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Appendix 9.1: Assessmen t Overview and Goal s 

Assessment Overvie w an d Goal s 
A collaborativ e analysis wa s performe d to asses s th e curren t state o f 
VS&L knowledg e sharing practice s and identif y future desires . 

Plan & Gathe r 
Initial 

Information 

Conduct 
Country 

Assessments 

Create 
Summary 

Assessment 
Findings 

Goals 

Created detaile d K S Needs 
Assessment Approac h 

Review existin g report s an d 
strategic knowledg e sharin g 
assessment 

Understand V S & L Goa l s (US A 
and S W A R M U perspectives ) 

Confirm key Knowledg e 
Sharing framewor k 
components 

Country visit s to gathe r 
assessment dat a 

Interviews o f ke y 
resources, stakeholder s t o 
understand participatin g 
C O ' s curren t an d desire d 
state 

Collect dat a o n curren t 
state 

Review an d revis e K S 
framework 

Build capabilit y withi n 
C A R E C O staff t o carr y 
out futur e assessments 

Consider relevan t leadin g 
K S practice s occurring i n 
country 

Compile dat a an d 
supporting detail s 

Compile observation s 

Develop conclusion s -
highlight commo n gap s 

Leverage Accentur e 
benchmarking an d 
leading practice s 
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Appendix 9.2: K S Assessment Framewor k 

K S Leadin g Practices : Framewor k Component s 
This Knowledg e Sharing Framework i s focused on assessing the knowledg e sharin g needs 
across a n organization /  program . 

Please note : Thi s framework is intended to be a flexible approach that could b e adapted to be used i n other C A RE programmatic 
contexts to assess knowledg e sharin g and learning opportunities . 

Strategy 
The comprehensive plan to be implemented 

for managing organizational knowledge . 

Governance 
The structure and systems by which an 
organization controls and oversees its 

knowledge processes along best practices 
and the organization's strategic vision. 

Monitoring &  Evaluatio n 
The methods to measure ongoing KS 

activities and their link to organizational 
productivity. 

Technology / Tools 
The enablers of KS behaviors and activities 

that accelerate time to competence and 
productivity within an organization. 

Policy and Incentive s 
The understanding of what compels KS 

behaviors in the organization and the 
alignment o f those behaviors to 

performance management practices. 

Culture &  Behaviors 
The norms and attitudes toward KS 

activities in an organization. 

Content 
The content architecture and 
set of standard requirement s 
to enhance content quality in 

an organization. 

Communications 
The channels of 

communication used to deliver 
and share knowledge in an 

organization. 

Process 
The standard work processes 

to support the systematic 
sharing and use of knowledge 

in an organization. 
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Appendix 9.3: Standar d Country Assessment Agenda 

Standard Countr y Assessmen t Agenda 
The followin g general agenda wa s develope d an d utilize d during each countr y 
assessment: 
Act iv i ty P u r p o s e Par t ic ipants 

K i c k - o f f S e s s i o n P r o v i d e o v e r v i e w o f B E L O , p ro jec t ac t i v i t i es , c o u n t r y 
v is i t , a n d l e a r n a b o u t k n o w l e d g e s h a r i n g . 

A l l P a r t i c i p a n t s 

C o n d u c t 
i n d i v i d u a l 
K n o w l e d g e 
S h a r i n g 
m e e t i n g s / 
i n t e r v i e w s 

U s e s t r u c t u r e d q u e s t i o n s t o ident i f y c u r r e n t s t a t e 
c a p a b i l i t i e s , k e y s t r e n g t h s , c a p a b i l i t y g a p s , a n d b a r r i e r s 
re la t i ve t o k n o w l e d g e s h a r i n g w i th i n t h e c o u n t r y , 
b e t w e e n c o u n t r i e s , w i t h t h e r e g i o n a l a n d h e a d q u a r t e r 
o f f i ces , a n d w i t h t h e g r e a t e r c o m m u n i t y . 

• L e a d e r s h ip ( C o u n t r y D i r e c t o r a n d /  o r 
• A s s i s t a n t C o u n t r y D i rec to r ) 
• V S & L L e a d e r s h i p 
• M I S / IT R e p r e s e n t a t i o n 
• H R / L e a r n i n g a n d D e v e l o p m e n t 
R e p r e s e n t a t i o n 
• M & E R e p r e s e n t a t i o n 

• O t h e r P r o g r a m R e p r e s e n t a t i o n (e .g . , 
A g r i c u l t u r e , H e a l t h , E d u c a t i o n ) 
• T B D 

C o n d u c t V S & L 
F i e l d V i s i t (I f 
f e a s i b l e ) 

D e t e r m i n e t h e k n o w l e d g e s h a r i n g n e e d s o f V S & L a n d 
u n d e r s t a n d h o w p e o p l e s y n e r g i z e /  s h a r e k n o w l e d g e 
a m o n g s t f i e l d s taf f a n d w i th i n t h e l o c a l c o m m u n i t i e s . 

• V S & L F i e l d S t a f f 
• O t h e r F i e l d S ta f f 
• M e m b e rs o f S a v i n g s G r o u p s 

W r a p - u p 
S e s s i o n 

S u m m a r i z e a n d g a i n a g r e e m e n t o n c o u n t r y 
a s s e s s m e n t f i n d i n g s a n d p r o p o s e d pi lo t o p t i o n s . 

Ident i f ied P a r t i c i p a n t s 
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Appendix 9.4: Assessment Sources of Information 

Multiple Source s of Information 
Multiple sources wer e use d t o collect information and data for each 
participating country . 

Interviews Fie ld V is i t s Ex is t ing D o c u m e n t a t i o n 

• Interviewe d approximatel y 6 0 key 
V S & L practitioner s an d C O 
leadership acros s six countrie s 

• D iscusse d KS leading practice s 

Conducted V S &L field visi t to 
understand differen t context s 

•Angola: L U R E 
•Malawi: S M I H L E and l-LIF E 
•Mozambique: O P H A V E L A 
•SA : L O C A L L INK S 

Facilitated conversation s wit h 
C A R E , partne r organizations , 
volunteers an d participant s 

• L R S P s 
• A O P s 
• V S & L Job Description s 
• V S & L Proposals 
• M & E Report s 
• Dat a Collectio n Tool s 
• Lesson s Learne d 
• C a s e Studie s an d Video s 
• Othe r documentatio n 

15 



Appendix 9.5. Overall Project Approach Snapsho t 

67 



Appendix 9.5: Overal l Project Approach Snapshot 

Overall Projec t Approac h 
The approach provides a holistic organizational view o f knowledge sharing capabilities 
within CAR E US A EDU and the participating countr y offices, relative to VS&L programs . 
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C A R E BEL O VS&L Pilo t -Knowledge Sharing and Learning Strategy 

Executive Summary 

Purpose 
The purpos e o f thi s documen t i s to provid e a n overal l approac h fo r improvin g knowledg e 
sharing with respec t to th e V S & L program , an d a specifi c set o f activities an d recommendation s 
to carr y ou t durin g th e cours e of the on e yea r Pilot . Th e program-leve l strateg y i s linked wit h 
and aligne d to th e broade r organizationa l Knowledg e Sharin g Pape r developed b y L&O D i n 
conjunction wit h A D P. Thi s document support s th e task s outlined i n the Pilo t Implementatio n 
Plan an d shoul d b e reference d o n a n ongoin g basi s while carryin g ou t th e plan . 

This documen t satisfie s the followin g deliverables : 
• V S & L Knowledg e Sharin g and Learnin g Strateg y 
• Monitorin g &  Evaluatio n Approac h 

©2006 Accenture. Al l rights reserved. FINAL 
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Background 
This strateg y documen t i s a resul t o f the Knowledg e Sharing Assessment carried out in six 
countries i n Southern Africa . The assessment team interviewe d approximatel y 6 0 individual s 
from different level s and divisions within the country office s o f Malawi, Mozambique, Sout h 
Africa - Lesotho , Angola, Zambia and Zimbabwe to understand the uses and value of 
Knowledge Sharin g with regard s to V S &L i n C A R E . 

Many o f the interview s a t the country leve l focused on V S & L, bu t they wer e als o with individual s 
in the other programs , Countr y Offic e Leadershi p and ke y individuals i n the S W A R MU office . 
A s a  result , the assessment team gaine d an understanding o f the curren t stat e o f V S & L 
Knowledge Sharin g and has been able to identify ke y successes an d strengths , unme t need s 
and capabilit y gaps , and key barriers. Thi s informatio n i s detailed i n the B E LO V S & L Summar y 
Assessment Finding s document, availabl e on SharePoint at http:\\edu.care.orq\belo\Shared  
Documents\KS Need s Assessment\. Th e assessment findings are further classif ied by the 9 
Knowledge Sharin g Framewor k components . 

Below provide s a  snap-shot of the Knowledg e Sharin g Framework , focussin g on assess ing 
knowledge sharin g need s across an organization /  program : 

©2006 Accenture. Al l rights reserved. 

This framewor k wa s intende d to be a flexible approac h that could be adapted to be used by 
other C A R E programmati c context s t o assess knowledg e sharin g and learning opportunities . 

©2006 Accenture. Al l rights reserved. FINAL 
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Strategy 
The comprehensive pla n to be implemented 

for managing organizationa l knowledge . 

Governance 
The structure and systems by which an 
organization controls and oversees its 

knowledge processes along best practices 
and the organizations strategic vision. 

Monitoring & Evaluation 
The methods to measure ongoing KS 

activities and their link to organizational 
productivity. 

Process 
The standard work processes 

to support the systematic 
sharing and use of knowledge 

in an organization. 

Communications 
The channels of 

communication used to deliver 
and share knowledge in an 

organization. 

Content 
The content architecture and 
set of standard requirements 
to enhance content quality in 

an organization. 

Culture & Behaviors 
The norms and attitudes toward KS 

activities in an organization. 

Policy and Incentives 
The understanding of what compels KS 
behaviors in the organization and the 

alignment of those behaviors to 
performance management practices. 

Technology/Tools 
The enablers of KS behaviors and activities 

that accelerate time to competence and 
productivity within an organization. 
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Below provide s a  high-leve l snapsho t o f V S &L knowledg e sharin g performanc e acros s th e 
participating countrie s agains t baselin e practices i n each of the 9  framewor k components : 

©2006 Accenture. Al l rights reserved. 

Additionally, eac h specifi c country assessmen t is detailed, available on SharePoin t at : 

C A R E Angol a 

http:\\edu.care.org\belo\Shared Documents\K S Needs A s s e s s m e n t \ C A RE Angol a 

C A R E Malaw i 
http:\\edu.care.org\belo\Shared Documents\K S Needs A s s e s s m e n t \ C A RE Malaw i 
C A R E Mozambiqu e 

http:\\edu.care.org\belo\Shared Documents\KS Needs  Assessment\CARE  Mozambiqu e 

C A R E SA-Lesoth o 

http:\\edu.care.org\belo\Shared Documents\KS Needs  Assessment\CARE  SA -Lesotho 

C A R E Zambi a 

http:\\edu.care.org\belo\Shared Documents\KS Needs  Assessment\CARE  Zambi a 

C A R E Zimbabw e 
http:\\edu.care.org\belo\Shared Documents\KS Needs  Assessment\CARE  Zimbabw e 
Following the assessmen t a two da y regiona l workshop I n Johannesbur g was held . Th e 
participants include d two representative s fro m each o f the si x participating countries , a s wel l a s 
V S & L Practitioner s from Burundi , Niger , Ugand a and Rwanda , key S W A R M U an d E D U 
representatives. Th e purpos e o f the workshop wa s t o presen t th e finding s o f the assessment , to 
synthesize knowledg e sharin g practices , V S &L theme s fo r collaboration , and specifi c content fo r 
the Pilo t phase . Participants were aske d to prioritiz e th e differen t practice s that could b e 
implemented durin g th e pilot . 

©2006 Accenture. Al l rights reserved. FINAL 
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A s a  resul t o f this work , ke y objective s hav e bee n identified , initially , ther e ar e a  numbe r o f 
"building blocks " which ar e require d t o b e implemente d t o star t improvin g knowledg e sharing . 
These are : 

1. Establishmen t o f V S &L Communit y o f Practic e (COP) 
2. Establishmen t o f Knowledg e Sharin g Processe s 
3. Establishmen t o f Knowledg e Sharin g Applicatio n 
4. Establishmen t o f Knowledg e Manage r Rol e 

These wil l b e detailed i n the K S Buildin g Block s sectio n o f this document . 

