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Revisions in this version
This 2013 version of the CHW AIM Toolkit reflects feedback received from users on the original version published in 2011. While the core tools, methods, and contents remain largely the same, there are revisions to the CHW Program Functionality Matrix and Intervention Matrices; a simplified Functionality Score Sheet; and a streamlined Validation Questionnaire. Other changes include integrating the document review into the CHW AIM implementation process and providing additional action planning guidance. The three Intervention Matrices (maternal, newborn, and child health, HIV and AIDS, and tuberculosis) have been streamlined and harmonized.  The scoring system has been adjusted from the original scale of zero to three to a revised scale of one to four. This change is in response to users’ discomfort with a zero score and the conceptual difficulties some users faced reconciling the four scoring levels with a maximum score of only three. Importantly, the meaning of the scores has not changed, so users who want to compare scores achieved using this version with previous scores can simply convert the scores.
CHW AIM Toolkit 2013:  Appendices

Appendix A1: Participant Selection Form 

Instructions: Send this form to the participating organizations or programs in advance to guide their selection of appropriate participants in the assessment process. 

	Guidance for Using this Form: Selecting Participants for the CHW AIM Matrix Workshop

	The one-day CHW AIM workshop is an opportunity for program managers, health facility staff, CHWs, and key stakeholders to discuss the CHW program, to identify issues or problems, and to develop an action plan to address those issues/problems. The workshop works best when it includes a mix of decision makers and those with on-the-ground knowledge (such as CHWs and health facility staff). Use the following table to identify people who should be included in the workshop. Aim for between 15 and 20 people with no more than 25 as this would be too many to manage. The numbers provided below are just suggestions: you know your programs and what is needed. 

	Representatives From
	Name
	Title
	 Location

	From your CHW program management team and health facility staff (aim for 5–7); consider including someone from headquarters if this is appropriate in addition to local managers and supervisors
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	From community health workers (aim for 5–6) who can speak for the program as a whole
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	From key stakeholders such as district health offices, health facilities district area task forces (aim for 5-7)
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 


Appendix A2: Validation Questionnaire
Instructions: Use this document either before or after the assessment workshop to verify the scoring established by workshop participants. Try to visit 2-3 field sites that did not participate in the workshop and interview up to 6 CHWs in total. Then compare responses with the scores and action plan to determine if any changes to either document are necessary. If conducted prior to the assessment, use the information as a guide during the discussion. If the interviews are after the assessment, discuss the changes with those who participated in the assessment.

Type/title of Community Health Worker (CHW) ____________________________________       Date ___________
	1. How long have you worked as a CHW?
	________ Months



	
	

	2. Please describe how you were recruited.



	3. How were you assigned to the community(s) in which you currently work?



	
	
	

	4. Please describe the key tasks for which you are responsible. 

5. Do you feel that what you do as a CHW meets the expectations 
of the community?


	Yes
	No

	6. Please describe the initial training you received to prepare you for your role as a CHW.

     Date(s) _____________________    Duration _____________ days

     Topics covered: 



	7. Please describe any additional training (refresher/ongoing training) you have received to help you fulfill your role as a CHW.

Date(s)
Duration (days)

Topics Covered



	

	8. Do you have the supplies and equipment you need to provide the services you are expected to deliver?


	Yes
	No

	

	9. Who is your supervisor?


	Name: ______________________________________

Title: _______________________________________



	
	


	10. What does your supervisor do when he/she visits you?

Activity

Done (Y/N)

Example

Observation of service delivery

Coaching and skills development

Trouble shooting, problem solving

Record Review

Supply check 



	11. Have you received a written evaluation of your work in the 
last 12 months?


	Yes
	No

	12. If yes: 

       1. Who evaluated you? ___________________________________________________________________

       2. How were you evaluated? _______________________________________________________________

       3. What was evaluated? __________________________________________________________________



	13. Do you refer clients for health services you do not or cannot provide?


	Yes
	No

	14. If yes, do you complete a referral form for the client to take to the facility?


	Yes
	No

	15. Please describe any feedback or counter referral you receive from the facility for clients you have referred.



	16. Please describe the transportation systems available to get clients to referral facilities. 



	17. Please describe any opportunities for promotion or professional advancement you have through the CHW program?

	

	18. Please describe any reports you compile on your clients? 
	
	

	       a. What do you include in the reports? _______________________________________________________

       b. To whom do you submit the reports? ______________________________________________________

       c. How do you use the information you collect? _______________________________________________

       d. How does the program use the information you collect? ______________________________________

       e. Are reports shared with the community? ___________________________________________________

f.  No reports ______

	
	
	

	19. Are reports or information about the program and its results shared with:

· You (CHW)
· With the community?
· With other stakeholders? __________________________________

	

	20. What are your biggest challenges as a CHW? 

21. What changes are needed to help you do your job better?




Appendix A3: Score and Score Rationale Documentation Worksheet

Instructions: This worksheet is for participants to note their scores and the evidence they have for choosing that score. They will use the action item column to suggest interventions that can help them move toward achieving the best practice. Note that scores can be revised after the workshop only if field visits or other information provides evidence that supports a different score (lower or higher) than that agreed on in the workshop. Rationales for original workshop scores and any revised scores should be documented in the comments section.

