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[bookmark: _Toc243101306][bookmark: _Toc316634488][bookmark: _Toc318198590][bookmark: _Toc318200849][bookmark: _Toc366652710][bookmark: _Toc243387057][bookmark: _Toc243447574]Introduction to the Course
Advanced Facility Management Practices (AFMP) is the third course of a five-part, year-long course of study. This two-week course will focus on the competencies that future leaders in Facility Management need to develop. The AFMP course will give students an opportunity to learn and practice elements such as the following:
Asset Management – Using the SEOT simulation, students will develop competencies in asset management, applying life cycle business practices to the fictitious park unit and generating necessary annual plans, supporting FMSS work orders, revising PAMP content, and completing all required efforts to bring SEOT’s asset management program forward.
Budgeting – Students will be provided an introduction to basic budgeting procedures as they relate to Facility Management.
Informal Visitor Contact – Employees in Maintenance have frequent contact with park visitors. The students will be provided with an introduction to skills in Interpretation as they apply to Facility Management.
Supervision, Management, and Leadership – The students will continue to build on leadership skills learned in the Principles of Asset Management course and further developed during their independent study projects. They will also be introduced to basic elements of supervision and leadership.
Technical Writing – Technical writing skills are critical in the professional development of facility managers. A five-hour session highlighting basic technical writing skills will be presented to the students.
[bookmark: _Toc208380427][bookmark: _Toc243101307][bookmark: _Toc318200008][bookmark: _Toc318200850][bookmark: _Toc318701708][bookmark: _Toc318811089][bookmark: _Toc366652711][bookmark: _Toc243382008][bookmark: _Toc243382448]The Problem and Need
Over the past 35 years, the National Park Service (NPS) facility management profession has evolved into a complex, mission-critical discipline. Being a facility manager in the 21st century requires insights, choices, and actions within a very competitive environment. Facility management in the Federal sector enjoys a much higher profile than ever before. In-depth studies conducted by the National Academy of Science’s Federal Facilities Council Report suggest that:
“…facilities managers can no longer be regarded only as caretakers who bring unwelcome news about deteriorating facilities and the need for investments. As facilities management has evolved from tactical, building-oriented activities to a strategic, portfolio-based approach, the skills required by facilities management organizations have similarly evolved. … [This evolution] requires not only the technical skills (e.g., engineering, architecture, mechanical, electrical, contracting) found in traditional facilities engineering organizations but also business acumen and communication skills.”

[bookmark: _Toc243101308][bookmark: _Toc316634489]Both the Department of the Interior (DOI) and the NPS have targeted the facility management profession as ”mission-critical” because of the importance of maintaining the built environment and the high numbers of facility managers eligible to retire in the near future. In anticipation of the growing need for competent, able facility managers, the NPS has developed a comprehensive set of facility manager competencies to form a roadmap for development of our facility management workforce. Additionally, the Facility Manager Leaders Program (FMLP), of which the Advanced Facility Management Practices course is the third out of five separate courses, aims to build a core group of competent, up-and-coming facility managers to serve as leaders of facility management in the NPS in the years to come. 

[bookmark: _Toc318198591][bookmark: _Toc318200851][bookmark: _Toc318701709][bookmark: _Toc318811090][bookmark: _Toc366652712]

[bookmark: _Toc243387058][bookmark: _Toc243447575]Course Goals
Following completion of this course, students will be able to do the following:
Plan operations, maintenance, repair, and alterations functions.
Revise plans through evaluation to fit within budgeted funds.
Identify and utilize human, paper, and electronic resources to guide decision-making and planning process.
Analyze and evaluate data from multiple sources to inform planning and management decisions.

[bookmark: _Toc318811129][bookmark: _Toc366652747]

[bookmark: _Toc243387059][bookmark: _Toc243447576]Course Agenda – Advanced Facility Management Practices (AFMP)
Student Version
Week 1
Monday, October 21, 2013
	[bookmark: _Toc243382011][bookmark: _Toc243382451][bookmark: _Toc243387060][bookmark: _Toc243387262][bookmark: _Toc243447577]Time
	[bookmark: _Toc243382012][bookmark: _Toc243382452][bookmark: _Toc243387061][bookmark: _Toc243387263][bookmark: _Toc243447578]Session Title
	[bookmark: _Toc243382013][bookmark: _Toc243382453][bookmark: _Toc243387062][bookmark: _Toc243387264][bookmark: _Toc243447579]Guest Speakers

	8:00am – 9:30am

(9:00am – 9:15am)
	Course Introduction and Welcome to the Park
Welcome to LAKE
	Betsy Dodson

Supt Bill Dickinson

	
	
	

	9:45am – 12:00pm
	Student Presentations
	Students

	
	
	

	12:00pm – 1:30pm
	Lunch
	

	
	
	

	1:30pm – 3:30pm
	Student Presentations
	Students

	
	
	

	3:30pm – 4:30pm
	Presentation
	Steve Wolter

	
	
	

	4:30pm – 4:45pm
	Quick Reflection & Instructor Evaluation
	Course Coordinators



Tuesday, October 22, 2013 
	[bookmark: _Toc243382014][bookmark: _Toc243382454][bookmark: _Toc243387063][bookmark: _Toc243387265][bookmark: _Toc243447580]Time
	[bookmark: _Toc243382015][bookmark: _Toc243382455][bookmark: _Toc243387064][bookmark: _Toc243387266][bookmark: _Toc243447581]Session Title
	[bookmark: _Toc243382016][bookmark: _Toc243382456][bookmark: _Toc243387065][bookmark: _Toc243387267][bookmark: _Toc243447582]Guest Speakers

