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[bookmark: _Toc233717037]WORKSHEET 1: ECO Group Purpose Brainstorming 
Use this planning sheet to brainstorm the group’s purpose and goals. You can fill this out yourself or, even better, use it as a discussion guide with friends, family, or colleagues.
	What is your overall goal? How would an ECO Group help you meet that goal?


	

	What needs will this group fill that aren’t being met by other groups? 


	

	What would success look like…

	…in six months?



	
…in two years?
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WORKSHEET 2: Individual/Organization Readiness Self-Assessment
Before forming an ECO Group, honestly gauge your capacity as an individual or organization to form and run a new group. In the worksheet, the term “I” refers to either you or your organization, if you’re part of one. If you find yourself checking “no” more often than “yes,” you may not be ready to move ahead. If that’s the case, consider ways to get to “yes!” on more items. 
	
	YES
	NO

	OVERALL CAPACITY

	Have I done something similar to forming and running an ECO Group before?
	☐	☐
	RELATIONSHIPS

	Do I have existing relationships with people in the community who I want to join the group?
	☐	☐
	Do I have connections to any organizations that could help support the group? 
	☐	☐
	VOLUNTEER OR STAFF RESOURCES

	Do I have time and energy to dedicate to setting up this project? For example, recruiting members, finding space, developing materials.
	☐	☐
	Do I have time and energy to dedicate to the ongoing project? For example, planning & running meetings, communicating with members. 
	☐	☐
	Do I have the right skills for developing and running the group? For example, event planning, communications, leadership.
	☐	☐
	FINANCIAL/MATERIAL RESOURCES

	Do I have any seed money that I can use to help set up and run the group?
	☐	☐
	Do I have other material resources like meeting space available?
	☐	☐
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	Plan/Goal
	Approaches/
Strategies
	Potential Challenges 
& Solutions

	GROUP MEMBERS 
· Who would you like to recruit? 
· Are there people you want to include who may be harder to reach? 
	
	
	

	RECRUITMENT APPROACH
· What approach(es) fit your community and context?
· Can you try more than one approach?
	
	
	

	MEETING LOCATION
· What spaces are available?
· How much do they cost?
· Are they welcoming and inclusive?
	
	
	

	POTENTIAL PARTNERS
· Which organizations could support recruitment, space, or other needs?
	
	
	

	MEETING FREQUENCY AND TIME
· What works best for your members? 
· Is there variation within your group?
	
	
	

	INCLUSIVITY AND ACCESSIBILITY 
· Consider transportation, childcare and other caregiving responsibilities, language access, mobility, acoustics, accessibility, and other needs. 
	
	
	

	ADDITIONAL NEEDS 
· What else will help members 
attend and participate? 
	
	
	


	
	
	





	
	
	



[bookmark: worksheet4][bookmark: _Toc233717040]WORKSHEET 4: How Did Today Go For You? Member Experience Survey 

This quick survey can be handed out at the end of each meeting to get a sense of how people felt about the meeting and gather ideas for what to do differently next time.
How well do you feel you were heard?
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 How much did you enjoy the activities?
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	What would you change?


	

	What would you like to see next?
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Group Norms
Group norms are guidelines for how group members interact with, listen to, and communicate with each other. Setting and reflecting on group norms helps clarify expectations for members and create an inclusive, respectful environment.
Co-Creation
Members may want to create a list of group norms together. Co-creating these norms can help create buy-in and ensure member values are reflected. 
Establishing Group Norms
· Facilitate a conversation with the group:
· Explain the purpose of establishing a set of group norms
· Explain the purpose of co-creating these norms
· Review any previous lists of group norms 
· Allow for disagreement in conversations
· Come to a group consensus before finalizing norms for adoption
· Create a group norms document that can be distributed to all members
· Review norms at the beginning of meetings
· You can also post norms in a visible place in the meeting space
Examples of Group Norms
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Before your first meeting, use this checklist to review your plans to make the gatherings accessible. If your meetings will be held in different locations, you may need to revisit this checklist later. 
	
