Facilitator Guide 

for Self-Assessment Launch Session



Supplies needed:

	Flipchart and pad

	One chart marker for every two participants

	Session handout packet for each participant

	Self-Assessment Tool Participant Workbooks (if distributing at this time)



Before people arrive:

	

Prepare eight flipchart pages, each with one of the following environmental scan categories at the top:

Demographics 

Community issues and conditions 

Cultural or social trends

Economy and funding 

Politics, legislation, regulations 

Competition/Collaboration

Emerging technologies and approaches 

Internal data



	Post the flipchart pages around the room so that participants can easily write 

	on them.



Instructions for leading the group session:



The following agenda is structured to take approximately 90 minutes.  At any point, more time may be helpful to encourage additional discussion.



0:00	Welcome participants and state the session objective.  Read or paraphrase: 



		“To launch the Self-Assessment process and provide input for the environmental scan and groups for customer research.”



		Refer to Handout Packet page 1, and provide a brief overview of the entire Self-Assessment process.  



		Refer to Handout Packet page 2 and allow three minutes for participants to read the excerpt from Self-Assessment Tool Participant Workbook by Peter F. Drucker.



		



		Direct participants to turn to Handout Packet page 3.  

		Allow five minutes for participants to complete vocabulary exercise and, when finished, to refer to Handout Packet page 4 and check their work.  

		Facilitate a brief discussion to ensure understanding and sufficient comfort with the Self-Assessment vocabulary.



		Direct participants to Handout Packet page 5: “Process Timeline.”  Review Phases and Steps, pointing out where the participants are in the process at this time.



		Direct participants to Handout Packet page 6 and allow two minutes for participants to read second article by Peter F. Drucker.



0:20	Direct participants to the Handout Packet page 7 worksheet entitled, What Environmental Scan Topics Do You Suggest?  Read or paraphrase:  



"We are about to begin brainstorming topics for the environmental scan.  Our input will be used by the Assessment Team to help design the scan.  Ideas may range from the specific to the global."



		Ask everyone to find a partner for the activity.  



			Explain that the Drucker Process identifies eight categories for an environmental scan, including internal data.  Refer participants to the categories provided on the worksheet.  Explain that each partner group should brainstorm questions, issues, and interests they would like explored as part of the organization’s environmental scan.  Facilitate identification of one or two examples in the large group.



			Give partners 10 minutes to quickly list at least one possible topic for each of the eight categories and write their question, issue or interest in the spaces provided on the worksheet.



			Circulate around the group and encourage people to stay in brainstorming mode and keep moving through the topic areas.	Keep time and let people know when there is one minute remaining.  Then, call time.





0:35		Distribute one marker to each partner group. Then inform the partner groups that they will have 10 minutes to get up, walk around the room, and write their topics on the appropriate charts.  Explain that participants are welcome to list as many topics as they would like and to add additional thoughts that may arise as they read what others have written.  If charts fill up, provide additional paper.



			





			Remind partner groups to move from chart to chart.  When two minutes are remaining, call for everyone's attention and ask each partner group to identify at least two more questions, issues, or interests and add them on any of the eight charts.



0:50		Ask participants to quickly tour the room and read the topics.  Then ask participants if they have any questions about the topics on the charts.  Encourage participants to clarify the meaning of topics they have listed. If necessary, allow more time for discussion at this point.

		

Once participants clearly understand the topics that have been suggested, explain that each person will now have the opportunity to identify the five environmental scan topics he or she considers most important for the organization to explore.   (Former partner groups can share a marker.)  Instruct participants that they have 5 minutes to tour the room and place check marks next to five individual topics.  They may choose whatever topics they wish – it doesn't matter on which chart they appear.





0:60		Invite participants to return to their seats.  Take 5 minutes to discuss the environmental scan topics the group has noted as most important (those with the most checks).  You may ask, "Are there any comments or reactions to what seems to be most important?"  "Are there any final thoughts on topics we might add?"



	Inform the group that all of their input on environmental scan topics will be transcribed and considered by the Assessment Team.  



0:65		Explain that in addition to environmental scan information, customer research will be conducted as part of the Self-Assessment process.  So now participants' input is needed to identify possible groups to be reached for customer research.  



			Direct participants to Handout Packet page 8.  Allow two minutes for participants to read excerpt by Frances Hesselbein and Peter F. Drucker.  



			Direct participants to Handout Packet page 9, worksheet entitled, What Customer Groups Should Be Reached? 

			Briefly review definitions of primary customer (“the person whose life is changed through the organization’s work”) and supporting customers (“others who must be satisfied for the organization to perform and achieve results”). 



			Give participants one minute to note their suggestions for the organization’s primary customer.  

			

			



			Invite suggestions for primary customer from the group using a “round robin” technique.  (Call on one participant at a time and invite others to raise their hands if they have suggested the same primary customer group.  Tally the number of people making each suggestion.  Continue around the group until all suggestions have been elicited.)



			

0:75		Repeat the above process for supporting customers.  Give participants two minutes to note their suggestions, then facilitate “round robin” responses, recording them on a flipchart.  

			

		Now ask participants to review the total list of primary and supporting customers that have been suggested.  Ask for final input, "Are there any additional groups we would like to suggest be reached for customer research?" and record responses as appropriate.



0:85		Direct participants to Handout Packet page 10 and inform group that

the Assessment Team will be responding to the “Questions to Design a Customer Research Effort.”    



Direct participants to Handout Packet page 11 and ask participants

to consider the opportunities for participating in Customer Research.  

(If applicable, inform participants that a brief training session will be held for those who agree to conduct one or more telephone or in-person survey calls or interviews.)

Request that participants check participation opportunities, add their name to the bottom of the sheet, detach the sheet from the handout packet, and turn it in before departing.



	Close the session by thanking everyone for their input.  Acknowledge and congratulate them for launching the Self-Assessment process.  

	Note next steps and upcoming communications.  

	

0:90	Turn the session over to a member of the organization’s Assessment Team for final closing remarks.









Post-session Instructions for Facilitator:

Collect all flipcharts and Customer Research Participation checklists and turn them in to person who is responsible for transcribing the input for the Assessment Team.  
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