	8:00am – 8:30am
	Good of the Day & Announcements 
	Course Coordinators

	
	
	

	8:30am – 11:30am
	Leadership
	Steve Wolter

	
	
	

	11:30am – 1:00pm
	Lunch
	

	
	
	

	1:00pm – 2:30pm
	Strength-based Leadership
	Steve Wolter

	
	
	

	2:45pm – 5:00pm 
	Scientific Method
	Sandy Pusey

	
	
	

	5:00pm – 5:15pm
	Quick Reflection & Instructor Evaluation
	Course Coordinators




Wednesday, October 23, 2013
	[bookmark: _Toc243382017][bookmark: _Toc243382457][bookmark: _Toc243387066][bookmark: _Toc243387268][bookmark: _Toc243447583]Time
	[bookmark: _Toc243382018][bookmark: _Toc243382458][bookmark: _Toc243387067][bookmark: _Toc243387269][bookmark: _Toc243447584]Session Title
	[bookmark: _Toc243382019][bookmark: _Toc243382459][bookmark: _Toc243387068][bookmark: _Toc243387270][bookmark: _Toc243447585]Guest Speakers

	8:00am – 8:30am
	Good of the Day & Announcements 
	Course Coordinators

	
	
	

	8:30am – 10:30am
	Excel Workshop
	Sandy Pusey
Cheryl Marsh

	
	
	

	10:45am – 11:45am
	Unwrapping the PAMP
	Betsy Dodson

	
	
	

	11:45am – 12:00pm
	Quick Reflection & Instructor Evaluation
	Course Coordinators

	
	
	

	12:00pm – 4:30pm
	Student Work Time
	Students



Thursday, October 24, 2013
	[bookmark: _Toc243382020][bookmark: _Toc243382460][bookmark: _Toc243387069][bookmark: _Toc243387271][bookmark: _Toc243447586]Time
	[bookmark: _Toc243382021][bookmark: _Toc243382461][bookmark: _Toc243387070][bookmark: _Toc243387272][bookmark: _Toc243447587]Session Title
	[bookmark: _Toc243382022][bookmark: _Toc243382462][bookmark: _Toc243387071][bookmark: _Toc243387273][bookmark: _Toc243447588]Guest Speakers

	8:00am – 8:30am
	Good of the Day & Announcements (NPS Mission) 
	Course Coordinators

	
	
	

	8:30am – 9:30am
	Presentation
	Students

	
	
	

	9:45am – 11:00am
	Project Planning
	Christy McCormick

	
	
	

	11:00am – 1:00pm
	Work Time and Lunch
	

	
	
	

	1:00pm – 2:45pm
	Intro to Work Types / County Fair 

	Jeri Mihalic

	
	
	

	3:00pm – 4:00pm
	Staffing Analysis and Alignment
	Sandy Pusey

	
	
	

	4:00pm – 4:30pm
	Quick Reflection & Instructor Evaluation 
	Course Coordinators





Friday, October 25, 2013
	[bookmark: _Toc243382023][bookmark: _Toc243382463][bookmark: _Toc243387072][bookmark: _Toc243387274][bookmark: _Toc243447589]Time
	[bookmark: _Toc243382024][bookmark: _Toc243382464][bookmark: _Toc243387073][bookmark: _Toc243387275][bookmark: _Toc243447590]Session Title
	[bookmark: _Toc243382025][bookmark: _Toc243382465][bookmark: _Toc243387074][bookmark: _Toc243387276][bookmark: _Toc243447591]Guest Speakers

	8:00am – 8:30am
	Good of the Day & Announcements 
	Course Coordinators

	
	
	

	8:30am – 10:30am
	Mid-term Exam
	Course Coordinators

	
	
	

	10:30am – 11:30am
	Health and Wellness
	Cheryl Marsh
Sandy Pusey

	
	
	

	11:30am – 1:00pm
	Lunch
	

	
	
	

	1:00pm – 2:00pm
	Work Session 
	Course Coordinators

	
	
	

	2:00pm – 2:30pm
	Quick Reflection & Instructor Evaluation 
	Course Coordinators

	
	
	

	2:30pm – 4:30pm
	Work Time
	Students



Saturday, October 26, 2013
	[bookmark: _Toc243382026][bookmark: _Toc243382466][bookmark: _Toc243387075][bookmark: _Toc243387277][bookmark: _Toc243447592]Time
	[bookmark: _Toc243382027][bookmark: _Toc243382467][bookmark: _Toc243387076][bookmark: _Toc243387278][bookmark: _Toc243447593]Session Title
	[bookmark: _Toc243382028][bookmark: _Toc243382468][bookmark: _Toc243387077][bookmark: _Toc243387279][bookmark: _Toc243447594]Guest Speakers

	TBA
	Required Check-in
	FMLP Instructor Team




Sunday, October 27, 2013
	[bookmark: _Toc243382029][bookmark: _Toc243382469][bookmark: _Toc243387078][bookmark: _Toc243387280][bookmark: _Toc243447595]Time
	[bookmark: _Toc243382030][bookmark: _Toc243382470][bookmark: _Toc243387079][bookmark: _Toc243387281][bookmark: _Toc243447596]Session Title
	[bookmark: _Toc243382031][bookmark: _Toc243382471][bookmark: _Toc243387080][bookmark: _Toc243387282][bookmark: _Toc243447597]Guest Speakers

