MUNICIPAL EXCELLENCE network
PRACTICE COLLECTION FORM


General Information 
	Date 
	November 19, 2010

	Name of Practice
	     

	Name of Municipality
	     

	Your Name and Title
	     

	Phone Number
	     

	Fax Number
	     

	E-mail for Practice Contact(s)
	     

	Mailing Address

	     



INTRODUCTION  

When completing this form, use your own words and share your practice in a story format. Please do not include any derogatory comments. Use paragraphs and bullet points to organize your practice. This is not a business case but instead is intended to be informative for your peers, showing them the processes and outcomes of your practice. Be sure to focus on what you learned so that it is helpful to the reader.  Click on the grey boxes to type in your answers.  The boxes will expand as you type.

THE ISSUE
	Question
	Answer

	Abstract:
What is the practice you developed or are developing (brief abstract)? 

Please briefly describe the final practice developed. (e.g. if you developed a new Council agenda, list the agenda items, or if a new communications plan was created, provide a summary of the plan’s goals, objectives and highlights.)
	     

	Need:
Please describe (just a couple of sentences or bullet points) why you needed to create this practice (policy or process). 

What issue made it necessary? (e.g. “We needed a comprehensive plan to deal with…”, or “We needed an annual forecasting tool because…”)
	     


CREATING YOUR PRACTICE
	Research:
How did you obtain information to help design your practice (including consultation with stakeholders, formal and informal research)? 

Please include any research documentation you can share, or give us a source reference (e.g. Web site, literature, “We reviewed the bylaws from other municipalities in the area…”).
	     

	Process:
How did you go about designing your practice? For instance, did you create a team, hire a consultant, borrow something ready-made from another jurisdiction?

Describe briefly who did the design work and what process they followed.
	     



GETTING APPROVAL FOR YOUR PRACTICE
	Authority:
Whose/what approval did you need to create and implement the practice?
	     

	Reporting:
How did you inform the decision-maker(s) about the practice and your need for their approval?

Please note the name of any documents provided to the decision-makers that you would be willing to share.
	     

	Consultation:
Did you consult with stakeholders as part of your approval process? 

If so, how? If possible, attach a copy of templates, surveys or other documents you used as part of your consultation.
	     



IMPLEMENTING YOUR PRACTICE 
	Plan:
Describe the process you went through to implement the practice. If you used an implementation plan, please note it here.
	     

	Policy:
What changes to bylaws, regulations or procedures were needed to implement this practice and how did you deal with them?

Please attach a copy of the change in bylaw, policy or procedure.
	     

	When:
When did your municipality begin to use the practice? Was it implemented all at once or in stages?
	     

	Who:
Who was responsible for implementing the practice?

If someone else is responsible for ongoing management, who is it?
	     



Resources Required
	Budget:
How much did it cost you to design and implement your practice (i.e. We saved/spent $XX per year)?

What are your ongoing operational and capital costs, if any?
	     

	Staff:
What human resources did you need to design, implement and manage your practice? (e.g. “It took X staff member(s) X months on this” or “This is part of normal staff duties.”)
	     

	Infrastructure:
What “capital costs” (such as information technology,other equipment or building assets) did you need to design, implement, manage, and/or evaluate your practice?
	     



EVALUATING YOUR PRACTICE
	Formal:
If you did a formal evaluation (e.g. user satisfaction survey, analysis of annual expenditures or number of rate payers served) for your practice, please describe the evaluation tool and the process used.

Tell us who was involved.
	     

	Informal:
If you did an informal evaluation, describe what you did (such as discussing the practice with people in the office or on the street, or letters/comments received).
	     

	Performance measures:
Please list the performance measures for this practice (i.e. reduced number of complaints, money saved, or change in equipment life expectancy.)

Please list the process you used for measuring performance, (i.e. We do annual surveys on…) examples include:
· collecting data
· establishing a baseline
· applying the measures
· results
· follow up
	     

	Changes:
(a) Based on the evaluation (formal or informal), describe any changes you have made, or would like to make, to your practice as a result. (e.g. “After implementing this practice, we decided that it would be better if…”)

-or-

(b) Has your practice met your expectations and if so, how?
	     



LESSONS LEARNED / BENEFITS RECEIVED
	Benefits:
What are the benefits of this practice to your municipality? (eg. Preparation of Council agenda packages now requires less time, etc.)
	     

	Key Lessons:
What key lessons have you/your municipality learned through the process of:
· designing;
· obtaining approval;
· implementing; and 
· evaluating your practice?

Include any problems, surprises, and unanticipated benefits. (e.g. “We realized that we needed to spend more time…”)
	     

	Advice to Municipal Peers:
What advice would you give to another municipality that is considering adopting your practice? Is there anything you might have done differently?
	     



PRACTICE UPDATES
	New Information:
There may be some new information to add since this practice was first posted. This is especially true if: 
· a new process has been implemented in your municipality;
· there are new practice evaluation results; or
· there has been a change affecting organizational direction. For example, explain how new economic conditions or a new vision/strategy affect the practice.

Please indicate those changes here. Don't forget to list any new documents that may be useful to your peers. Then go to "Other Information" to attach the new documents.
	     



OTHER INFORMATION
	Suggestions:
Please list relevant information sources that others might use or you would be willing to share (courses, Web sites, literature, experts).

	     

	Documents & Attachments:
Please list any documents you would be willing to share with others interested in your practice (e.g. a bylaw, a policy, approval documents, templates).

* Note:  Most documents can be electronically attached to your practice in the MEnet database.  If only a paper version of your document is available, please send it with your completed Practice Collection Form.  We will scan it and attach it.
	     

	Nominations:
Do you have any suggestions of other individuals or municipalities with municipal practices that we should add to the Municipal Excellence network? Please list their practice, municipality, and contact information. 

Or, e-mail menet@gov.ab.ca and let us know about a municipal colleague that has a really good way of doing things.
	     



COMMENTS
	Have we missed something; anything you’d like to add to the areas we have touched on, or an area we have not mentioned?
	     



Thank you for your contribution to the Municipal Excellence network. Please return this form as soon as you are able.


