDW� DOO� SDUWQHUV�PD\�
DFFHVV�LW�

Pitfall: 
Meetings often involve heated debates with little actual 
progress.  Conflict that is not addressed directly may 
manifest itself during partner meetings.  A partner may be 
so focused on getting his/her way, making his/her point, 
or even embarrassing another partner, that all partners 
are distracted.  Conversely, conflict or miscommunication 
may stem from a lack of understanding of cultural issues 
among partners.

Solutions:  
��'XULQJ� WKH� YLVLRQLQJ� PHHWLQJ�� WKH� IDFLOLWDWRU� PXVW�
KHOS� WKH� WHDP� HVWDEOLVK� JURXQG� UXOHV�� � $W� HDFK�
VXEVHTXHQW� PHHWLQJ�� WKHVH� UXOHV� VKRXOG� EH� YLVLEO\�
SRVWHG���7KH�IDFLOLWDWRU�VKRXOG�UHIHU�WR�WKHVH�UXOHV�DW�
WKH� EHJLQQLQJ� RI� WKH�PHHWLQJ� DQG� DW� SRLQWV� GXULQJ�
WKH�GLVFXVVLRQ�WR�KHOS�HQVXUH�WKDW�WKH\�DUH�REVHUYHG���
,I� DQ� LQGLYLGXDO� PHPEHU� UHSHDWHGO\� YLRODWHV� WKHVH�
UXOHV�� LW� LV�DSSURSULDWH�IRU� WKH�WHDP�OHDGHU� WR�VSHDN�
ZLWK�KLP�KHU�SULYDWHO\��

��$W� WKH� YLVLRQLQJ� PHHWLQJ�� LW� LV� LPSRUWDQW� IRU� FRUH�
SDUWQHUV�WR�DFNQRZOHGJH�WKDW�FKDQJH�RIWHQ�LV�GLI¿FXOW�
WR�DFFHSW�DG�PD\�SURGXFH�FRQÀLFW���7KH�WHDP�VKRXOG�
EH�SURYLGHG�ZLWK�EDVLF�FRPPXQLFDWLRQ�WLSV��DV�ZHOO�
DV�WLSV�IRU�FRQÀLFW�PDQDJHPHQW���

�� ,VVXHV� RI� FXOWXUH� DQG� GLYHUVLW\� FDQ� EHJLQ� WR� EH�
DGGUHVVHG� E\� GLVFXVVLQJ� FURVV�FXOWXUDO� VLPLODULWLHV�
DQG� GLIIHUHQFHV� DQG� E\� IRFXVLQJ� RQ� WKH� JURXS¶V�
FRPPRQ�YLVLRQ����3DUWQHUV�PXVW�EH�VHQVLWLYH�WR�DQG�
UHVSHFW�HDFK�RWKHU�DV�WKH\�ZRUN�WRJHWKHU�WR�DFKLHYH�
WKH�FRPPRQ�YLVLRQ���2YHU�WLPH��PXWXDOO\�UHVSHFWIXO�
EHKDYLRU�PD\�JURZ�LQWR�D�EHWWHU�XQGHUVWDQGLQJ�DQG�
YDOXLQJ�RI�FXOWXUDO�GLIIHUHQFHV�

�� 7KH�WHDP�OHDGHUV�PXVW�FRPPXQLFDWH�FOHDU�JRDOV�IRU�
WKH� PHHWLQJ� DQG� GLVWULEXWH� DQ� DJHQGD� WKDW� UHÀHFWV�
WKHVH�JRDOV��



Tool 7: Developing a Memorandum of Understanding for Your Collaboration

A memorandum of understanding (MOU) is a formal agreement 
between two or more parties.  Its purpose is to define the roles and 
responsibilities of the individuals and organizational partners involved.

What should the MOU address?

 - Vision statement
 - Desired outcomes

 - Management plan and style
 - Chain of decision-making authority/ responsibility 
 - Procedures for resolving conflict
 - Confidentiality guidelines
 - Procedures and guidelines for involving new partners

 - Substantive areas of primary responsibility and contribution
 - Management of financial resources
 - Information sharing
 - Supervisory responsibilities as appropriate
 - Grant management, as appropriate
 - Evaluation

The MOU should be signed by all partners.



Tool 7: Developing a Memorandum of Understanding for Your Collaboration Tool 8: Reassessing the Collaboration

The attached diagnostic tool is designed to help 
collaborations identify what is missing or getting in 
the way of working effectively and successfully to reach 
victim services goals.  The attached worksheet can be 
used to identify collaborations components that could 
be strengthened.

Directions:
Make copies of the questionnaire for each member of 
your team.  Have each member respond individually to 
the questions.  The leader should not share the scoring 
information until the entire team has completed their 
forms.  Collect questionnaires and tally the responses 
in front of the team.  Replicate the tally sheet on a 
blackboard or flip chart.

