MODULE VII--DEVELOPMENT OF THE CAA'S PLANNING PROCESS (continued)

Unit Title:

VII-C--Evaluation Process Narrative (EPN)

—

an EPN. . .

PUrpose: To préseht GPMS requirementstfor eva]uationﬁ'PU?POSB of EPN; content o’
' and structure of EPN; submission requirements; acceptable elements
of anEPN. , ‘
‘Desived Participant:will know the format of an EPN; will be able to con-
Outcome: ceptualize an EPN for his/her CAA; will be able to develop (draft)

EPN

Unit Topics: |1.- Introduction and Purpose .
. 2. Requirements of the GPMS Rule
| 3. Timetable/Submissions
4. CSA Review of EPN
S S TS R N R
Suggested T o
Educational | Lecture and Walk Through of EPN Case Study (Example)
 Specific - - | Trainee's Workbook S
~ Materials Handout of EPN Case.Study (Example) :
 Utilized : . o co
Time/Material Suggest Activity sequence Content Resource
20 min Lecture on-topics 1:through 4. Trainee's Manual,
Tr. Workbk. | Walk through Case Study EPN ~ Module VII-C
Handout of . s :




" C. EVALUATION PROCESS NARRATIVE (EPN)

The materials in this section are intended to 1ntroduce to both

Board and staff members: (1) the purpose of the EPN in GPMS, (2) the
_requirements of the GPMS rule regarding the EPN, and (3) a comprehensive

example of an EPN for a hypothetical CAA (pp. 5-9). This example is
not intended to serve as a fill-in-the blanks model. It should, when

_combined with a review of the GPMS rule, gu1de Boards and staffs 1n

developing their own EPNs, ‘

“GPMS trainees should find this section usefu] 1n draft1ng in broad
outline a process and schedule for their agencies and as a checklist
for finished EPNs. 5
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- Evaluation Process Narrative (EPN).

EVALUATION PROCESS NARRATIVE

Introduction and Purpose

Evaluation, 1ike planning or program implementation, is most effective
when done in a series of clear, logical steps defined and agreed on in advance.
For this reason CAA evaluation activities for GPMS begin with the development
of a detailed plan for doing an evaluation, or in GPMS nomenclature, an

“A11 CAAs will follow the same format in'deve1oping-this"harrative;g'f'

‘but they will enjoy substantial freedom in determining how and when to

carry out the evaluation tasks the narrative will describe. If properly
done, the EPN will provide the community, CSA, and the CAA an explicit
description of the CAA's evaluation activities and the expected dates for
their completion. It will insure that low-income people and community f
residents play a major role in evaluation. And, it will make it possible for
CAAs todevelop and effectively carry out a systematic anti-poverty program

- keyed to the CSA standards of effectiveness and the CAA's mission of attacking

root causes of poverty. Finally, it will make it possible for both the CAA
andk. CSA to spend more time on mission related as opposed to administrative
tasks. - : : , e

Requirements-bf the GPMS'Ru1e" ' _
The CAA is required to describe how it will develop and carry out:

1. an impact evaluation of at least one high-priority project to

‘ determine if the project accomplished its goal, affected the cause
of the poverty problem addressed by the project, and helped more
“poor people toward self-sufficiency. o -

2. an assessment of the four year planning process.(e.g. is the planning
process being carried out as prescribed? Is it being carried out

effectively and efficiently?)
3. an assessment of one or more management procedures and practices.

The Evaluation process narrative is, in effect, a "plan to evaluate" the
required items. : .

For both the impact evaluation and the assessments of planning and

management procedures, the CAA will describe: , ‘

a. the specific structure that will be used, including the role and
responsibility of the Board, committees, low-income people (including
program participants), staff and others in the community as may be
appropriate. ' b y :

b. the processes that will be used to: -

1. ‘seTect the projects to be evaluated. -
2. ‘to select the management practices to be assessed.
3. to select the measurable performance criteria that will be
used, sources of information, and techniques. ‘ :
4. to carry out the evaluation or assessment, ‘
c. the use of the products =- including how the CAA Board will review
and act upon the assessment or evaluation reports, and how the
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Evaluation Process Narrative
Page 2

RequirementS'of the’GPMS'Ru]e (Cont')

information in these reports will be used to 1mprove the performance of
the agency, and how it will be used in deve]opment of the next Four
Year Action Plan.

The structure and processes that the CAA will use to conduct am impact
evaluation may be different from those used to carry out a management
assessment. For each evaluation or assessment, the structure, processes
and use of the products must be described.

Fundamentally, the EPN is a descr1pt1on of how the CAA Board and management
will know the results of the1rprogram s efforts during the four-year action
period and how this knowledge will be used to influence the next four-year
plan. This is one basic responsibility of all directors and managers, in
both the pr1vate and pub11c sectors .

