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Project activity description
General statement

All Creating Local Connection activities described in this document are based on the original project description document put-up with the information gathered at the planning meeting in Senegal. All activity components are entitled to be revised localized or adapted by the project’s national coordinator with the support and supervision of his/her respective lead partner organization and/or global project coordinator. 
Project Component 1

Information and Communications Technology (ICT) Capacity Building

ICT curriculum development: D.C. based curriculum development organization Kabissa will gather and put together the project’s curriculums. They will use and adapt their existing youth ICT curriculums with leadership and entrepreneurship components collected from various external sources like Making Cents. These curriculums will include workshop outlines, guidelines, content, and evaluation tools. 

TakingITGlobal curriculum development: A short course will be developed by TakingITGlobal towards the familiarization of the participants in the use of its online community tools like blogs, discussion boards, podcasts, databases, instant messenger and Live Chats. This course will be given as a required component of the first capacity building activity – ICT basics. This curriculum will include a workshop outline, tools and guidelines.

Curriculum appropriation and localization: Before the project’s cycle of activities starts, national coordinators, with the support and supervision of his/her respective organization and the global coordinator, will have to work at familiarizing with all curriculums and adapting them to their respective reality. For this, they will have to take under consideration the targeted audience: level of education, language, age, environment, social and financial status, etc. The coordinators will also have to fully understand and master the curriculums. A constant and appropriate communication with his/her organization and global coordinator will enable this

Young trainers/co-facilitator recruitment: Each coordinator can decide what they will need as of extra trainers and co-facilitators. The coordinating budget allows the coordinator to bring along a person to give out the trainings with. Some more advanced trainings might require some kind of professional support but it is to the coordinator’s discretion to decide what he needs are in attaining activity objectives. This human resource need should be fully assessed and organized at the very beginning of the project’s implementation.

Building of a technology-enabled infrastructure and material database: Each national coordinator and his organization are responsible in securing a constant and full access to technology-enabled infrastructures for both the constant coordinating tasks but also for all activity implementation. While building themselves a regional network of youth organization interested in hosting the capacity building activities, national coordinators will have to assess their capacity in hosting such technology-driven activities. (Access to the Internet, computers, meeting/training rooms etc.) As for the material, the coordinators will have to analyze their own needs as it may vary. This will depend on the region, the activity and the material hosting and lead organizations can provide. The coordinators should make sure to keep a clear and detailed database of all his/her network organizations, what they have and what they don’t have to allow a successful training session. This will also come in useful for hosting other activities like the National Youth Meeting.
Recruitment of young participants: This is something that should be planned out well in advance with the help of participating network organizations within the region. Quite a few project activities require recruiting quite large numbers of young participants and since this is most activitie’s key success factor, it should be given much consideration. A major role that the regional youth organization network and TakingITGlobal’s online community will play is to provide direct contact with many groups of youth that are already somewhat involved. Also, it is important to note that it would be best if the recruited participants commit to the entire series (3 week-end long trainings) since each new level of training will require specific technological skills taught in the previous training.

Training of trainers

	Target Audience
	· National coordinators and network ICT oriented organization representatives.

	Objectives
	· Familiarize participants with the content of each of the three courses

· Familiarize participants with TIG online tools

· Review general facilitation skills

· Practice delivery of workshops

By the end of this course, participants should be able to:

· Successfully, independently run their own capacity building workshops. 

· Train other people to run the workshops.

	Occurrence
	2 sessions throughout the entire project. Each needs to be offered to different network organization representatives. The first one should be done after the coordinator has successfully given out the 3 technology trainings so that he/she masters it enough and has fixed all problems.

	Course format
	A five-day face-to-face workshop at the lead organization office or surroundings. Three days to cover the content of each of the three workshops (less to master the skills than to understand the curriculum), one day for facilitation skills and TIG online tools, and one day for practicing/dry runs. Some eLearning component is possible.

