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Your Needs Assessment Project:  Read After Completion of NA Class

	Introduction
	Now that class is over, you should have a more complete picture of your goals and deliverables for your upcoming needs assessment project.  No two needs assessments follow the same path; the guidelines below are offered as one option to help you get started.


	Focus of Needs Assessment
	Begin by revisiting the focus of your needs assessment.  You may have discovered during class that your original focus worked with your operational partner is too large, too vague, or raises constraints that make it unsuitable for your certification project.   At this point reassess your opportunity, problem, or strategic plan and work with your operational partner to redefine as appropriate or identify a new operational partner and goal.


	Finalize your Project Plan
	Working with your operational partner, revisit and revise the activity planner  on pp 1-101 and following.  Set dates and identify individuals to participate in interviews, observations, etc. 


	Progress check
	Send via e-mail or FAX a copy of your  revised activity planner to your mentor  for review and consultation before starting your NA activities. 


	Senior Manager Interview
	Plan, conduct, and analyze your senior management interview.  This may or may not be the same person as  your operational partner.  It may involve one or more senior stakeholder related to the original focus.  Follow the guidelines on pp. 2-4 and 2-5 to plan and conduct this interview.  Write up interview planner and analysis worksheets for project based on this interview.


                            _____________________________________________________________
	Adjust Project Plan
	Your senior management interview may have raised additional ideas or activities to pursue.  Adjust your activity planner as needed throughout the process. 


	Operational Data
	Review and analyze operational data: optimals, actuals and gaps.  Look for clues in the data as to potential places to seek out ways to close gaps.  Enter these data in the needs assessment data form (pp 1-59 and following)


	Additional Data
	Depending on whether you are doing work observations, more interviews, and/or surveys, collect additional data and organize for the report.


	Complete data form
	As you collect data on goals and metrics,  causes for gaps, potential interventions, fill in the needs assessment data form.


	Report
	Discuss findings and report with your stakeholder(s) during your project. Follow the format in Unit 6 to prepare your report.  If possible, submit your report to your stakeholder(s) prior to next class meeting.  


	Project Submission
	Submit a copy of your report and supporting planners to your mentor by  the date agreed upon with your mentor. 

Please bring additional copies for a presentation during your  PDET class for others participating in the certification based on your mentor agreement.    These will be passed out  the first day of the class so other certification participants can review them prior to your presentation. 

______________________________________________________________
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