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Overview

Community Action Agencies (“CAAs”) must conduct three planning processes:  
1. A Community Needs Assessment every 3 years identifying community needs;
2. A Strategic Plan every 5 years setting organizational priorities and outcomes; and   
3. A Community Action Plan every year identifying the plan to implement programs that meet the community needs and align with the organization’s strategic priorities.    
This document provides guidance on conducting a Strategic Plan. Each CAA has the discretion of using the steps or worksheets in this guide or creating their own. 

Federal Requirements for Strategic Planning
In 2015, USHHS issued Information Memorandum No. 138 establishing Community Services Block Grant (CSBG) Organizational Standards requiring CAAs to have the governing body/advisory body approve a strategic plan every 5 years.
At a minimum, CAAs must develop a strategic plan that meets the following requirements established by the Organizational Standards:
	Standard
	  Summary of Community Needs Assessment Requirements

	4.3
	To develop of a Community Action Plan and Strategic Plan document using the full ROMA cycle or comparable system (assessment, planning, implementation, achievement of results, and evaluation) and the services of a ROMA-certified trainer (or equivalent) to assist in implementation.

	6.1
	To have an agency-wide strategic plan in place approved by the governing board/advisory body within the past 5 years.

	6.2
	To develop a strategic plan that addresses reduction of poverty, revitalization of low-income communities, and/or empowerment of people with low incomes to become more self-sufficient.

	6.3
	To have a strategic plan that contains family, agency, and/or community goals.

	6.4
	To include customer satisfaction data and customer input collected through the Community Needs Assessment in the strategic planning process.

	6.5
	To have the governing board/advisory body receive an update(s) on meeting the goals of the strategic plan/comparable planning document within the past 12 months.

	
	


Steps to Develop a Strategic Plan 
This guide is divided into these areas:
1. Getting started: planning the strategic planning process
2. Clarifying direction: define who the organization is & who you want it to be 
3. Assessing strengths, weaknesses, opportunities and challenges
4. Assessing internal and external environment and identifying key strategic issues
5. Developing goals and objectives

6. Developing a strategic plan document

7. Identifying next steps


1. GETTING STARTED: PLANNING THE STRATEGIC PLANNING PROCESS
defining the purpose, who will be involved, a timeline, a work plan and deliverables 
(Refer to Worksheet 1)
1. Create a workgroup
· Organize a committee to develop and oversee the strategic planning process
· Include board members, top leadership and staff
· Include a mix of participants, from big-picture visionaries to detail-oriented thinkers

· Assign someone to be the primary overseer of the process to keep the process on track and encourage participation and creativity 
· Assign someone to be the primary writer of the strategic plan

· Consider whether hiring an outside facilitator might be beneficial and whether the agency’s budget would allow it
· Determine how often the workgroup team will meet and staff’s time commitment
2. Discuss the purpose 

· Discuss why you will engage in strategic planning

· To meet CSBG program requirements

· To re-examine why the organization exists and its aspirations for the future

· To produce decisions and actions that guide the organization’s programs and operation 
· To help prioritize efforts and determine the allocation of resources

· To improve effectiveness and efficiency through agreed upon strategies and goals
· Discuss the benefits of developing a strategic plan
· Allows for better thinking, better decisions and better results

· Helps set direction and priorities for staff
· Gets everyone on the same page
· Simplifies decision making

· Aligns resources to maximize results
· Determine what success looks like for the strategic planning process
· Having a plan where we prioritize what we want to accomplish in the next three-five years

· Achieving greater board engagement 

· Having staff and board working together more effectively
· Creating a willingness to approach and do things differently 
3. Determine the resources needed 
· People, time, information and facilities for meetings

· Budget for outside facilitators or consultants and any other resources
4. Create a work plan 
· Determine who should be involved in the process and how they should participate 
· Define staff and board responsibilities with time commitment and other resources required 

· Determine how the process will be conducted, defining critical elements and steps to be followed
· Define mechanisms for problem solving, for encouraging creative thinking and constructive debate
· Define process to keep board and staff involved and engaged in the strategic planning decisions

· Have the board committee provide input into the work plan
· Agree on deliverables and a timeline
Possible Deliverables:
· Revised mission, vision, and guiding principles