	Infrastructure and materials needed
	· Reference materials on general facilitation skills

· TOT workshop lesson plan

· Evaluation forms

· Specific ToT tools (PowerPoint presentations, documentation…)

· Meeting room or computer lab

· A sufficient amount of computers with internet access

· Projector and screen

· White/black board

	Human resources
	· National coordinators

· Network organization representatives (participants)

· Young expert trainers or co-facilitators

	Budget
	See detailed project budget

	Other Notes
	· 


TakingITGlobal online tool training

	Target Audience
	· Youth participants in basic ICT training, youth at Open Forums and National Meetings

	Objectives
	· Familiarize participants with website navigation

· Familiarize participants with what the website can offer them

· Familiarize participants with TIG online tools

By the end of this course, participants should be able to:

· Create their own member profile

· Navigate the site, easily find what they are looking for

· Successfully, independently teach other peers to use TIG online tools and promote site

· Use online community tools like blogs, discussion boards, databases, Global Gallery and Panorama uploads, instant messenger, Live Chats etc.

	Occurrence
	On the Friday evening at all basic ICT trainings 

	Course format
	A 1-2 hour session where the first half will be a presentation and then followed by hands-on site navigation exercises and member profile creation.

	Infrastructure and materials needed
	· Reference materials on TIG website

· Promotion material

· Specific presentation tools (PowerPoint presentations, documentation…)

· Meeting room or computer lab

· A sufficient amount of computers with internet access

· Projector and screen

· White/black board

	Human resources
	· National coordinators

· Young participants

· Young expert trainers or co-facilitators

	Budget
	See detailed project budget

	Other Notes
	· 


Basic ICT training
	Target Audience
	Youth Participants with minimum computer skills

	Objectives
	· Become familiar with basic office suite software functions

· Creating reports and letters in Word

· Creating simple budgets or data tracking spreadsheets in Excel

· Become familiar with basic Internet skills

· Common browser functions

· Basic e-mail skills

· Search

By the end of this course, participants should be able to:

· Create a letter using Word

· Create a budget using Excel

· Read and send emails

· Add and download attachments in e-mail

· Use search tools to find information relevant to their work

	Occurrence 
	6 sessions throughout the entire project. See GANTT diagram for more details

	Course Format
	Two-day and a half workshop – the first half-day on TIG website and tools, one day on basic office suite, one day on basic Internet. From Friday after-noon to Sunday night. These sessions will be offered in a network organization’s locality and so participants are expected to live in the area. We will not provide lodging, transportation or food.  



	Infrastructure and materials needed
	· Reference materials to hand out (and/or post online?), worksheets

· Projector and screen

· Meeting room or computer lab

· Sufficient amount of computers with basic office suite software and internet access

· White/black board

· Evaluation and research tools/questionnaires

	Human resources 
	· National coordinators

· Youth participants

· Young expert trainers or co-facilitators

	Budget
	See detailed project budget 

	Other Notes
	· 


ICTs in Leadership Trainings

	Target Audience
	Youth participants- Ideally the same participants as in the basic ICT training- Basic ICT skills required

	Objectives
	· Build practical ICT leadership skills among youth.

· Team building
· Media relations
· Public speaking

· Decision making
· Project management.
By the end of this workshop, participants should be able to:



	Occurrence 
	4 sessions throughout the entire project. See GANTT diagram for more details

	Course Format
	Two days and a half workshop. All 3 trainings (ICT, ICT+L, ICT+E) occurs in the same area to enable youth participants to undertake the entire series

	Infrastructure and materials needed
	· Reference materials to hand out (and/or post online?), worksheets

· Workshop script for trainer

· Projector and screen

· Meeting room or computer lab

· Sufficient amount of computers with basic office suite software and internet access

· White/black board

· Evaluation and research tools/questionnaires

	Human resources
	· National coordinators

· Youth participants

· Young expert trainers or co-facilitators

	Budget
	See detailed project budget

	Other Notes
	· 


ICTs in Entrepreneurship Training

	Target Audience
	Youth participants- Ideally the same participants as in the basic ICT training- Basic ICT skills required

	Learning Objectives
	· Become familiar with ICT tools commonly used in business/management

· Basic powerpoint skills

· Strategic/Business Planning

· Social plan development 

· Financial Management

By the end of this workshop, participants should be able to:



	Occurrence
	4 sessions throughout the entire project. See GANTT diagram for more details

	Course Format
	Two days and a half workshop. All 3 trainings (ICT, ICT+L, ICT+E) occurs in the same area to enable youth participants to undertake the entire series

