Process for OCAT Evaluation
1. Arranging the OCAT with Investee contact (excerpt):
Please send me the names and email addresses of people you want to involve (see overview for suggested mix and number) and a time frame that you want to work in.  Then we’ll need to allow people 1.5 weeks at least to complete their assessment.  SVPP will need at least 1.5 weeks to review the consolidated scores and discuss it before we have your group meet for a 2.5-3 hour session.  Here is the short version of what I just said so you can fill dates in:

 Participants (name and emai):

 Preferred dates
OCAT sent to participants: 
Assessments due (1.5 weeks after previous, minimum):

SVPP Review (1.5 weeks after due date, minimum):

Participant review session (at least three weeks after start of process):

2. Email to Investee participants:
Dear [Org] capacity assessment participants,

Thank you for your enthusiasm and interest in learning more about the strengths and areas of improvement for [Org] through the Social Venture Partners Organizational Capacity Assessment Tool.  Your honest assessment is essential to getting the most accurate baseline of your organization’s capacity, so responding to the Capacity Assessment Tool questions may be personally or mentally challenging at times.  But with your honest assessment, I expect it will also be very enlightening.  Please make every effort to comment on each of the questions even if you do not feel you have full knowledge of the area.  Of course, if you have no knowledge at all, you may select “N/A” as stated in the instructions.  

Attached are two documents:

· A overview of the SVP Capacity Assessment Tool and its benefits and steps

· The tool itself -- a Microsoft Excel document

You will find instructions on how to complete the assessment tool when you open the second document.  If you have not used Microsoft Excel before or the instructions are unclear to you, I am happy to help you navigate it. 

When you complete the ten sections, save your work and email it to me.  Please plan to complete and send it by [date].  SVPP will consolidate the assessment scores and prepare to facilitate a discussion among you on [previously arranged date].  

I look forward to joining you all to discuss what we learn from this self-assessment and what priorities you set for building a stronger [Org].  Please let me know if you have any questions in the interim.

Best regards,

Mark

3. Email to Partner participants:

I look forward to our meeting on [Day] afternoon at [time] to discuss the organizational capacity assessment of [Org].  Attached is the consolidated score sheet.  [#] participants submitted scores: [#] Board members, the Executive Director,  [other positions].  Their names are not listed, but these positions are listed in their score column.  It provides an interesting overlay to some of the assessments they provided of different areas.  All in all, [provide some big picture insights.  Example:  they seem to have a lower self assessment and much more interesting and varied set of answers from our last OCAT.]  This should give us quite a bit to dig into on [day].  Our work then, as I have outlined previously, will be to review this sheet together and determine how we may guide their conversation when I have them together early next week.   Please review the rating sheet at your convenience so that we may get started right away on [day].

[Insert organization strategic plan if they have one.  Otherwise…..”As [org] is about to begin a new strategic planning exercise, I do not have an updated plan as I have provided for other capacity assessments.”]
Let me know if you have any issues with the attachments or any questions.  Otherwise, I will see you on [date, time, location].

4. Agenda/Process for Partner Dicing of OCAT:

· Information, experience with organization

· Assumptions used for OCAT
· Missing information – anything you wish you had had

· Approach/Method for dicing, evaluating info

· Insights/Interpretation

· Overall impressions

· Each capacity building area

5. Follow up, Confirmation Email to Investee Participants

a. Include anonymous consolidation sheet, PowerPoint with high-level

Dear [Org] Capacity Assessment participants,

 I look forward to meeting with you at XXXam on XXXday.  We will meet at XXXX offices at [address].

 

Attached are two items for your review: the organizational capacity assessment overview with highlights from your consolidated ratings (last three slides) and the consolidated worksheet with each participant's ratings recorded anonymously.  

 Before our meeting, please take a few minutes to:

· Review the overview of the organizational capacity assessment tool and highlights of your self-assessment

· Review your personal self-assessment ratings and the consolidated ratings summary

· Consider the priority that you placed on each capacity area (if you did not complete this section on your personal summary page, please do so now) and consider if it has changed as a result of reviewing the consolidated ratings

· Consider what capacity areas (and/or individual items) are essential for FOTC's mission

Please bring to the meeting your personal ratings summary marked with priorities.  Otherwise, just let me know if you have any questions, special requests or particular expectations you would like to share with me before the meeting.  I will facilitate this conversation and we will be joined by XXXXX, SVPP's Lead Partner for XXXXXX.

 