Once thes e foundationa l buildin g block s hav e bee n laid , there ar e severa l K S practice s whic h 
have bee n identifie d a s a  priorit y for th e perio d o f the pilot . Ther e i s an overvie w o f eac h o f 
these practices , the benefits , ho w t o overcom e an y identifie d chal lenges , as well a s high-leve l 
implementation note s whic h lin k t o th e Pilo t Implementatio n Plan . 

A s th e pilo t wil l ru n fo r les s than a  year , i t i s no t possibl e to implemen t ai l identifie d knowledg e 
sharing practice s i n this time . I n addition , ther e ar e som e wider implication s an d large r scal e 
changes whic h ar e require d t o effec t lon g ter m chang e i n knowledg e sharin g behavior s i n V S & L 
and C A R E a s an organization . These are detaile d i n the Lon g Term Strateg y sectio n o f thi s 
document. 

D e f i n i t i o n s 
The belo w diagra m depict s the differen t V S & L knowledg e sharin g component s tha t ar e 
referenced throughou t thi s document : 

©2006 Accenture. Al l rights reserved. FINAL 
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Pilot implementation Pla n 
EDU wil l organize a Knowledge Manager to manage the BEL O VS&L Pilot Implementation Plan . 
The pla n wil l b e carried out th e ove r a period of approximately 195 days, with an anticipated 
start date of 03 October, 2006. 

Below is a high-leve l illustratio n o f the Pilo t Implementation Plan : 

Knowledge Sharing Building Blocks Phase 

• VS&L COP 
• VS&L KS Processes 

• EDU KS Application 
• Knowledge Manager Role 

Knowledge Sharing Practices Phase 

• Supplement IOP 
• Internal Documentation Standards 
• Expert Locater 
• Notification Too l 

• Projec t Initiation 
• Monito r and Contro l Project 

See Pilo t Implementation Plan fo r specifi c implementatio n tasks and resourc e requirements, 
also available on SharePoint at: 
http:\\edu.care.org\belo\Shared Documents\KS Needs Strategy and Implementation\ 

Knowledge Sharing Building Block s 
Overv iew o f K S Buildin g B l o c k s 
The Knowledg e Sharing Needs Assessment identified som e good examples o f knowledge 
sharing within or between certain countries; however this is occurring mostly on an a d ho c 
basis. As a result , some VS&L practitioners are disadvantaged , because they are no t aware an d 
able to communicate and lear n from their colleagues in Southern Africa. 

The basi s of goo d practic e i n knowledg e sharin g i s to hav e a n identifie d grou p o f peopl e with a 
common interes t "Commun i t y o f P rac t i ce " who ar e abl e to interac t o n a  regula r basis ; cor e 
P r o c e s s e s t o shar e knowledge , a  Knowledge Sharing Application to enabl e sharing o f an d 
access t o knowledge , an d the identificatio n o f a  K n o w l e d g e Manager role to lea d th e 
implementation. Thes e are detaile d individuall y below . 

VS&L Communit y of Practice 

"Communit ies o f practic e ar e group s o f peopl e who shar e a  concern , a se t o f problems , o r a 
passion abou t a  topic , an d who deepe n thei r knowledg e an d expertis e i n this are a b y interactin g 
on a n ongoin g basis," 1 Efficien t acces s t o th e VS& L Community o f Practic e and expertis e o f 
practitioners i s critical becaus e documented knowledg e i s no t alway s accessib le. 

1 Etienn e Wenger, Richard McDermot t and Willia m M. Snyder, Cultivating Communities  of  Practice: A  Guide to  Managing 
Knowledge (Boston : Harvard Business School Publishing , 2002 ) 
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Within th e V S & L Communit y o f Practice , members ca n assis t each othe r t o resolv e problems . 
Discussion grou p debate s ca n b e use d to resolv e ope n issues . Resolution s documente d vi a 
"learnings" an d "bes t practices " shoul d b e created . 

The Knowledg e Manage r (KM ) rol e i s use d t o monito r discussio n groups an d champio n 
potential ne w bes t practices . K M serves as bot h subjec t matte r exper t an d publishe r du e t o 
complexity o f content . 

A Communit y o f Practic e ha s man y benefit s t o bot h individua l member s an d t o C A R E a s a 
whole: 

• A  foru m fo r proble m solvin g 
• Improve d qualit y o f decisions , as decision makin g become s mor e informe d 
• Mor e perspective s o n problem s 
• Coordination , mainstreaming , an d synergie s acros s countrie s 
• Reducin g duplicate wor k /  rewor k an d effor t 
• Success io n planning /  preventin g brai n drai n -  knowledg e i s kep t withi n C A R E becaus e i t 

is share d within the grou p 
• Hel p with challenge s 
• A c c e s s t o expertis e 
• Bette r abl e t o contribut e t o tea m 
• Sens e o f belongin g 
• Ge t quick answer s t o question s 

Ongoing C O P activities : 
• E-conferenc e (leveragin g Skype ) -  decid e frequenc y an d wha t shoul d b e covere d 
• Ho w t o decid e wh o contribute s 
• Defin e forma t o f e-conference s (standar d agenda , gues t speakers , facilitatin g 

discussions lea d b y experts , etc ) 
• Communicat io n i n advanc e 

Leveraging V S & L Expert s example : 

©2006 Accenture. Al l rights reserved. 
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Knowledge Sharing Processes 

In orde r t o mor e effectivel y suppor t th e Vi l lag e Savings and Loan s (VS&L) Buildin g an Effectiv e 
Learning Organizatio n (BELO ) Pilot , a  standar d Knowledg e Sharin g (KS ) application ca n b e i n 
place. 

The technica l not e highlight s th e followin g areas : 
• Benefit s / valu e o f standard K S applicatio n 
• Goa l s o f the standar d K S applicatio n 
• Navigatio n pan e 
• Contributin g Knowledg e 
• Findin g Knowledg e 
• Request in g Knowledg e 
• Retirin g Knowledg e 
• Solicitin g Feedbac k 
• Creatin g Orientatio n /  Tutoria l 
• Clearl y defined Applicatio n /  Technica l Suppor t 
• K S Application Role s 

S e e technica l note , availabl e on SharePoin t at : 
http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 

S e e Pilo t Implementatio n Pla n fo r specifi c implementation task s an d resourc e requirements , 
also availabl e on SharePoin t at : 

http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 

Benefits / Value to VS&L Community of Practice 

Standard K S application with defined suppor t role s can provid e th e specif i c benefits : 
• Identificatio n of consisten t an d commo n applicatio n t o suppor t al l V S &L practitioner s 
• Clea r role s for staf f supporting th e K S application an d supportin g processe s 
• On e plac e to find al l relevan t V S & L informatio n (documentation , d iscussions , training an d 

event information , etc. ) 

Knowledge Sharing Application 

In orde r t o mor e effectivel y suppor t V S & L knowledg e conten t sharing , baselin e knowledg e 
sharing (KS ) processes should b e i n place . Eac h high-leve l proces s can b e expanded upo n 
and integrate d int o E DU and V S & L practitione r practic e durin g th e B E L O Pilo t phase . 

The technica l not e highlight s th e followin g fo r eac h process: 
• Nam e of Proces s 
• Proces s Definitio n 
• Inpu t 
• Narrativ e (Number , Step , Owner, Tool ) 
• Outpu t 

©2006 Accenture. Al l rights reserved. FINAL 
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S e e technica l note , availabl e on SharePoin t at : 
http:\\edu.care.orq\belo\Shared Documents\K S Strategy an d Implementation \ 
S e e Pilo t Implementatio n Pla n fo r specif i c implementation task s an d resourc e requirements , 
also availabl e on SharePoin t at : 

http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \  

Benefits / V a l ue to V S & L C o m m u n i t y o f P rac t i c e 

Standard V S &L knowledg e sharin g processe s provide th e specif i c benefit : 
• Identificatio n of consisten t an d commo n processe s across V S &L knowledg e sharin g 

practices 
Knowledge Manager Role 

The Knowledg e Manage r Rol e would b e a n integra l par t of the E D U team an d the overal l B E L O 
Pilot phase . Thi s positio n woul d b e responsibl e for managin g critica l E D U offerings, curriculu m 
and skil l development, an d operation s relate d t o th e B E L O Pilo t phase . I n addition , th e 
Knowledge Manage r would b e responsibl e for maintainin g an d improvin g th e knowledg e asset s 
stored o n th e E D U Knowledge Sharing Application an d providin g suppor t t o V S & L practitioner s 
around th e globe . 

The Knowledg e Manage r should b e an exper t i n the creatio n an d enablemen t o f ke y E D U 
practice areas , and ca n b e responsibl e and accountabl e for th e availabilit y an d qualit y o f E D U 
knowledge assets. 

The scop e of a  Knowledg e Manage r includes participatin g i n and leadin g the B E L O Pilo t phas e 
to create , manage , disseminate an d maintai n ke y component s o f the Implementatio n Pla n 
across target V S &L practitioner s an d communicat e t o pilo t leadership , the steerin g committe e 
and othe r ke y C A R E H Q stakeholders ( K N O W S H A R E , etc.) . 

Recommended Key Responsibilities: 
• Se t strategy, priorities , an d goal s for th e B E L O K S Pilot . Include s th e developmen t an d 

management o f budge t an d work pla n an d monitorin g o f progres s toward objectives . 
• Develo p and manag e a  communicatio n pla n t o ai d i n the uptak e o f critica l K S practices b y 

key stakeholde r groups . 
• Manag e and execut e implementatio n pla n fo r th e E D U KS Application t o create , capture an d 

package E D U knowledge capita l an d learnin g enabler s fo r targete d V S & L theme s an d 
contexts. 

• Manag e the creatio n o f ne w knowledg e capital , including cas e studies , articles fo r 
publication, V S &L projec t historie s an d stories , tools an d V S & L methodologies , an d material s 
for education/learnin g initiatives . 

• Evaluat e and min e internal/externa l source s of knowledg e aroun d ke y the organizatio n 
content area s e.g. journals, marke t research , analysts reports , worksho p proceedings , etc . 

• Identif y and manag e relationship s with external expert s relevan t t o th e assigne d conten t 
area(s). Establis h and manag e Subjec t Matte r Expert s network s an d Communit ie s o f 
Practice fo r assigne d content area . 
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• P lan , manag e and synthesize external researc h (working with greater Microfinanc e 
community) t o keep abreas t o f relevant development s an d emergin g area s in the marke t 
place. 

• A s s e s s an d articulate th e current skil l set and skill gaps of the V S &L practitioner s i n order to 
enable qualit y deliver y o f V S &L programs . 

• Measur e and evaluate ongoin g knowledg e sharin g progress . 
• Manag e the development, customization , and sourcing of content fo r E DU learning and 

capability developmen t programs . 
• Manag e architecture an d taxonomy fo r the E DU KS Application (an d corresponding 

newsletters o r other disseminatio n vehicles) . 

R e c o m m e n d e d K n o w l e d g e and S k i l l s : 
• Projec t Managemen t includin g work planning , budge t management , ris k identificatio n an d 

mitigation, resourc e allocatio n 
• Dee p content expertis e i n Economic Developmen t 
• Exceptiona l written and oral communicatio n 
• Experienc e with the Microsoft SharePoin t including contributin g assets , managin g conten t 

and improvin g usabilit y an d quality o f knowledge capita l 
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Pilot Practices 
Overview of Pilot Practices 
In additio n t o the cor e knowledg e sharin g practices , there ar e a numbe r o f additiona l practice s 
which mee t th e need s identified durin g th e assessment . These were prioritize d b y V S & L 
practitioners a t the Regiona l Workshop. 

Communications Planning 

Challenges Mitigating Act ion s 

Requires ER/ SWARMU buy-i n Arrange meetings with ER / SWARM U 

leadership to ensure that representation i s 

following communication plan when requestin g 

VS&L-specific informatio n 

Translation will need ACD/ C D support tim e Provide communications in both English and 

French and work closel y with A CD /  CD in 

specific country to determine feasibility o f local 

translation 

Benefits / Value to VS&L Community of Practice 
Communicat ions plan s provide the specifi c benefits : 

1. Explain s the objectiv e /  purpos e of the communication s program . 

2. Establ ishe s target audience s for al l communication s 
• Thos e who nee d to approv e the communicatio n progra m 
• Thos e who nee d to implemen t th e communicatio n progra m 
• Thos e who ar e affected b y the communicatio n and/o r nee d to tak e actio n a s a  resul t o f 

the progra m 

3. Al low s al l V S &L staf f t o pla n for require d informatio n an d to avoi d las t minut e request s fo r 
urgent informatio n 

4. Facilitate s sharing of ke y V S &L informatio n a t regula r interval s 

5. Ensure s that those responsibl e for creatin g the communication s receiv e timely input s 

6. Ascertain s understanding o f curren t realitie s 
• Knowledg e leve l of audienc e 
• Sens e o f urgency/nee d 
• Attitudes/value s 
• Attitude s tha t you want t o chang e 
• Anticipate d resistanc e 
• Desire d commitment and/o r compliance 
• Timin g 
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7. Capture s clear Ke y Message s t o b e reinforce d acros s all communications . 