	TBA
	Required Check-in
	FMLP Instructor Team






Week 2
Monday, October 28, 2013
	[bookmark: _Toc243382032][bookmark: _Toc243382472][bookmark: _Toc243387081][bookmark: _Toc243387283][bookmark: _Toc243447598]Time
	[bookmark: _Toc243382033][bookmark: _Toc243382473][bookmark: _Toc243387082][bookmark: _Toc243387284][bookmark: _Toc243447599]Session Title
	[bookmark: _Toc243382034][bookmark: _Toc243382474][bookmark: _Toc243387083][bookmark: _Toc243387285][bookmark: _Toc243447600]Guest Speakers

	8:00am – 8:30am
	Opening of Week 2
 & Announcements 
	Course Coordinators

	
	
	

	8:30am – 10:15am
	Informal Visitor Contact
Mentor Workshop (8:30am – 11:15 am)
	Richard Ullman

	
	
	

	10:30am – 11:00am
	Time Management 
	Mihalic

	
	
	

	11:15am – 12:00pm
	DLS 2 Planning
Mentors Attend
	McCormick

	
	
	

	12:00pm – 1:30pm
	Lunch 
	Mentors with their protégés 

	
	
	

	1:30pm – 4:45pm
(1:30pm – 2:00pm)

	Work Session
Student Exercise
(Mentors 1:30pm – 2:00pm)
	Student Teams


	
	
	

	4:45pm – 5:00pm
	Quick Reflection & Instructor Evaluation
	Course Coordinators



Tuesday, October 29, 2013
	[bookmark: _Toc243382035][bookmark: _Toc243382475][bookmark: _Toc243387084][bookmark: _Toc243387286][bookmark: _Toc243447601]Time
	[bookmark: _Toc243382036][bookmark: _Toc243382476][bookmark: _Toc243387085][bookmark: _Toc243387287][bookmark: _Toc243447602]Session Title
	[bookmark: _Toc243382037][bookmark: _Toc243382477][bookmark: _Toc243387086][bookmark: _Toc243387288][bookmark: _Toc243447603]Guest Speakers

	8:00am – 8:15am
	Good of the Day & Announcements 
	Course Coordinators

	
	
	

	8:15am – 12:30pm
	Writing Workshop
	Dana Anderson

	
	
	

	12:30pm – 5:00pm
	Lunch and Field Experience
	Cheryl Marsh 
Brian Dietz

	
	
	

	5:00pm – 5:15pm
	Quick Reflection
	





Wednesday, October 30, 2013	
	[bookmark: _Toc243382038][bookmark: _Toc243382478][bookmark: _Toc243387087][bookmark: _Toc243387289][bookmark: _Toc243447604]Time
	[bookmark: _Toc243382039][bookmark: _Toc243382479][bookmark: _Toc243387088][bookmark: _Toc243387290][bookmark: _Toc243447605]Session Title
	[bookmark: _Toc243382040][bookmark: _Toc243382480][bookmark: _Toc243387089][bookmark: _Toc243387291][bookmark: _Toc243447606]Guest Speakers

	8:00am – 8:15am
	Good of the Day & Announcements
	Course Coordinators

	
	
	

	8:15am – 10:15am
	Mentor/Student Meetings
	

	
	
	

	10:30am – 11:30am
	Asset Management Update
	Tim Harvey

	
	
	

	11:30am – 1:00pm
	Lunch 
	

	
	
	

	1:00pm – 2:00pm
	Presentation Planning
	Steve Wolter

	
	
	

	2:00pm – 2:15pm
	Quick Reflection & Instructor Evaluation
	Course Coordinators

	
	
	

	2:15pm – 4:30pm
	Work Time
	Student Teams

	
	
	

	Evening 
	Dress Rehearsal for Presentation
	Students/Mentors



Thursday, October 31, 2013
	[bookmark: _Toc243382041][bookmark: _Toc243382481][bookmark: _Toc243387090][bookmark: _Toc243387292][bookmark: _Toc243447607]Time
	[bookmark: _Toc243382042][bookmark: _Toc243382482][bookmark: _Toc243387091][bookmark: _Toc243387293][bookmark: _Toc243447608]Session Title
	[bookmark: _Toc243382043][bookmark: _Toc243382483][bookmark: _Toc243387092][bookmark: _Toc243387294][bookmark: _Toc243447609]Guest Speakers

	7:00am – 8:00am
	Individual and Group Photos
	Class – at hotel

	
	
	

	8:30am – 11:30am
	Presentations
	Students

	
	
	

	11:30am – 1:00pm
	Lunch
	

	
	
	

	1:00pm – 3:15pm
	Presentations
	Students

	
	
	

	3:15pm – 3:45pm
	Presentation of Certificates 
	Students/Mentors

	
	
	

	4:00pm – 5:00pm
	Focus Group
	Steve Wolter
Betsy Dodson

	
	
	

	6:00pm – 8:30pm
	Group Dinner at Carrabas and Close of Class
	





[bookmark: _Toc316634497][bookmark: _Toc318198599][bookmark: _Toc366652790][bookmark: _Toc243387093][bookmark: _Toc243447610]Total Course Point Break-Down


	Mid-term Exam
	200

	Individual Oral Presentation with PPT 
	300

	Project Plan: Annual Work Blueprint
	175

	AWP Analysis Presentation
	100

	Oral Presentation for Annual Work Plan 
	250

	Written Annual Work Plan 
	250

	LAKE Field Experience 
	50

	Class Participation 
	100

	API Facilitation 
	50

	 

	AFMP Total Points
	1475





[bookmark: _Toc318198606][bookmark: _Toc366652798][bookmark: _Toc243387094][bookmark: _Toc243447611]Welcome to lake mead!
[bookmark: _Toc243382046][bookmark: _Toc243382486][bookmark: _Toc243387095][bookmark: _Toc243387297][bookmark: _Toc243447612]About the Area
The Lake Mead National Recreation Area Water Safety Center is located in Boulder City, Nevada, which is known as the green oasis. Compared to Las Vegas’s population of over half a million people, Boulder City is a quaint small town of 15,000 residents. Lake Mead, formed by the Hoover Dam in 1936, is the largest reservoir in the US. Serving as the main water and electricity supplier for eight million people and one million acres of farmland, the lake is 112 miles long and can hold 28 million acre-feet of water. 