	Infrastructure and materials needed
	· Reference materials to hand out (and/or post online?), worksheets

· Workshop script for trainer

· Projector and screen

· Meeting room or computer lab

· Sufficient amount of computers with basic office suite software and internet access

· White/black board

· Evaluation and research tools/questionnaires

	Human resources
	· National coordinators

· Youth participants

Young expert trainers or co-facilitators

	Budget
	See detailed project budget

	Other Notes
	· 


Evaluations and reporting: Every 4-6 weeks, the national coordinators will have to take the time to compile all research data, evaluate all recent activities and properly report all coordinating activities and expenses to the global coordinator through a short written document and document templates. As for the collected data, it will be required that it is compiled in one document and sent to the global coordinator through the use of a specific portal on the TakingITGlobal website. CLCWA set lead partner organizations are also expected to be kept in the reporting and information loop through their own reporting system. With all the data received from the national coordinators, the inputs from the advisory board meetings and his own coordinating activities, the global coordinator will also, monthly, report back to all lead partners and organizations through the form an internal newsletter. This newsletter will hold not only a brief overview of everyone’s activities but also will highlight successful working methods, events, things to reconsider, possible improvements etc.
Project Component 2

Regional networking of youth

This project component focused the provision and facilitation of virtual and in-person networking opportunities. Through regional networking, the CLC West Africa project will contribute to reducing identified technical, geographic and cultural barriers to peer-to-peer communication and learning.
Development of a national network of youth and ICT oriented organizations: Very early in the project implementation, national coordinators will be ask to start building a network of youth-led/oriented organizations within their respective country. For this, they will have to present the CLCWA project and its implementing organization TakingITGlobal to these organizations and facilitate their adhesion to its organization database. Network organizations will then have a powerful way to promote their organization’s activities, youth opportunities and learn about what others are doing. At the same time, youth will have access to more local opportunities and resource center. Other than this, building such a network, as early as possible, will allow the national coordinator to start promoting CLCWA-specific capacity building, research and networking activities for potential participant recruitment. It will also give them a good idea of what organizations have the appropriate technological infrastructure to host capacity building activities. 

Development of a national network of ICT oriented youth and professionals: Simultaneously to the above activity but through networking, collaborating and working with youth organizations within their respective countries, national coordinators will be asked to develop a list of various young ICT professionals or ICT oriented youth as potential consultants or volunteers. They will also be asked by the coordinators to create their own TIG member profile and join all CLCWA and network projects, events and activities. They will not only be very useful as expert support and co-facilitators for running project activities but also for other organizations to find similar support. Finally, this activity will surely be very handy when the time comes to see a group of people involved in the project build a sustainable group.

Online Internal and External newsletter: With all the data compiled every 4-6 weeks, the global coordinator, will the help and submission of national coordinators and regional TIG members, will publish a public online newsletter that will be sent out via email to all national network organizations, all regional TIG members and involved individuals and organizations. This newsletter will not only permit national youth to be informed and involved in local activities, events, opportunities etc, but also to become aware of these same elements throughout the entire West African region. Simultaneously, the project page will be fully updated by the global coordinator using news, contest submission, photos and other elements found in this publication. 

Offline newsletter: The content of the paper newsletter will be the same as the online but it will simply enable youth or organizations that do not have constant or easy access to the internet to have the opportunity to stay informed on all aspects of the project. The electronic version will be sent to the national coordinator who will take the necessary steps in distributing and/or printing it. 

Youth online live chats: A week after the on/offline publication of the newsletter (12 occurrences in total), the project team will host youth online live chats via the TakingITGlobal website chat tool. External experts or advisory board members will be invited as guests. The previous newsletter and national coordinators will promote the event, its theme and time through the network of organizations and individuals. 

Research and documentation on monthly themes: Every month, the project team, in relation to TIG’s Featured Themes, will agree upon a theme that will influence and guide regular activities like Open Forums, Online chats, contests, discussion boards etc.  The global coordinator, with the help of national coordinators, will research and document the issue/subject and will send out a resume of the information to all project members and organizations through the newsletters.

Open Forums: Open Forums will be an addition to all face-to-face activities throughout the entire project but will not required to be run under a set schedule. They will be highly influenced by the monthly theme as mentioned above. National coordinator, with the help of their co-facilitators, will host these 1 or 2 hour long forums at the end of activities involving participating youth (trainings, national meetings, conferences etc.)

