Program Portfolio Worksheet
Name of Program:
Organization:

This questionnaire is designed to help you visualize and describe successful out​comes of your program. It can be particularly useful as a design tool because it lets you build the program around outcomes or ends, not simply around resources or program means at your disposal. It also helps you select --at the outset-- those evaluation criteria and methods that will be meaningful for your particular program.

Section One: Improving Social and Environmental Conditions
In this section, assess the social or environmental situation or resource management issue that you are trying to affect with the education program. 

1.1 What present social or environmental condition will your program help change?

1.2 Describe the situation once that condition has been changed:

1.3 How will you know if the condition has been changed?

1.4 How will your program contribute to changing the condition?

Section Two: Individual and Group Behavior
In this section, identify critical behaviors on the part of individuals or organizations that the program will seek to change. Be specific as you describe behaviors--are they the direct causes of the problem describe in Section One? Differentiate between individual behaviors (such as vandalism) and organizational behaviors (such as a lack of enforcement of appropriate laws). Both kinds of behavior may be the causes of problems you are trying to solve.

2.1 What current behavior (or lack of) on the part of individuals or groups contribute to the condition described in Section One?
2.2 What changes in behavior do you hope will occur as a result of your project?

2.3 How will you know if the behavior of project participants has changed as a result of your program?

2.4 Do you plan any follow-up activities to determine or estimate long-term changes in the behavior of individuals or groups involved in your project?
Section Three: Knowledge, Attitudes, Skills and Awareness
Behavior is the result of decisions --conscious or subconscious-- that we make based on what we know. Some of our knowledge is the result of things we have been taught, some is based on skills we have mastered. Attitudes and awareness also shape our knowledge. In this section, analyze the kind of information that it will be necessary for program participants to learn if they are to make a con​scious decision to behave differently.

3.1 Does a change of behavior require new knowledge or skills that can be learned or new attitudes or awareness levels that must be developed in program participants? (Not just a yes/no answer please!)
3.2 What information and/or skills are required for learning?
3.3 Describe specific learning objectives of the program:

3.4 How will that information be transmitted to the program participants?

3.5 How will you find out if they have received, understood, or used the knowledge, atti​tudes, skills or awareness that they receive during the program?

Section Four: Reactions Expected from Program Participants

Our effectiveness as teachers depends on how we, our organization and its mission, are perceived by program participants. Are we viewed as outsiders? From the standpoint of the participants, are we the appropriate authorities on the subject? Does our organization's role as an enforcer affect partici​pants’ willingness to view us as partners? Is the audience sympathetic to the needs of the environ​ment that we are trying to protect? In addition, the act of teaching and the conditions under which it occurs can provoke reactions that help or hinder the educational process. In this section, describe the reactions you hope you will get from participants of the program.

4.1 Prior to participating in the program, how do project participants view NOAA, NOAA partners and the people who will lead the program?

4.2 After completing the program, how do you hope the participants will feel about NOAA, NOAA partners, the project, your organization or the environment?
4.3 How will you find out how they feel?

4.4 Will program instructors or leaders be evaluated by participants or the audience? If so, how?

Section Five: Program Participants

A program's audience is a specific set of individuals who actually participate in the program--not the larger population group to which the individuals belong. For example: the Smithsonian’s Ocean Hall audience is not "visitors to, and residents of Washington DC" but "those visitors and resident of Washington DC who visit the Museum of Natural History.” “The general public” is not an adequate description of any program audience.  As a rule of thumb, you haven’t identified an audience until you know exactly how you will contact them.

Select your audience with great care. Choose the audience based on: 1) the impacts of their individual or group behavior on the environment or the resource; 2) their impact as leaders of a larger population; and 3) the likelihood that you can initiate a change of behavior that will endure long enough to actually achieve the environmental or resource outcomes the program seeks.

In this section, assess the number and characteristics of your audience, and the methods by which you will reach them.

5.1 Describe the audience for your program (be very specific):

5.2 What cultural, social or demographic characteristics do members of this audience share with one another?

5.3 What is the most effective way to publicize the program in order to recruit participa​tion?

5.4 How many participants are you planning for?

5.5 What products will you produce? How many?

5.6 Who will participate in an advisory or technical review capacity to represent the partici​pants' unique perspective?

Section Six: Program Activities

In this section describe precisely what will occur during the program--not just the major events, but also the steps that you, the staff and others must carry out to bring the program to life. In addition, give some consideration to other factors that can affect the outcome of your program activities.

6.1 What activities are you planning?

6.2 What will participants do at activities?

6.3 What events must occur to prepare for the actual program activities?

6.4 When will these events and activities occur?

6.5 What external factors will affect the success of these activities (holidays, weather, com​peting events, cooperation of another party or organization etc)?

Section Seven: Resources

Programs don't occur without a commitment of human and financial resources. Staff, volunteers, program funding, and financial and in-kind contributions all form the resources pool that you, as manager, must draw from if the program is to move forward. If you have designed the program correctly, establishing and justifying the program's cost should be relatively simple. Establishing the costs and benefits of each program will allow you to compare several alternative approaches and chose the most appropriate program to achieve desired environmental and resource outcomes.

7.1 How many and what kind of paid employees will work on the program and for what percentage of their workload?

7.2 How many volunteers will be involved in the program?

7.3 How much money will be raised from sources outside your organization?

7.4 What other kinds of contributions will be made to the program?

7.5 How much money will come from your organization?

7.6 What is the total budget for the program?