Henderson, Nevada, is considered a retreat in the middle of the Mojave Desert and is the second-largest city in Nevada. Nestled among three of the most renowned man-made attractions, the city’s location is prime. Due to the close proximity of Las Vegas, the Hoover Dam, and Lake Mead, Henderson offers a variety of cultural events, miles of trails, luxurious resorts, restaurants, and outstanding recreational facilities. The community has a long-standing history of supporting arts and culture, which is evident in its many galleries, pavilions, and amphitheater. Henderson also has the state’s largest recreational facility and its only scenic bird preserve. 

[bookmark: _Toc243382047][bookmark: _Toc243382487][bookmark: _Toc243387096][bookmark: _Toc243387298][bookmark: _Toc243447613]History
In the late 1800s, the southwestern desert was increasingly populated by white settlers with the expansion of rail transportation and the discovery of gold and silver in the mountains of southern Nevada. Although the region was a very inhospitable environment to live in, engineers discovered ways to harness the power of the river to allow large-scale irrigation and industry for long-term settlement. Unfortunately, the lake has shrunk to 37 percent capacity due to persistent drought and increasing human demand for water.  

Henderson was born “in America’s defense” during World War II with the building of the Basic Magnesium Plant for munitions and airplane parts. After 1947, when the production of magnesium was no longer necessary, the city was for sale as war surplus property. The city was saved and quickly grew from 13 square miles to 103 square miles. Henderson is considered one of the nation’s most dynamic communities because of progressive business development, public works projects, and residential master plans.  

[bookmark: _Toc243382048][bookmark: _Toc243382488][bookmark: _Toc243387097][bookmark: _Toc243387299][bookmark: _Toc243447614]Climate and Weather 
	
	Jan 
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Average high (⁰F)
	54
	59
	67
	75
	85
	95
	101
	99
	91
	78
	64
	54

	Average low (⁰F)
	41
	44
	49
	56
	65
	74
	79
	78
	71
	60
	48
	40

	Precipitation (in)
	0.7
	0.96
	0.57
	0.23
	0.11
	0.11
	0.46
	0.72
	0.42
	0.36
	0.49
	0.6



The Weather Channel


[bookmark: _Toc243382049][bookmark: _Toc243382489][bookmark: _Toc243387098][bookmark: _Toc243387300][bookmark: _Toc243447615]Things to Do  





[bookmark: _Toc243382050][bookmark: _Toc243382490][bookmark: _Toc243387099][bookmark: _Toc243387301][bookmark: _Toc243447616]Places to Eat 

Bernard’s Bistro                                             Bistro Pizza
15 Via Bel Canto                                          55 S Gibson Rd
(702) 565-1155                                              (702) 558-7330
French and Californian fusion		mom-and-pop pizzeria 

Bread & Butter				Firefly Tapas 
10940 S Eastern Ave	Plaza			11261 S Eastern Ave Terraza D’ Alessio 
(702) 675-3300				(702) 778-1400
Bakery, breakfast, and lunch fare 		Unique tapas 

Todd’s Unique Dining			Studio B Buffet
4350 E Sunset Rd				12300 S Las Vegas Blvd
(702) 259-8633 				(702) 797-1000
Gourmet wine fare 				Buffet style 
	Weiss Deli 					East Ocean Dim Sum & Seafood 
	2744 N Green Valley Pkwy			9570 S Eastern Ave
	(702) 454-0565				(702) 567-4800
	Deli and bakery 				Fresh fish dishes 

[bookmark: _Toc366652799]

[bookmark: _Toc243387100][bookmark: _Toc243447617]Introduction and Objectives of the Course 
[bookmark: _Toc318198613][bookmark: _Toc318200037][bookmark: _Toc318200879][bookmark: _Toc318701737][bookmark: _Toc318811185][bookmark: _Toc366652800][bookmark: _Toc243382052][bookmark: _Toc243382492][bookmark: _Toc243387101][bookmark: _Toc243447618]Course Goals
Following completion of this course, students will be able to:
Plan operations, maintenance, repair, and alterations functions through direct application of principles and tools.
Revise plans through evaluation to fit within budgeted funds.
Identify and utilize human, paper, and electronic resources to guide decision-making and planning processes.
Analyze and evaluate data from multiple sources to inform planning and management decisions.

[bookmark: _Toc316634510]Individual course objectives will be listed at the beginning of each session.

[bookmark: _Toc318198614][bookmark: _Toc318200038][bookmark: _Toc318200880][bookmark: _Toc318701738][bookmark: _Toc318811186][bookmark: _Toc366652801][bookmark: _Toc243382053][bookmark: _Toc243382493][bookmark: _Toc243387102][bookmark: _Toc243447619]Course Syllabus
This course is divided into many objectives over a two-week period. The assumption is that you will complete pre-course work, presentations, and additional homework throughout the two weeks. Some of this work will take place after regularly scheduled course time.