NOTE. Assess1ng prOJect 1mp1ementat1on and performance is cons1dered separately
... under a later Section of the Ru1e, 1067.70-8, "Assessing Performance
and Reporting Project Progress." Assessment is discussed in detail
“in Section XIV of the training materials. - Performance assessment
data will be used by most CAAs, however, in the evaluation process
to "explain" why the project(s) did nor d1d not achieve the desired
results. '

Timetab]e/Submissions

‘1. Documents Requ1red

-Three (3) copies of PPN & EPN ~ - P
Certification from presiding off1c1a1 (Board Pres1dent) that
Governing Board. or Govern1ng 0ff1c1a1s have approved the PPN

& EPN-
-Recommendations of commun1ty action board 1f CAA is 1oca1 government

2. Submitted to CSA --With ‘the PPN 15 months before the end of: the current
Four Year: Plan of Act1on :

CSA Rev1ew of Eva]uat1on Process Narrat1ve

CSA Field Representatives should review the EPN preparat1on process to
identify problems and provide as$istance. Later, the Field Representative
will review the submitted EPN for issues requiring d1scuss1on on the Planning
Technical Assistante (PFA) and Prereview visits.

In its review, CSA will:

- Consider the weaknesses and strenaths of the CAA's current eva1uation
activities.
« Review CAA reports and stud1es to see if they prov1de the CAA
Board with reliable, useful findings and recommendations.
- Consiider the abilities of the CAA staff and the1r need for eva1uat1on
technical assistance.
. Determ1ne if the CAA has made policy comm1tments to assess performance
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Evaluation Process Narrative

Page 3

C. CSA Review of Evaluation Process Narrative (Cont.)

"and evaluate results.

. Determine if the CAA Board has clear responsib11ity for .
“evaluation and if poor people and program participants are adequately
involved in the eyaluation process.

. Determine if the method for selecting areas of the CAA- program ‘to be
~evaluated correspond to the relative importance of the area to the .
CAA or CSA.

- Determine if the EPN describes how reports and studies w111 be used
in the planning of the new Four Year Action Plan. '

W1th1n thirty (30) days of receipt of. thie. PPN/EPN CSA will issue a
Tletter of approva], conditional-appraval, or d{sasprova1 wtth reasons stated.

T -4



SUBJECTS TO BE COVERED

EVALUATION PROCESS NARRATIVE

I, The Project Impact Evaluation

IT. Assessment of Planning/Management/Administrative Practices

and Procedures .



CASE STUDY

EVALUATION PROCESS NARRATIVE
SAMPLE TABLE OF CONTENTS

1. Project Impact Evaluation

A. Introduction

B.

fod et

HOWo I U N

Structure: Roles and Responsibilities

1.
2,
3.
4.
5.

Board of Directors
Board Committees

Low-Income Groups and Project Participants

Other Agencies/Organizations
CAA Staff '

Processes

1.
2.
3.
4,

NI BN N
« e o o o o

Selecting projects
Selecting criteria
Designing .impact evaluation
Conducting impact evaluation

. Products and Use of: Products

Establishing baseline planning data
. Amending work programs

Developing work programs
Sharing information '
Analyzing costs/benefits
Providing public information
Modifying project management

Séhedulés/Deadlines

. Project selection

Criteria selection

Design apnroved

Data collection

Evaluation implementation
Evaluation products available
Evaluation report-first project
Second two-year work program
Evaluation report-second project

. PPN/EPN development

Four-year plan development

7-43



II. Assessment of Administrative and‘Managemeht
Practices and Procedures, Including Planning Process

A.
B.

1. Board of Directors

2. Board Committees

3. Low-Income Groups and Program Participants

4, Other Agencies/Organizations '

5. CAA Staff ' o

Processes Lo :

1. Review of Management Systems

2. Selecting Practices and Procedures
Selecting Performance Criteria

4, Conducting Assessments '

— .
CWW IO UL
L] L] L . L] [ ] .

'CASE STUDY |

EVALUATION PROCESS NARRATIVE
SAMPLE TABLE OF CONTENTS =

IntroduCtiqn

Structure: Roles and Respoﬂsibilities

4 30

Products’ and Use |
1. #Revising PPN

Developing PPN o
Respond to Management Audits -
. Identify Problems
. Revise Policies and Procedures
Revise Management Structures
Appraise Staff Performance
Achieve Economies S
Identify Training Needs
Reporting
Schedules/Deadlines _
1. Management System Review
2. Management Practices Selected
3. Performance Criteria Selected
4. Plaming Process Assessment
5. ‘PPN Development
6

. Management Assessment

T-44
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CASE STUDY
- > .. -~ EVALUATION PROCESS NARRATIVE

I. PROJECT IMPACT EVALUATION

A. INTRODUCTION

NECAP will conduct an impact evaluation of at least one
project from its two year grant application. This impact
evaluation will determine:

1. the extent to which the project has contrlbuted to ach1ev1ng
an ‘agency goal

' 2, the extent to which the ‘accomplishment of the goal can _
be attrlbuted to the project and its component activities;

3. the extent to which meeting the goal reduced or eliminated
the basic cause of the poverty problem addressed by the
goal;

4. the extent to which meeting the goal achleved the broad
purposes of the Community Services Act as measured by the -
Standards of Effectlveness,