· A Strategic Plan with priorities for the next 3-5 years

· A plan to get everyone on board with the new priorities
Example Timeline:
	#
	Broad Activity
	Specific Activities
	Persons Involved
	Time (12 weeks)

	1
	Getting started
	Defining the purpose, who will be involved, 
a timeline, a work plan and deliverables
	- Top  leadership

- Staff

- Board members


	2  weeks

· 1-2 meetings, each 1-3 hrs. long 
· Approval of work plan at regularly scheduled board meeting

	3
	Clarify direction
	Defining mandates, vision, mission and values
	- Workgroup

- Board members
	1  week

· 1 meeting, 
2-4 hours long 

	2
	Assess  current situation
	Identifying strengths, weaknesses, opportunities and challenges 
	- Workgroup
- Staff

- Top leadership

- Board members
	1  week

· Half-day retreat


	4
	Determine
emerging priorities
	Creating a master list of strategic issues
	- Workgroup

- Board members
	1 week

· 1 meeting, 
2-4 hours long 

	5
	Establish goals
	Creating goals, outcomes, strategies, objectives, planning calendar
	- Workgroup

- Board members
	1  week

· Full-day retreat 



	6
	Write 
the plan
	Writing the strategic plan 
	- Workgroup

- Top  leadership
	2 weeks

· 10-15 hours

	7
	Adopt
of plan 
	Approval and dissemination
	- Board members
- Workgroup

- Staff 
	4 weeks

· Approval of plan at regularly scheduled board meeting

· Series of meetings with staff to bring everyone on board


5. Present final work plan to the board of directors for review and approve
2. CLARIFY MANDATES, MISSION, VISION AND VALUES
establish or reaffirm your organization’s shared understanding of why it exists & future aspirations
Refer to Worksheets 2 & 3
1. Review your mandates 
Mandates refer to requirements an agency must meet. 

· Review the organization’s formal mandates: what it is required to do by external authorities 

· Clarify what is explicitly required, explicitly forbidden, and not explicitly ruled out
· Review federal mandates
· Reducing poverty 

· Revitalizing low-income communities

· Empowering low-income families and individuals to become self-sufficient
· Meeting CSBG organizational standards

· Complying with CSBG assurances
· Review state mandates

· To provide case management to clients served
· To transition clients out of poverty

· Review informal mandates that may come from key stakeholders such as elected officials
· Determine if any changes have to be made to comply with all mandates
· Discuss the impact these mandates have on programs
2. Review and clarify your vision statement

A vision refers to a dream.  It refers to how things would look like if the issues your organization works to address would be completely solved. 

· Review your current vision statement and determine if it:
· Describes the organization’s optimal goal and reason for existence 

· Describes the ideal conditions of how things would look like if issues important to the organization were completely addressed

· Presents an inspiring view of the preferred future
· Is brief and easy to communicate
· Is shared by members of the community 

· Redraft vision statement as needed based on all the discussion and reflections
Example vision statements:  
· To be the most widely-known, the most-highly regarded, and the most-results oriented local anti-poverty agency in our county.
· To be the leading organization that provides quality services for promoting self-sufficiency in our service area.
3. Review and clarify your mission statement 
A mission statement states the purpose of the organization, what the organization does and 
for whom the services are provided.  
· In developing or revisiting the mission statement, answer the following questions:

· What is our purpose?

· What business are we in?

· Whom do we serve?

· How are we unique as an agency?

· If needed, redraft  your mission statement in light of the held discussions and reflections
Example Mission Statements:  
· To promote economic mobility by connecting low-income families and individuals to community resources and coaching people to help themselves. 
· We exist to strengthen the educational, social, and economic well-being of individuals and families as they move toward economic independence and self-sufficiency.
· To empower individuals and families to improve their quality of life through the advancement of opportunity for education and training,  the opportunity to work, and the opportunity to live in decency and dignity. 
4. Clarify your values 
Values should articulate how the organization should conduct itself
· In developing or revisiting your agency’s values, answer the following questions:

· How do we want to treat others? 

· How do we want to be treated ourselves?

· What are our attitudes and values about our clients?

· What are our attitudes and values about our processes? 
· What are our attitudes and values about our performance?

