Training and Technical Assistance Planning

Jim Masters, February, 2005

Planning for training and technical assistance should show the thought process you used to arrive at the conclusion that training or technical assistance is needed, and also that you have figured out how to acquire whatever you need.  T&TA planning follows a traditional planning sequence of (a) identifying organizational or program needs, (b) sorting through the needs to determine which ones can be addressed by T&TA, (c) setting priorities and creating a description of what you will do – we use the Individual Development Plan and Group Development Plan formats, and (d) locating providers.

A.  IDENTIFY ORGANIZATIONAL OR PROGRAM NEEDS


1.  The first step is to compare where you are now with where you want to be.  The desired results you are trying to produce or the standards you are trying to meet may come from:

a. Your program’s plans, goals, principles, values, grant applications, or actions by your board.  

b. Federal or state requirements, performance standards or statutes.

c. Industry standards that come from associations.

d. Job descriptions or functional statements.

e. Regularly used curricula such as new employee orientations, new PC orientation on the budget process, etc.

f. Long-term development plans based on credentials or certificates, such as the CDA or the Certificate in Family Development for California State University at Hayward – based on IM-01-08.

You may obtain information about how you are doing with respect to any given norm or standard from: 

customer feedback, 

management meetings, 

PC or board meeting discussions or minutes, 

monitoring and assessment reports, 

employee performance evaluations, 

PRISM reviews, 

your PIR, 

evaluation reports, 

staff feedback, 

comparison with peers,

trends about your progress over time – are you getting better or worse.

and other sources.  

Needs identified by staff surveys are an excellent way to identify possible areas for training.  For an assessment of what your staff know about family development, you can do an online survey at http://www.cencomfut.com/assessment.htm or your can download the survey and print it out and complete it locally.  You can have the supervisor complete the survey or have individual staff members complete it.

B.  IS T&TA IS A POSSIBLE SOLUTION?

If there is a gap between where you are and where you want to be, you then have to figure out what the problem is and what is needed to fix it.  Training is NOT the solution for every problem.  Typical problems and fixes are:

a. We do not have the right policy; e.g. a new policy is needed.

b. We have the right policy but our process or procedure is wrong or absent; e.g. a new procedure or a new system is needed.

c. We have the right policy and procedure, but we lack the staff or equipment needed to do it, e.g. you have a resource problem that needs to be addressed.

d. We have the right policy, procedure and sufficient resources, but management has established other priorities or has assigned the task to the wrong people; e.g. you have a management issue.

e. Staff know what needs to be done and they know how to do it, they just don’t want to do it; e.g. this is an attitude problem.  If it is one individual this may require action by a supervisor.  If it is an entire unit or staff group it may require intervention by an organizational development specialist.

f. We have the right policy and procedure, the resources and the management commitment, BUT current staff does not have the right knowledge or skills.  The staff does not know how to do the job.  Finally, something that can be resolved through training!  The next section describes some approaches to T&TA.

T&TA can generally be used to change the level or type of Knowledge and Skills, i.e. to fill gaps.  In some situations, training can also help with Attitudes.   Professor Malcolm Knowles is the ‘father’ of adult education.  In his book The Adult Learner he says that says that training should be related to what the adult needs to do now -- it should have immediate application to their work.  Training should be connected to learning needs or tasks that the person understand and agrees are relevant.  So let’s look at some of the general situations where T&TA may be useful

1. If this skill building is needed only for one person or a few people and you already have somebody in-house who knows how to do this job, then you may be able set up a coaching, mentoring, training session or a technical assistance relationship using this person that already works for you.  Coaching and mentoring can work well when you have a person who can model the desired behavior and is willing to take the time to impart the knowledge or skills to another person.  People who do mentoring or coaching should get credit for it in their performance evaluations!  In-house training works well if your staff person can do the training in a half-a day or a day.  If you are talking about several days of training, the size of the time commitment is such that even if you are using your own staff to do the training you should consult a person who knows how to design and deliver training to maximize their effectiveness.  Or, at least send somebody to a train-the-trainer workshop.

2. If you have many people who need the new KSA, or if what needs to be done involves multiple tasks or complex systems, or if you are trying to bring in new knowledge or skills from another profession (e.g. social work, education, health care) then consider bringing a trainer to your site, or sending your staff to an outside training program.  