5. the impact of meeting the goal upon the lives of 1nd1v1dua1
- low-1income persons and the target populatlon as a whole

B. STRUCTURE ROLES AND RESPONSIBILITIES
J 1. Board of Directors

a. Approve an evaluatlon process schedule and Evaluatlon
' -Process Narrative (EPN)

Create/appoint Plannlng and Evaluat1on Commlttee
Select pro;ect(s) for 1mpact evaluatlon
.VSelect criteria for 1mpact evaluatlons

blAnprove 1mpact evaluatlon design and 1nstruments
Allocate resources to impact ‘evaluation |
‘Participate in impact evaluation team work o
Rev1ew and -approve impact evaluation report(s)
Modify polieies, plans based on impact ev%%uatien results

Sk, H. :3"_09 p-h o ol ('}U"

Present impact evaluation findings in public forums

2. Board Committee(s) (Planning and Evaluation)
a. Review EPN requirements

b. Make trecommendations to the full Board regardrng
implementation of EPN reqqlrements

C. Recommend,prOJect(s) for evaluation -

d. Recommend criteria for evaluation

N-4s”



EPN (Cont'd)

I. PROJECT IMPACT EVALUATION (Cont'd)

B. STRUCTURE: ROLES AND RESPONSIBILITTES (Cont'd)

2. Board .Committee(s) (Plannlng and Evaluatlon) (Cont'd)

e.

f.
g.

h.,
i.

Recommend design for impact evaluation
Provide leaders for evaluation team(s)

" Review goals developed during plannlng process for
evaluability

Make recommendations regarding evaluation reports

Make recommendations for changes in plans, policies
based on evaluation reports

a-.

b.

C.
d.
e.

Recommend progect(s) for impact evaluation

- Test evaluation instruments fbr clarlty, usefulness,
reliability S .

Part1c1pate on evaluatlon terms -
Recelve rev1eW‘and comment on draft evaluatlon reports
Recommend modlflcatlons to plans p011c1es and procedures

4, Other. Agenc1es/0rganlzat10ns '

Provide technical assistance in evaluatlon de51gn

a.
b. Contribute data, other information
c. Participate on evaluation teams:
d. Review and comment on evaluation reports
5. CAA Staff ‘
a. Any role assigned by Board of Directors
b. Provide support and assistance to the Board, Committees,

and low income groups re'

i. EPN requirements :
ii. Evaluation design

iii. Participation (logistical, administrative detalls) in

evaluation activities
iv. Information/data required for evaluatlon

V. Recommendatlons for modifications in plans, policies



EPN (Cont'd)

I. PROJECT IMPACT EVALUATION /(Cont'd)

C. IMPACT EVALUATION PROCESSES:

1.

The Board of Directors will select projects to be

PE s po TR

evaluated after con51der1ng the follow1ng
_Recommendatlons from low-income groups

Recommendations from Board Committees _

Recommendations from eyaluation reports re problem projects
Project priority in four year plan (in top %)

Target audience(s) for eﬁaluatiOn report

Cost-benefit of evaluating project(s)

Potential for generating valid, reliable evaluation data

‘ Opportunities for involving low-income people/groups
in evaluation implementation

The Board of Dlrectors w111 select eyaluation performance
crlterla after con51der1ng the following:

a.

o & 0 O

,CAA m1551on statement v

CSA standards of effectlveness

Numbers Qf.low-lncome people affected
Self—sufficiency indicators
Cost-benefit characteristics

Designing ‘Evaluation

The Board of Directors will approve an evaluatlon design
which will conslder the following;

a.

o o 0 o

Clarifying goals

’ Determlnlng audience far evaluation Teport

Determlnlng data needs and collect1on methods

» Determlnlng who will conduct evaluatlon

Determining evaluation schedule
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EPN (Cont'd)

S

I.. PROJECT IMPACT EVALUATION (Cont'd)

- D. HMPACT EVALUATION PRODUCTS AND THEIR USE

The Board of Directors will use impact evaluatlon products to:

1. Establish baseline data for next planning processes,
including:

Mission re- deflnltlon
Needs assessment

Resource analysis
Strategy selection

Goal setting

Evaluation process design

Hh O 0T @

Redirect/amend current work programs
3. Develop second two-year work program

Share information with CAAs and other agenc1es operatlng
similar projects ,

5. Achieve economies by examining cost/beneflts
J 6. Promote public information efforts
Mbdify/change program management procedures

E. IMPACT EVALUATION SCHEDULES/DEADLINES

1. Project(s) Selected By -4 months

2. Criteria EstaBlished | By -1 month

3. Design Approved By 0 month

4. Data Collection begins By 0-18 months
5. TImplementation ‘ By 18 months
6. Products Available ’ ' By 19,30,35 months
7. Reports on First Eyvaluation Project -'6,15,24 months.
8. Review and Approval of Second Two Year L

"~ Work Program ' By 19-21 months
9. Reports on Second Evaluation Project 30,39,48 months
10. PPN/EPN Development | ' 30-33 months
11. Four Year Plan Development 35-42 months

1-49
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EPN (Cont'd)