Example values and guiding principles:  
· We value professional competency in our work, exhibiting expertise, efficiency, accuracy, and reliability in delivering high-quality, measurable outcome-based services to our clients.
· We practice fair, open, and impartial administration of our programs, regardless of the racial, social, cultural, religious, or economic status of our stakeholders.
· We believe in honoring each other with dignity and respect, building inter-relationships that demonstrate empathy, compassion, courtesy, and appreciation of the unique qualities of every person with whom we work.
· We know our success depends upon the community in action. Through honest, open, and effective collaboration with organization partners we can mutually address the needs of low-income workers and their families in our county.
3. ASSESS STRENGTHS, WEAKNESSES, OPPORTUNITIES, & CHALLENGES 
 asses external and internal factors impacting the organization
Refer to Worksheets 4-6
1. Assess internal strengths 
Internal strengths are resources that help an organization accomplish its mandates or mission. 
Know that strengths and weakness are often two sides of the same coin.
· Assess the organization’s internal strengths and develop a list of those strengths
· Identify competencies that make your organization stand out

· Identify special strengths that may your organization unique
· Consider the results of the client satisfaction surveys collected during the Community Needs Assessments process to determine strengths
· Using Worksheet 5, gather external input from key stakeholders to incorporate into this analysis 
· Using Worksheet 6, conduct an analysis of stakeholder input

· Pick the top 10 strengths and discuss those priority strengths  
· Discuss actions and ideas to take advantage of the identified strengths 
Example strengths are:

	Strengths 
	Options to take advantage of them?

	Strong commitment of staff to helping vulnerable populations
	· Improve benefits and salary to retain talented and committed staff
· Train staff  so they are can provide good services and continue to be engaged 

	Staff with diverse backgrounds, talent and expertise
	· Evaluate talents of staff to maximize the use of their skills and their organizational performance

	Relation with clients
	· Ask successful clients to volunteer in helping other clients achieve their goals

	Internal check and balances 
	· Review processes  to determine if any parts can be streamlined

	Long history in the community addressing needs of low income persons
	· Emphasize experience to potential funders and collaborative partners

	Elected officials serve on board
	· Seek support from elected official board members to obtain financial support from cities and counties

	Board has legal, financial, and social service expertise
	· Tap into board member’s expertise to design effective programs 

	Good array of programs
	· Use experience administering programs to apply for funding for additional programs

	Only provider offering long-term case management with goal of helping persons become self-sufficient
	· Continue to train staff to provide effective case management to be able to provide that service to more persons


2. Assess internal weaknesses 
Internal weaknesses refer to deficiencies in resources that hinder an organization’s ability to accomplish its mandates or mission. Know that strengths and weakness are often two sides of the same coin.
· Create a list of major internal organizational weaknesses problem areas that are impacting the success of the organization
· Consider the results of the client satisfaction surveys collected during the Community Needs Assessments process to determine weaknesses 
· Using Worksheet 5, gather external input from key stakeholders to incorporate into this analysis 

· Using Worksheet 6, conduct an analysis of stakeholder input

· Discuss ideas on overcoming the identified weaknesses 
Example weaknesses are:

	Weaknesses 
	Options to overcome them? 

	Lack of effective partnership between board and staff
	· Recruit  board members that are invested in the mission of the organization
· Assign to a number of executive staff the task of actively reaching out and engaging  board members

	Lack of board involvement in program committees
	· Ask board to establish a board program committee

· Recruit new board members with program expertise and passion


	No clear definition or measures of what organizational success is
	· Define organizational success
· Gather data 

· Conduct year-end evaluations

	Lack of regular program evaluation
	· Develop forms and systems to track progress at meeting outputs and outcomes for each program

· Assign staff responsibility

· Use results of program evaluation to improve processes and programs

	Poor communication among programs
	· Integrate communication among all programs 
(e.g. CSBG, LIHEAP, WAP, Head Start)

	Poor communication with partners and referral organizations
	· Formalize relationships with referral organizations

· Establish MOUs

· Assign key staff position to meet with partners at least quarterly

	Lack of staff with case management and social work background
	· Determine educational opportunities for current staff to gain case management knowledge or continue education

· As openings arise, hire staff with case management experience and or social work education

	Limited funding
	· Form committee to develop plan to raise more private and public resources


3. Assess external opportunities 
External opportunities are outside factors that the organization can take advantage to complete its mission. Know that opportunities and challenges are often two sides of the same coin.
· Use the results from the community needs assessment to create a list of opportunities
· Using Worksheet 5, gather external input from key stakeholders to incorporate into this analysis 
· Using Worksheet 6, conduct an analysis of stakeholder input

· Discuss which opportunities are most promising for the organization and why

Example opportunities are: 

	Opportunities
	Options for taking advantage of opportunities? 