Tallying the answers:
1.) Number 1-36 down the side of the flipchart or 

blackboard.
2.) Draw a line across the page between 4 and 5, 8 and 

9, 12 and 13, 16 and 17, 20 and 21, 24 and 25, 28 
and 29, 32 and 33.

3.) Put an X by the number for each no response.

Interpretation:
��4XHVWLRQV�����SHUWDLQ�WR�WKH�VWDNHKROGHU�
��4XHVWLRQV�����WR�WUXVW�ZLWKLQ�WKH�WHDP�
��4XHVWLRQV������WR�DGGUHVV�VKDUHG�YLVLRQ�

��4XHVWLRQV� ������ FRQVLGHU� WKH� H[SHUWLVH� ZLWKLQ� D�
WHDP�WR�VKDUHG�JRDOV�

��4XHVWLRQV� ������ DGGUHVV� LVVXHV� RI� WHDP� ZRUN��
VKDUHG�UHVSRQVLELOLW\�

��4XHVWLRQV� ������ ORRN� DW� RSHQ� FRPPXQLFDWLRQ�
DPRQJ�SDUWQHUV�

��4XHVWLRQV� ������ PRWLYDWLQJ� WKH� WHDP� WR� NHHS� LW�
HQHUJL]HG�

��4XHVWLRQV�������DYDLODELOLW\�RI�VXI¿FLHQW�PHDQV�WR�
GR�WKH�ZRUN�

��4XHVWLRQV�������GHVLJQHG�SODQ�RI�DFWLRQ�

If the no responses are clustered in one area, this 
indicates that the team needs to work on that particular 
area.  

If no’s are scattered throughout decide on a plan of 
action for working through the issues one at a time.

Directions:
Discuss the findings with the team.  Some guiding 
questions are:
��:KDW�GR�\RX�VHH�IURP�WKH�UHVSRQVH�WDOO\"
��:KDW�FDXJKW�\RXU�DWWHQWLRQ"
��:DV�DQ\WKLQJ�VXUSULVLQJ"
��:KDW� VHHPHG� UHDOO\� RQ� WDUJHW� DQG� FRQ¿UPV� \RXU�
H[SHULHQFH"

��:KHUH�GRHV�WKLV�LQIRUPDWLRQ�OHDG�XV"
��:KDW�LV�WKH�QH[W�VWHS"



Tool 8: Reassessing the Collaboration
Where and why are we stuck?   What areas can be strengthened?

A questionnaire for partners.
1.  Are all partners affected by the problem addressed by this project?
2.  Is there a strong core of committed partners?
3.  Is the team open to reaching out to include new people?
4.  Are there ways for meaningful involvement from all interested partners?
5.  Have team norms been developed?
 6.  Do partners demonstrate a willingness to share resources?
7.  Is time provided for partners to get to know one another?
8.  Have relationships deepened as a result of the partners getting to work together?
9.  Are all team members clear of the purpose of the team?
10.  Do you trust team members to move beyond personal agendas?
11.  When new team members join the team, is it easy to explain your goals?
12.  Do all team members agree on the purpose of the team?
13.  Are meetings well run and organized?
14.  Do you know what skills other team members have?
15.  Do you know what expertise the collaboration needs to move ahead?
16.  Do you know where to access expertise so implementation of the plan can continue?
17.  Do people volunteer to work on projects?
18.  Do team members share responsibility for completing tasks?
19.  Is it clear and agreed upon how team decisions are made?
20.  Do leadership responsibilities shift with a shift in tasks?
21.  Do all people feel free to speak at meetings?
22.  Are decisions and information communicated to all members in a planned fashion?
23.  Is there a regular time to give feedback on project leadership?
24.  Do you feel your opinions are heard and respected?
25.  Is it fun and satisfying working with this team?
26.  Does the team make steady progress in working toward your goal?
27.  Do people want to join and stay with the project?
28.  Are others attracted to working with the team?
29.  Are their enough people involved in the project to get tasks done in a specific time frame?
30.  Do you have the financial resources to do what the team wants?
31.  Do members of the team share leadership responsibilities?
32.  Is everyone involved as a full partner in the decision making process?
33.  Is it clear what strategies you are working on?
34.  Are team members clear on their assigned tasks?
35.  Do team members do what they say they will do?
36.  Does the team stay on track in addressing the issue?

Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No



Tool 8: Reassessing the Collaboration Tool 9: Identifying Funding Sources and Options
Directions:
1.) Identify tasks that need to be completed:
2.) For each task, identify:

Task Amount of  
Available Funding/

Source

Funding Gaps Funding 
Resources/

Options

Contact for 
Funding Source