Course Description and Rationale 
Welcome to the second classroom course of the Facility Manager Leaders Program. This course is designed for those charged with execution of the facility function in the NPS. Participants will consist of those participating in the year-long Facility Manager Leaders Program (FMLP). 

Required Texts:
Daft, R. (2005). The leadership experience (4th ed.). Canada: South-Western, Thomson Corporation. 
Rath, C. (2008). Strengths based leadership (1st ed.). Gallup, Inc.


[bookmark: _Toc366652802][bookmark: _Toc243382054][bookmark: _Toc243382494][bookmark: _Toc243387103][bookmark: _Toc243447620]Evaluation and Grading:
You will be graded on the following. Grades will be calculated on a 1475-point scale. Each requirement is assigned a point value. 

Distributed Learning Session #1 Activities Presentation [300 points]: Your seven- to ten-minute presentation will be graded based on the oral communication rubric. 

Annual Work Plan Blueprint [175 points]: Each team will be required to submit a Project Plan.

Completion and submission of the LAKE Field Experience [50 points]: This will be a homework assignment during the AFMP course.

Group Presentations [500 points – 250 for presentation, 250 for document and supporting materials] 

Analysis Presentation  [100 points]

Mid-term Exam [200 points]

Class Participation [100 points] 

API Facilitation [50 points]

Grading Scale 
The grading scale and grades help you to track your progress throughout the course of study. In order to receive a Certificate of Completion, you must maintain a “C” or better average. 
	A 
	90 -100% 

	B 
	80 - 90% 

	C 
	70 - 80% 

	D 
	60 - 70% 

	F 
	<60% 



Cheating and Plagiarism
Throughout this rigorous course of study, it is expected that cheating and plagiarism will not occur in any student projects, papers, developmental activities, or other assignments. 
The definition of plagiarism is as follows:  
A student must not adopt or reproduce ideas, words, or statements of another person without appropriate acknowledgment. A student must give credit to the originality of others and acknowledge an indebtedness whenever he or she does any of the following: 
Quotes another person’s actual words, either oral or written; 
Paraphrases another person’s words, either oral or written; 
Uses another person’s idea, opinion, or theory; or 
Borrows facts, statistics, or other illustrative material, unless the information is common knowledge. 
There are serious consequences for academic misconduct. Your assignment may not be accepted, you may receive a lower grade, or you may receive a grade of F for the assignment. 
The Indiana University Academic Handbook states that faculty members have the responsibility of fostering the “intellectual honesty as well as the intellectual development of students.... Should the faculty member detect signs of plagiarism or cheating, it is his or her most serious obligation to investigate these thoroughly, to take appropriate action with respect to the grades of students, and in any event to report the matter to the Dean of Students. The necessity to report every case of cheating, whether or not further action is desirable, arises particularly because of the possibility that this is not the student’s first offense, or that other offenses may follow it. Equity also demands that a uniform reporting practice be enforced; otherwise, some students will be penalized while others guilty of the same actions will go free” (p. 172). 
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Student Presentations
[bookmark: _Toc316634516][bookmark: _Toc318198617][bookmark: _Toc318200792][bookmark: _Toc318200885][bookmark: _Toc318701743][bookmark: _Toc318811191][bookmark: _Toc366652807]Objectives: At the end of this session, students should be able to:
Describe how they applied concepts of asset management to their park and the ways in which the DLS #1 activities reinforced these concepts.
Identify further needs in their oral communication skills.
Outline an understanding and the outcomes of their developmental activity.
Identify any change in behavior or skill level as a result of activities during DLS #1. 
Outline how DLS #1 activities applied to the overall park mission.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



presentations (continued)


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	







[bookmark: _Toc243387106][bookmark: _Toc243447622]Leading Facility management: Continuing the journey to mastering leadership 
Objectives: At the end of this session, students should be able to:
Utilize different principles, concepts, and theories of leadership to synthesize a personal leadership framework.
Define organizational development as a function of leading facility management through individual, group, and team leadership applications.
Apply personal and group/team leadership frameworks to a leaderless group exercise as evidenced in the SEOT simulation.
Begin the study of systems that affect leadership for facility managers in parks with a focus on diversity application and power/influence in leadership.

	

	

	

	

	

	

	

	

	

	

	

	




	PRINCIPLES OF FACILITY MANAGEMENT 


A Starting Place for the FMLP Journey: Systems, Models, and
Understanding Leadership

An Introduction
The Facility Manager Leaders Program (FMLP) is an important succession management and development tool for the discipline of facility management in the National Park
Service (NPS). The FMLP is about asset management, life cycle business practices, and, in the end, leading people, groups, teams, organizations, and communities – not merely managing them. The purpose of the leadership component in the FMLP is to provide each of the students with an understanding of leadership, how it best “fits” them, how their role as a leader is pervasive, and how they can help develop leadership capabilities in individuals within their organization.

Five learning units make up the FMLP, including two units that have been completed: Principles of Facility Management and Distributed Learning Session I (DLS I). The Advanced Facility Management Practices (AFMP) unit is the third and focuses leadership development onto advanced topics defined by the outline provided in the Principles of Facility Management course and DLS I by reviewing the mastery of three leadership frameworks required of FMLP students to be exceptional leaders.  

Review: Three Transformational Ideas
Rooted in the FMLP are three transformational ideas that each FMLP student (and possibly mentor) should be able to grasp and utilize in their profession.