IT. ASSESSMENT OF ADMINISTRATIVE AND MANAGEMENT PRACTICES AND
PROCEDURES, INCLUDING THE PLANNING PROCESS AND AT LEAST ONE

mmmcmm PROCESS

A. INTRODUCTION

NECAP will assess the administrative and management practices
and procedures, including the planning process, to determine:

1. the extent to which practices and procedures are belng
- followed; v _

2. the extent to which those practices and procedures are
serving their purpose;

3. the extent to which there are problems in current practices
and procedures (behind target dates, below performance
standards, etc.);

4. what corrective actions need to be taken in current practices
~and procedures

B. STRUCTURE RULES AND. RESPONSIBILITIES
1._'Board of Directors

a. Approve assessment process
o b.i Select assessment cr1ter1a , . o
- C... Select practice(s) and procedure(s) to be assessed
d. Approve assessment design(s)

i, instruments
ii., assessors -
iii., schedules

e. Assign committees to assessment work

f. Modify change practlces/procedures based on assessment
findings

2. Board Committees

a.v Review practices and procedures and make recommendations
on potential problems in committee's area of responsibility

b. Recommend to Board at least one management practice/
procedure to be assessed

c. Review conduct of plannlng process against PPN; recommend
changes/corrective action where necessary -

d. Review conduct of planning process against GPMS
requirements; recommend changes/correctlve actions
where necessary

e. Perform assessment(s) as scheduled
f. Evaluate/assess job performance of Executive Director

——44
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EPN (Cont'd)

II. ASSESSMENT OF ADMINISTRATIVE AND MANAGEMENT PRACTICES AND
PROCEDURES, TNCIUDING ‘THE PLARNING PROCESS AND AT LEAST ONE
OTHER ADMINISTRATIVE/MANAGEI\’[ENT PROCESS (Cont 'd) .

B. STRUCTURE: RULES AND RESPONSIBILITIES (Cont'd)

3. Low-Income Groups and Program Part1c1pants_

a. Participate in all stages of planning process

b. Provide feedback on adequacy of plannlng process steps _
and instruments : :

“Provide technical assistance in developing assessment
design

b. Provide assistance in implementing assessments
5. CAA Staff
a. Any role assigned by Board )
':b.‘.Implement management and admlnlstratlve systems

c. Report systematically on operat1on of management
practices and procedures °

Provide information re systems operations
Provide assistance in designing assessment instruments
Provide general staff support to Board and committees

@ +Hh O

Incorporate assessment findings and recommendations
into day-to- day management practices and procedures

C. PROCESSES:
1. Review of Agency Management Systems ..

The Board will review or assign to be reviewed the basic
management systems which support planning and program
management under GPMS. These include at a minimum:

Board Operations
Fiscal Operations
Affimmative Action
Interagency Relations
Public Information
Personnel Management

H 0O 0 ?"93
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EPN (cont_'d) o '
II. ASSESSMENT OF ADMINISTRATIVE AND MANAGEMENT PRACTICES AND -

PROCEDURES, "INCLUDING THE PLANNING PROCESS AND AT LEAST ONE OTHER ..
,ADJINISTRATIVE/MANAGH\TENT PROCESS (Cont'd)

C. PROCESSES (Cont'd)
1. Review of Agency Management Systems (Cont'd)

For each system the Board will reaffirm or establish:
a. Basic function of system
b. Management practices regulated by the system

Role and responsibility assignmwents (Board, commlttees,
community groups, low-incéme people, staff)

d. Amendment procedures
‘e. Records and documents
f. Schedules deadllnes

o ,a. ReV1eW‘Of current management audlts/evaluatlons to
identify problems

SRecommendatlons from Board Committee(s)
Identify target audlences for assessment(s) reports
Determine costs/benefits of assessments

Determine which practices and procedures are most
crltlcal to e11g1b111ty and’ ach1ev1ng goals

o &0 o

a. Review of prev1ous management reviews and audits
b. Review of minimum CSA requirements

c. Review/establish deadlines and target dates

d

Reviéw of sound general management practlces and
procedures :

e. Seek/request technical assistance where needed
f. Review participation levels in plannlng process
g. Rev1ew amendments/changes required in Plan

Develop calendar/schedule for assessments
Assign responsiﬁilities-for assessments
Collect base-line data for assessments
Deéign.instruments for assessments
Conduct assessments

5o o0 T

Report on assessments

7-5)
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EPN (Cont'd)

 ASSESSMENT ‘OF ' ADMINISTRATIVE AND MANAGEMENT. PRACTICES AND
* PROCEDURES, INCLUDING THE PLANNTNG PROCESS AND AT LEAST ONE OTHER

mﬁm'f“mcsss (Cont™a)

D.