	Economy has improved
	· Expand fundraising efforts to corporations & individuals

· Seek funding from local organizations such as utility companies

· Seek to establish relationships with employers to provide employment opportunities for clients

	Affordable Health Care Act
	· Assist clients in getting the health care they need by helping them obtain insurance during the open enrollment period

	New technologies
	· Use technology to conduct intake through e-mail or online forms

· Use technology to  conduct appointments through confidential and  secure video chat tools

	Greater influx of non-English speaking populations
	· Bring in staff who can communicate with clients in native language

· Work with churches, school district, other non-profits to provide more ESL classes

	Partnership opportunities with non-profits, faith-based, schools, local governments
	· Review input received in Community Needs Assessment and determine who we can partner with to address identified needs

	Funding Opportunities
	· Apply for state, federal, local government, and private grants to increase programs and services

· Assign staff person responsibility for seeking funding opportunities

· Consider hiring a fund developer

· Form committee to develop an idea for a major annual fund raiser that brings attention to our organization and services. Examples are  5K race and community recognition dinner

	ROMA Certification
	· Select one staff person to become ROMA certified  to help the  organization with program evaluation and planning functions

	Expansion of TOP Program
	· Increase the array of services and programs 

· Provide more comprehensive case management to have a greater impact on the client’s self-sufficiency


4. Assess external challenges
External challenges are factors that can affect your organization in a negative way. 
Know that opportunities and challenges are often two sides of the same coin.
· Create a list of major challenges facing and impacting the organizational 
· Utilize the results of completion of worksheets 4-6
· Some areas to considering when assessing challenges are the following:
· Changing demographics or community conditions

· Cultural or social trends
· Trends in the economy or funding environment
· Politics, legislation or regulation
· New technologies, methods or models
Example challenges are: 

	Challenges or Threats
	Options for overcoming challenges? 

	Changing program regulations
	· Learn regulations and develop a plan to comply with all regulations. 

	Reduction in government funding sources
	· Expand fundraising efforts to corporations, individuals

· Seek funding from local organizations such as utility companies

	Larger demographic shift in the low-income population in our service region
	· Reach out to the different low-income population to make sure all of them have the same opportunity to access the organization’s services

	Greater influx of non-English speaking populations
	· Bring in staff who can communicate with clients in native language

	Lack of organizations providing emergency services for low income
	· Contact organizations serving low-income persons and strategize how the need for emergency assistance can be addressed in a collaborative effort

	Lack of support for programs serving low-income persons
	· Educate elected officials and the community about the reality of life for low income persons and the benefits of addressing their needs

	Greater mandates on the federal level such as CSBG organizational standards
	· Develop systems to quarterly assess if organization is meeting organizational standards
· Determine technical assistance and training needs and request assistance from the State

	High turnover of key staff
	· Determine what a competitive salary is for key positions and begin evaluating the budget to determine if key staff can receive a higher salary

· Determine what other benefits can be provided to staff

· Develop a committee of staff and board to work on compensation issues

	Staff lack college education
	· Determine if any staff are interested in pursuing continuing their education with the support of the organization

· As vacancies open, hire staff with degrees


4. CONDUCT AN INTERNAL AND EXTERNAL ASSESSMENT 
Clarify the conditions or situations within which the organization operates
                                                                  Refer to Worksheets 7 - 8
1. Complete an internal assessment 
· Identify key issues and possible changes or additions to current programs in each of the following areas: programs and services, financial, human resources, leadership, operations & information technology
Example internal factors affecting the organization: 
	Topic
	Issues
	Option to Address

	Financial 
	· Changes in federal accounting requirements related to indirect costs

· Weak internal controls
	· Modify accounting practices and time keeping practices for indirect costs
· Determine how to improve internal controls regularly and make changes and monitor to ensure adequate safeguard of all resources.