Being the best at whatever we do as an organization requires exceptional leadership throughout the organization.
Exceptional leadership is difficult to define, hard to recruit for with a high degree of accuracy, and unusually rare.
Being a leader starts with a careful mastery of three frameworks: (1) a personal leadership framework, (2) a framework for leading work groups and teams (others), and (3) a framework for leadings systems.
Review: Leadership Journey
Often the metaphor of a journey is used to describe the leadership program in the FMLP. Within this journey, FMLP students have the opportunity to master various frameworks and focus on competency development in a relatively safe environment.
Specifically, the FMLP program focuses on three leadership frameworks that students must master, culminating in an experiential learning event at the end of the FMLP.

Review: Leadership Journey I – Personal Framework
During Principles of Asset Management and a substantial part of DLS I, the FMLP focuses on the leader’s personal world view, how interactions with followers help to define a leader’s framework, and the components of a personal leadership framework. A simple but dynamic process of three spheres intersecting in order to form some equilibrium is one way to view and cope with the major issues of understanding a personal leadership framework. Similarly, the FMLP gives students the opportunity to explore and build a personal leadership framework that manages the complicated and complex leadership role they are entering; it is intended to serve as a map to guide their journey.

The personal leadership framework is focused on complicated and complex systems that drive each individual’s world view. While many daily issues and challenges can be handled by rote, by doing what we’ve done in the past, by using methods that cope with complexity and chaos, or simply by marking time, there is a different choice. The issues and challenges of the day can be viewed as opportunities for change and growth, for innovation, for finding ways to bring real change to others, to a unit or organization, and to society. Intentionally (or deliberately) considering the situation, the leadership framework, the influences, and the strategic choices to be made can create a leadership opening. This is the choice that FMLP students are asked to see at this point in the FMLP Leadership Journey.




Personal Leadership Framework Factors



	Application and Knowledge Check: Personal Leadership Framework

	What do you know?








What do you think you know?









What can you apply?














	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Review: FMLP Leadership Journey II: Leading Groups and Teams
Mastering the ability to lead others, through your strengths and the strengths of others, is critical. FMLP students are given the opportunity to understand who they are, what they are best at, what others are best at, and how to use these strengths to design a living system of individuals with different frameworks, values, characters, and competencies –and thus create an organization that excels.

Learning to lead others requires FMLP students to build on their personal leadership framework by focusing on complicated and complex factors that drive each follower’s worldview. FMLP students will use a Strengths-based Leadership (SBL) assessment as a first step, along with an understanding of follower needs, work group functions, and teams. This area of learning helps to define what others need/want, what SBL means to you, how interactions with followers drive leadership effectiveness, and how it fits into a leadership framework as an important step in the leadership journey.

Leading others is what is expected of leaders. Yet, history shows that sometimes leaders lose their way, lose followers, and sometimes fail. We must remember that if no one is following us, whom are we leading? Gandhi once said, “There go my people, I am their leader. I must follow them.” Shouldn’t other leaders consider their followers, too?
Learning about followers is similar to learning about ourselves: followers have motives, personalities, strengths, and aspirations. This segment of the Leadership Journey will be about expanding our leadership framework to include others, groups, and teams.




Group/Team Leadership Framework Factors


	Application and Knowledge Check: Group/Team Leadership Framework

	What do you know?








What do you think you know?









What can you apply?













	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Review: Leadership Journey III: Mastering Systems Leadership
Leading oneself is the first task of mastering leadership. Through understanding and intentional, deliberate problem-solving, a personal framework and framework for followers can build leadership capacity. Yet FMLP students live and work in systems – large social systems, small organizations, large organizations, etc. – that all have similar components to deal with complexity. These systems can create inflexible and often difficult contexts in which leaders must work. Yet leaders are often given the unique opportunity to influence and design an organization (i.e., lead) that distinguishes how system components can be used to better meet the leader’s and follower’s shared vision. A leader must recognize and utilize the rare moment when leader, follower, and situation align in a way that fosters positive change. This is truly where FMLP students, as leaders, will be able to inspire, motive, and align.

“Leaders who appreciate organizations as living systems approach design work differently. They realize that they can create organizational artifacts like new symbols, metrics, formal roles and processes, intranet Web sites, or innovative meetings – but it is what happens when people use the artifacts or processes or participate in the meeting that matters.”
The Fifth Discipline, p. 321, by Senge








Systems Leadership Framework Factors



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

























Completing the systems that affect the leadership journey requires FMLP students to master organization culture and values and to lead change – topics covered in leadership webinars after AFMP.


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



Review: Systems Leadership and Our Worldview
Leadership is a relatively new field of academic study. The formal study of leadership is generally agreed to have started around the time of the Industrial Revolution and has created a plethora of theories, studies, papers, and books. Visiting a local bookstore will clearly demonstrate just how many leadership approaches one can choose from!
The 21st century is a time of continual change. The interconnected nature of people, the environment, the economy, and other factors is in dynamic equilibrium at most times. Yet the rate of change and the availability of resources for everyone make this era difficult to lead. It leads to profound questions for individuals and organizations about purpose, meaning, and mission, especially for those who are in the public realm where there are many stakeholders.

The end result is a dynamic interaction between these many factors that creates complexity that is best solved through a personal framework – in other words, a worldview.

Review: Our Worldview
As individuals each of us develops a worldview that helps us frame how we see and interact with the dynamic issues we face daily. A worldview may help us determine how we find purpose, how we cope with rapid change, how we see complicated issues (not complex; they are different) like climate change, loss of biodiversity, sequestration, or how others feel about these and other issues. Our worldview acts as a filter and framework to deal with complexity.