I Y, T S U R

ASSESSMENT PRODUCTS AND THEIR USE

' The Board of Directors of NECAP will use products from planning

process and administrative and management assessments to:
Revise or amend the current PPN o ’
Develop the PPN for the next planning cycle

Respond to management audits by funding sources:
Identify management/administrative problems

Revise agency policies and procedures

Revise/modify organlzatlonal and management structures
and documents such as job descrlptlons

. Appralse the performance of the Agency S Executlve Dlrector
. 'Achieve economies in ‘management/administration ' "
Identlfy tra1n1ng/career development needs and priorities

o~

10. Report to fundlng sources B

. ASSESSMENTvSCHEDULES/DEADLINES

1. Management System Review ' By -6 months

2. Management Practices/Procedures B
Selected for Assessment = . .. By -3 months
Performance Criteria Selected , By 3 months
Planning Process Assessment Conducted By 0 months
Planning Process Assessment Report - ,
Prepared for PPN Development By 3 months

6. Management Practices Assesswent . L
Conducted ' _ By 24 months’
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GPMS ORIENTATION FOR CAA'S

Needs Assessment
l. Problems to be addressed
2. Goal of GPMS
3. Ideal performance standards
4, Learning group analysis

A. the audience

B. knowledge

C. skills

'D. attitudes

Learning Outcomes/Objectives

" Content/Topics to be covered

Trainirig Methods

Delivery Strategies

Information Charts

1.. % of CAA'S entering different doors
2. GPMS orientation needs relates to entry door
3. Topics/Time needs relates to door
Staffing

1. Implementation task forces

2. Training teams

3. Training assistance to CAAs

Costs

1. CAA Travel and Per Diem (221)

2. CSA Travel and Per Diem (GD & A)

3. Materials (230)

4, Consultants (230)

5. Start-up/problem CAA visits (GD & A)

LI I b
{l A i !
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A. Organizational Needs Assessment

l.

2.

3.

Problems to be addressed.

a. Over the years many CAAs have moved away fram their
5-point mandate described in Section 201(a) of the
Economic Opportunity Act.

b. Existing management systems in use in CSA and CAAs have
certain weaknesses, or have became obsolete in some
respects. (Deficiencies in the camunity based-
planning process as conducted in some CAAs through one
example.)

Goals of GPMS

Each comunity action agency $hall adopt a systematic approach

to the achievement of the purposes of this title and to utili-

zation of funds provided under this part. Such systematic
approach shall encompass commnity based plannihg and implemen-
tation process which seeks to identify the problems and causes
of poverty in the cammnity, seeks to mobilize and coordinate

relevant public and private resources, establishes program

- priorities, links program components with one another and with

other relevant programs, and provides for evaluation all with

the maximm participation of the poor.

Ideal performance standards.

A, C2AA's can more effectivelyaddress the requirements of the
Act and achieve the CSA mission by carrying out a long-
range, community-based planning process that is partici-
patory in scope, requiring the involvement of both the
poor and the other groups in the comunity.

¢



B.

GPMS is both a mechanism for milti-year, cammunity-based

planning, and a mechanism to develop and implement goals and

strategies (including non service strategies) to achieve measurable

objectives.

These goals and objectives must be linked in measurable

ways to a reduction of the incidence of poverty in the camunity,

and to an elimination of the causes of poverty in the commumnity.

The Grantee Program Management System is the vehicle through which

CAA's will reorient their activities to better achieve the purpose

of the EOA.

GPMS also contains a set of performance standards that will be

applied to CAA's

4,

Learning Group Analysis.

A. The audience - The participants in this orientation will
include:

l.

4.

CAA Board members, The Board Chairperson and other
representatives from the Board will attend, including
representatives of low income people.

CAA Executive Directors. Each CAA Director must
attend.

CAA staff. Usually this will be a person with res-
ponsibility for supervising the planning process, or
other staff the CAA Director thinks should be familar
with the entire system.

Others. Reps from community groups, etc.

Knowledge - The amount of knowledge that participants have
about general planning approaches and about existing CSA
requirements will vary enormously among board members,
canmunity representatives and representatives from other
organizations.

The GPMS orientation will not, however, serve as a general
orientation to CSA, nor will be be "Basic Training" for
Board members. The GPMS orientation assumes a working
krowledge of the CSA/CAA world.



A,

Needs Assessment (continued)

3.

c.

Learning Group Analysis

Skills

Boards members and representatives of other organizations
will have general skills in overseeing publically funded
programs.

CAA Executive Directors and senior staff have good general
management skills in terms of their ability to administer

publically funded programs. They have adequate skills to

~administer the GPMS and the planning requirements.

Attitudes

There are a number of negative attitudes that must be addressed.

They are:

1. Planning has no value to me unless there is a specific
dollar pot available to fund the products of my planning
efforts.

2. Services to individuals are the most feasible/most visible/
most effective/easiest type of program for our CAA to
administer.,

3, Planning is at worst—-make work--or at best~-only a
grants-writing activity. It is separate and distinct
from the daily management and operation of our CAA,
Planning is scmething that one staff person does, not

| samething that all our staff do with the invovlement of

the cammnity.



10.

11.

Long ranj,e planning and non-service strétegies are
difficult to "sell" to Board members and elected
officials. They are interested in non-controversial,
highly visible programs that produce immediate results.
Increased cammunity participation will disrupt things.
A broad-scale planning process may raise questions
about my (Executive Directors) judgment or past recommenda—
tions. Planning may therefore be a threat.