	Component
	Score
	Rationale
	Action Items
	Comments

	Recruitment
	
	
	
	

	CHW Role
	
	
	
	

	Initial Training
	
	
	
	

	Continuous Training
	
	
	
	

	Equipment and Supplies
	
	
	
	

	Supervision
	
	
	
	

	Individual Performance Evaluation
	
	
	
	

	Incentives
	
	
	
	

	Community Involvement
	
	
	
	

	Referral System
	
	
	
	

	Opportunity for Advancement
	
	
	
	

	Documentation, Information Management
	
	
	
	

	Linkages to Health System
	
	
	
	

	Program Performance Evaluation 
	
	
	
	

	Country Ownership
	
	
	
	


Sample Score and Score Rationale Documentation Worksheet

	Component
	Score
	Rationale
	Action Items
	Comments

	Recruitment
	4
	Program recruits according to best practices: no exceptions found
	
	

	CHW Role
	3
	Program doesn’t regularly discuss the role of the CHW with the community. Program uses a contract between the CHW and community that describes role and relationships and even specifies that community should farm a plot for CHW (not being done).
	Schedule talks with the community to discuss role and expectations. Involve supervisors.
	


Appendix A4: Functionality Score Sheet

The functionality assessment comprises two parts: the program functionality matrix score sheet and the 
intervention matrix assessment.

Part 1. CHW Program Functionality Matrix Score Sheet 

Scoring Guidance: On this sheet the components must add up to a minimum of 45 points. In addition, each component must score at least a 3. 

Instructions: Put the score for each component under the column labeled score;  
 add the scores and record the total.

	COMPONENT 
	SCORE

	Recruitment
	

	CHW Role
	

	Initial Training 
	

	Training
	

	Equipment and Supplies
	

	Supervision
	

	Individual Performance Evaluation
	

	Incentives
	

	Community Involvement 
	

	Referral System
	

	Opportunity for Advancement
	

	Documentation Information Management
	

	Linkages to Health System
	

	Program Performance Evaluation
	

	Country Ownership
	

	A. All elements score greater than 2 (score of 3 or 4)? 
	· Yes
· No

	B. There is at least one intervention area (activity) that is functional in the Intervention Matrix.
	· Yes
· No

	C. Total functionality assessment
☐
A: Yes
+
B: Yes
= Functional
☐
A: No
+
B: Yes
= Non Functional
☐
A: Yes
+
B: No
= Non Functional
☐
A: No
+
B: No
= Non Functional



	List the functional intervention areas for future reference: 
___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

	Note any intervention areas In need of improvement:
___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________




Appendix A5: Action Planning Framework

Instructions: Use this form to document the action plan; the plan should include the issue, the improvement activities suggested by the participants and documented on Appendix A3, the Score and Score Rationale Documentation Worksheet, should be expanded on and placed in the improvement activity column. Additional boxes should be completed as described below.

Definitions for Action Planning Framework

Community Health Worker Program Component: This refers to the 15 items listed in the Community Health Worker Assessment Improvement Matrix (CHW AIM) tool: recruitment, CHW role, initial training, continuous training, equipment and supplies, supervision, performance evaluation, incentives, community involvement, referral system, professional advancement, documentation/information management, program performance management, community health facility links, and country ownership. In addition, actions from the clinical interventions: MNCH, HIV, and TB interventions may also be added by service area (e.g., antenatal care, HIV counseling and testing, TB psycho-social and spiritual support).

Issue refers to the gap, problem, or other concern identified during the review or discussion that should be addressed to improve CHW program functionality.

Improvement activity refers to the action that will be carried out to address the issue. It should be specific, actionable, and clearly stated.

Person responsible should be the person who will ultimately ensure the action is carried out. It could be the person who actually carries out the action but may also be someone in an oversight or management position who will ensure that all parties involved in the activity will carry out their duties and realize the activity as agreed.

Resources needed may refer to financial, material or technical resources including the technical assistance that the program will need to effectively carry out the action.
High Priority refers to actions that must be addressed or the program may be significantly compromised. They may also refer to actions that need to be done urgently so that other actions can be addressed.
Timeline refers to the period in which the activity will be carried out. Where possible the final date on which the activity is expected to be completed should be indicated.

Indicator refers to how the realization of the action will be measured.

Action Planning Framework

	Program Component
	Issue
	Improvement Activity
	Person Responsible
	Resources Needed
	High Priority
 
	Timeline
	Indicator

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Sample Action Planning Framework

	Program Component
	Issue
	Improvement Activity
	Person Responsible
	Resources Needed
	High Priority

	Timeline
	Indicator

	Equipment and Supplies
	Frequent stock outs of CTA, ORS, MILD, FP products in some districts
	Review and modify calculation of average monthly consumption (include needs of the CHW), including buffer stock
	CHW Supervisor
	Security stock
	H
	April 2013
	number of stock outs of commodities each month 

	Performance Evaluation and Incentives
	Communities currently are not following through on their commitment to provide incentives and support CHWs 
	Discuss with CHW and the community how to find a way to recognize CHWs
	Program Manager
	 
	
	June 2013
	number of CHWs recognized by community

	Referral System
	Clients are referred, but no formal system exists with standards for referral or methods for tracking referral. 
	Formalize the referral system by developing referral cards
	Program Manager
	Document referrals and feedback
	
	May 2013
	number of referrals tracked

number of times feedback is documented