Understanding that our worldview is both complex (relatively simple with three or four variables that are unpredictable like human factors and can lead to chaos) and complicated (a problem that can be addressed with a reductionist or highly engineered management system like a car) is germane to leadership in the 21st century. Since our worldview is complex and complicated, prone to messy, immediately unsolvable problems, we build a framework to help manage the complicated and cope with the complex. This framework, which is our worldview, is composed of three or so parts as shown below.


A World View Framework

The simple framework above depicts how a worldview dynamically influences leaders, their personalities, beliefs, attitudes, and values. These personal factors in turn influence how the individual leads others and organizations. But our worldviews are also constantly changing and affected by factors like our culture, the culture of others, and our experiences. So, in fact, each leader has choices in what influences are used to filter a worldview as shown below.
Open or examined culture





The Effects of Culture on Worldview

Leaders generally exhibit a problem-solving open-culture approach to their worldview that allows them to better anticipate change, itemize component issues, explore relationships, look for patterns of behavior, and identify process, structure, and function using tools like concept maps. It is often this more intentional, deliberate process that sets great leaders apart from good leaders.


Synthesizing a Systems Approach: 
The worldview of leaders is in reality a filtering, reductionist framework that is synthesized for solving the complex and complicated matters involving values, ethics, followers, and systems. One highly regarded framework is discussed in The Fifth Discipline, a seminal leadership book by Peter Senge. Senge outlines factors used in a systems approach to leading organizations:
1. "Personal mastery is a discipline of continually clarifying and deepening our personal vision, of focusing our energies, of developing patience, and of seeing reality objectively." (p. 7)
2. "Mental models are deeply ingrained assumptions, generalizations, or even pictures of images that influence how we understand the world and how we take action." (p. 8)
3. "Building shared vision is a practice of unearthing shared pictures of the future that foster genuine commitment and enrollment rather than compliance." (p. 9)
4.”Team learning starts with dialogue, the capacity of members of a team to suspend assumptions and enter into genuine thinking together." (p. 10)
5. Systems thinking is the Fifth Discipline that integrates the other four and includes concepts about the new role of leaders in learning organizations as designers, stewards, and teachers.

This process will start now and continue through Distributed Learning Session II (DLS II) and the Capstone Studies in Facility Management course for FMLP graduation, and further, throughout your career. To create a synthesized, deliberate approach to how one leads followers in a facility management division, park unit, park, or other organization is an ever-changing, highly evolved task.  







What Is Synthesis?
A synthesis in a written report draws on one or more sources, concepts, themes, principles, or theories to develop a cogent and coherent presentation of facts. The purpose of a synthesized leadership framework is for you to present your own worldview – supported, of course, by relevant facts, drawn from sources, and presented in a cogent, logical manner. The thesis of a leadership synthesis framework is argumentative and debatable. It makes a proposition about which reasonable people could disagree, and any two individuals working with the same source materials could conceive of and support other, even opposite, theses.

It follows that your ability to synthesize a leadership framework depends on your ability to perceive relationships among many different leadership concepts, principles, and/or theories as you deliberately apply them to a situation or event involving followers. 

The skills that individuals already practice daily and in writing are syntheses. Clearly, FMLP students are in a position to draw relationships between two or more sources; understand what those sources say; and summarize these sources to make decisions or take a position on an issue. However, you must go beyond summary and making judgments on personal opinion or experience – judgments based on your critical understanding of a situation and the application of concepts, theories, and principles to conclude a decision are required! 

Because a synthesis is based on two or more sources, FMLP students will need to be selective when choosing information from each. It would be neither possible nor desirable, for instance, to make a leadership decision based on your personal leadership preferences, one follower’s perspective, or by following the “company” (or NPS) line. That may be effective management, but it is seldom effective leadership.

Remember that effective leadership is likely a much more thoughtful and deliberate practice than we had imagined. As Senge implies, effective leaders “purposely create organizational artifacts like new symbols, metrics, formal roles and processes, intranet Web sites, or innovative meetings” for purpose and effect. What happens in these processes, how the artifact is designed, is where leadership happens.

Experiential Application: Simulation, Field Experience, and Directed Activity

Leadership development is an experiential process; it is in many ways the “school of hard knocks.” Research has shown that the mastery of leadership frameworks is related to continuous learning, measured and deliberate synthesis of information, and experience. In fact, Kouzes and Posner suggest that leadership development excels if the following five principles are applied: 

No. 1: Believe that you can lead. 

No. 2: Give yourself the opportunity to lead. Experience, trial and error if you will, is by far the most important opportunity to learn leadership.
 
No. 3: Seek out guidance from other people who have leadership experience. Ask a leader you admire if you can interview him or her.
 
No. 4: Seek training and education opportunities to augment leadership development by experience or through other people. While “learning by doing” seems to be the most effective way to learn leadership, education and training can improve your chances for success.
 
No. 5: View leadership development as self-development.



FMLP engages in these five principles and the best practices of leadership development programs that include (1) continuous assessment and feedback, (2) leadership capability analysis, (3) experiences and field activities that allow learners to practice leadership in simulations, field experiences, and other lower-risk situations, and (4) significant involvement of the organization’s leaders and influential stakeholders in the training/development program.

To this end, in DLS II the FMLP offers two foundational leadership (as well as facility management) development activities. These are the Directed Field Experience and the 2nd RDA as approved.