How can I possible plan for four years in advance when
I don't know what I may be doing tomorrow? (ECAP,
heat disasters, etc.)

I need more money to hire expert planners and to buy
canputers if our CAA is going to do community-based
planning.

CSA won't follow through on this.

The planning process will only raise false—hopes and
create expectations that we cannot fulfill.

GPMS will require too many changes in our scope of
thinking, methods and personal habits of work.

Our resources are too limited we are overextended now.
You cannot expect us to reduce services to

And other resources to do a planning process



B. ILearning Outcomes/Objectives
1. To effect a rededication to the Mission of CSA among CAA
Board and staff as described in Section 210-A of the EOA.
2, To orient CAA Board representatives, senior staff and others
to the basic elements of GPMS, including:
a. CSA planning requirements.
b. Non service strategies as a type of strategy to be
considered when deciding how to achieve goals.
c. CSA/CAA accountability relationships, including the
roles of the Field Representative.
d. CSA administrative and funding standards.
. 3. To remove negative attitudes about planning, and to sell
the value of planning and of G.P.M.S.
4. To provide sufficient information for a CAA to effect the CAA's
transfer from GAP to GPMS, and for the CAA to understand the
GPMS requirements they must fulfill for twelve months to

twenty—four'after they enter GPMS.



Training Methods

That format for each major content block (module) is:

1.

Lecture/slide show or other method of content delivery
(approximately 30 minutes).

Questions and answers., (approximately 10 minutes)

A workshop or same other exercise for participants to use

to process and siscuss the content. (approximately 1% hours)
Reports back to a general session (approximately 30 minutes)
Synthesizing/summarizing/recapping what was learned and what
was reported back, with opportunity for additional questions

and answers. (approximately 20 minutes)

Participants will be asked to evaluate the session verbally and

to complete a written evaluation instrument.

Delivery Strategies

All CAA's need three types of contact.

1.

A general overview of GPMS, and information about the major
elements of the system. This will require approximately 1/2
day. (This overview will always occur at the start of the
second type of orientation. As a free—standing module it
can also be used at state association meetings, Board
meetings, etc.)

A review of the elements of GPMS in sufficient detail to
enable the CAA to enter the system, and to operate for 12-24
months susbequent to entry. This orientation will take about
3 days. Regional Offices will have two major options about

how to proceed here.



The first option is to do a description of the entire system
and to review in same detail all major system requirements.
The "camplete cirriculm" requires about 3% days.

The second option is to shape the training program so that
detailed information is provided about the requirements

the CAA will need to enter their assigned door, and to
operate for 12-24 months susbequent to entry. The door
through which a CAA is entering GPMS is based in part on
their previously demonstrated ability to meet certain basic
GPMS requirements, For example, CAA's that have already
conducted an high-quality community-based planning process,
that the Regional Office is accepts as satisfying basic
GPMS requirements for the next four years, will not benefit
greatly from spending a day and a half on GPMS planning re-
quirements, which they already know how to fulfill and will
not be repeating for 2 or 3 years. CAA's can therefore be
grouped depending on which door they are entering, and this
suggests which training topics need to be covered in the
greatest depth.

ALI, TRAINING TOPICS WILL, THEREFORE, BE COVERED IN MODULES.
Each module can be used indeperdently. The modules to be
used for a group of CAA's, and the amount of time to be
spent on each module, can be varied depending on the needs

of the trainee population.



3.

The third type of orientation will take place through
individual contacts between the Regional Office and the
CAA, These contacts will address the specific needs and
problems of the CAA, and will often be carried out in
conjunction with some other visit or purpose, i.e. a
Field Representative may be attending a Board meeting
anyhow, and includes a one~hour overview of GPMS as part
of that visit. In some cases, a start-up visit may be
necessary.

As many as 50% of the 912 CAA's may require at least
one start-up or problem—solving visit. In addition,
more than one person may have to visit that CAA. A
Field Representative may not, for example, be able

to provide the kind of technical assistance that is
needed, and another person would have to either make

that visit or accorpany the Field Representative.



Staffing

It is imperative that each Regional Office accept basic res-
ponsibility for implementing GPMS. This includes responsibility
for identifying CSA personnel or other people who will have
some responsibility for delivering the training. CSA must
comunicate a sense of ownership and enthusiasm for GPMS

to CAA's. The only way to do this is to have Federal employees
take a dominant, highly visible role in the CAA orientation
sessions.

After a determination is made about which door each CAA will
enter, regions can then, and only then, make valid judgments
about how to best group CAAs to maximize the value of the
orientation for those CAA's. |

After they decide how to group they can then assess the "package"
that will be shaped for those CAA's. For example, they may have
one group of CAA's that have previously done a good job of
milti-year planning (e.g. Oregon) and their orientation can be
done on a state-wide basis, emphasizing the application and
performance phases of GPMS. The subject matter to be covered

in the application and performance phases can usually be handled
adequately by a CSA employee.

