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Needs Assessment Prework:  Complete prior to class

	Introduction
	We have found that pre-class preparation to define your performance assessment project prior to attending class will optimize the benefits you gain from your in-class project and its post-class certification implementation. 


	Reading Assignment
	Before completing the tasks below, read Chapters 2 and 3 of Rossett’s 2009 2nd Edition of First Things Fast.  


	Task 1
	Find a partner in your organization who is:

· Located in a line department 

· A manager or stakeholder who can provide you access to the data and people for your needs assessment

· Open to a partnership in defining performance gaps and solutions



	Task 2
	Hold a meeting with your partner giving an overview of what you will need from him/her to conduct the needs assessment.  Tell him/her that after the class you may need to:

· Review operational data from the department

· Interview managers and employees in the department

· Conduct work observations

· Get input from department customers




	Task 3
	Interview your partner about the goals for the department.  Find out:

· What are the department’s operational bottom line goals for the next 3-6 months related to quantity, quality, and/or cost effectiveness?
· How will  he/she know when goals have been reached e.g. what metrics do they have?

· For which goal is there a gap between the desired and actual that warrants a performance assessment?


Needs Assessment Prework

	Task 4
	Define with your partner a defined scoped opportunity,  problem, or strategic plan linked to the above goal that could serve as the basis for your performance assessment project.  Work with your partner to be clear, specific, and focused in defining the opportunity, problem, or strategic plan. 


	Bring to class
	Bring this worksheet with you to the first meeting of the Needs Assessment for Performance Technologists class. 


	Your partner
	Describe your operational partner:

What is their department and position in the department?




	Their goals
	List the operational goals and metrics your partner describes:




	Your summary
	Describe the department opportunity, problem, or strategic plan linked to the above goals that will form the basis of your class performance assessment project. 
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