3. The training may be desired as part of a career ladder that is created.  A few examples from work done a few years ago by Bonnie Yee:

· Language Resource Aide, Language Resource Person, 

· Teacher I, Teacher II, Head Teacher, Area Supervisor

· Site Assistant, Cook, Lead Cook, Food Services Supervisor

· Full Inclusion Aide, Disability Services/Mental Health Assistant, Disability Services/Mental Health Coordinator

· Bus Driver, Support Services Assistant, Support Services Coordinator
Clerical/Data Entry Assistant, Program Secretary or Secretary/Treasurer
Family & Health Services Assistant, Health Services Coordinator

· Family Outreach Worker I, II, III

You can write training goals or learning outcomes for an individual or for a group.  You should describe the learning outcomes that are desired.  The learning outcomes describe the changes in Knowledge, Skills (applying knowledge) or Attitudes.  Here are a few samples of learning objectives that were derived from an old Head Start publication “Developing a Head Start Training Plan.”  There is no date on this booklet but the contract numbers suggest it was written in 1990 or 1993.  Although portions of it are out of date, the learning objectives are timeless (
Sample 1.  Staff who work with families will learn, practice and use in behalf of Head Start families the techniques needed to work as an interdisciplinary team: effective listening skills; group management and negotiation skills, as well as information sharing.

Sample 2.  The education staff will learn how to identify and carry out appropriate classroom and teaching strategies to work with children under stress, and to communicate effectively with parents living under stress.

Sample 3.  The Head Start Policy Council will learn about the Performance Standards and how to use tools such as the PRISM and Review Ready to do an effective self-assessment of the program.


So the sum total of all of the analysis about what the needs are, the conclusions about what training or technical assistance is needed by whom, and the decisions about who will provide it on what schedule is the “T&TA plan.”  There is no prescribed format for recording this information, although some of the Regional T&TA shops are providing samples in workshops (e.g., STG in RO IX)

The remainder of this paper provides three examples of individual development plans (IDP) and one of a group development plan (GDP).   Every individual can draft their own IDP, review it with their supervisor and budget managers as needed, and after approval put it in their personnel folder – and implement it!   Supervisors can draft a GDP for staff, the PC or a board.  Worksheets are provided after some examples for you to adapt to your program’s needs.  

Example1 (pages 4-8) is an Individual Development Plan for one staff person.

Example 2 (pages 9-10) is another approach to preparing an IDP.

Example 3 (pages 11-13) an IDP for a board member or a PC member

Example 4 (pages 14 – 15) is a Group Development Plan for a Board or PC

EXAMPLE # 1.  

 SEQ CHAPTER \h \r 1PREPARING AN INDIVIDUAL DEVELOPMENT PLAN FOR A STAFF PERSON  

Gary Stokes from Move-the-Mountain has a useful framework for thinking about individual development, which he calls “the sponsor agency as a model for human growth and development.”  The next paragraph describes it.

The people of the sponsor and the organization itself have to model learning. As we become more conscious of ourselves as models of human capital development, we realize more clearly that the sponsor cannot promote human capital development effectively unless it is developing its own human capital. The sponsor, then, helps people who want to learn, grow and develop. Only those people can help other people learn, grow and develop. Only those people can help us build a knowledge organization powerful enough to help people out of poverty, help communities solve problems and influence public policy.  Like all knowledge, gaining knowledge about staff and board development requires lots of effort, trial and error and years of commitment to building relationships with other people. But this knowledge is perhaps the most rewarding knowledge people can acquire, as any of us who have worked in a high functioning group of people can attest.

Ideally, the preparation of an Individual Development Plan begins with a comprehen​sive listing of the tasks that the person actually performs over a full cycle of all their activities.  The cycle may be a day, week, month or year-long, and it may include sub-cycles of varying lengths that are repeated.  This is called task-skill analysis, job performance analysis, or any of several other names.  The tasks are measured in terms of the amount of time devoted to each.  The degree to which each task relates to or underlies others is reviewed, i.e., what else depends on this task.  Other factors are devised and all of them are used to rate the significance of each type of task.  In a Head Start program, knowing how to recognize symptoms and provide emergency treatment for a severe disease may be of higher priority than showing a parent how to cleanse a minor scrape.  

After the task mapping and rating is finished, then the knowledge, skills and attitude (KSA) needed to accomplish each task are identified.  Knowledge includes ideas, concepts, or facts.  Skills include the ability to recognize when the ideas should be used and being able to apply the ideas to accomplish the desired purpose.  Attitudes include the value assigned to the task and the commitment or motivation to do the work.  