In another case, there may be several CAA's that have not done an
adequate planning process. The Regional Office may group them,
emphasize planning, and determine that they need assistance in
describing planning requirements. In this situation, an effort

would be made to secure an outside resource, from a CAA, fram



another Region, from CSA headquarters, or a consultant, to

assist in the orientation.

The basic assumption, then, is that each CSA Regiocnal Office

will provide most of the trainers. On a region by region

basis, a review will be made to identify the need, if any,

for outside training resources. These resources will be

obtained by a variety of methods, such as a regional office

T&TA contract, or by allocation of consultant days from

the national contract.

Costs of Orienting CAA's to GPMS

There are four major types of direct costs involved.

1.

CAA travel and per diem costs to attend orientation.

CSA travel and per diem costs to deliver orientations.
Consultant assistance necessary to develop and to help
deliver training, including production of materials
developed by them.

CSA travel and per diem costs to provide individualized
"start up" assistance to certain CAA's that have special

problems to be overcame, etc.

CAA Travel and Per Diem (221)

If each of 912 CAAs sends at least 5 people to GPMS orientation,

with larger CAA's sending as many as 25 people to orientation

(in this case the session would be held in their city), the

maximum number of trainees anticipated is 8,000.

If each person spends 2-3 days in the orientation session,

it is estimated that travel and per diem costs will average

$200 per person. These extraordinary costs of travel and



per diem for GPMS implementation may or may not already be

available in the CAA.

If not available, the estimated maximum additional costs would

be 8,000 x $200 or $1.6 million.,

The provision of these funds by CSA for this purpose has

three major benefits.,

A. It insures attendance at training.

B. It demonstrates CSA's camnitment to GPMS.

C. It is an enormous morale booster.

Nbst CAA's have has small grants ($1,000 to $2,500) made to

them fram FY 80 funds to enable them to pay for travel and

per diem.

CSA travel and per diem costs to deliver orientations (GD&A)

The maximum cost is estimated below:

—-— 8,000 participants, with an average of 30 participants
per session, requires 267 sessions.

— An average of four CSA employees per session, including
the field representatives assigned to the CAA being

 orientated.

— An average cost of $300 for travel and per diem per CSA
employee per session.

—-- Four employees x $300 = $1,200 per session, x 267 sessions,

produces an estimated cost of $320,400.



3.

It must be noted that this cost will vary considerably
depending on how a resion proposes to group CAA's the number
of people in each session, and who they propose to use to
deliver training.
Consultant Assistance (Section 230, FY 80)
A. C2AA Orientation Program Development AND assistance on other
tasks (Wandless, Knuti, Schiller, Reisset, Torphy, Masters,
et. al.) $ 50,000
B. Approximately $173,000 to purchase stand-up trainers
to supplement Regional Office training teams.
Average daily rate, $250, 2% days each
session, for 186 sessions $117,500
Travel/per diem, average $300 session for
186 sessions : : 55,800
CSA start-up or problem-solving visits. (GD&A)
$300 travel and per diem, each of 450 CAA's : $135,000
C. Materials Costs, about $16,000 (Sestion 230) 16,000
Slide Shows 40 shows, 60 slides in each
Timeline charts (2,000)
Pizza wheel charts (2,000)
Workbooks (10,000)

Btc.
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 GPMS ORLENTATION
Trainergglschgdule

'MONDAY, AUGUST 4, 1980 .

'%ﬂ-:

B
il

9:00 a.m.

9:15 a.m.

9 :45 -y

10:15 a.m.

10:30 a.m.

11:30 a.m.
12:00 noon

1:30 pem,

2:15 peme
2:30 p.m.
4:00 pem.
4345 pem.

NIGHT PANELS:

- §9°

WELCOME, LOGISTICS

RATIONALE FOR GPMS, AND HOW THLS CAME ABOUT

ORIENTATION AND OVERFIEW FOR WEEK‘
QUESTION AND ANSWER .

BREAK
FLEMENTS OF THE GPMS SYSTEM

10 MINUTES SLIDE SHOW
20 MINUTES TIME LINE
(PTS. OF FR INTERCESSION)
QUESTION AND ANSWER

OBSTACLES TO LEARNING
LUNCH

GPMS PLANNING REQUIREMENTS (RULE)
QUESTION AND ANSWER

REVIEW/APPROVAL OF PPN/EPN BY CSA
QUESTION AND ANSWER '

COMMUNLTY PARTICIPATION IN ALL
NEEDS ANALYSIS

RESOURCE ANALYSIS
VERIFIABILI TY

QUESTION AND ANSWER

.BREAK

Lo

s P

PPN WORKSHOPS '
REPORTS, AND QUESTLON AND ANSWER
RECAP AND PREVIEW

HOW TO DO COMMUNITY-BASED PLANNING

1. RURAL ISSUES

2. USING CENSUS DATA

3. SETTING PRIORI TLES

4., URBAN ISSUES ‘

5. USING INFORMATION ABOUT CAA
OPERATIONS IN THE PLANNING PROCESS

Richard Rios
.William Allison

Laird F. Harris

Laird F. Harris

Gaylyn N. Boone

Jim Masters

Boyd Cameron

Michael Buckley

Jim Masters

Henry Hyde
Peg Borgers
Rick Weakland
Paul Bloyd

Ed Payton
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GPMS ORIENTATION
Trainer's Schedule