S e e technica l not e fo r additiona l details , available on SharePoin t at : 
http:\\edu.care.org\belo\Shared Documents\K S Strategy an d implementat ion\ 

S e e Pilo t Implementatio n Pla n fo r specifi c implementation task s and resourc e requirements , 
also availabl e on SharePoin t at : 

http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 

Supplementing individual Operating Plans 
Supplement ongoin g Individua l Operatin g Plan s (IOPs ) Proces s with the creatio n an d 
implementation o f a  define d lis t o f knowledg e sharin g an d learnin g objective s an d integrat e 
those int o V S &L practitioners ' IOP s 

Overview 
Core knowledg e sharin g and learnin g objective s an d measurement s o f succes s ar e to b e 
designed fo r us e i n V S &L practitioners ' IOPs , promotin g thos e behavior s an d alignin g the m wit h 
C A R E ' s performanc e managemen t practice . 

Benefits / Value to VS&L Community of Practice 
Integrating KS objectives int o the IO P process provides the specif i c benefits : 

1. Increase d individua l incentiv e t o participat e i n ongoing knowledg e sharin g an d learnin g 
practices 

2. Facilitate s integration o f tangibl e knowledg e sharin g actions int o an individual' s wor k 

3. Abilit y fo r supervisor s and othe r stakeholder s to effectivel y measur e individua l knowledg e 
sharing an d learnin g practice s 

4. Ver y easy way t o supervis e KS process 

5. Bes t way t o focu s C A R E staf f o n K S 

6. Integrate s wit h existing system s 

7. Guarantee s staff commitmen t 

The following ar e potentia l chal lenge s to b e aware o f when implementin g thi s practice : 

Challenges Mitigating Act ion s 

Need to identify clea r KS objectives that aren' t 

just technology 

Create list of interventions tha t includes committing t o 

contribute t o VS&L Communit y o f Practice 

This helps C A RE staff , what ca n we do to 

incentivize partner s 

Discuss specific individual development /  operatin g 

plan procedures with partner organizatio n leadershi p 
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Challenges Mitigating Act ion s 

Time constrain t Should be integrated i n to existing process, so should 

not add too much extra tim e 

Is this "just another thing to pu t on IOP" ? Provides tangible, measurable interventions whic h 

can improve knowledg e sharin g 

Just finished IO P Process, ho w does that fi t IOP should be an open document that can be added 

into timin g to a t any tim e 

Overview of Implementation Plan Roles and Time Commitment 
To successful l y create an d implemen t a  define d lis t o f knowledg e sharin g an d learnin g 
objectives an d integrat e the m int o the IO P process , the followin g resource s are require d t o 
participate: 

• Knowledg e Manage r 

• Loca l HR Representatio n 

• L E D U Representatio n 

• Countr y Leadershi p 

• Steerin g Committe e Member s 

The following ha s duration ha s bee n determined fo r end-to-en d creation , implementatio n an d 
measurement o f this pilo t practice : 

Duration: 1 2 Day s (Does no t includ e ongoin g support ) 

S e e Pilo t Implementatio n Pla n fo r specif i c implementation task s and resourc e requirements , 
also available on SharePoin t at : 
http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 

Additional Information 
Example objective s tha t could b e integrate d int o IOPs : 
• Lea d V S &L Communit y o f Practic e e-conference o n HI V /  A IDS integratio n them e 
• Provid e feedback o n V S & L conten t t o E D U and othe r stakeholder s 
• Revie w projec t documentatio n an d contribut e goo d example s to E D U 
• Voluntee r t o tak e par t i n B E L O projec t tea m 
• Creat e a template usin g an existin g documen t an d pos t i t to Sharepoin t 
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Standard internal documentation templates 

Overview 
Standard templates fo r cor e V S &L documentation , e.g . case studies , projec t plans , proposal 
documents, ar e created usin g existing examples . These are shared with al l V S &L practitioner s 
and use d as a guidelin e when creatin g ne w documentation . 

Benefits / Value to VS&L Community of Practic e 

Documentation standard s provide the specifi c benefits : 

1. Mor e common documentatio n acros s V S &L program s 

2. Act s as a training too l -  aids new V S & L practitioner s whe n creatin g document s fo r the firs t 
time 

3. Reduce s time fo r creatin g documentation an d re-inventin g th e whee l 

4. Promote s understanding betwee n projec t staf f 

5. Facilitate s monitoring o f activities / comparison across project s 

The following ar e potentia l chal lenge s to b e aware o f when implementin g thi s practice : 

Challenges Mitigating Action s 

Inflexibility Create flexible guidelines and communicate that these 

can be modified to suit the loca l context and/ or donor 

requirements. 

Provide sample templates from multipl e existin g 

projects, so that practitioners have a choice of 

versions which can be adapted 

How to create guidelines that satisfy everyone Keep the format simple , user-friendly and useful, 

including detail for implementatio n 

Time constrain t Ensure that templates and guidelines are easily 

accessible for practitioners so that they do not spend 

a lo t of time searching for them 

"Just another thing to put on IOP" Make sure that the list of possible objectives is as 

comprehensive as possible, so that practitioners can 

easily integrate i t into their plan s 

Just finished  IO P Process, how does that fi t 

into timing ? 

Spend a short amount o f time selecting some 

appropriate objectives and add them to existing plan. 

Inform supervisor that you have additional objectives 

to achieve. 
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Overview of implementation Plan Roles and Time Commitment 
To successful l y create an d implemen t interna l V S & L documentatio n an d progra m close-ou t 
checklist, the following resource s are require d to participate : 

• Knowledg e Manage r 

• Steerin g Committe e Member s 

• V S & L Communit y o f Practice (Project Team ) 

The followin g ha s duration ha s been determine d fo r end-to-end creation , implementatio n and 
measurement o f this pilo t practice : 

Duration: 1 3 Days (Does not include ongoin g support ) 

S e e Pilo t Implementatio n Pla n for specif ic implementation task s an d resourc e requirements , 
also available on SharePoint at: 
http:\\edu.care.orq\belo\Shared Documents\K S Strategy an d Implementation \ 

Exper t L o c a t o r 

Overview 
"Expert profiles " capture detail s on the expertise of V S &L practitioner s an d stor e thi s 

information o n the V S &L knowledg e sharin g application . Al l V S &L practitioner s ca n then searc h 
for peopl e who ar e knowledgeabl e i n certain area s of practice, to provide the m wit h insigh t an d 
advice as required. I t is essential to keep this informatio n u p to date . 

Benefits / Value to VS&L Communit y of Practice 

"Expert Locator " functionality provide s the specif ic benefits : 

1. Simpl e method t o locate othe r V S & L practitioner s 

2. Simpl e method t o share expertise with other V S & L practitioner s 

3. Make s V S &L Practitioner s marketabl e acros s other countrie s 

4. Facilitate s interactio n -  a  two-wa y proces s o f peopl e gettin g t o kno w eac h othe r withi n the 
V S & L Communit y o f Practice 

5. Provide s cos t saving s i f you ar e able to get the expertise yo u nee d withi n the organization, 
instead of paying a  consultant t o provide the same informatio n 

6. Help s develop the career path o f V S &L practitioner s 
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The followin g ar e potentia l chal lenge s to b e aware o f when implementin g thi s practice : 

Challenges Mitigating Action s 

Inflexibility Create flexible  guideline s and communicate that these 

can be modified to sui t the loca l context and / or donor 

requirements. 

Provide sample templates from multipl e existin g 

projects, so that practitioners hav e a choice of 

versions which can be adapted 

If considerable time i s requested of the expert , 

who pay s - th e expert o r the requester ? 

Agree on guidelines for how much time shoul d be 

provided for "free" and how to charge for longe r 

periods of work 

Will experts be available to assist? What i s the 

incentive for exper t to assist ? 

VS&L Practitioner s should be able to opt out i f they 

are not able to commit tim e to assisting others. There 

should be an understanding that there i s some give 

and take. 

Overview of implementation Plan Roles and Time Commitment 
To successful l y to creat e an d implemen t th e "Exper t Locator " functionality , th e followin g 
resources are require d t o participate : 

• Knowledg e Manage r 

• Steerin g Committe e Member s 

• V S & L Communit y o f Practic e (Project Team ) 

• I T Resourc e 

The following ha s duration ha s been determine d fo r end-to-en d creation , implementatio n an d 
measurement o f this pilo t practice : 

Duration: 1 2 Day s (Does no t includ e ongoin g support ) 

S e e Pilo t Implementatio n Pla n fo r specif i c implementation task s and resourc e requirements , 
a lso availabl e on SharePoin t at : 
http:\\edu.care.org\belo\Shared Documents \K S Strategy an d Implementation \ 

Notification of Knowledge Use 

Overview 
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In orde r t o evaluat e knowledg e conten t an d us e metric s t o measur e the effectivenes s o f it s 
usage, i t i s essentia l to implemen t a  mechanis m for notifyin g when th e conten t i s used b y V S & L 
practitioners. 

Benefits / Value to VS&L Community of Practic e 

Notification mechanism s provid e th e specifi c benefits : 

1. Abilit y fo r V S & L Communit y o f Practic e to provid e upwar d feedbac k o n the relevanc e an d 
usefulness o f knowledg e content . 

2. Abilit y fo r E D U and othe r stakeholder s to monito r an d measur e the effectivenes s o f content . 

3. Improve s th e V S & L knowledg e deliverables , i f practitioner s al l evaluat e document s provide d 
and actio n i s taken o n th e basi s of the evaluatio n 

4. Save s time , a s the conten t shoul d b e up-to-dat e an d relevan t 

The followin g ar e potentia l chal lenge s to b e aware o f when implementin g thi s practice :  

Challenges Mitigating Act ion s 

People may not respon d The EDU Knowledge Manager must champion thi s 

effort and communicate it' s benefit s and value to th e 

VS&L C OP 

O v e r v i e w o f Implementat io n P l a n R o l e s a n d T im e C o m m i t m e n t 

To successful l y to creat e an d implemen t a  mechanis m for notifyin g when informatio n i s used i n 
practice, the followin g resource s are require d t o participate : 

• Knowledg e Manage r 

• Steerin g Committee Member s 

• V S & L Communit y o f Practic e (Project Team ) 

• I T Resourc e 

The following ha s duration ha s bee n determine d fo r end-to-en d creation , implementatio n an d 
measurement o f this pilo t practice : 

Duration: 1 2 Days (Does no t includ e ongoin g support ) 

S e e Pilo t Implementatio n Pla n fo r specifi c implementation task s an d resourc e requirements , 
also available on SharePoin t at : 
http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 
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Pilot Monitoring & Evaluation Approac h 

O v e r v i e w 

The Monitorin g an d Evaluation (M&E ) approac h focuse s on the specific metric s an d overall 
governance structur e fo r the B E LO Pilo t phase . Th e approach i s built upon leadin g practice s to 
gain pilo t efficiency an d maximize communications , henc e greate r acceptanc e from the V S & L 
C O P an d the broader C A R E an d Microfinance community . 

B a l a n c e d S c o r e c a r d 

A balance d scorecar d will facilitate measuremen t o f the B E LO Pilo t phase . Th e key metric s 
presented ar e disaggregated t o show differin g performanc e betwee n th e scorecard 
components. Th e scorecard will also provid e th e Knowledge Manage r the ability t o create and 
disseminate a  single progres s report . 

Metrics ca n be captured usin g applicatio n feedbac k form s an d ongoing, schedule d 
communications t o the V S &L C O P from the Knowledge Manager . Then , the Knowledg e 
Manager wil l prepar e monthly , the n quarterl y reports . Th e report should follo w a  standar d 
template an d focus on the core metric s i n the scorecard. Particula r bette r practice s and areas 
of focu s shoul d b e highlighted, an d then elaborate d upo n fo r discussion with the E DU Directo r 
and steerin g committee . An y feedback fro m the steering committe e shoul d b e assessed, and 
provide th e basis for adjustments t o the Pilot implementatio n plan . 

The metric s wer e create d an d revised with inpu t from V S &L practitioner s durin g th e Regional 
Workshop. P leas e note : i t is recommended t o measure a  subset o f the metrics i n each of the 
four scorecar d areas . 