National Youth meeting: Planning and logistics:  Since this is a bigger scale activity, 10 weeks before the actual event, national coordinators will be asked to start planning and developing the logistics of the event held within their country. This means making the necessary contacts, finding a venue, writing the event planning documents etc.

National Youth Meeting: Pursuing In-Kind support: This event will require lots of planning, collaboration, infrastructure space, material and human resources. Our present budget does secure most of the essential event expenses but it is also essential for this event’s success to have some in-kind donations. Those could be free or reduced meeting space, promotional or meeting materials, guest experts, prizes, lodging etc. 
National Youth meeting: Programming and participant recruitment: 5 weeks before the event, national coordinators will have to write a proper, detailed program where all needs will be easily assessed and taken care of. This program will also be useful to circulate within the national network to recruit both participants and the necessary experts or volunteers.

National Youth Meeting: At a set but somewhat flexible date, this event will occur twice within the entire project. National coordinators will have to secure all aspects of the event by themselves or with the help of volunteers or interns. The event is given 10 weeks of preparation although things can get started beforehand. The actual event duration will be of 3 days including participant’s transportation time. Ideally, participants would arrive in the morning of a Friday and leave Sunday after-noon. This meeting will give a great opportunity for youth and organizational networking, capacity building activities and discussions on relevant local issues.

Project Component 3

ICT Connectivity Research

The third project component requires intensive national and local level customization. It consists of identification and execution of activities, appropriate to economic, political and social contexts, aimed at increasing the levels of accessibility and connectivity to ICTs. This data collection will focus on learning about various types of barriers (geographic, financial, cultural etc…) to internet connectivity.

ICT connectivity research and questionnaire development: First off, a methodology will have to be developed by the coordinating team to see exactly how the research will take place and what the guidelines to its implementation, data compilation and evaluation will be. To this, an extensive but user-friendly questionnaire will be developed with the inputs of the project’s members, advisory board and network partners. Already existing ICT researches will have to be taken in consideration and used as a base to the questionnaire’s development. This questionnaire will have to be fully developed and localized before the beginning of project activities.

Online regional ICT connectivity research: Throughout the entire length of the project, the entire coordinating team will undertake an extensive ICT connectivity research. National coordinators will hold the mandate of researching already existing online related reports, circulating the questionnaire and collecting its results through his/her online national network and posting research highlights on the country’s TakingITGlobal project page and country portal. The project team will also use online activities like Live Chats, Open Forums and discussion boards to collect member’s inputs on the issue.

Online Global ICT connectivity research: This research, also undertaken by the entire project coordinating team, will enable the collection of data, available online, that will be used as a complement and comparison to nationally collected data. It will also permit the team to build a database of online resources and organizations that could benefit from the project’s collected data and overall research results and outcomes.

Offline ICT connectivity regional research (questionnaires): During each project activity, national coordinators will hold the responsibility to pass out a hardcopy questionnaire to all participants and leaders. This will consist of the main ICT connectivity research activity. The coordinators will also take specific notes in the field and with the cooperation of their country network organization representatives. 

Information collected, analyzed and compiled into a hardcopy report: The filled questionnaires will be gathered and its information compiled at the end of each month of activity through a set report template. Further to this, national coordinators will electronically send the results to the global coordinator that will gather, compile and archive the information for the entire region. The Project Coordinator, supported by the TakingITGlobal’s institutional knowledge around research, will gather, analyze and prepare all data towards the final publication.

Distribution of report to national and international networks (off/online): The report will further be shared with government officials, ICT oriented organizations, the communication public and private sectors, local media and TakingITGlobal’s World Summit on the Information Society affiliated networks. This report will also be published and distributed online as a PDF file to the project’s entire local and global networks. 

Project Component 4

Regional Youth Awards Process

Advisory Network Development: The global coordinator, with the help of the national coordinator’s network of local and global contacts, will build up a network of active advisors. For this, national coordinators will send a list of individuals they see as potential project advisors, which will be added to the already existing list of TakingITGlobal recommended contacts. Then, each potential advisor will be approached through an invitation letter from the coordinating team. Project advisors should have extensive knowledge and experience of any of the project’s components and be willing to offer an active and constant participation. They will also have to participate in bi-monthly advisory board online meetings.