4
TUESDAY, AUGUST 5, 1980
TIME EVENT
9:00 a.m. OVERVIEW Jim Masters
9:05 a.m. LISTENING John Wandless
9:15 a.m. CAA FOUR-YEAR ACTION PLAN REQUIREMENTS
QUESTION AND ANSWER {WORKBOOK I) John Wandless
10:00 a.m. PLANNiNG TECHNICAL ASSISTANCE VISIT
(DESK EXERCISE) John Wandless
10:20 a.m. BREAK |
10:30 a.m. NON-SERVICE STRATEGIES John Buckstead
Nick Carbone
Jim Golub
12:00 noon LUNCH
QUESTION AND ANSWER
1:30 p.m. STRATEGY DEVELOPMENT AND REVIEW Bernie Horowitz
2:00 p.m. WORKSHOP ON GOALS/STRATEGIES
3:30 p.m. BREAK
3:40 puom. 'REPORTS, FEEDBACK PANEL
’ QUESTION AND ANSWER
4:10 pem. ANOTHER VIEW (SKIT) Jim Masters
4:30 pem. Marge Schiller

TRAINING EVALUATION AND FEEDBACK

AR A e @MMUNM&@@”@AW@%
AND PLANNING

Nick Carbone
Discussion
Leader
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GPMS ORIENTATION
Participant's Schedule

WEDNESDAY, AUGUST 6, 1980

TIME

EVENT

9:00 a.m.

9:10 a.m.

9:45 a.m.

10:00 a.m.

11:30 a.m.

OVERVIEW Jim Masters

PRE-REVIEW PHASE Gaylyn N. Boone

\\\

PURPOSE/FLOW
ISSUES AND PROBLEMS

* FOUR-YEAR PLAN
* ELIGIBILITY
%
*

PPR

FUNDING/REFUNDING OBSTACLES £

* OTHER ISSUES AND CONCERNS
QUESTION, AND ANSWER

PREPARE AGENDA FOR PRE~-REVIEW VISIT
(DESK EXERCISE)

BREAK
WORKSHOP: PRE-REVIEW AND PRVM/ -

REPORTING ‘ ‘
QUESTION AND ANSWER N

~—ELIGIBILITY (2

2:30 p.m.
2 :45 Pelne

4:00 p.m.

LETTER OF PROGRAM AND FUNDING GUIDANCE AND
APPLICATLON PHASE (WORKBOOK IV)

PREPARATION BY CAA
CITIZEN REVIEW AND COMMENT
PRE-FUNDING VISIT (DRAFT 512A'S) -

- MEASURES
- TIMEFRAMES
WORKSHOP INSTRUCTIONS

BREAK
WORKSHOP PRE-FUNDING VISIT John Wandless

REPORT AND FEEDBACK
QUESTION AND ANSWER




» <
-2=
TIME EVENT
250 p.m. HEADQUARTERS OFFICE DIRECTORS ;J oe Maldonado
yTony Jackson
N é Diane Elliott
(é/ Frank Jones
: Gt C, Christensen
I Bob Landmann
fiGerrold Mukai
Graves
5:30 p.m. RECEPTION: PIERCE STREET ANNEX




7 Trainer's Schedule

\THURSDAY, AUGUST 7, 1980

10:15 a.m.

10:30 a.m.

12400 noon

1430 pems

P
gt o

2:30 p.m.

2:45 p.m.

PERFORMANCE PHASE

* TWO-YEAR OVERVIEW
* SELF-EVALUATION (“ORKBOOK V)
* MONITORING/ASSESSMENT (WORKBOOK VI)
* PPR AND RESCHEDULING
QUESTION AND ANSWER

15-MONTH PPR

* IMPORTANCE
* HOW TO USE

BREAK

WORKSHOP ON 15-MONTH PPR

REPORT/FEEDBACK

OTHER ROLES OF FIELD REPRESENTATIVE

SUPPORT ROLES
QUESTION AND ANSWER

BREAK
WORKSHOP ON CASE STUDIES

~WJQFT AND FEEDBACK

?'LON.AND ANSWER
" TRXINING EVALUATION/FEEDBACK

Jim Masters

Jim Gilbreth

TR ;;":‘9::/ E
=Heetor Morales \\

v,

(} Carl Shaw _

Marge Schiller




GPMS ORIENTATION
Trainer's Schedule

FRIDAY, AUGUST 8, 1980

TIME EVENT

9:00 a.m. OVERVIEW AND RECAP Jim Masters
9:10 a.m. MANAGEMENT AND SUPPORT ISSUES

QUESTION AND ANSWER Laird F. Harris

10:15 a.m. BREAK
10:30 a.m. OBSTACLES TO EFFECTIVE IMPLEMEN TATION Jim Masters
11:00 a.m. WRAP-UP Laird F. Harris
12:00 noon

SESSION ENDS




