ASSESSMENT PLANNING WORKSHEET

	

	Person completing this form:


	     
	Date:
	     

	


	(1) describe the workforce program you will assess

	Workforce program (name):
	     

	Description of the program (e.g., type of workforce program-new worker or incumbent; content of training or services; dates training or services were administered; who received training or services-occupation or position(s); number of job seekers or workers):

	     

	Staff assigned:
	     

	Business client (company):
	     

	Address:
	     

	Primary contact:
	     
	Phone, etc.:
	     

	Other staff involved:
	     

	Description of the business, as relevant to the workforce program (e.g., number of employees; volume of work; type of work setting; what staff are important/relevant to this workforce program and/or assessment process; other details relevant to this program):

	     

	


	(2) describe WHAT YOU WILL ASSESS IN TERMS OF BUSINESS VALUE


	state the objectives of the workforce program.  What was this program designed to accomplish for the business (e.g., from curriculum or program description)?  On what specific aspects do you expect employees to improve or perform well?  

	     

	


	Are your objectives related to retention or advancement?  Do you expect the workforce services to help retain and expand a qualified workforce?  Describe specific changes you expect to see, stated in numbers, percents and so on.

	 FORMCHECKBOX 
  Turnover/retention
	 FORMCHECKBOX 
  Advancement
	[image: image1.jpg]‘WS

Workforce Strategies Initiative




	Describe:       
	Consider which method(s) you will use for data gathering and assessing results:

Excel Tool

Questionnaire

Other method



	 FORMCHECKBOX 
  Attendance
	 FORMCHECKBOX 
  Diversity
	
	
	

	 FORMCHECKBOX 
  Increase in new hires
	 FORMCHECKBOX 
  Something else
	
	
	

	How does this show up in the “bottom line”?  In what do ways you expect to “see” related cost reductions, resource or time savings, increases in sales/revenue or other results in dollar terms?
	

	     
	

	Are your objectives related to quality, productivity or employee skills? Do you expect the workforce services to contribute to the quality of business products or services?  Describe specific changes or improvement you expect to see in the work setting, stated in numbers, percents and so on.

	 FORMCHECKBOX 
  Efficiency
	 FORMCHECKBOX 
  Customer satisfaction
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	Describe:       
	Consider which method(s) you will use for data gathering and assessing results:

	 FORMCHECKBOX 
  Accuracy/error
	 FORMCHECKBOX 
  Certification, exams
	
	
	

	 FORMCHECKBOX 
  Technical job skills
	 FORMCHECKBOX 
  Overtime
	
	
	

	 FORMCHECKBOX 
  Productive time
	 FORMCHECKBOX 
  Employee satisfaction
	
	
	

	
	
	
	


(continues on next page)

	 FORMCHECKBOX 
  Employee initiative
	 FORMCHECKBOX 
  Teamwork
	
	Describe:       
	Consider which method(s) you will use for data gathering and assessing results:

Excel Tool

Questionnaire

Other method

	 FORMCHECKBOX 
  Problem-solving
	 FORMCHECKBOX 
  Communication
	
	
	

	 FORMCHECKBOX 
  Something else:
	
	
	
	

	How does this show up in the “bottom line”?  In what ways do you expect to “see” related cost reductions, resource or time savings, increases in sales/revenue or other results in dollar terms?
	

	     
	


	Do you expect some other result(s)? 

	     

	


	(3) describe THE EMPLOYEES, AND what THEY WILL BE COMPARED with

	Which type of comparison is most suitable to assess the results you expect?  Indicate one or both options.

	 FORMCHECKBOX 
  Comparison group of employees 
	
	Describe:       

	 FORMCHECKBOX 
  Before-after workforce program time periods (dates)
	
	

	

	Describe the groups of workers that are the basis of this assessment. 

	

	Workers who received the workforce service:
	No. of workers:
	     

	  Occupation/position:
	     
	Hired date(s):
	     

	  Dates participated in the workforce service:
	     

	  Other relevant information for workforce group:
	     

	  Time period(s) that encompass the information you will gather for this group of employees:

	       “Before” period:
	     
	“After” period:
	     

	Workers you will compare the results with:
	No. of workers:
	     

	  Occupation/position:
	     
	Hired date(s):
	     

	  Other relevant information for comparison group:
	     

	  Time period(s) that encompass the information you will gather for this group of employees:





	       “Before” data (dates):
	     
	“After” data (dates):
	     

	


	(4) confirm the methods you will use to assess your results

	Use this section to confirm each of your result indicators, with the method(s) for assessing it and the source(s) of data, and to consider other important details.  For each result, consider whether your workforce program was designed to achieve these specific results, and whether the assessment can provide reasonably concrete assessment of these specific results.