Awards sponsor recruitment: Although the project’s budget holds funds for 6 contest prizes, it will be necessary for the entire project team to search and recruit individuals, organizations, enterprises or governmental agencies that will agree to support contest winners through cash or material prize donations. The actual amount of funds in the budget to this effect is not sufficient enough to offer appropriate and useful youth media art or social enterprise plan development prizes.

Monthly theme development: TakingITGlobal use a predetermined list of bi-monthly themes that affects many website currations. All project activity that evolves around on/offline discussions and peer connections like Open Forums, discussion boards and especially contests, will be influenced in a similar way. Every project newsletter will have a specific theme that will be determined by both actual local issues and TakingITGlobal’s monthly themes. Before the publication of the first newsletter, the coordinating team will set up a list of featured themes that will run until the end of the first 12 months of activities. This list will be available online.

Contest participation questionnaire: The global coordinator, with the inputs from national coordinators will put up a document that will let them learn more about the applicants and their submissions. This document will also hold the contest information and submission guidelines. It will be available both on the project’s online webpage and as a printed document distributed to all network partner organizations.

Bi-monthly youth awards: In an effort to recognize, reward and further encourage youth achievement in West Africa, CLC West Africa will include an ongoing awards process called the West African Regional Youth Awards. Award competitions will run bi-monthly, focusing on different areas of accomplishment. The CLC West Africa Advisory Group will serve a duel capacity of awards judging panel, with the potential of additional judges with corresponding areas of expertise to the award category. Contest themes, specific guidelines, overview of submissions, runner-ups and winner will be announced in both the online and offline newsletters.

Questionnaire info is compiled, analyzed and diffused within the networks: On a regular basis, the global coordinator will compile all collected submissions, analyze and redistribute the results and statistics to the entire CLCWA network. Through this, the coordinating team will be in position to guide and recruit young participants as they will gain knowledge of local youth expression and ambitions.

TakingITGlobal Online CLCWA features

Development of CLC-WA online network: This project’s most predominant component is the development of an online network of youth organizations, events, professional/personal opportunities and young inspired individuals. Being the most popular and active youth online community in the world, TakingITGlobal will be the network’s central structure. The entire project team will, throughout all activities and the entire length of the project, work at promoting new youth and organizational memberships through emails, website posts, presentations at Open Forums, trainings, meetings and other face-to-face activities. 

Development of project/activity-specific TIG email lists: With the technical support of TakingITGlobal, each national coordinator and the entire coordinating team as a whole will build several project or activity-specific emailing lists. Each coordinator will build as many emailing lists as required. For example, these could be lists of Youth Awards participants, national youth-oriented partner organizations, ICT professionals, capacity building activity participants etc. The email list will serve as a direct way to inform and involve specific people to specific project components at a national and global level.

CLCWA specific curration development: Each national coordinator will be responsible for his/her own TakingITGlobal country currations. For this, they will have to put-up their country’s CLCWA project page, promote and maintain their country site, frequently update all site components with new discussion treads, photos, events, activities, reports, featured local member, inspirational stories etc. On his side, the global coordinator will do the same but on the global CLCWA TakingITGlobal webpage. It will contain the same type of updates but will use highlights from all 5 countries and issues that concerns all the countries of activity.

Monthly nat. coordinator country page updates; This activity is comprised in the above activity but it is a set activity that will occur monthly and coincide with the publication of the monthly newsletter. The entire coordinating team will have to do so, not only at the set date but also, as updates are needed. It is a very ongoing activity. All coordinators will have to take in the habit of doing so regularly.

Monthly CLCWA online Newsletter: As it was described further above, on a regular basis, a global newsletter will be published both online and offline. Its online venue will take place as a webpage on the TakingITGlobal website and will be put-up and posted by the global coordinator using the outcomes and inputs shared by each national coordinators.

Reports and Evaluations

Project reports to takingITGlobal and OSIWA: At the end of every month, the global coordinator will compile all the information gathered from all 5 national coordinators from all project activity outcomes and will write a report to both OSIWA and TakingITGlobal. This report will also be shared with the advisory network, national coordinators and lead partner representatives.