This review should also uncover capacities that underlie or that must be present to perform several different tasks.  By enhancing the underlying capacity the employee enhances their ability to do several tasks. 

Then the employer and the employee assess the employee’s knowledge, skills and attitudes against the list of what is needed to perform the task.  Where the employee is lacking a desired KSA, then the employer and employee create a plan to enhance the employees KSA.  

The methods and timetable are negotiated between the employer and employee, as well as whether the activities will be done on company time and paid by the employer, what will be done on the employees time and paid by them, or how the time and cost will be divided between them in some way.  

As a practical matter, comprehensive task listing can take several hours or days and it is rarely done.  Instead, the work program, job description and immediate perceptions of the work to be done are discussed.  The supervisor and employee will talk about "how things are going" and "where do we have problems" and "how can we improve things."  They will identify a few key priority areas where the employer feels the employee needs to bolster their performance and a few key areas where the employee wants to improve.

The employer and employee then decide how to bring about the desired changes through some combination of education or training.  Some types of education and training are provided by funders to enhance the operation of their programs, e.g. Head Start.  Other types of education or training can be purchased from local management centers, colleges or other vendors.  

Education and training can be a highly individualized activity, including self study.  It may be one-on-one, with the supervisor functioning as a coach.  It may be a more formal classroom setting.   Many sponsors pay for part or all of the cost of employees to acquire education from local schools.   

The most important thing about an IDP is that it be written down.  It can be retained in the employees' file and updated periodically.  Be as specific as possible about the KSA to be obtained, where it will be obtained, when it will be obtained, and who will pay for it.

An example is given here.  This contains more entries than would usually be the case for one employee in any given quarter or year, but we wanted to illustrate a range of possibilities.  

INDIVIDUAL DEVELOPMENT PLAN (draft format)

EMPLOYEE NAME: Jane Doe                      Date: tomorrow, 200X

PROGRAM/UNIT:  Head Start      

SUPERVISOR:    J. Roe     

FOR PERIOD:  May 1, 200x to April 30, 200Y

A.  JOB or TASK PERFORMANCE TO BE IMPROVED:
     TASK                     

METHOD                   
DATE
1. Recruitment



State Assn workshop          
June, 200x

2. Family Dev Principles

Summer Institute at               
Aug, 200x

     




Center for Cmty Futures

SPONSOR will pay training cost and travel for # 1 -- 2.

3.   Proper use of Form ZZ

Supervisor OJT           
Sep, 200x

B.  CAPACITIES TO BE ENHANCED.
4.   Learn to learn, and to absorb and apply new knowledge.

     Course on learning systems.     
Local college,      

Fall term, 200x

     SPONSOR pays 50% of employee’s tuition costs, for passing grade, up to $150 annual maximum, for job related training.  

5.   Teamwork & excellence
       
 Tom Peter’s seminar            
Attending in Nov

     
Employee is bearing entire cost but since it is related to her work it should be acknowledged. 

6.   Problem solving
     Latest techniques      Annual state assn Big Learning Conference    Dec, 200x

Ms. Doe wants to go to the State Association’s annual Big Learning Conference. 
All our employees get three days paid release time for agency-approved personal 
development; therefore the agency will pay her salary while she attends this two-
day meeting.  However the agency pays registration and travel only for 
supervisors; and Ms. Doe is not a supervisor and will therefore pay her own 
registration and travel.

 _______________________________         ________________________

Supervisor approves plan:   (Date)                  
Employee Agrees: (Date)


You could have more elaborate descriptions of outcomes, e.g. "be able to demonstrate three new uses or applications of X, and train at least two-coworkers in these uses."


There are many other diagnostic tools available for use in improving individual capacities.  There are many self-diagnosis "style" or "type" inventories.  The style inventories, e.g. the Management Style Inventory and the Learning Style Inventory, help people to assess patterns in their behavior that may not always be known at the conscious level.  They assess behavior.  There are dozens of different versions of these.  They can be purchased through the mail for $5 to $25 each.  Training Magazine (on news stands), your local chapter of the American Society or Training and Development or any organization in the yellow pages listed under Organizational Development can help you locate these.  They are usually self-administered, with a scoring code and explanations of what your scores suggest.  Occasionally you get a real "eureka" insight where the-light-bulb-goes-on.  