Individual Valu e Measures : 

Metric Description 

Individual Frequenc y Profile of individual interactio n wit h KS Application 

(frequency, #  of docs per session, document rankings ) 

Individual Acces s #/% of VS&L practitioners wit h KS Application acces s 

Frequency /  Quality of contributio n Frequency/quality o f individual contributions , VS& L 

COP-wide and / or by document 
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Innovation Measures : 

Metric Description 

Contributions Number of lessons learned contributions t o the VS&L 

C O P (includin g bot h programming successe s an d 

failures) tha t resulted i n improved output s 

Increased qualit y Increase quality from new ideas enabled by BEL O K S 

initiatives 

Please note:  leverage survey  for  this qualitative data. 

VS&L programmin g performanc e Specific VS&L programming innovation s tha t can be 

traced to BEL O K S initiative s 

VS&L proposal s #/% o f proposals that leverage "best practice" VS&L 

knowledge conten t 

New VS&L programmin g #/% o f start-ups VS& L programs that employ "bes t 

practice" VS&L practices 

Operational Measure s (Optional) : 

Metric Description 

Labor cost / proposa l Decrease labor cost per proposa l 

Please note:  requires current  estimated benchmark. 

Expenses /  proposa l Decrease expenses per proposal (e.g., travel costs ) 

Please note:  requires current  estimated benchmark. 

Start-up cos t Decreased VS&L project start-u p cos t 

Please note:  requires current  estimated benchmark. 

K S Practic e Measures: 

Metric Description 

Communications Plannin g #/% o f BEL O Pilo t communications that are receive d 

without the nee d for greate r clarificatio n fro m target 

audience 
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Metric Description 

Supplementing Individua l Operatin g Plan s #/% of VS&L practitioners with identified K S objectives 

in their IOP s 

#% of VS&L practitioner s wh o have met identifie d K S 

objectives in their IOP s 

Standard internal documentation template s #/% of VS&L project s that leverage the standard , 

internal documentatio n template s 

Expert Locator #/% of VS&L practitioners tha t leverage the exper t 

locater 

Notification of Knowledge Use #/% of VS&L practitioners tha t respond to the utiliz e 

the feedback form / respond to EDU requests 

Measuring Pilot Engagement 

At the mid-ter m an d conclusio n of the Pilo t phase , anonymous survey s ca n be leveraged to 
obtain qualitativ e dat a an d the level of engagement fro m the V S &L C O P . Thi s is feasible wit h 
free, onlin e service s such as Survey Monkey . 

Recommended Surve y Ratings : 

• Strongl y Disagre e 

• Moderatel y Disagre e 

• Neutra l 

• Moderatel y Agre e 

• Strongl y Agre e 

• Unabl e to Rate 

Recommended Surve y Points : 

1. Th e B E L O Pilo t supports an environment wher e individua l motivatio n flourishe s an d staf f 
feel inspire d to do their bes t wor k 

2. I  consistently shar e learnin g an d transfer knowledg e to other wor k group s an d function s 
within the V S &L C O P 

3. I  have a simple an d effectiv e proces s for capturing an d accessin g lessons learne d 

4. I n C A R E, developmenta l experience s are par t of the job rathe r tha n additiona l dutie s or 
training simulation s 
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5. Befor e we mak e IO P objectives we revie w time commitments t o ensur e that the individua l 
can b e fully engage d 

6. Whe n givin g feedback , supervisors consider its impac t o n the individua l and try t o mak e i t 
constructive 

7. I n C A R E , peopl e actively see k out feedbac k regarding thei r performanc e an d behavio r 

8. Immediatel y followin g a  significan t even t fo r V S & L programmin g (projec t completion, ne w 
target groups , etc.) , we identif y successes , failure s and implication s fo r future improvement s 

9. W e hav e a systemati c proces s to identif y critica l future V S &L position s i n C A R E 

10. We effectivel y engag e people nearing retiremen t t o maintai n thei r motivatio n an d sustai n 
their contributio n t o C A R E an d V S &L programmin g 

11. We ass ig n ou r nex t generatio n leader s to ke y V S &L initiative s 

12. I n C A R E , w e d o a n outstandin g job o f buildin g o n V S & L methodolog y strength s an d uniqu e 
capabilit ies 

13. Give n th e opportunity , I  would tel l others grea t thing s abou t participatin g i n the B E L O Pilo t 

14. We hav e effective method s o f communicating V S & L cor e methodolog y t o partners , th e 
community an d participant s 

15. We hav e an effectiv e measuremen t syste m that reflect s the man y differen t things tha t 
contribute t o V S & L programmin g performanc e 

16. We regularl y improv e ou r V S & L methodolog y base d on carefu l review o f participan t an d 
partner organizatio n feedbac k 

17. We hav e a  clear process for solicitin g participan t feedbac k 

18. We continuall y challenge , document an d share assumptions about th e V S & L Methodolog y 

19. C A R E remov e barrier s that imped e improvemen t i n V S &L methodolog y an d projec t 
performance (e.g . bureaucracy, stress and sil o mentality ) 

20. E D U make decisions that includ e the need s and interest s o f V S &L practitioner s 

21. We continuall y rene w ou r V S &L methodolog y t o mak e i t even bette r 

22. The B E L O Pilo t provides effective method s fo r improvin g an d streamlinin g ou r V S & L 
programming 

23. We ar e flexible i n our abilit y t o le t go o f ol d patterns , model s and successe s 

24. Peopl e contribut e innovativ e idea s and approache s even when the y fal l outside their jo b 
description 

25. We ar e keenl y aware o f Microfinanc e trends an d opportunitie s 

26. The B E L O Pilo t encourage staff to stretc h an d grow personall y and professionall y 

27. E D U provides usefu l information regardin g what i s happening i n al l part s o f the organization , 
relative to V S & L programmin g 
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28. E D U seeks the input o f those V S & L practitioner s who m ar e closes t to day-to-day V S & L 
programming 

Governance Structure 

The governanc e framewor k facilitate s a  collaborative relationshi p amon g accountabl e group s 
based on frequent ope n communications . Pilo t responsibilit y i s clear, following a  three-tie r 
system. Th e E D U Director, alon g with the S W A R MU D R D , Program Directo r of Private Secto r 
Development, C A R E Canada , wil l hav e strategi c oversigh t ove r the entir e pilot . Th e S W A R M U 
Leadership Revie w and K N O W S C O ar e also par t o f this tie r fro m a n informational perspective . 
At the secon d tier, the E DU Director, E D U Knowledge Manager , IT leadership and specifi c 
V S & L practitioner s o n a rotating-basis wil l hav e primary responsibilit y to steer and monito r the 
pilot. Th e V S &L C O P , I T coordinator, wit h E D U represents the third tier, carrying ou t the 
activities i n the Pilot implementation plan . 

The governanc e structur e wa s create d an d revise d with inpu t fro m V S & L practitioner s durin g 
the Regiona l Workshop. 

Strategic (Quarterly) -  Responsibilities  - -  Participants  -

• Promot e leadership and commitment 
• Se t strategic direction 
• Approv e strategic changes 

• ED U Director 
• SWARM U DRD 

• SWARM U Leadership Review 
(Informational) 

• KNOWSC O / Knowshare 
(Informational) 

Tactical (Monthly, Then Quarterly) • Discus s benefit realization 
• Monito r project performance issues 

• Discus s and approve changes 

• ED U Director 
• ED U Knowledge Manager 
• Specifi c VS&L practitioners (Rotate) 

• I T Leadership 

Operational • Day-t o day operational responsibility 
• Mileston e and budget monitoring 
• Issu e identification, resolution and 

• Manag e project team members and 
deliverables 
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Themes 
Overview 

Themes ar e topics for discussion by the V S &L C O P . Specif i c themes hav e bee n identifie d b y 
each participatin g country , a s well as the Regional Workshop participants . 

Initial lis t of Identified Themes: 

• Integratin g with HIV/AID S program s 

• Operatin g i n an urban or peri-urban settin g 

• Providin g technical assistance to partner organization s 

• Makin g V S &L a  nation-wide progra m 

• Creatin g stand-alone VS&L- focused organization s 

• Implementatio n o f V S &L usin g volunteers and their incentive s 

• Involvin g communit y leader s and / or local government i n V S & L 

• Buildin g knowledge sharin g and learning processe s into proposals 

• Linkin g to microfinance or other institution s 

• Linkin g V S &L wit h Rura l Farmers 

• Collectin g of qualitative M& E dat a 

• Mainstreamin g a common MI S tool and best practice s 

• Loca l policy and advocacy agendas created for V S & L 

• Smal l business training methodolog y fo r V S &L participant s 

• Conductin g V S &L baselin e / impact studie s 

• Linkin g V S &L wit h Busines s Development Serv ice s programs 

Additional Themes Identified at Regional Workshop: 

• V S & L Partnership s 

• Incorporatin g gende r plannin g 

• Afte r V S & L , wha t i s next for participants? 

• Integratin g with O VC programmin g 

• Mechanism s to promote V S & L grou p cross-learnin g 

• Savings-base d versus Credit-based performance indicator s 

• V S & L impac t to orphans 
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Next Steps 

At the Regional Workshop, participants rate d the themes on order of importance usin g the 
following ratin g scale : 

1. Ver y unimportan t 

2. Somewha t unimportan t 

3. Neithe r importan t no r unimportan t 

4. Somewha t importan t 

5. Ver y importan t 

Additionally, participant s include d additional themes , noted i n the above section. The y als o 
indicated nex t to each theme i f they ar e interested in facilitating /  moderating a  discussion on 
the theme , as well as where they woul d lik e to participate . 

Going forward , the E DU Knowledge Manager should prioritize the above Themes based on 
direction fro m the E DU Director, as well as from the level of interest on the specific theme, by 
averaging the rating response s on the individual theme worksheets . 

Knowledge Content 

Overview 

Knowledge Conten t represent s tangible asset s that are created and leveraged by the V S &L 
C O P . Speci f i c knowledge conten t ha s bee n identifie d b y each participating country , a s well as 
the Regiona l Workshop participants . 

Initial lis t of Requested Knowledge Content : 

• V S & L deliver y methodolog y an d templates (include s modification s /  addition s t o trainin g 
guides) 

• V S & L prio r proposal s and proposa l template s 

• V S & L projec t plan s / workplan s 

• V S & L M & E metrics an d approaches 

• C A R E internal-facin g lesson s learned 

• Lis t of current V S & L project s 

• Industr y new s 
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• Profi le s (expertise, area s of focus ) o f C A R E V S & L practitioner s 

• Profile s of n o n - C A R E V S & L practitioner s 

• Opportunitie s /  lead s relating t o V S & L initiative s 

• Countr y profile s with cultural indicator s 

• Qualitativ e Dat a Collection templates 

• C a s e Stud y template s 

• Communicat in g with impac t /  busines s writing an d facilitation tip s 

• Staf f Developmen t Strateg y example s 

• V S & L marketin g video s 

• Lis t of V S &L trainin g opportunitie s (Instructor-le d o r Virtual ) 

• V S & L impac t metric s an d approaches 

• Huma n interes t storie s 

Additional Knowledg e Content Requeste d at Regiona l Workshop: 

• Proposal s on integratin g V S & L wit h HI V /  A IDS program s 

• Proposal s on integratin g V S & L wit h Marke t A c c e s s an d O VC 

• Proposal s on integratin g V S & L wit h Foo d Security 

• Proposal s on integratin g V S & L wit h Water an d Sanitatio n 

• Proposal s on integratin g V S & L wit h Agricultur e 

• Lesson s learne d on eac h of the abov e linkage s 

• Frequentl y Asked Quest ions (FAQ) document o n V S & L methodolog y 

• Projec t concept not e fo r V S & L /  Agriculture /  Women farmin g 

• Impac t assessmen t tools an d indicator s 

• Template s for documentin g lesson s learned 

Additional Knowledg e Content Identifie d t o Shar e at Regiona l Workshop: 

• Documentatio n o n V S & L integratio n t o MFI s 

• Statu s Reporting template s 

• Budge t templates ( w /  cos t share ) 

• Projec t reportin g template s (quarterl y /  semi-annually ) 

• V S & L baselin e too l 

• M & E protoco l 
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• Bus ines s trainin g manua l 

• Role s o f a V S &L Nationa l Steerin g Committe e 

• Technica l support material s fo r roll-out o f national V S & L progra m 

• Documentatio n o n partnerships an d creation o f local VS&L-spec ia l ized N G O s 

Next Steps 
At the Regional Workshop, participant s provide d inpu t t o the knowledge conten t o n what the y 

can provid e an d the specific name o f the projec t 

Additionally, participant s include d additiona l knowledg e conten t t o request an d / or share, note d 
in the above section . 