	Human Resources
	· Changes in case management requirements
	· Recruit volunteers with social work background

· Train staff and get one staff person ROMA certified



	Information Technology
	· New complex reporting requirements for LIHEAP
	· Put in place a new client intake and tracking system to capture new data for new reporting requirements

· Train staff

	Human Resources
	· Executive Director retiring within the next 2 years
	· Form Executive Director search committee and begin making plans for the transition and hiring


2. Complete an external assessment 
· Identify key issues in the following areas: economic and political climate, social, demographic, legal, technology, and budget
Example external factors affecting the organization:

	Topic
	Issues
	Option to Address

	Political
	· Cuts in federal funding
	· Inform legislative officials of program accomplishments

· Ensure CSBG program produces outcomes and meets organizational standards

	Social
	· High crime rate in certain cities in service area
	· Work with city officials and law enforcement, non-profits, and faith based community to develop and implement a community plan to reduce crime rate


5.  IDENTIFY KEY ISSUES FACING THE ORGANIZATION

Clarify the conditions or situations within which the organization operates
                                                                 Refer to Worksheet 9
1. Identify key strategic issues facing the organization 

A strategic issue is a fundamental policy choice or change challenge.

· Identify strategic issues identified up to this point through parts 2, 3 and 4 of this guide 
(Analysis of strengths, weakness, internal and external factors affecting the organization).
· Prioritize the issues and select the top 10 issues to address

· For the top issues, answer these questions :

· What is the strategic issue?

· What makes it a strategic issue? How does the issue relate to the organization’s mandates, vision, strengths, weakness, opportunities and threats? 

· What are the consequences of failure to address the issue? What makes it a priority?
· What are the benefits of addressing the strategic issue?

· What steps should we take to address this issue?
· Discuss the order in which the issues should be addressed
	Strategic Issue
	What makes it a strategic issue?
	Consequences 
of not 
addressing issue 
	Benefits of addressing issue
	Steps to address issue

	Improving organizational systems
	· Federal requirement to comply with 
new CSBG Organizational Standards
	· Possible loss of CSBG eligible entity status
	· Retained CSBG eligible entity status
· Improved organizational systems 

· Increased accountability of staff and board


	· Assign staff to conduct assessment
· Conduct assessment

· Develop plan to address deficiencies 

	increasing program outcomes
	· TDHCA Requirement
· ROMA 
	· Monitoring findings

· Stagnant programs and services
· Clients not receiving optimal services
	· Positive and increased outcomes for clients
· Increased diversity in services offered

· More comprehensive program planning
	· Quarterly program evaluation
· Continual improvement of program services based on evaluation results

· Seek funding opportunities


6. DEVELOP goals and objectives
Clarify the conditions or situations within which the organization operates
Refer to Worksheets 10-14
1. Analyze Programs and Services 
· Conduct an analysis of current programs.  
· Questions to consider:
· Program Fit:  How well does this program fit with our mission, overall strategy, and other programs?

· Program Attractiveness:  How “easy” or “difficult” is it to attract the resources necessary to support or sustain this program?

· Alternative Coverage:  Are there relatively many or a few other organizations doing this work in our service area?

· Competitive Strength:  Is there any competition for this program?  What distinguishes our program in comparison to competition?

· Recommended Strategy: What is our recommended strategy for this program?  Increase, maintain, decrease, or eliminate?

· Determine what impacts the organization aspires to achieve and what inputs, program activities, outputs and outcomes will lead to the results/ultimate impact desired 
· Determine the proposed strategy and future level of activity for the program or services operated by the organization
2. Develop goals, objectives, outcomes, indicators of success, potential initiatives that will drive improve performance 
· Goals should be specific, measurable, actionable, must be time bound and must include who is responsible for executing them
· Goals are  1-3 year action statement

Example goals:

· Articulate a new shared vision and mission for the organization
· Hold a series of organization and community “conversations” and board and committee meetings about our values, key concepts, and goals 

· Translate how organization mission, values, approach, and vision statements translate into workplace practices and the role of each area and staff to accomplish the organization’s goals in their everyday work 

· Shift the organization’s focus from service to outcomes

· Improve working conditions and staff skill development 

· Review staff salary structure – eliminate inequities, raise level overall. 

· Provide better support for supervisors – assess, plan, implement. 

· Address staff wellness more comprehensively 

· Institutionalize leadership development at all levels so that all staff are empowered and engaged. Develop communication systems which ensure that ideas for improving practice and management are surfacing and being heard at all levels. 

