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Step 1: Develop Problem Statement

Think about a specific challenge you are facing problem with respect to recruiting and retaining students to CTE programs that are nontraditional for their gender.  On the first sheet are questions that you need to think through. Fill in the boxes with brief bullets. After completing your first sheet, move on to the next sheet. Use the analysis on the first sheet to write 3-4 sentences of your problem statement on the second sheet.  
	What is the problem?
	

	The ideal -- paint a portrait of how a condition in the area of nontraditional recruitment and retention should be addressed in an ideal world – focus on an improvement in the condition which your institution can impact.

	

	The real – describe the existing situation. 

	

	The gap -- describe the gap between what exists now and the ideal situation you are striving for.

	

	Think of several possible approaches. Star those that are most promising interventions for your program. Consider strengths and weakness of each approach.
	

	In one sentence, write the approach you think would work best?

	

	How will the approach you proposed benefit students pursuing nontraditional occupations?
	


	Develop 3-4 sentence problem statement incorporating your analysis on the problem statement worksheet.



Step 2: Create A Goal Statement
	Who is your beneficiary?
What is the behavior or condition you would like to change?



	My Goal Statement




Step 3: Develop your Objectives

Develop 2-4 objectives to describe specific outcomes of your proposed program. Use the goal you developed earlier. 







Step 4: Develop your Activities

First, work individually: Develop 2-4 activities to describe how you will implement one of the objectives of your proposed program. When you are your partner are finished, switch sheets and provide suggestions for strengthening the activities.













Step 6: Create a Timeline

Create a timeline for all the activities you developed earlier. On the worksheet, indicate who will implement each activity: staff title or consultant. 

	Goal



	Objective  



	Activities 
	List amount of Personnel time needed to accomplish Activity 


	List non-personnel resources needed and estimated time to acquire resources 

	Activity 1: 


	
	

	Activity 2:


	
	

	Activity 3:


	
	

	Activity 4 
	
	

	


Step 6: Create a Timeline (cont.)
	Activities
	                                                 TIMELINE (months)

	
	 1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Activity 1

	
	
	
	
	
	
	
	
	
	
	
	

	Activity 2

	
	
	
	
	
	
	
	
	
	
	
	

	Activity 3


	
	
	
	
	
	
	
	
	
	
	
	

	Activity 4
	
	
	
	
	
	
	
	
	
	
	
	


Step 7: Develop your Budget
Create a budget for your project, reflecting all the costs associated with the activities you developed earlier. On the worksheet, indicate who will implement each activity: staff title or consultant. 

	Budget Item
	Funds
	Justification      

	Personnel


	
	

	Other than Personnel Services (OTPS)


	
	

	Total 


	
	


Step 8: Create an Evaluation Plan
Create an evaluation for the objective for which you detailed activities. On the worksheet, indicate process measures, impact measures and measurement strategies. 
Crafting an Effective Evaluation Plan

An evaluation plan links objectives, activities and results
	Goal



	Objective



	Activities

	Activity 1


	Activity 2
	Activity 3
	Activity 4

	Process Indicators

  
	

	Short-Term Impact Indicators


	

	Long-Term Impact Indicators
	

	Measurement Strategies
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Developing your action plan


Workbook





Goal:  











Objective 1:





Objective 2: 





Objective 3:





Goal





Objective: What & when, not how and why





Activity 1: Specific process with beginning & end





Activity 2:





Activity 3:





Activity 4:








� Process indicator is evidence that the process of carrying out the project was efficient.


� Impact indicator is evidence that project was effective in achieving its intended goals and objectives. 


� Measurement Strategies are the tools you will use to determine efficiency and effectiveness. 
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