Going forward , th e E DU Knowledge Manage r should prioritiz e th e above Knowledg e Conten t 
based on direction fro m th e E DU Director, a s well as from th e actual conten t alread y created , by 
using the responses on the individual knowledg e conten t worksheets . 
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Long Term Strategy 

Introduction 

In additio n t o the optiona l roll-ou t o f long-term practice s identifie d b y V S &L practitioner s an d 
detailed below , E D U can accompl ish several additional K S objectives . 

E D U ca n continue V S & L C O P discussion around identifie d theme s an d translate output s of 
those discussion s in the for m o f knowledge content . 

After evaluatio n of the Pilo t phase , it is essential to document an d communicat e thes e result s 
with al l necessar y stakeholders an d to determine nex t steps . Furthermore , adjustment s t o the 
Pilot Implementatio n Plan , reflectin g actua l tasks and durations , shoul d be made for future KS 
efforts. 

Furthermore, E D U can extend th e V S & L C O P (supporte d b y the K S Application an d processes ) 
beyond S W A R M U an d the additiona l countrie s represente d at the Regiona l Workshop. Specif i c 
V S & L practitioner s fro m targe t countrie s mus t b e contacted an d systematicall y brough t int o the 
V S & L C O P . Durin g thi s process , the additiona l V S & L practitioner s shoul d b e asked to identif y 
additional K S capabilities, conten t an d theme s tha t would ad d value to their specifi c 
programming context . 

Addit ional objective s identifie d i n the K S Needs Assessment which requir e additiona l 
stakeholder sponsorshi p are identifie d below : 

• Furthe r asses s cultura l chal lenge s that preven t K S activities throughou t C A R E 

• Continu e to fund dedicate d Knowledg e Sharin g resource s 

• Creat e Human Capita l Strategy with K S intervention s 

• Creat e recognition progra m to recognize timely reportin g o f information us e 

• Implemen t K S objectives fro m th e B E L O Pilo t Phas e bac k int o the overal l C A R E 
Performance Managemen t Proces s 

• Ensur e B E LO Pilo t Phas e a s inpu t to overall, comprehensive Knowledg e Sharin g strateg y 

• Creat e additional Knowledg e Sharin g strategies for remaining Economi c Developmen t 
programming portfoli o 
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Overview of Long Term Practices 
In addition t o the pilot practices , there ar e a number o f additional practice s which mee t the 
needs identifie d durin g th e assessment. These were prioritize d a s secondary by V S & L 
practitioners a t the Regional Workshop an d are detailed i n the below section . 

Mentorship Program 

Overv i ew 

Creating a virtual mentorin g progra m withi n the V S &L Communit y o f Practice provides a  semi -
formal communication s channe l for knowledge sharin g amongs t participants . Th e structure i s 
semi-formal i n design with flexibility t o allow participant s t o develop thei r ow n schedule s and set 
boundaries tha t are appropriate t o individual needs . Protégés ar e free to d iscuss with the utmos t 
confidence, any topics that they fee l relat e to their persona l or professional development . 
Mentors hono r commitment s mad e and maintai n confidence s while actin g as trusted counselor s 
and guide s who share expertise while allowin g protégé s t o be follow thei r ow n direction. 

• Participatio n i s optional -  mentorin g shoul d not be forced 

• I f feasible, mentors ar e at level above the protégés  curren t leve l 

• Mentor s shoul d b e matched with protégés  wit h same languag e preference s 

Benefits / Value to VS&L Communit y of Practic e 

Mentor program s provid e the specific benefits : 

1. Confidential , trusting, give-and-tak e relationshi p betwee n mentor s an d protégés 

2. Improve s morale , foster s motivation s an d a sense of communit y 

3. Help s new V S &L practitioner s gai n insigh t int o C A R E 

High-level activities with estimated participants and time commitments 
The following i s a process outlining ho w to create and implemen t a  V S &L virtua l mentorin g 
program. 

Number Activity 
Participants and Time 

Commitments 

Create 

1 Create mentorship progra m guidelines and materials . EDU Knowledg e Manager, 40 

HRS 

2 Communicate VS&L mentorship progra m to VS&L 

Community of Practice. 

EDU Knowledg e Manager, 4 HRS 

3 Maintain personal contact information i n VS&L Participating VS&L Practitioners , 

©2006 Accenture. Al l rights reserved. FINAL 
Page 29 of 34 



CARE BEL O VS&L Pilo t -Knowledge Sharing and Learning Strategy 

knowledge sharing tool (website) . 10 Minutes, ongoin g 

4 Sign-up for mentorship progra m (t o be a mentor o r a 

protégés) b y completing the VS&L mentorshi p 

program form with language preferences, availability , 

preferred communication s method , etc . 

Participating VS&L Practitioners , 

10 Minutes 

5 Match protégés  t o mentors usin g forms and send 

welcome packet to participants . 

Welcome packet includes: 

-What i s a Mento r 

-How to be a good Mentor 

-Getting the Mos t from your Mento r (Dos and Don'ts ) 

EDU Knowledg e Manager, 1 HR / 

Week 

Implement 

6 Establish communication betwee n mento r an d 

protégés o n an on-going basis . 

Participating VS&L Practitioner s 

7 Ongoing evaluation of program usin g surveys. EDU Knowledg e Manager, 4 HRS 

/ Mont h 

8 Ongoing promotion o f VS&L mentorshi p progra m t o 

new VS&L practitioners . 

All VS&L Practitioner s 

Project Orientation Checklis t 

Overview 

Standard orientatio n checklis t for ne w V S & L practitioner s /  projects . Thes e are share d with al l 
V S & L practitioner s an d use d as a  guideline durin g practitione r /  projec t start-up . 

Benefits / Value to VS& L Communit y of Practic e 

Project Orientatio n Checklis t provides the specif i c benefits : 

1. Ac t s as a  training too l 

2. Ensure s that essentia l orientation step s are known , reducin g error s 

High-level activities with estimated participants and tim e commitments 

The following i s a proces s outline o f ho w t o creat e an d implemen t projec t orientatio n checklist . 

Number Activity 
Participants an d Tim e 

Activity 
Commitments 

Create 
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1. Select examples of best orientation practice s VS&L Practitioners , 2  HRS 

2 

Create VS&L projec t orientatio n checklis t EDU Knowledg e Manager , 20 

HRS 

Specific VS&L Practitioners , 1 2 

HRS 

Implement 

3 
Follow checklist when performin g VS& L projec t 

orientation 

All VS&L Practitioner s 

Pro jec t C l o s e o u t C h e c k l i s t 

Ove rv i ew 

Standard closeou t checklis t fo r ne w V S & L practitioner s /  projects . Thes e are share d with al l 
V S & L practitioner s an d use d as a  guidelin e durin g practitione r turn-over / projec t completion . 

Benef i t s /  Va lue to V S & L C o m m u n i t y o f P rac t i c e 

Project Closeou t Checkl is t provide s th e specifi c benefits : 

3. Act s a s a  trainin g too l 

4. Ensure s that essentia l projec t completio n step s ar e taken , reducin g knowledg e fligh t 

High-level activities with estimated participants and time commitments 
The followin g i s a proces s outline o f ho w t o creat e an d implemen t projec t closeou t checklist . 

Number Activity 
Participants an d Tim e 

Commitments 

Create 

1. Select examples of best closeout practice s VS&L Practitioners , 2  HRS 

Create VS&L projec t closeou t checklis t EDU Knowledg e Manager , 2 0 

2 
HRS 

Specific VS&L Practitioners , 1 2 

HRS 

Implement 

3 Follow checklist when performin g VS& L projec t 

closeout 

All VS&L Practitioner s 
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Business Writing and Presentation Skills Training 

O v e r v i e w 

Business writing and presentin g ar e ke y skill s which suppor t knowledg e sharing . Al l member s 
of the V S & L Communit y o f Practic e should hav e a  goo d foundatio n i n these skill s to allo w the m 
to shar e informatio n easily . 

Benef i t s /  Va lue to V S & L C o m m u n i t y o f P rac t i c e 

Business writing and communicatio n skill s training provid e th e specifi c benefit : 

Information i s presented i n a  forma t whic h i s easy for the recipien t t o understan d an d gai n th e 
most importan t point s 

High-level activities with estimated participants and time commitments 
The followin g i s a proces s outline o f ho w t o creat e and implemen t busines s writing an d 
presentation skill s trainin g 

Participants and Tim e 
Number Activit y 

Commitments 

Create 

1. 

Liaise with HR and Internal Communications 

department t o discover whether ther e are existin g 

communications and business writing guidelines, 

training course s or material s 

EDU Knowledg e Manager, 20 

HRS 

2 Organize local or virtual training session(s ) EDU Knowledg e Manager, 4 HRS 

Implement 

3 Sign up for training cours e VS&L Participant , 1 5 Minutes 

4 Prepare and run training cours e 
CO Representation , 1 HR / 

Course 

5 Attend training cours e VS&L Participant , 1  HR 
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A p p e n d i x 

Project Initiation 

Workplan an d Templates 

http:\\edu.care.org\belo\Shared Documents\Proiec t Initiatio n and Planning 

Status Report s 

http:\\edu.care.orq\belo\Shared Documents\Statu s Report s 

Knowledge Sharing Needs Assessment 

Approach an d Template s 

http:\\edu.care.org\belo\Shared Documents\K S Need s Assessment \Approach and templates 

Summary Assessmen t Finding s 

http:\\edu.care.org\belo\Shared Documents\K S Need s Assessment\ . 

C A R E Angol a 

http:\\edu.care.orq\belo\Shared Documents\K S Need s A s s e s s m e n t \ C A RE Angol a 

C A R E Malaw i 

http:\\edu.care.orq\belo\Shared Documents\KS Needs  Assessment\CARE  Malaw i 

C A R E Mozambiqu e 

http:\\edu.care.orq\belo\Shared Documents\KS Needs  Assessment\CARE  Mozambigu e 

C A R E SA-Lesoth o 

http:\\edu.care.orq\belo\Shared Documents\KS Needs  Assessment\CARE  SA-Lesoth o 

C A R E Zambi a 

http:\\edu.care.orq\belo\Shared Documents\KS Needs  Assessment\CARE  Zambi a 

C A R E Zimbabw e 
http:\\edu.care.orq\belo\Shared Documents\KS Needs  Assessment\CARE  Zimbabw e 
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R e g i o n a l W o r k s h o p 

Final Workshop Presentatio n 

http:\\edu.care.org\belo\Shared Documents\K S Regional Workshop\Presentat ion and Agenda 

Day 1  Material s 

http:\\edu.care.org\belo\Shared Documents\K S Regional Workshop\Dav 1  Material s 

Day 2  Material s 

http:\\edu.care.org\belo\Shared Documents\K S Regional Workshop\Dav 2  Material s 

K n o w l e d g e S h a r i n g St rateg y 

Pilot Implementatio n Pla n 

Technical Not e - K S Processe s 

Technical Not e - K S Application 

Technical Not e - Communicat io n Plannin g 

Note from the Field 

http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Implementation \ 

Templates 

http:\\edu.care.org\belo\Shared Documents\K S Strategy an d Impiementation\Template s 

©2006 Accenture. Al l rights reserved. FINAL 
Page 34 of 34 

http:Wedu.care
http:Wedu.care


Appendix 9.7. Note s From the Fiel d 









Appendix 9.8. Communication s Pla n 



CARE BEL O Communications Plan  Version : 2. 0 

CARE BELO VS&L Communications Plan 

Version: 2. 0 

Modified: 7/27/200 7 5:01 P M 1 Last saved by Sybi l Chidia c 



BELO Communications Plan CARE_BELO_VSL_Communications Plan Version: 2.0 

Document Author: Sybi l Chidiac 

Date Created: Octobe r 2006 

Reviewed By: Steerin g Committe e 

Authorized By : Knowledg e Manager 

Distribution: B E L O Practitioner s 

Document Control 

D o c u m e n t Ho lde r 

Until this document i s approved, it is under the control o f the author . 