Interim project evaluation: At the end of every 4 months of activity, the entire coordinating team will mobilize a week of their time for an interim evaluation. This evaluation will consist of gathering all major activity outcomes and highlights for each of the 5 countries and put it together as one global project report, which will be reviewed and evaluated by OSIWA, TakingITGlobal, CLCWA advisory networks, and all coordinators. The purpose of this is for everyone to have the opportunity to take a step back and look at the accomplishments, successes, problems and improvements of the project. This will help the coordinating team to adapt, add, modify, concentrate or cancel any project components with the project’s objectives in mind.

Final project evaluation: After the 12 months of activity, the global coordinator will, with the help of national coordinators, advisory network, OSIWA and takingITGlobal, work at a final project evaluation. This will not only be intended to the implementing organizations as an end of project evaluation but also to serve as a guidebook to the project’s local sustainability. It will be compiled in an extensive document that will also stay available online and that will be circulated around the CLCWA network.

Sustainability

The CLC West-Africa project will prove to be financially sustainable once the imminent 15 months of funding ends through global, national and local interdependent and independent means

Ongoing assessment and financial sustainability plan development: Throughout the entire length of the project, both the global and national coordinators will hold the mandate of continuously and rigorously assessing and pursuing the project’s sustainability. The entire coordinating team will hold responsibility of attaining full sustainability once the initial funding runs out. Many activities will be brought up during the project where leaders, partners, members and advisors will run entire brainstorming, informative, consulting and planning sessions on the issue. It is even a possibility that online fundraising courses are offered to the coordinating team as an ongoing capacity building and financial sustainability activity. Finally, in the last month of initial funding, the coordinating team will put up a full project sustainability plan that will be localized to each country.

 Lobbying: This will be a key activity for everyone involved in the CLCWA project. Lobbying towards, sponsorships, donations, funding, partnerships or any general collaboration will be an activity that the coordinating team will have do very early in the implementation but also throughout the entire length of the project. It will be useful for the support of specific activities, the development of the CLCWA network or the entire project’s long-term sustainability. It would be recommended to include lobbying activities to the monthly reports.

Research for ongoing multiple regional donors: With the help of external resources, lobbying and networking, the entire coordinating team will research and build, individually and as a team, multiple regional donors. Coordinators will be asked to make contact with possible donors through the internet, local events and by visiting private, public or governmental organizations that could possibly because ongoing donors.

Research for ongoing multiple international donors: The global coordinator and national coordinators will also have to run similar research and partnership activities with the objective of securing ongoing financial means by approaching and connecting with international donors.

Partnership development through national network: Mostly through the development of the national CLCWA network, national coordinators will develop and maintain strong partnerships with local organizations, agencies, enterprises, professionals and individuals. These partnerships will be the cornerstone to the entire project sustainability. Strong project partners will serve as hosts, support, advisors and will play a key role in most sustainability features. Concrete partnership development activities should be also included in the monthly internal reports.

Bi-monthly coordinating team netmeeting on sustainability: 6 times throughout the length of the project, the whole coordinating team with a few advisors and project partners will meet online to discuss the sustainability issue and follow-up on its progress. For this activity, coordinators and guests will be asked to prepare and gather their findings, ideas, concerns and questions. It will take place in the CLCWA dedicated chatroom on the TakingITGlobal website with a one to two hour duration.

Development of a country database of available ressources (human, material etc.) development: In the last few months and with a direct use of the national partner network developed throughout the project, national coordinators will put up an extensive list of all hosting organizations, technology-enabled infrastructures, ICT professionals, facilitators, sponsors and involved youth. The coordinators can, as the project unfolds, gather resources they have used into a clear list with contacts, addresses, descriptions and the way the resource was used.

Country team develops into a sustainable and independent entity: By the end of the 12 months of project-funded activities, each coordinator, with the constant help of the global coordinator, advisors, lead partner organizations and network partners, will have developed a sustainable way to keep running the activities, even when the initial funds runs out. This will definitely be a critical component of the coordinator’s mandate and they will have to constantly keep this in mind as the project unfolds. A proper sustainability will have to be developed in the last 2 months of project activity. The evaluation month at the end of the project will be the transition period to full sustainability.

