DETERMINING WHICH PEOPLE IN YOUR PARTNERSHIP SHOULD FILL OUT THE QUESTIONNAIRE
Your partnership needs to determine which of its participants should take part in this self-assessment process. To help your partnership make this decision we offer the following guidelines: 

(1) The findings in the Report will be most accurate if everyone in your partnership who is familiar with the way the partnership works completes the questionnaire. This means that your partnership should try to be as inclusive as possible in developing the list of people who will be asked to fill out the questionnaire. Do not consider only the people who are on your partnership's board or leadership team. Do not exclude active participants who may have problems or concerns about your partnership. 

(2) It is important that everyone who is asked to fill out the questionnaire is knowledgeable enough about the partnership to do so. The questions in the Tool deal with the way participants in the partnership work together, the effectiveness of the partnership's leadership, the effectiveness of its administration and management, and the sufficiency of the partnership's resources. A questionnaire cannot be submitted with answers missing, and only a few questions have a "Don't Know" option. 

(3) Make sure that the people in your partnership who are asked to fill out the questionnaire are able to do so within the required time frame. Please time the beginning of the self-assessment process so that it does not conflict with holidays or other times when respondents are likely to be too busy to participate.

(4) Do not exclude people who are very busy- the questionnaire takes only about 10 minutes to complete. Also, respondents do not need to complete the questionnaire in one sitting; they can answer some of the questions, save what they have done, and return to the questionnaire later to finish it. 

(5) To assure the reliability of the data, your partnership will need to ask at least five people (the coordinator and at least four other participants) to complete the questionnaire. Remember that one of the criteria for using the Tool is that a partnership has at least five active partners. 