C h a n g e H is to r y 

Version Date Comment 
1.0 September 2006 Document Templat e 
2.0 October 2006 1 s t Draf t 

Modified: 7/27/2007 5:0 1 P M 2 Last modified by : User 



Project Communications Pla n CARE_BELO_VSL_Communication s Pla n Version : 2.0 

Table of Content s 

Introduction 4 
Background 4 
Objective 4 

Communication Matri x 5 

Modified: 7/27/2007 5:0 1 P M 3 Last modified by : User 



Project Communications Pla n CARE_BELO_VSL_Communications Pla n Version: 2.0 

introduction 

The BELO projec t seek s to build on and complement ou r existing approach to sharing and learning from our 
Village Savings and Loan programs in Southern Africa and the work of others. A s one of the larges t NGO -
facilitated village savings and loan portfolios i n sub-Saharan Africa and having developed a unique methodolog y 
for these programs, C A RE is well positioned to capitalize on the explici t and tacit knowledge that resides in the 
program staff . Wit h the current organizationa l strides to improve globa l programmatic knowledg e management , 
sharing, and learning processes and the current proces s of developing a long-term strateg y for knowledge 
management for the wider organization, the BEL O projec t present s viable processes and applications to move the 
overall agenda forward. 

The overall goal of this project i s to facilitate mor e rapid, accurate, and reiterative knowledg e exchange among six 
southern Africa microfinance programs in C A R E, between these programs and the broade r microfinance industr y 
in the sub-region , and between the southern Africa microfinance community an d global knowledge sources . Ove r 
the course of the BEL O projec t focu s will be emphasized on six countries -Angola, Malawi , Mozambique, South 
Africa/Lesotho, Zambia, and Zimbabwe. 

Background 

The purpose of this document i s to outline the communications that will be done for the Building More Effectiv e 
Learning Organizations (BELO) Pilo t project throughout its duration. I t can be continued as an ongoing documen t 
as required . 

Objective 

The communication pla n document defines the approach for effective communicatio n in the project . Th e objectiv e 
is to ensure the conveyance of the right message, by appropriate sender(s) , to necessary audience(s), throug h 
appropriate channel s and vehicles. Successful implementation wil l positively affec t th e work environment an d 
relationships with sponsoring organizations, employees and other stakeholders . The plan includes communicatio n 
owners, responsibility definitions , an d detailed strategies for execution. 
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Communication Matri x 

Review Team 
Leadership review meetings To review 

strategic 
direction of pilot 

Meeting/ 
Call 

EDU Director 
SWARMU DRD 

EDU 
Knowledge 
Manager & 
EDU Director 

EDU 
Director 

Quarterly 

Steering Committee To discuss 
status/issues 

Meeting/ 
Call 

EDU Director 
EDU Knowledge 
Manager 
Specific VS&L 
practitioners (Rotate ) 
IT Leadership 

Discuss benefit 
realization 
Monitor projec t 
performance 
issues 
Discuss and 
approve changes 
to pilot 

EDU 
Knowledge 
Manager 
with input 
from 
Specific 
VS&L 
practitioners 

EDU 
Director 

Monthly, then 
quarterly 

Project Team Meetings To discuss 
progress 

Virtual 
meeting 

VS&L practitioner s 
EDU Knowledge 
Manager 
EDU Director 
IT Coordinator 

Monthly Status EDU 
Knowledge 
Manager 

EDU 
Director 

Monthly 

VS&L Pilot 
Communications 
Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s VS&L delivery 
methodology and 
templates 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s VS&L prior 
proposals and 
proposal 
templates 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s VS&L project 
plans/ workplans 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Modified: 7/27/2007 5:0 1 PM 5 Last modified by: User 



Project Communications Plan CARE_BELO_VSL_Communications Plan Version: 1.0 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioners VS&L M&E 
metrics and 
approaches 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Initial Collection of 
Knowledge Content 

Information 
Knowledge 

BELO 
site 

VS&L practitioners CARE internal-
facing lessons 
learned 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Initial Collection of 
Knowledge Content 

Information 
Knowledge 

BELO 
site 

VS&L practitioners List of current 
VS&L projects 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Initial Collection of 
Knowledge Content 

Industry News Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15 st, 
2006 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s Profiles 
(expertise, areas 
of focus) of 
CARE VS&L 
practitioners 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Profiles of non-
CARE VS&L 
practitioners 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by November 15st, 
2006 

Initial Collection of 
Knowledge Content 

Information 
Sharing 

BELO 
site 

VS&L practitioner s Opportunities/ 
leads relating to 
VS&L initiative s 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Initial Collection of 
Knowledge Content 

Information 
Knowledge 

BELO 
site 

VS&L practitioner s Country profiles 
with cultural 
indicators 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Qualitative data 
collection 
templates 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Modified: 7/27/2007 5:0 1 PM 6 Last modified by : User 



Project Communications Plan CARE_BELO_VSL_Communications Plan Version: 1.0 

Initial Collection of 
Knowledge Content 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Case Study 
Templates 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Staff Development/ Capacity 
Building 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Communicating 
with Impact/ 
Business writing 
and facilitation 
tips 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Staff Development/ Capacity 
Building 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Staff 
Development 
Strategy 
Examples 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Initial Collection of 
Knowledge Content 

Information 
Sharing 

BELO 
site 

VS&L practitioners VS&L marketing 
videos 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Staff Development/ Capacity 
Building 

Resource 
Sharing 

BELO 
site 

VS&L practitioners List of VS&L 
training 
opportunities 
(Instructor-led or 
Virtual) 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Monitoring and Evaluation Resource 
Sharing 

BELO 
site 

VS&L practitioners VS&L impact 
metrics and 
approaches 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Public Relations/  Marketing 
documents 

Information 
Sharing 

BELO 
site 

VS&L practitioners Human interest 
stories 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Knowledge Content Resource 
Sharing 

BELO 
site 

VS&L practitioners Documentation 
on VS&L 
integration to 
MFIs 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Knowledge Content 
Template 

Resource 
Sharing 

BELO 
site 

VS&L practitioners Status Reporting 
templates 

Content 
uploaded 
and available 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
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on site 2006 
Knowledge Content 
Template 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s Budget 
Templates (w/ 
cost share) 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Knowledge Content 
Template 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s Project reporting 
templates 
(quarterly/ semi-
annually) 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

VS&L Tool 
Resource 
Sharing 

BELO 
site 

VS&L practitioner s VS&L Baseline 
Tool 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

VS&L Tool 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s M&E protocol Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Cross Sectoral  Proposals 
Resource 
Sharing 

BELO 
site 

VS&L practitioner s Proposals on 
integrating VS&L 
with HIV/AIDS 
programs 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Cross Sectoral  Proposals 
Resource 
Sharing 

BELO 
site 

VS&L practitioner s Proposals on 
integrating VS&L 
with Market 
Access and OVC 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Cross Sectoral  Proposals 

Resource 
Sharing 

BELO 
site 

VS&L practitioner s Proposals on 
integrating VS&L 
with Food 
Security 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Cross Sectoral  Proposals 
Resource 
Sharing 

BELO 
site 

VS&L practitioner s Proposals on 
integrating VS&L 
with Water and 
Sanitation 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Cross Sectoral  Proposals 
Resource 
Sharing 

BELO 
site 

VS&L practitioner s Proposals on 
integrating VS&L 
with Agriculture 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 
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Cross Sectoral 
Documentation 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Lessons leaned 
on various cross 
sectoral linkages 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Knowldege Sharing 
Resource 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Frequently Asked 
Questions 
document on 
VS&L 
methodology 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Cross Sectoral  Proposals Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Project concept 
note for VS&L/ 
Agriculture/ 
Women farming 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

VS&L Tool Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Impact 
Assessment 
tools and 
indicators 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Knowledge Content 
Template 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Templates for 
documenting 
lessons learned 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

VS&L Tool Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Business 
Training Manual 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Knowldege Sharing 
Resource 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Roles of VS&L 
National Steering 
Committee 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31 st, 
2006 

Knowldege Sharing 
Resource 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Technical 
Support 
materials for roll 
out of nationa l 
VS&L program 

Content 
uploaded 
and available 
on site 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31s t, 
2006 

Knowldege Sharing 
Resource 

Knowledge 
Dissemination 

BELO 
site 

VS&L practitioner s Documentation 
on partnerships 
and creation of 

Content 
uploaded 
and available 

BELO VS&L 
Practitioners 

EDU 
Knowledge 
Manager 

Content needs to be 
sent to Sybil Chidiac 
by October 31 st, 
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local VS&L-
specialized 
NGOs 

on site 2006 

Input required from 
EDU/ SWARMU/ ER 
Message 1 
Message 2 
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CARE BELO VS&L Pilot - Technica l Note 

Technical Note 

VS&L Community o f Practice: Knowledge Sharing Processes 

O v e r v i e w 

In order to more effectively suppor t VS&L knowledge content sharing, baseline knowledge sharing (KS) processes 
should be in place. Eac h high-level process can be expanded upon and integrated into EDU and VS&L practitione r 
practice during the BELO Pilot phase. 

This technical note will highlight the following for each process: 
• Nam e of Process 
• Proces s Definitio n 
• Exampl e 

Please note: detailed steps for implementation ar e included in the implementation plan . 

P r o c e s s Tab l e 

The following table outlines recommended VS&L knowledge sharing processes (process number, name, definition, 
and examples) to implement during the BELO VS&L Pilot phase. 

Number Name Definition Examples 
1.0 Contribute VS&L 

Content & Expertise 
Add tacit and explicit 
knowledge to the VS&L 
Knowledge Management 
Tool (website) via 
contributions, discussion 
participation, and request 
responses 

• Publis h M&E Reports 
• Respon d to discussion topic 

about VS&L themes 

2.0 Accept Knowledge 
Contributions 

Review knowledge 
contributions for data 
integrity, clarity and relevant 
content 

• Wor k with VS&L practitioner t o 
clarify title and abstract for 
better searches 

3.0 Locate Knowledge Find desired knowledge 
within the system 

• Searc h site for all recent 
material on MFI- linking in 
library, discussions, and 
requests 

• Brows e all knowledge relevan t 
to Streamlined MIS in 
document librar y 

• Follo w links to external 
Microfinance sites for latest 
updates 
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Number Name Definition Examples ! 
4.0 Request Information Log a request for new data 

or other EDU , Regional or 
other expert assistance 

• Reques t other country M&E 
data 

• Reques t supporting materia l 
for new proposal 

5.0 Route Requests for 
Information 

Send requests to 
appropriate VS&L 
practitioner - "expert " 

• ED U Knowledge Manager to 
forward request to specific 
VS&L practitioner who 
operates in an Urban context 

6.0 Maintain Knowledge Review EDU knowledge 
base across all areas for 
data integrity and consistent 
content 

• ED U Knowledge Manager to 
Identify and resolve folder 
redundancies 

7.0 Moderate Discussion Review discussion updates 
to clarify and respond as 
appropriate 

• ED U Knowledge Manager to 
alert expert to respond to 
posted topic/question in 
discussion 

8.0 Execute Metrics, 
Measures & Reporting 

Establish, design and 
analyze measurements to 
determine knowledge 
system and organization 
effectiveness 

• ED U Knowledge Manager to 
reward people who use the 
knowledge system effectively 

• ED U Knowledge Manager to 
discuss design improvement 
initiatives based on analysis of 
metrics 

9.0 Maintain Taxonomy and 
Categorization 

Collect input and design 
updates to form and folder 
categorization 

• ED U Knowledge Manager to 
create new category to support 
new VS&L theme to be studied 
and analyzed for benefits 

10.0 Archive Knowledge Review and monitor expired 
knowledge contributions t o 
move to archival 'holding' 
area 

• ED U Knowledge Manager to 
fulfill requests for retrievin g 
archived items 

11.0 Retire Knowledge Remove outdated materia l 
from knowledge system 

• ED U Knowledge Manager to 
allows searches to be 
streamlined to only include 
current materia l 

Change History 

Version # Date Author Comments 
1.0 09.19.2006 BELO Assessment 

Team 
Initial Version 

Please note: thi s document i s for use in a not-for-
profit or humanitarian oroiec t and must not be used 
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CARE BEL O VS&L Pilot - Technica l Note 

Technical Note 

VS&L Community of Practice: Knowledge Sharing Application 

O v e r v i e w 

In order to more effectively support the Village Savings and Loans (VS&L) Building an Effective Learning 
Organization (BELO) Pilot, a standard Knowledge Sharing (KS) application can be in place. 

This technical note will highlight the following areas: 
• Benefit s / value of standard KS application 
• Goal s of the standard KS application 
• Navigatio n pane 
• Contributin g Knowledge 
• Findin g Knowledge 
• Requestin g Knowledge 
• Retirin g Knowledge 
• Solicitin g Feedback 
• Creatin g Orientation/Tutoria l 
• Clearl y defined Application / Technical Support 
• K S Application Roles 

Please note: detailed steps for implementation are included in the implementation plan. 