	

	Result #1 (Describe):
	     

	Method:
	 FORMCHECKBOX 
  Excel Tool 
	
	Data source:
	 FORMCHECKBOX 
  Paper files   FORMCHECKBOX 
  Database   FORMCHECKBOX 
  Other

	  
	 FORMCHECKBOX 
  Questionnaire(s)
	
	
	 FORMCHECKBOX 
  Supervisor   FORMCHECKBOX 
  Employees   FORMCHECKBOX 
  Other

	Employees:
	Describe the employees who received services, how many, job titles, etc.:
	

	
	     

	Comparison:
	 FORMCHECKBOX 
  Before-After (dates):
	     

	
	 FORMCHECKBOX 
  Comparison employees (how many, job titles, etc.):  
	     

	Notes:
	     

	
	


	Result #2 (Describe):
	     

	Method:
	 FORMCHECKBOX 
  Excel Tool 
	
	Data source:
	 FORMCHECKBOX 
  Paper files   FORMCHECKBOX 
  Database   FORMCHECKBOX 
  Other

	  
	 FORMCHECKBOX 
  Questionnaire(s)
	
	
	 FORMCHECKBOX 
  Supervisor   FORMCHECKBOX 
  Employees   FORMCHECKBOX 
  Other

	Employees:
	Describe the employees who received services, how many, job titles, etc.:
	

	
	     

	Comparison:
	 FORMCHECKBOX 
  Before-After (dates):
	     

	
	 FORMCHECKBOX 
  Comparison employees (how many, job titles, etc.):  
	     

	Notes:
	     

	

	Result #3 (Describe):
	     

	Method:
	 FORMCHECKBOX 
  Excel Tool 
	
	Data source:
	 FORMCHECKBOX 
  Paper files   FORMCHECKBOX 
  Database   FORMCHECKBOX 
  Other

	  
	 FORMCHECKBOX 
  Questionnaire(s)
	
	
	 FORMCHECKBOX 
  Supervisor   FORMCHECKBOX 
  Employees   FORMCHECKBOX 
  Other

	Employees:
	Describe the employees who received services, how many, job titles, etc.:
	

	
	     

	Comparison:
	 FORMCHECKBOX 
  Before-After (dates):
	     

	
	 FORMCHECKBOX 
  Comparison employees (how many, job titles, etc.):  
	     

	Notes:
	     

	

	Will you conduct a basic, one-time assessment?  Does this assessment involve multiple businesses? Several points in time? 

	 FORMCHECKBOX 
  Basic, one-time business value assessment 
	     

	 FORMCHECKBOX 
  Assessment of one program serving multiple businesses 
	     

	 FORMCHECKBOX 
  Assess results at several points in time 
	     

	


	(5) OTHER THINGS TO CONSIDER

	Discuss these considerations with your business client.  Refer to the Handbook for more specific discussion points and examples.  Make note of who is assigned to tasks, timelines or dates, and other important issues.

	Are there issues of data confidentiality?
	 FORMCHECKBOX 
  No   FORMCHECKBOX 
  Yes (describe):
	     

	Are there events that might disrupt the assessment or data collection?
	 FORMCHECKBOX 
  No   FORMCHECKBOX 
  Yes (describe):

	
	     

	Are the assignments and deadlines for gathering data clearly specified?

	Excel Tool - Employee information
	Who?
	     
	When :       /       /      

	Excel Tool - Cost information
	Who?
	     
	When :       /       /      

	Questionnaires – Distributing 
	Who?
	     
	When :       /       /      

	Questionnaires – Collecting 
	Who?
	     
	When :       /       /      

	Questionnaires – Analyzing 
	Who?
	     
	When :       /       /      

	Other things to consider:
	     

	
	


	(6) NEXT STEPS

	Review pages 1 to 3 of the Planning Worksheet, and make notes about what you need to do next to implement your business value assessment.  For each item, consider “who”, and estimate a deadline “when” you need to take action on the item.

	

	Who else do we need to involve in the planning and implementation of this assessment?  What do we need to talk to them about?

	     

	What are things we still need to find out, in order to make progress?
	

	     

	What resources do we need?
	
	

	     

	Who will take the lead to move things forward and manage the process?  If there is more than one “lead”, what is each responsible for?

	     

	What are the deadlines for specific next steps? 

	     

	Other things to think about?
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