	YES
	NO

	PHYSICAL SPACE AND MATERIALS/TECHNOLOGY

	Venue is ADA-compliant, with accessible entrances, restrooms, and parking
	☐	☐
	Seating and tables are accessible and have sufficient space between tables
	☐	☐
	There is space in the room for walking or standing
	☐	☐
	Service animals are welcome
	☐	☐
	Background sound level allows for easy conversation (avoid loud restaurants or similar venues)
	☐	☐
	Sound amplification (microphones, speakers) is available for larger spaces
	☐	☐
	Documents or presentations are in large, easy-to-read fonts
	☐	☐
	Closed captioning is provided for any video or audio
	☐	☐
	LANGUAGE ACCESS

	Plans for bilingual facilitation and presentations
	☐	☐
	If using devices as part of translation, there are enough for the anticipated amount of group members 
	☐	☐
	CONVENIENCE

	Child care is offered for group members
	☐	☐
	There are multiple transportation alternatives offered to members and support with coordinating transportation (rideshares, carpooling, etc.) 
	☐	☐
	Meetings are held at a time that allows for various work and family schedules
	☐	☐
	OTHER NEEDS (Other accommodation needs that your members may have)

	Need:
	☐	☐
	Need:
	☐	☐
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	Scope
How many people in the community are affected by this issue?
	Severity
How serious is this issue for the community?
	Community Priority
Is this a low, medium or high priority for the community?
	Feasibility
How likely is it that the ECO Group can create change?

	HEALTH ISSUE 1
· Describe issue:






	
	
	
	

	HEALTH ISSUE 2
· Describe issue:






	
	
	
	

	HEALTH ISSUE 3
· Describe issue:
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Use this worksheet to identify decision-makers, map key players, assess influence, and develop a strategic plan for change. 
	DECISION-MAKING TARGET

	Identify the people or organizations with the authority to enact the desired change.

	Key Decision Makers (Individuals/Organizations) 
	Role/Authority

	
	

	
	

	
	

	KEY PLAYERS

	List all relevant actors and categorize them as allies, opponents, or influencers.

	Person/Group
	Category (Ally, Opponent, Influencer)
	Level of Influence (High, Medium, Low)
	Position (Support, Oppose, Neutral)
	Relationship to Target

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	RELATIONSHIP MAPPING

	Describe or sketch how key players relate to one another and to the target. You may draw a diagram or describe influence pathways in text.

	











	STRATEGIC ANALYSIS & ACTION PLAN

	Use the power map to identify leverage points and next steps.

	Who To Contact
	Want Do You Want Them To Do?
	What Is Your Message?
	Who Will Contact Them
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	1. Before the Co-Design Process

	Clarify Purpose & Scope

	☐	Clearly define the problem or opportunity being explored

	☐	Identify what decisions are in scope for participants to influence

	☐	Be explicit about constraints (budget, timeline, policy, authority)

	Identify & Prepare Participants

	☐	Identify people most affected by the issue

	☐	Ensure participants reflect diversity of lived experience, identity, and perspective

	☐	Remove participation barriers (compensation, transportation, childcare, accessibility, language support)

	☐	Communicate expectations, roles, and time commitment clearly

	Design for Shared Power

	☐	Plan activities that give participants real decision-making influence

	☐	Avoid pre-determined solutions or leading questions

	☐	Prepare to share context without steering outcomes

	Logistics & Materials

	☐	Select accessible, welcoming locations (physical or virtual)

	☐	Prepare facilitation materials (agenda, prompts, sticky notes, whiteboards, digital tools)

	☐
	Build in adequate time for discussion, reflection, and breaks




	2. During Co-Design Sessions

	Set the Tone

	☐	Establish shared norms (respect, curiosity, confidentiality, listening)

	☐	Name power dynamics explicitly and affirm participant expertise

	☐	Reinforce that lived experience is valid and valuable knowledge

	Facilitate Inclusive Participation

	☐	Ensure all voices are heard (not just the loudest or most confident)

	☐	Use multiple engagement formats (small groups, writing, visuals, storytelling)

	☐	Monitor and address dominance, disengagement, or exclusion

	Gather Meaningful Input

	☐	Ask open-ended questions focused on experiences, not solutions

	☐	Encourage participants to describe challenges, needs, and aspirations

	☐	Capture input accurately and visibly (notes, charts, shared screens)

	Delay Design Decisions

	☐	Resist pressure to finalize solutions too early

	☐	Treat ideas as hypotheses rather than conclusions

	☐	Check assumptions with participants before moving forward




	3. After Co-Design Sessions

	Synthesize Feedback Thoughtfully

	☐	Review all participant input without filtering prematurely

	☐	Identify themes, patterns, tensions, and contradictions

	☐	Distinguish root causes from surface-level symptoms

	Validate Insights

	☐	Share synthesized insights back with participants

	☐	Ask: “Does this reflect what you meant?”