A b o u t th e futur e K S A p p l i c a t i o n 

The CARE Economic Development Unit (EDU) K S Application can provide a single entry to knowledge assets that 
CARE, partner organization and external VS&L and microfinance practitioners use to design and implement VS&L 
programs. Th e KS Application shall be as a "one-stop-shop" for VS&L practitioner knowledge needs, whether they 
need templates to help craft a project proposal with VS&L components, information about the streamlined VS&L MIS, 
sample workplans for planning a project, contact information for key VS&L practitioners in a specific context or 
practice area and other tools that can hel p VS&L practitioners effectively do their work. 

The proposed CARE ED U K S Application, leveraging Microsoft SharePoint technology (MSS 2.0 ) i s an evolution of 
the EDU Technical Resource Center located at www.care.ca/libraries/edu. I t can continue to grow after initial roll-
out, not only in the functionality it offers, but in the wealth of knowledge it contains. 

EDU expects the KS Application to become an intrinsic part of the way VS&L practitioners work. 

The following are goals of the EDU K S Application: 
• Enabl e VS&L practitioners to quickly find information they need 
• Hel p VS&L practitioners achieve project goals more efficiently 
• Brin g together VS&L Community of Practice to discuss common themes 
• Relevan t information stored in one central location 
• Abilit y to locate other VS&L practitioners 
• Enabl e VS&L practitioners to display program successes to a broader audience 

Set t ing-up th e Nav iga t io n P a n e 

The navigation pane of the EDU K S Application should provide a simple-to-use, clear list of topics. A  list of topic 
page categories is listed. When you click one of the categories, users can be taken to a 'menu' page which further 
breaks down the category. 

Suggested Navigation  Pane: 

Content in the EDU K S Application can be organized into multiple practice areas, whereas VS&L is one of the 
practice areas: 

Page 1 of 5 
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Practice Areas: 
• VS& L 
• Capita l Markets 
• Additiona l practice areas 

Within each of the practice areas, the content i s further categorized by topics and related sub-topics. Th e following is 
an example for the VS&L practice area: 

• Practic e Area - VS&L 

Restricted Links 
o Topi c - VS& L Project Lifecycle 

• Subtopi c - Proposa l Phase 
• Subtopi c - Projec t Delivery Methodology and Templates 
• Subtopi c - Trainin g Manuals 
• Subtopi c - Monitorin g and Evaluation and MIS Tool 
• Subtopi c - Ongoin g Project Management (Project Plans , Templates) 

o Topi c - Projec t Profiles (List of VS&L projects within countries) 
o Topi c - Lesson s Learned Documents 
o Topi c - Staf f Development (IOP Supplementing, etc.) 
o Topi c - Trainin g (Documents and Links to CARE Academy) 
o Topi c - CO P Contact Lists (to maintain preferred consultants, vendors, etc.) 
o Topi c - CO P Discussions 

Unrestricted Links 
o Topi c - VS& L Partner Organizations (List of partner organizations within countries or globally) 
o Topi c - Externa l News / Content 
o Topi c - Externa l Publications 

• Subtopi c - Industr y News 
• Subtopi c - Cas e Studies 
• Subtopi c - Marketin g Collateral (Videos, Brochures, etc.) 

o Topi c - Externa l Links 
o Topi c - CO P Exper t Locater 
o Topi c - CO P Calendar 

This structure is carried throughout the entire EDU K S Application. User s can use it to navigate through the 
application, to structure contributions an d discussions, and more. The topic structure lets users easily find CARE and 
external knowledge capital. 

For each topic and subtopic, an Archive folder will exist, whereas the EDU Knowledge Manager can archiv e files 
based on a set of pre-defined rules. 

In addition to specific topic and subtopic links that direct users to file management sections of the KS Application, the 
application can link to other areas for use by the VS&L COP: 

COP- Discussions 
Access to a managed set of discussions where VS&L practitioners can participate i n ongoing discussions and browse 
earlier ones. 

COP -  Contact  Lists 

Access to a managed set of contacts for CARE VS&L practitioners to obtain preferred consultants , vendors, etc. 

COP- Expert  Locater 
Access to specific, personal information of other VS&L practitioners. I t is the ongoing responsibility o f VS&L 
practitioners to update their personal information, a s well as those of practitioners i n the same office without access 
to the KS Application, 
Suggested Expert Profile Fields 

• *Nam e (Text box) 
• *Countr y (Drop-down lis t box) 
• *Languag e Preference (Drop-down lis t box) 
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• *Emai l (Text box) 
• Phon e (Text box) 
• Educatio n / Areas of Study (Text box) 
• VS& L Project Name (Text box) 
• VS& L Context (Rural, Urban, etc.) (Drop-down lis t box) 
• Progra m Linkage (HIV / AIDS, Agriculture, etc.) (Drop-down list box) 

*=Required Fields 

COP -  Calendar 
Access to calendar function, which provides a single resource to ongoing VS&L events (i.e. local training, workshops, 
specific pilot activities, etc.). 

Contributing Knowledge 

The types of knowledge must be clearly defined by the EDU Knowledg e Manager for inclusion in the KS Application 
and communicated to the VS&L COP. Th e following questions should be clearly answered for application users: 

• Wha t can VS& L practitioners contribute ? 
• Whe n can VS&L practitioners contribute ? 
• Ho w can VS& L practitioners contribute ? 

If content has been identified by a user to be contributed, the user can us e the upload function in the document 
management portion of the site. User s should also have the ongoing option to email the EDU Knowledg e Manager 
with the attachment and required fields. 

Suggested Contribution Form Information 
• Titl e (Text box) 
• Contributio n Type (Drop-down lis t box) 
• Brie f Description (Text box) 
• Usag e Restrictions (Drop-down lis t box) 
• Additiona l Comments (Text box) 
• Attachmen t (Tex t box) 
• Contact s (Text box) 
• Projec t Name (Text box) 
• Countr y (Drop-down lis t box) 
• Create d By (Text box) 
• Languag e (Drop-down lis t box) 

Suggested Usage Restrictions Labels 
• Unrestricte d Use 
• Restricted : Contact Approval Required Before Use 
• CAR E Internal Use Only 

Finding VS&L Knowledge 

Standard Search Capability 
The search function can be utilized to find relevant content in the KS Application. I n MSS 2.0 , searc h capabilities are 
fairly limited, however users can search based on key words classified in the properties function of each uploaded 
file. Fo r example, users can enter specific themes, contexts, or countries. Upo n returning search results, the user 
has the ability to click on the link and navigate to the specific file. 

Browsing the System 
Access to the list of topics / subtopics on the K S Application landing page. Whe n you click one of the categories, 
users can be taken to a 'menu' page which further breaks down the category. 

Requesting VS&L Knowledge 
A "Request Knowledge" button or hyperlink at the top of the page can be created and leveraged. Thi s can route the 
user to complete a simple form. Th e EDU Knowledg e Manager can asses s the request and respond to the VS&L 
practitioner as soon as possible. 

Suggested Form Fields 
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• Nam e (Text box) 
• Countr y (Drop-down lis t box) 
• Reques t Detail s (Text box) 

Removing VS&L Knowledg e 
If content has been identified by a user to be removed, a "Remove Knowledge" button or hyperlink at the top of the 
page can be leveraged. Thi s can route the user to complete a simple form. Th e EDU Knowledge Manager can 
assess the request and respond as soon as possible. Note , documents should only be deleted by dedicated EDU 
personnel. 

Suggested Form Fields 
• Nam e (Text box) 
• Countr y (Drop-down lis t box) 
• Fil e Name (Text box) 
• Reques t Details (Tex t box) 

Soliciting Feedbac k 
A "Provide Feedback" button or hyperlink, as well as explicit instructions to let EDU know how it can make the 
application more useful to practitioners can be available. 

Example of hyperlink: mailto:EDU-KS@care.orq 
Example of message: "Pleas e let us know how we can make the EDU KS Application more useful to you. Emai l us 
at EDU-KS@care.org." 

Creating a KS Application Orientation / Tutorial 

An orientation /  tutorial on sharing knowledge sharing within EDU and an overview of the EDU KS Application can be 
created with the following learning goals: 
• Understan d the importance of knowledge sharing to VS&L practice 
• Lear n what knowledge sharing resources are available via the EDU KS Application and how to find and use them 

This can be accomplished by following a simple set of rules: 
• Leverag e existing Web-based training (WBT) templates from L&OD unit. 
• Creat e low-density WBT using HTML or PPT. 
• Ensur e all screen images of KS application are compressed to minimize file size. 
• Fo r each page on the KS Application, highlight ke y components and include simple-to-follow directions . 

Clearly Defined Application /  Technical Suppor t 

It is important to clearly define and market the following K S Application technical support areas: 
• Ne w account creation 
• Passwor d reset 
• Applicatio n maintenance hours (identified syste m down-time) 
• Acces s to KS Application via HTTP (higher-fidelity ) 
• Acces s to KS Application via FTP (lower-fidelity ) 
• Fil e Size limitation s 
• Specifie d contact / help-desk information fo r technical support issues 

Page 4 of 5 

mailto:EDU-KS@care.orq
mailto:EDU-KS@care.org


CARE BEL O VS&L Pilot - Technica l Note 

Version # Date Author Comments 
1.0 09.19.2006 BELO Assessment 

Team 
Initial Version 

Please note : thi s document i s for use in a not-for-
profit or humanitarian projec t an d must no t b e used 

Page 5 of 5 



Appendix 9.11. Rule s and Responsibilities for CoP 



Building a  More Effective Learning Organization (BELO) 
Community of Practice Roles and Responsibilities 

Introduction 

The BELO project seeks to build on and complement our existing approach to sharing and 
learning from our Village Savings and Loan programs in Southern Africa and the work of others. 
As one of the largest NGO-facilitated village savings and loan portfolios in sub-Saharan Afric a 
and having developed a unique methodology for these programs, CARE is well positioned to 
capitalize on the explicit and tacit knowledge that resides in the program staff. Wit h the current 
organizational strides to improve global programmatic knowledge management, sharing, and 
learning processes and the current process of developing a long-term strategy for knowledge 
management for the wider organization, the BELO project presents viable processes and 
applications to move the overall agenda forward. 

The overall goal of this project i s to facilitate more rapid, accurate, and reiterative knowledge 
exchange among six southern Africa microfinance programs i n CARE, between these programs 
and the broader microfinance industry in the sub-region, and between the southern Afric a 
microfinance community and global knowledge sources. Ove r the course of the BELO projec t 
focus will be emphasized on six countries -Angola, Malawi, Mozambique, South 
Africa/Lesotho, Zambia, and Zimbabwe. 

Key Desired Outcomes of the BEL O Project 

The broad, strategic outcomes that this initiative will target are: 
1. Improvemen t o f cross-program contact and coordination, both within CARE and between 

CARE, its partners, and the wider microfinance community of practitioners ; 
2. Identificatio n and dissemination of best practice standards in microfinance in the sub-

region, particularly those relating to intersectoral approaches for the purposes of 
enhancing livelihood security of the poor; 

3. Creatio n of broader learning pathways - both vertical and horizontal -- in CARE and a 
formative evaluation of their effectiveness, establishin g for the first time in the 
organization an objective set of indicators and criteria for assessing the quality, speed, 
cost-effectiveness, an d strategic importance of these efforts 

More concretely and specifically, this 12 month learning and knowledge management project 
will result in : 

• Improve d capacity to learn from field operations and to incorporate that learning into 
operations i n other countries both in CARE and partner organizations 

• Enhance d and sustainable capacity in CARE and partner organizations to integrate 
industry learning and innovation into program designs 

• Improve d ability to document and replicate innovations in program design 
• Bette r ability to present data about program successes and impacts that are otherwise 

unavailable to CARE but also the wider microfinance community 
• Increase d ability to document lessons learned in ways that others can easily grasp 



• Enhance d competence in CARE and its local partners in six technologically marginalized 
southern African countries to share best practices with the microfinance industry. 

Overall Governance Structure for BELO Project 

The governance framework facilitates a collaborative relationship among accountable groups 
based on frequent and open communications. 

Strategic (Quarterly) 

Tactical (Monthly, Then Quarterly) 

- Responsibilities  -

- Promot e leadership and commitment 
- Se t strategic direction 
- Approv e strategic changes 

- Discus s benefit realization 
- Monito r project performance issues 
- Discus s and approve changes 

-Participants-

- ED U Directo r 
- SWARM U DRD 
- Progra m Director, Private Sector Development, 

CARE Canada 
- SWARM U Leadership Review (informational ) 
- KNOWSC O / Knowshare (Informational) 

- ED U Directo r 
- ED U Knowledg e Manager 
- Specifi c VS&L practitioners (Rotate) 
- I T Leadership 

Operational - Day-to-da y operational responsibility 
- Mileston e and budget monitoring 

- Issu e identification, resolution and 
escalation 

- Manag e project team members and 
deliverables 

- VS&L practitioners 
- ED U Knowledg e Manager 
- ED U Director 
- I T Coordinator 

Role of the BELO Community of Practice Members 

The role of the Community of Practice members (or project team as noted above in the 
governance diagram) i s to contribute knowledge deemed necessary for the advancement of 
Village Savings and Loan programming. 