Example objectives table:  
	Goal
	Objective
	Strategy
	Outcome Measure
	Output 
Measure

	Transition 48 persons/16 households out of poverty
	Transition persons and households out of poverty towards the path to self-sufficiency
	Provide TOP Case management to 120 unduplicated persons, approximately 40 households, and transition
	48 of the 120 unduplicated persons, 16 out of 40 households, provided TOP case management will transition out of poverty
	120 persons/
approximately 40 households will be provided TOP case management to work towards transitioning out of poverty


3. Incorporate ROMA Into the Strategic Plan 
· Organize identified targets/goals using a ROMA Organizing Framework  
· Complete the Identified Needs column from CNA and identify planned services and categorize under one of the six National Goal categories.  
· Identify the planned services and activities that address the needs.
· Identify planned Services and Activities Addressing Community Needs Assessment
Sample planned service table by NPIs:  
	National Goal #
	Goal Type
	Goal
	National Performance Indicators
	Identified Needs
From CNA
	Planned Services and Activities Addressing Needs

	1
	Family Goal
	Low-income people become more self-sufficient
	· NPIs 1.1s Employment,

·  1.2s Employment Supports

· 1.3s Economic Asset and Enhancement Utilization, and

· 6.5s Service Counts
	· Lack of good paying jobs
· Lack of job skills
	· Participate in Chamber of Commerce 
· Work with employers to provide job opportunities to TOP clients

· Assist persons with tuition


7. DEVELOP A strategic plan document
1. Determine content, structure and format for document
Example Format for Strategic Plan
I. Executive Summary

II. Introduction : purpose, process and stakeholder participation
III. Mandates

IV. Mission , vision, and value  statements
V. Summary of strengths, weaknesses, opportunities, challenges and strategic issues
VI. Summary of assessment of internal and external factors

VII. Summary of core future strategies
VIII. Goals, objectives and performance indicators
IX. Next Steps
2.  Draft the Strategic Plan
· Have the designated writer(s) write the first drafts of the strategic plan
· Show drafts to executive director, board members and members of strategic plan workgroup for feedback

· Incorporate feedback

3. Present the Strategic Plan to board for approval

· Develop a presentation and document to present to Board and focus in on targets for 
the next 5 year period
· Provide each board member with a copy of report and presentation

4. Share the Strategic Plan

· Circulate the plan, the strategies and mission among organizational members

· Post a simplified shortened Strategic Plan on the organization’s website

·  Use strategic plan to target potential donors and elected officials

8. Next Steps
1. Review organization’s bylaws and amend if necessary
· Assign staff or board committee task of reviewing bylaws to determine if revisions are needed.
· Present revised bylaws to board Committee and to board for approval

· Have attorney review bylaws every 5 years, at minimum (per CSBG organizational standard)

2. Review organization policies and procedures and amend as necessary 

· Assign staff responsibility to determine which policies and procedures must be amended to incorporate Strategic Plan vision, mission, outcomes, goals, etc.  

· Draft amendments to policies and procedures

· Present amended policies and procedures to Board for approval

3. Help people make the required changes
· Identify the changes needed to bridge the gap between the old way of doing things and the new way things need to be done

Example changes:

· Changes in skills needed by staff and board members to implement the plan
· Changes in the current structure and system to support the new vision

· Changes in the organization’s culture and mindset to support new strategies

4. Write a detailed annual operation plan

· In the case of CAAs, the annual operation plan should include an annual Community Action Plan (CAP plan)

·  The Department will issue a specific guide on the CAP plan requirements  
5. Develop a plan to monitor progress meeting goals
· Prepare a plan for how the staff will, at a minimum every 6 months and annually, inform the board/advisory body on progress meeting strategic plan goals

· Determine which staff will be responsible for monitoring progress at meeting goals

· Determine frequency for staff to monitor progress and inform the Executive Director and prepare update for Board

· Determine what steps will be taken when goals are projected not to be met

· Update the strategic plan annually, with particular attention to outcomes and outputs
WORKSHEETS
Worksheet 1 – Getting Started: Planning the Strategic Planning Process 
	Topic
	Discussion Questions
	Decisions Made

	Who

	· Who will participate in the development of the strategic plan?