There are several different ways to draft the IDP.  You could have the employee draft the IDP and bring it to the super​visor for review and approval.  You could have the supervisor draft all of the IDP’s at once, including the Group Development Plan for his/her unit(s).  This would reflect their perceptions about what each individual needs to do to achieve overall goals.  


Most of what goes into an IDP covers one budget year, but notice we intentionally included an example in the IDP where the workers involved in a program that is two years long.  The two-year framework helps link the employee to the agency for that period and to show them how the major accomplishment will relate to their future work.  


Goodwill and trust are crucial to the development of an IDP, as the employee must be willing to admit to themselves and to the employer that there may be an area where they need or want improvement.  The employee must be highly motivated because unless they seek out and involve themselves in human development activity, it will not happen.  Unfortunately, KSA can not be injected.  It has to be desired by the person.  Adults only learn what they want to learn.  


Every employee could have an IDP, from the Executive Director on down.  The first IDP is the hardest one to write because it involves thinking about all the tasks to be performed and the capacities that are needed.  After the first one, they usually become cumulative in a step-by-step fashion.

BLANK IDP FORMAT (adapt to your own purposes)

INDIVIDUAL DEVELOPMENT PLAN
EMPLOYEE NAME: 




Date: 

PROGRAM/UNIT:  

SUPERVISOR:    





FOR PERIOD:  

A.  JOB or TASK PERFORMANCE TO BE IMPROVED:
     LEARNING OBJECTIVE                     

METHOD                   
DATE

1. 

2.     






3.   

B.  CAPACITIES TO BE ENHANCED.
     LEARNING OBJECTIVE                     

METHOD                   
DATE
4.   




 

5.   

6.   

 _______________________________         ________________________

Supervisor approves plan:   (Date)                  Employee Agrees: (Date)

EXAMPLE # 2.

Staff Development Guidance:  Individual Development Plan:

I think this was developed by Allen Stansbury.  In the same way that the parent is the primary teacher for the child, every employee is in charge of their own learning and career development.  They have the primary responsibility for figuring out what they need to know and what they need to be able to do to perform their job.  However, since people sometimes do not know what needs to be done next – conversation with a peer or supervisor can be very helpful.

Every year at the employee's annual performance review, the employee should draft their Individual Development Plan (IDP) and review it with their supervisor.  (An employee may of course meet with their supervisor to prepare or modify an IDP at any given time one is needed.)  This plan is one opportunity to identify the employee's career development goals or personal skill development goals. An IDP should be required before approval of staff development that costs the agency time or money, like education release time, financial assistance for classes/materials or attendance at off site seminars.   

After discussion, write the employee's career goal on the Individual Development Plan in the section entitled Performance Objectives. Write the employee's plans to meet this goal in the section Plan for Achieving Objectives. Their plan needs to include area of course work that will be taken in the upcoming year towards meeting their goal. Sign and date the form in the employee/supervisor signature boxes. Give employee a copy of the form along with their performance review.

A copy of the Individual Development Plan will be sent to the Personnel file, as well as the Training Manager (or other supervisor who coordinates training) for placement in the individual training file and for input in the training needs assessment. This document will be used as the basis for participation in staff development support systems and in individual counseling sessions with the Training Manager, as well as being reviewed during subsequent performance reviews.

Individual Development Plan

Employee Name: ________________________________________________________

Present Job Title: _________________________________________________________

Department: _____________________________________________________________

Period or Review:  From                          


To:

PERFORMANCE OBJECTIVES: Goals for further improvement in job performance during the next year in order to meet or exceed standards for the employee’s present job or to develop employee skills.

PLANS FOR ACHIEIVING OBJECTIVES: Specific methods by which the employee can work toward accomplishing the performance objectives (inservice training courses, college courses, rotation, special work assignments for training purposes, etc.).

I have participated in a discussion of overall job performance.

_______________________________________________

______________

Supervisor Signature






Date

_______________________________________________

______________

Employee Signature






Date

EXAMPLE # 3.  PREPARING AN INDIVIDUAL DEVELOPMENT PLAN (IDP) FOR A BOARD MEMBER OR A PC MEMBER 

This involves a slightly different set of issues than preparing an IDP for a staff person.  Board members are usually recruited because (1) they have some specific skill or because (2) they are part of a constituency and can represent a community or (3) they can represent a specific institution.  Sometimes, a person who is committed to your mission or your agency is recruited for the board and THEN they are helped to obtain the knowledge and skills needed to perform a board role.  So you can either recruit a person or "grow" a person to do a specific board function.  