Responsibilities of the BELO Community of Practice Members 

The responsibilities of the Community of Practice members are to share concerns, problems, 
documents, deliverables and a passion about the Savings Led Microfinance methodology through 
four building blocks. 

1. Establishmen t o f VS&L Community of Practice (CoP) 
2. Establishmen t o f Knowledge Sharing Processes 
3. Establishmen t o f Knowledge Sharing Application (VS&L site edu.care.org) 
4. Establishmen t o f Knowledge Manager 

http://eduxare.org


• Shar e ongoing written information and practical experience regarding VS&L (by 
providing content as identified on the communications plan/ calendar and contributing 
perspectives to discussion forums) 

• Assis t fellow CoP members to resolve problems 
• Champio n knowledge sharing practices in respective country offices/ programs/ projects 
• Demonstrat e how knowledg e resources are being leveraged 
• Defin e format of e-conferences 
• Coordinate , mainstream and synergize program innovations or lessons learned across 

countries 

Membership 

The Community of Practice will be comprised of VS&L practitioners of the BELO project 
officially representing 6  Southern African countries: Angola, Malawi, Mozambique, Zambia an d 
Zimbabwe. Ne w member s to the VS&L programming in these countries should be added onto 
the Community of Practice and be formally introduced to the rest of the CoP. Specifi c 
guidelines on how to introduce new members will be provided in the near future. I n addition to 
the practitioners from the 6 country offices, other countries may join the pilot as deemed by the 
Steering Committee. Burundi , Niger, Rwanda and Uganda are countries that were added to the 
CoP from the Johannesburg workshop. 

Duration of Community of Practice 
The Community of Practice will be a ongoing and ever growing community. The committee will 
last through the duration of the project and plans to expand after the project period. 

Key Projec t Contacts 

Sybil Chidiac 
BELO Project Knowledge Manager and Economic Development Unit Technical Advisor of 
Knowledge Sharing and Learning 
schidiac@care.org 

Lauren Hendricks 
Economic Development Unit Director 
lhendricks@care.org 

mailto:schidiac@care.org
mailto:lhendricks@care.org
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Steering Committee Roles and Responsibilities 
Building a  More Effective Learning Organization (BELO) 

Introduction 

The BELO project seeks to build on and complement our existing approach to sharing and 
learning from our Village Savings and Loan programs i n Southern Africa and the work of others. 
As one of the largest NGO-facilitated village savings and loan portfolios in sub-Saharan Afric a 
and having developed a unique methodology for these programs, CARE i s well positioned to 
capitalize on the explicit and tacit knowledge that resides in the program staff. Wit h the current 
organizational strides to improve global programmatic knowledge management, sharing, and 
learning processes and the current process of developing a long-term strategy for knowledge 
management for the wider organization, the BELO project presents viable processes and 
applications to move the overall agenda forward. 

The overall goal of this project i s to facilitate more rapid, accurate, and reiterative knowledge 
exchange among six southern Africa microfinance programs i n CARE, between these programs 
and the broader microfinance industry in the sub-region, and between the southern Afric a 
microfinance community and global knowledge sources. Ove r the course of the BELO projec t 
focus will be emphasized on si x countries -Angola, Malawi, Mozambique, South 
Africa/Lesotho, Zambia, and Zimbabwe. 

Key Desired Outcomes of the BEL O Project 

The broad, strategic outcomes that this initiative will target are: 
1. Improvemen t o f cross-program contact and coordination, both within CARE and between 

CARE, its partners, and the wider microfinance community of practitioners; 
2. Identificatio n and dissemination of best practice standards in microfinance in the sub-

region, particularly those relating to intersectoral approaches for the purposes of 
enhancing livelihood security of the poor; 

3. Creatio n of broader learning pathways - bot h vertical and horizontal — in CARE and a 
formative evaluation of their effectiveness, establishin g for the first time in the 
organization an objective set of indicators and criteria for assessing the quality, speed, 
cost-effectiveness, an d strategic importance of these efforts 

More concretely and specifically, this 12 month learning and knowledge management project 
will result in : 

• Improve d capacity to learn from field operations and to incorporate that learning into 
operations i n other countries both in CARE and partner organizations 

• Enhance d and sustainable capacity in CARE and partner organizations to integrate 
industry learning and innovation into program designs 

• Improve d ability to document and replicate innovations in program design 
• Bette r ability to present data about program successes and impacts that are otherwise 

unavailable to CARE but also the wider microfinance community 
• Increase d ability to document lessons learned in ways that others can easily grasp 
• Enhance d competence in CARE and its local partners in six technologically marginalized 

southern African countries to share best practices with the microfinance industry. 



Overall Governance Structure for BELO Project 

The governance framework facilitates a collaborative relationship among accountable groups 
based on frequent and open communications. 

Strategic (Quarterly) 

Tactical (Monthly, Then Quarterly) 
I 

Operational 

- Responsibilities  -

- Promot e leadership and commitment 
- Se t strategic direction 
- Approv e strategic changes 

- Discus s benefit realization 
- Monito r project performance issues 
- Discus s and approv e changes 

- Day-to-da y operational responsibility 
- Mileston e and budget monitoring 
- Issu e identification, resolution and 

escalation 
- Manag e project team members and 

deliverables 

- Participants  -

- ED U Directo r 
- SWARM U DRD 
- Progra m Director, Private Sector Development 

CARE Canada 
- SWARM U Leadership Review (Informational) 
- KNOWSC O / Knowshare (Informational) 

- ED U Directo r 
- ED U Knowledg e Manager 
- Specifi c VS&L practitioners (Rotate) 

- I T Leadership 

- VS& L practitioners 
- ED U Knowledg e Manager 

- ED U Directo r 
- I T Coordinator 

Role of the Steering Committee Members 

The role of the steering committee members is to provide authoritative suppor t to the BELO 
project through the review of key communications, processes and the VS&L SharePoint site. The 
steering committee members will provide this support, review and validate to the BELO 
Knowledge Manager. 

Responsibilities of the Steering Committee Members 

The responsibilities of the steering committee members are captured i n the following points: 
• Asses s the impact of key program issues uncovered through the communication process 
• Provid e authoritative suppor t for key communication initiatives 
• Revie w and approve key action items resulting from program communication 

effectiveness assessments 
• See k program synergy by validating the projects and program deliver consistent, well-

timed program messages and results. 
• Revie w the VS&L SharePoint site 
• Assess , monitor and validate relevant content for VS&L SharePoint site 



• Assess , monitor and validate the relevant knowledge content themes for VS&L 
SharePoint site. 

• Atten d virtual meetings on a monthly basis 

Number of Members 

The Steering Committee will be comprised of seven members. Three of the members will 
remain throughout the duration of the committee: EDU Director, EDU Knowledge Manager and 
IT Leadership. The remaining four members will be comprised of participating BELO pilot 
project Country Offices. 

Key Principle s of Committee Composition 

The Steering Committee seeks to accurately represent the VS&L practitioners of the BEL O 
project. Whe n possible, equal male and female members will be elected to serve on the 
committee. Practitioner s will be nominated or should self select themselves to the committee 
when their experiences meet the relevance of the project's current focus. 

Frequency of Committee Virtual Meetings 

The Steering Committee will meet virtually (through MSN chat, Skype or conference call ) once 
a month. Thre e will be the minimum number of rotating members that need to be present at 
every monthly meeting to constitute quorom. I f two or more rotating members are unable to 
attend the meeting, the meeting will need to be rescheduled at the committee's earliest 
convenience. 

Duration of Committee 
The Steering Committee will be a rotating committee. Th e committee will last through the 
duration of the project. Th e ter m of each committee member will last for four months except for 
the initial two months where two members will serve two months. Ever y two months , two new 
members will be added to the committee. Practitioner s will not be able to serve two consecutive 
terms. 

Key Projec t Contacts 

Sybil Chidiac 
BELO Project Knowledge Manager and Economic Development Unit Technical Advisor of 
Knowledge Sharing and Learning 
schidiac@care.org 

Lauren Hendricks 
Economic Development Unit Director 
lhendricks@care.org 

mailto:schidiac@care.org
mailto:lhendricks@care.org
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Appendix 9.13. Snapsho t of Knowledge Sharin g Resource Cente r Website 
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VS&L Expert Locator 



Appendix 9.15. Monitorin g Plan 



Monitoring Plan - CAR E Knowledge Resource Center 
Sybil Chidiac 

Project Outputs Indicators Data source Method of data collection Person Responsible Time frame 

Meetings with IT staff an d 
Consultants 

#/ frequency of knowledge manager 
interaction with IT staff an d 
consultants 

Knowledge Manager Outlook 
calendar 

Microsoft Outlook calendar events Knowledge Manager 1st Quarter 

Needs Assessment Strategy of project implementation 
defined 

Strategy document Findings consolidated at Johannesburg 
workshop 

Knowledge Manager 1st Quarter 

Creation of resource center site Resource center site accessible on 
WWW 

Resource center site Type in httD://edu.care.orq on WW W Knowledge Manager and I T 1st Quarter 

Launch of resource center site Login, password information and 
instructions disseminated 

Resource center site Accessed Instruction posted on website Knowledge Manager and I T 1st Quarter 

Facilitation of resource center use Creation of knowledge manager Human resources approved job 
description, project budget 

Responses to Questionnaire or short survey Knowledge Manager 1st Quarter 

Increased knowledge of CARE 
VS&L programs 

Profile of individual interaction with 
KS application (frequency, # of docs 
per session, document rankings) 

Resource center site Survey on Resource Center Site Knowledge Manager 2 n d-4 t h Quarter 

Increased skills built around VS&L 
programming CARE-wide 

Specific VS&L programming 
innovations that can be traced to 
project knowledge sharing initiatives 

#/ % of proposals that leverage best 
practice VS&L knowledge content 

Practitioner emails 

Proposals 

Collection of new VS&L proposals and other 
internally produced documents or files -
saved on resource center site 

Knowledge Manager 2nd -4 t h Quarter 

Creation of a knowledge sharing 
culture among VS&L practitioners 

#/% of VS&L practitioners with 
identified knowledge sharing 
objectives in their lOPs 

#/% of VS&L practitioners who have 
met identified knowledge sharing 
objectives in their lOPs 

Practitioner lOPs Submission of Electronic files of Practitioner 
lOPs and emails 

Knowledge Manager 2 n d-4 t h Quarter 

Improvement of cross program 
contact and coordination pathways 

#/% o f VS& L practitioners with KS 
application 

#/% of project communications that 
are received 

Resource Center Site 

Email Communications 

Survey, Documented processes from 
Resource Center site 

Knowledge Manager 2 n d-4 t h Quarters 

CARE VS&L practitioners actively 
access and shar e information on 
site 

#/% of VS&L projects that leverage 
the standard, internal documentation 
templates 

Resource Center site Submission of documents on standard 
internal documentation templates to resource 
center site 

Knowledge Manager 3 r d-4 t h Quarters 

Higher number of winning bids Frequency/ quality of individual 
contributions, VS&L CoP-wide 
and/or by document 

Decrease labor cost per proposal 

Decrease expenses per proposal 

Resource Center Site 

Email Communications 

Survey, Documented processes from 
Resource Center site 

Knowledge Manager, VS&L 
practitioners and Competitiv e Bids 
Unit 

4th Quarter 



Monitoring Plan - CAR E Knowledge Resource Center 
Sybil Chidiac  

Decreased VS&L project start up 
costs 

Quality VS&L project design and 
implementation 

# of lessons learned contributions to 
the VS&L CoP that resulted in 
improved outputs 

increased quality from new ideas 
enabled by BELO KS initiatives 

#/% of proposals that leverage best 
practice VS&L knowledge content 

#/% of start up VS&L programs that 
employ best practice VS&L practices 

Resource Center Site 

Email Communications 

Observation, Survey, Documented proposals 
received on Resource Center site 

Knowledge Manager, VS&L Project 
Managers, EDU Director 

4th Quarter 

CARE's VS&L resource site 
contains knowledge readily 
accessible by CARE practitioners 

#/% of VS&L practitioners with KS 
application access 

#/% of VS&L practitioners that 
respond and utilize the feedbank 
form and respond to EDU requests 

#/% of VS&L practitioners that 
leverage the expert locator 

Knowledge Manager, VS&L 
practitioners 


