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Pre-Planning Activities for School District
The pre-planning activities are intended as a guide to ensure facilitator’s and school district staff are prepared to discuss their current situation in relation to career development education programming.  The activities will ensure that the school district is aware of gaps, areas of success and current partnership with stakeholders.
1. District lead to work with the facilitator to plan the workshop, logistics and create an agenda
2. Determine who should attend the strategic planning session, be part of the planning and implementation team and who will work with the facilitator as project lead.
a. While it is desirable to have all staff available for the entire workshop it is often not possible.  If a smaller group will participate then the following should be considered:
i. Management should be involved in helping to plan the session and identify a lead from the management team to participate on the day of the workshop and as a resource over the development of the strategic direction, action plans and operational model
ii. All staff should be involved in the vision, values and mission discussion so as to ensure that those who will ultimately involve in the oversight and operations of the programming are part of the discussion even if they cannot be available on the day of the planning session.  Input could be sought through prior discussion and/or survey
iii. Career Program staff should be available as experts to participate in the review of strengths, weaknesses, opportunities and threats
iv. Management lead and career program staff should be part of the discussion of the strategic options an goals
v. Management lead and career program staff should be part of the operational structure discussion
vi. All staff should be briefed on the outcome of the strategic planning session and how they fit into the implementation of the strategic plan
3. Determine to what extent external stakeholders should provide input into the plan (chamber of commerce, key employers, industry associations, school board, students, parent groups, post-secondary etc)
i. Other input for the planning session may be – MOE policies, Labour Market Information, community planning reports, School District letter to MOE
4. Conduct an Environmental scan prior to the workshop so the findings can be presented to the group as part of the introduction to the session or available as prior reading.  If the district is currently offering career and skills programming, is could be that the scan is actually a progress report against existing operations and measures and would contain many of the same elements but from a “how have we done” point of view.  The environmental/progress scan should include the following:
i. A review of school districts work to date
1. Could be an external evaluation before the strategic planning process in order to feed into it (could be a questionnaire/interviews etc.)
2. A department/project/unit analysis of the work done, including achievements against targets and indicators
3. A management team review of the work done across the district, including achievements against targets and indicators
4. Budget expenditure for Career Programming
ii. A review of school district’s internal functioning
1. An external review conducted by someone with an in-depth understanding of the school district’s career programs and/or other district’s programs OR
2. An internal review by those involved in the current school district’s career programs that would include:
· School and district HR resources
· School and district physical resources
· School based budgets for career programming
· Existing school and district career programming
· Community resources
· Post-Secondary access
· Access to Technology
· Transportation
· Post-Secondary programming
· Local industry/job market 
· Senior and board of education support
· Parent/community support
· Focus area(s) of Career strategic planning currently available in the district: career awareness, career development and career engagement
· Results achieved against expected outcomes for ACE IT and SSA
· Potential program funding sources 
3. Needs Assessment (This would be part of the conversation with the above groups)
· What programs do they want?
· Suggestions for programs
· Demographics, Community
· Employment opportunities
· Tone of the economy?
· What are they doing now? (WEX? SSA? Career Programs? Exploration/Awareness/Staff/Teacher preparation?)