There are dozens of generic workbooks for nonprofit boards that describe board members responsibilities for planning, fundraising and fiscal oversight, accountability to stakeholders, evaluating the executive director, etc.  There are courses at community colleges, management support centers and through associations on "how to be a board treasurer" or "parliamentary procedure."  These offer an inexpensive way for board members to improve their ability to carry out a specific role or assignment.  

For a description of individual board member roles and what a board member needs to know about a CAA, we commend your attention to the Community Action Partnership Board Manual.  This used to be a stand-alone manual and now has been reduced to a chapter in the CAA Executives Handbook.   This will help you identify the particular area(s) or topics on which an individual board member may want to initiate self-improvement.  These board materials help CAA Board members to understand the scope, complexity and developmental history of what a CAA is and does.  Most of this information can be absorbed in one reading or in a one-day workshop that provides an overview of CAA’s and their history.  Individuals may choose to help the CAA Board by focusing on one or more of its internal functions.  A few of the key areas listed in the Board Manual are listed here:

Leadership (officers, committee chairs)

Internal structure and operations; e.g., by-laws

Nominating, recruiting new members

Planning 

Personnel

Finance

Public relations, community relations

Staff and board development

Board members may want to specialize in one or more of the strategies that CAA’s use to bring about change in the community:

Community organization and development

Program coordination

Program development/implementation/oversight/monitoring

Advocacy, influence public policy

Solving specific community problems

Resource mobilization

Outreach, information and referral, case management

Direct social services

All of these are areas where individual performance can be improved through self-study, participating on other boards, classroom training, or through mentoring by other board members.  Finding out what the individual wants to do is very important.  As volunteers, if they don't enjoy doing it and don't want to do it, either they won't do it at all or they won't do it for long. 

Boards also need to be able to work with each other as a group, as a team.  Boards of small agencies almost never receive training in "effective teamwork."  Instead, "the way we do things around here" and other traditional modes of operation are passed on from the old board members to the new members, who are "socialized" into the board's existing approaches.  The new member usually has a difficult time in learning the jargon of the programs.  It takes a year or two for them to learn the vocabulary and acronyms associated with the programs -- during which time they usually slip unconsciously into the existing social structure.  This may or may not be desirable. 

Where a board already has a long-term vision, is aggressive and enjoys effective board operations, you want new people to "join the team."  If the board is stodgy, micro-managing day-to- day operations, or dominated by one or two people then it may be desirable to change the way the board operates.  This can almost never be done simply by sending one or two board members off to a training session.  Large changes have to be done with the entire board in the room.  What can be accomplished by training one or two board members off site is to show them "there is a better way."  They will then have to convince others that change is needed.  This "vision building" for an individual through their IDP can serve as a catalyst for change, but it is not the primary method for change in a group, nor is it the sum total of change for the group.  Having one or two board members get fired up about the need for change is a necessary condition, but it is not a sufficient condition.  This change has to be carried out with the entire board in the room, going through a developmental process.  

The "deductive" approach would be to build a list of all possible tasks and capacities for a board then check off which ones that individual will focus on and how you will help them improve.  The "inductive approach" would start with the individual and their interests and list the specifics.  An example of the latter type of a Board Member Individual Development Plan is given here.  

The Board member can take the lead in developing their own plan, or it can be done in conjunction with one or more other board members, and/or the Executive Director.  Similarly, the approvals of the plan will vary depending on its content and cost to the agency.

=========================================================== BOARD MEMBER INDIVIDUAL DEVELOPMENT PLAN (Draft format)

BOARD MEMBER NAME:  F. Smith                 
date: tomorrow, 200x

FOR PERIOD: May 1, 200x to April 30, 200y

A.  JOB or TASK PERFORMANCE TO BE IMPROVED:

TASK                          


METHOD                   
DATE
1.   Learn five new recruitment methods
United Way workshop      
Aug, 200x

2.   Bring back and implement six 

Assn Annual Mtg        
 Sep, 200x

     new ways we can use to 

     publicize our success stories.

     Agency will pay registration costs and travel for # 1 -- 2.