	☐	Revise interpretations based on participant feedback

	Develop Solutions Collaboratively

	☐	Translate insights into solution concepts or prototypes

	☐	Involve participants in evaluating trade-offs and feasibility

	☐	Test and refine solutions iteratively





	4. Ongoing Accountability & Reflection

	Close the Feedback Loop

	☐	Communicate how participant input influenced decisions

	☐	Explain transparently when suggestions cannot be implemented and why

	☐	Share next steps and timelines

	Evaluate the Process

	☐	Reflect on who participated and who did not

	☐	Assess whether power was meaningfully shared

	☐	Identify improvements for future co-design efforts

	Sustain Relationships

	☐	Maintain communication beyond the project

	☐	Recognize and credit participant contributions

	☐	Explore opportunities for continued collaboration or leadership
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	STRATEGY


	Example: ECO Group members call their city council representatives

	

	RESOURCES NEEDED

	Example:
· Telephones
· Contact list
· Script
· Tracking sheet
	

	LEVEL OF EFFORT (LOW, MEDIUM, HIGH)

	Example: Medium 
	

	ADVANTAGES
	Example:
· Direct contact with decision-makers
· Can be done from home or together as a group activity
· Free/low cost 
	

	DISADVANTAGES OR CHALLENGES
	Example:
· Some people are uncomfortable making cold calls
· Language barriers
· Hostile/opposed representatives
· Unable to reach representatives
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Referenced in Step 7. Taking Action. 
	Goal:
	Example: Get the city to hire two bilingual outreach workers to connect older adults with resources
	

	Strategy:
	Example: ECO Group members reach out to their representatives.
	

	ACTION


	Example: Call ECO Group members to remind them to come to the city council meeting

	

	WHO WILL DO IT?

	Example: Steve
	

	WHEN IS IT DUE?

	Example: Friday, June 13
	

	RESOURCES NEEDED
	Example:
· Telephone
· Member contact list
· Script 
	

	MEASURES OF PROGRESS
	Example: Spoke with 18 members. Left 10 voicemails. Still need to call 8 people.
	

	STATUS (NOT STARTED, IN PROGRESS, COMPLETE)
	Example: In progress
	

	WHO NEEDS TO KNOW THE STATUS?
	Example: ECO Group organizer
	

	HAVE THEY BEEN NOTIFIED?
	Example: No
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Use this worksheet to reflect on progress, document learning, and support clear communication.
	Goals & Actions Being Evaluated

	Goal:

	Related Strategy or Action:

	Time Period (last month, last quarter, specific dates):

	What Does Success Look Like?

	


	Measures of Progress

	Measure Type
	What are you tracking?
	How will you track it?
	What happened?

	Quantitative (numbers)
	
	
	

	Qualitative (stories, feedback)
	
	
	

	Reflection & Learning

	What is working well? (What should you keep doing or build on?)

	

	What is not working or needs adjustment? (What can you do better?)

	

	Equity & Inclusion Check

	Whose voices are reflected in this progress? (Who is participating or benefiting?)

	

	Who may be missing, & why? (Are there barriers or gaps to address?)

	

	Next Steps

	Based on what you’ve learned, what will you do next?

	




	Communicating Progress

	Who needs to know about this progress?

	☐	ECO Group members

	☐	Community partners

	☐	Funders or supporters

	☐	Decision-makers

	☐	Broader community/public

	How will you share updates? (e.g., meeting update, email, flyer, story, presentation) 

	

	Key message to share: (One or two sentences that summarize progress clearly.) 
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Use this worksheet to help think through your strategy for communicating with people and organizations outside your ECO Group. The more specific you can get with your audiences, messages, and tactics, the more effective and efficient you will be.
	Goals (Why do you want to communicate? What will it help you achieve?)


	

	Audiences (Who are you trying to reach? Examples include the media, politicians, corporate leaders, voters)


	

	Messages (What is the key thing you want people to know or do? Messages should be specific to each audience and based on what they care about.)


	

	Tactics (How will you reach your audience? Examples include email, phone calls, advertisements, social media.)


	

	Messengers (Who is the best person or organization to share the message with your audience?)


	

	Action Plan (What specific steps will you take next? Who will take the actions and when?)
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	Resource Need

	Group Assets

	Community Assets

	External/Paid Resources

	Potential Funding Sources

	Example:
· Space for group meetings
	Example:
· Member’s home or business
	Example:
· Library
· Community center
· School 
	Example:
· Hotel 
· Restaurant
· Convention Center
	Example:
· Local business
· Foundation grant
· Government grant

	
	
	
	
	

	



	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Everyone here is wise.


We need everyone’s wisdom for the greatest results.


Every idea is valuable.


There are no wrong answers.


The sum of the whole is greater than the sum of the parts.


Everyone will hear and be heard.
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