	

	Why

	· Why are we engaging in strategic planning?
· What are its benefits?


	

	How

	· How will we conduct the process?

	

	When
	· What is the timeframe for finishing the plan?

	

	Results
	· What are the end-results of the strategic planning process?
· What are the deliverables?
	


Worksheet 2 – Review of Organizational Mandates

	Mandate
	Source 
(e.g. law, rule, policy, grant requirement, contract)
	Key Requirements
	Implications
Effects on the organization and its services or programs
	Evaluation Criteria 
(develop your own)

· Funded

· Still appropriate

· Out of Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


After looking at the mandates, answer these questions:

1. What do these mandates mean about our organization’s purpose and mission?

2. Which mandates (if possible) may need to be changed and why?

3. What impacts do these mandates have on our future direction?  (include implications for resource availability)
Worksheet 3 – Review of Mission, Vision and Values
	Topic
	Discussion Questions
	Ideas Discussed
	Revised statements

	Mission Statement


	· What is our purpose?

· What business are we in?

· Whom do we serve?

· How are we unique?
	
	

	Vision Statement

	· What is the ideal picture of your community in the future?

· If your organization was successful in meeting its mission, what would the future look like?
	
	

	Values
	· How do we want to treat others and how to we want to be treated ourselves?

· How are our attitudes and values about our clients, processes and performance?


	
	


Worksheet 4 –Assessment of Strengths, Weakness, Opportunities, & Challenges (SWOC) Matrix
	Topic
	Identified 
	Options to take advantage of strengths and opportunities OR 
 overcome weakness or threats

	Strengths


	
	

	Weakness


	
	

	Opportunities

	
	

	Challenges

	
	


Worksheet 5 - Stakeholder Interview

Name (optional):  _______________________________________________
City and County of Residence: ________________________/______________________   Date:  _______

 __________________________ (organization name) is doing our Strategic Plan as part of the requirements to receive Community Services Block Grant funds. As part of the survey, we are interviewing key stakeholders in the community.

1. What has been your primary experience with our organization in terms of our programs and services and interaction with our staff? 

2. What do you think are the organizations primary strengths?  
3. What do you think are the organizations primary weaknesses or areas for improvement?
4. What do you think the greatest challenges facing our organization? 

5. Are there any programs or services that you think we should do more of or less of or offer?
6. Do you have any other feedback that you want us to consider in our strategic planning work

Worksheet 6 – Analysis of Stakeholder Input

Check the Stakeholder box that applies:  
 Board Member  Client  Funder  Donor  Community Leader  Collaborative Partner  Elected Officials Staff Other: ________________
	Stakeholder
	Primary Experience with Organization
	Identified Strengths
	Identified Weaknesses/Areas for Improvement
	Identified Challenges
	Programs or Services to Add or Delete
	Other Feedback

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Worksheet 7 – Internal Assessment
	Topic
	Issues
	Sub-Issues 
	Options to take advantage of strengths and opportunities OR 
 overcome weakness or threats

	Program and Services


	
	
	

	Financial


	
	
	

	Human Resources


	
	
	

	Leadership


	
	
	

	Operations


	
	
	

	Information Technology
	
	
	


Worksheet 8 – External Assessment

	Topic
	Issues
	Sub-Issues 
	Options to address the issue:

	Economic Climate

	
	
	

	Political Climate

	
	
	

	Social

	
	
	

	Demographic

	
	
	

	Legal

	
	
	

	Technology
	
	
	

	Budget
	
	
	


Worksheet 9 – Key Strategic Issues

	Strategic Issue
	What makes it 
a strategic issue?
	Consequences of not 
addressing issue 
	Benefits of addressing issue
	Steps to address issue

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet 10 – Program Evaluation

	Identified Problem, Need, Situation
	Service or Activity (# clients to be served)
	Outcome (general statement of results expected)
	Indicator % Expected to Achieve Outcome 

(the number persons expected to achieve the outcome divided by the number to be served)
	Actual Results % Achieving Outcome 

(actual # of clients achieving outcome divide by # served)
	Measurement Tool
	Data Source (include collection procedure, staff responsible)
	Frequency of Data Collection & Reporting

	Planning
	Intervention
	Benefit
	Performance
	Performance
	Accountability
	Accountability
	Accountability

	Example:

Persons lack job skills which prevents them from earning a higher income
	50 persons will be enrolled in job skills program
	Persons obtain job skills and obtain a better paying job
	20 of 50 clients, or 40%, of persons enrolled in job skills program will complete program
	15 of the 50, or 30%, of persons enrolled in job skills program completed program
	Record of enrollment in job program and record of completion
	Case records and documentation from job program
	Data collected at time of enrollment in job program and at time of completion. Data obtained from referral source, TWC.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Source:  Adapted from Introduction to Results-Oriented Management and Accountability by Frederick Richmond and Barbara Mooney
Worksheet 11 – Impact of Organization
1. What is the ultimate impact our organization seeks to achieve?

2. What are the intermediate outcomes on the path to this impact?

3. What is the set of programs that our organization will provide to bring about these outcomes?

	Inputs
Resources and Assumptions
	Processes (Strategies)

Program Activities
	Processes (Strategies) 

Outputs
	Results

Outcomes
	Results
Ultimate Impact

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Source:  Strategic Planning for Nonprofit Organizations by Michael Allison, Jude Kaye
Worksheet 12 – Future Programs

	Program or Service
	What is the Program’s current level of activity?
	What is the proposed strategy (expand, maintain, decrease, eliminate, start a new program, modify existing program)?
	What is the Program’s projected future level of activity?



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Source:  Strategic Planning for Nonprofit Organizations by Michael Allison, Jude Kaye
Worksheet 13 – Developing Goals and Objectives
	Topic
	2016
	2017
	2018
	2019
	2020

	Goal

	
	
	
	
	

	objective

	
	
	
	
	

	strategy

	
	
	
	
	

	Outcome measure
	
	
	
	
	

	Output 
measure

	
	
	
	
	


Worksheet 14 – Planned Services and Activities Addressing CNA Needs

	National Goal #
	Goal Type
	Goal
	National Performance Indicators
	Identified Needs
From CNA
	Planned Services and Activities Addressing Needs

	1
	Family Goal
	Low-income people become more self-sufficient
	· NPIs 1.1s Employment,

·  1.2s Employment Supports

· 1.3s Economic Asset and Enhancement Utilization, and

· 6.5s Service Counts
	
	

	2
	Community Goal
	The conditions in which low-income people live are improved. (Community goals
	· NPIs 2.1s Community Improvement and Revitalization, 

· 2.2s Community Quality of Life and Assets.
	
	

	3
	Community Goal
	Low-income people own a stake in their community
	· NPIs 3.1s Community Enhancement through Maximum Feasible Participation 

· NPIs 3.2s Community Empowerment through Maximum Feasible Participation
	
	

	4
	Organization goals
	Partnerships among supporters and providers of services to low-income people are achieved

	· NPIs 4.1s Expanding Opportunities Through Community-Wide Partnerships 


	
	

	5
	Organization goals
	Agencies increase their capacity to achieve results
	· NPIs 5.1s Organization Development 
	
	

	6
	Family Goals
	Low-income people, especially vulnerable populations, achieve their potential by strengthening family and supportive systems
	· NPIs 6.1s Independent Living, 

· 6.2s Emergency Assistance, 

· 6.3s Child and Family Development, 

· 6.4s Family Supports for Seniors, Disable, and Caregivers, and

·  6.5s Service Counts
	
	


APPENDICES

Appendix 1 – Resources for Conducting Strategic Planning
Manuals, Reports and Articles
· Introduction to Results-Oriented Management and Accountability (ROMA) by Frederick Richmond and Barbara Mooney 
http://www.appliedmgt.com/Training/Introduction-To-ROMA/Results-Oriented-Management-And-Accountability/ 

Books
· Introduction by Results-Oriented Management and Accountability (ROMA)
Book by Frederick Richmond and Barbara Mooney

· The Drucker Foundation Self-Assessment Tool
Book by Peter F. Drucker
Material Used to Prepare this Guide

· Strategic Planning for Non Profit Organizations
Book by Michael Allison and Jude Kaye

· Strategic Planning for Public and Non Profit Organizations
Book by John M. Bryson 

· Strategic Planning Made Easy for Nonprofit Organizations

Howard W. Olsen, Ph.D. and Nancy D. Olsen

· Kentucky and Appalachia Public Health Training Center Strategic Planning Workbook
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