3.  Learn how different sectors in 

Attend workshop on

Dec, 200X

    community and on a tri-partite board 
Diversity and Partnerships

    can work together



At Assn Meeting

B.  CAPACITY TO BE ENHANCED:     
METHOD             

DATE

4.   Learn more about the history and

Attend workshop at

Sep, 200X

     mission of Head Start


Conference

5.   Learn to apply community      

Read.               

May, 200x      
problem-solving methods       

Meet with staff     

June


described in Board      

Report to plng cmte, 

July


Manual to two problems        

Select two probs.   

June


in our community.             

Get board approval  

July

                                  Initiate action    
Sep

_______________________________         ________________________

Board Member /date               

Board Chair/date

________________________________

(Optional) Executive Director/date

EXAMPLE # 4.  PREPARING A GROUP DEVELOPMENT PLAN

The preparation of a GDP requires that you:

1. Identify the group, and manage the membership of every individual in it.

2. Assess their needs, or identify the problem area where change is desired.

3. Prepare a development plan for the group.

Identify the group

After a task is assigned to a group if the group changes composition you may have to restart some parts of the task all over again.  This often occurs when there are changes in members in negotiating teams.  This idea challenges us to pay more attention to the initial composition of a group, and to the changes in the membership of the group.  In terms of group development, it highlights the need to make sure that we have the people in the room who are critical to the task.  And there needs to be an explicit process for managing the arrivals and departures of individual group members.  

There is a problem when no one knows exactly who is going to actually come to the retreat.  If the people who do arrive on time for a strategic planning meeting have to sit around for a half hour past the starting time to see who is going to show up then this is a group that needs to discuss its membership since it does not seem to know when the group is formed sufficiently to start work.  The composition of a group and the point at which it is recognized to exist as a group has to be managed.  Don't just let it happen by accident. 

A staff group may be a somewhat more captive audience, but there is always one person who can't sit still, or who can't tolerate being in the room with his/her coworkers.  Now this is the person who should be there, because this is probably a person who creates much of the dissonance in the office.  His/her presence is essential if real improvements are to be made in group functioning.  The energy will make any meeting exciting for everybody!

So the point here is to make sure you get the people into the process whose presence is significant for whatever it is that the process is supposed to create.  The other point is that any group is different from the sum of the individuals in it.  If the group members attend a particular course as individuals and then you ask them to use the results of that course in a group task, you will get a totally different result than if you had all of them attend the course together.  So sequencing their attendance to reduce the impact on the budget or to provide for coverage of the office is usually counterproductive in terms of the group using the new information in their team functioning.  Train them all at once. 

2.  Identify the need or the capacity to be developed.

How cosmic is it?  Are we talking total rejuvenation here, or improving the performance on a specific task?  Is this skill we are trying to develop one of doing a heart transplant or applying a Band-Aid?  Diagnosis is the first step in organizational development.  Where are you and where do you want to be?  What are the barriers? Setting priorities on the items that are relevant for your Agency is a policy issue and a management function, usually with input from staff and program participants.  

3. Develop your plan with the who, why, what, when and where included in it.  WRITE IT DOWN.  Here is an example of GDP.   You can use a standardized format like the draft one here, or you can just write a memo, or put it in your board minutes in the form of motions.   

EXAMPLE of a GROUP DEVELOPMENT PLAN

(Note: You can do one plan for each subgroup, or you can do a composite plan for several groups like this example)

FOR PERIOD:  May, 200X to April, 200Y

	A.  JOB or TASK PERFORMANCE TO BE IMPROVED:
	
	TARGET DATE

	1.  Enhance Board’s group decision making
	
	

	2.  Expand Board role in community problem-solving
	Orientation and practice
	

	3. Have PC assist in public relations activity for Head Start Recognition Week
	Obtain “how to” packet and train PC members in how to use it.
	

	4. Develop strategy for recruiting new Policy Council
	Obtain ideas from CCF Recruitment Manual. Staff will draft approach for discussion at Oct meeting.
	

	

	B.  CAPACITIES TO BE ENHANCED
	
	TARGET DATE

	A. Develop and implement agency self assessment system
	Program Directors
	

	B.  Learn to learn, and to apply new knowledge in the major systems in operation in the agency
	Use methods in Robert Kaplan’s book “The Balanced Scorecard” throughout the agency to enhance learning
	Begin process in:


_______________________________

Plan approved:   (Date)                  
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