[image: ]

Defining Leadership

Leadership begins where management ends, where the systems of rewards and punishments, control and scrutiny, give way to innovation, individual character, and the courage of convictions. Your challenge is to lead your staff to get extraordinary things done. This requires inspiring and motivating your staff toward a common purpose and building a cohesive and spirited team.        
 -David and Roger Johnson


 Leadership is a reciprocal relationship between those who choose to lead, 
and those who decide to follow. 
- Kouzes & Posner

Leadership is an influence relationship among leaders and followers who intend real changes and outcomes that reflect their shared purposes.
-Daft



[bookmark: _Toc243447623]LEADING FACILITY MANAGEMENT: 
APPLYING MY AFMP JOURNEY TO MASTERING LEADERSHIP FOR SEOT

	What concepts, principles, and theories do I believe apply most to leading a park unit?

	













	List two potential situations I may face in the SEOT simulation or directed field experience that would present a “leadership moment” or challenge.

	



	Describe an approach to one of these situations that embodies your preferred leadership frameworks (personal and group/team).
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Use this guide to start to understand how you and your coworkers use your top themes to work together. You can use the Team Top 5 Grid as a reference to help answer these questions.

1.   What are our top themes as a team, and what are the patterns of behavior that result?




2.    How do we communicate?




3.    What drives us?




4.   How do we set direction and make decisions?




5.   How do we overcome obstacles?




6.    How do we build and maintain relationships?





7.   How do we recognize each other and celebrate success?

[bookmark: _Toc243382059][bookmark: _Toc243382499]
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As Gallup studied and worked with thousands of leadership teams, we began to see that while each member had his or her own unique strengths, the most cohesive and successful teams possessed broader groupings of strengths. So we initiated our most thorough review of this research to date. From this dataset, four distinct domains of leadership strength emerged: Executing, Influencing, Relationship Building, and Strategic Thinking.

Executing

Leaders with dominant strength in the Executing domain know how to make things happen. When you need someone to implement a solution, these are the people who will work tirelessly to get it done. Leaders with a strength to execute have the ability to “catch” an idea and make it a reality.

Influencing

Those who lead by Influencing help their team reach a much broader audience. People with strength in this domain are always selling the team’s ideas inside and outside the
organization. When you need someone to take charge, speak up, and make sure your group is heard, look to someone with the strength to influence.

Relationship Building

Those who lead through Relationship Building are the essential glue that holds a team together. Without these strengths on a team, in many cases, the group is simply a composite of individuals. In contrast, leaders with exceptional Relationship Building strength have the unique ability to create groups and organizations that are much greater than the sum of their parts.

Strategic Thinking

Leaders with great Strategic Thinking strengths are the ones who keep us all focused on what could be. They are constantly absorbing and analyzing information and helping the team make better decisions. People with strength in this domain continually stretch our thinking for the future.



[bookmark: _Toc243382060][bookmark: _Toc243382500][bookmark: _Toc243387110][bookmark: _Toc243387312][bookmark: _Toc243447627]Strengths-Based Leadership Guide (with action strategies)

Gallup found that it serves a team well to have a representation of strengths in each of these four domains. Instead of one dominant leader who tries to do everything or individuals who all have similar strengths, contributions from all four domains lead to a strong and cohesive team. This doesn’t mean that each person on a team must have strengths exclusively in a single category. In most cases, each team member will possess some strength in multiple domains.

According to our latest research, the 34 Clifton StrengthsFinder themes naturally cluster into these four domains of leadership strength. See below for how your top five themes sort into the four domains. Then, use the chart at the end of this report to plot your team members' top five themes and see how their strengths sort into the four domains as well. As you think about how you can contribute to a team and who you need to surround yourself with, this may be a good starting point.
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	Executing
	Influencing
	Relationship Building
	Strategic Thinking
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Followers have a very clear picture of what they want and need from the most influential leaders in their lives: trust, compassion, stability, and hope. On the next several pages, for each of your top five Clifton StrengthsFinder themes, you will find a brief definition of the theme, strategies for leveraging that theme to meet followers’ four basic needs, tips for leading others who are strong in that theme, and illustrations of what that theme sounds like in action.


Team Name: ___________________________________
Custom Team Distribution Chart

	Team Members
	Executing
	Influencing
	Relationship
Building
	Strategic Thinking
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Achiever

Your Achiever theme helps explain your drive. Achiever describes a constant need for achievement. You feel as if every day starts at zero. By the end of the day you must achieve something tangible in order to feel good about yourself. And by “every day” you mean every single day — workdays, weekends, vacations. No matter how much you may feel you deserve a day of rest, if the day passes without some form of achievement, no matter how small, you will feel dissatisfied. You have an internal fire burning inside you. It pushes you to do more, to achieve more. After each accomplishment is reached, the fire dwindles for a moment, but very soon it rekindles itself, forcing you toward the next accomplishment. Your relentless need for achievement might not be logical. It might not even be focused. But it will always be with you. As an Achiever you must learn to live with this whisper of discontent. It does have its benefits. It brings you the energy you need to work long hours without burning out. It is the jolt you can always count on to get you started on new tasks, new challenges. It is the power supply that causes you to set the pace and define the levels of productivity for your work group. It is the theme that keeps you moving.



Activator

“When can we start?” This is a recurring question in your life. You are impatient for action. You may concede that analysis has its uses or that debate and discussion can occasionally yield some valuable insights, but deep down you know that only action is real. Only action can make things happen. Only action leads to performance. Once a decision is made, you cannot not act. Others may worry that “there are still some things we don’t know,” but this doesn’t seem to slow you. If the decision has been made to go across town, you know that the fastest way to get there is to go stoplight to stoplight. You are not going to sit around waiting until all the lights have turned green. Besides, in your view, action and thinking are not opposites. In fact, guided by your Activator theme, you believe that action is the best device for learning. You make a decision, you take action, you look at the result, and you learn. This learning informs your next action and your next. How can you grow if you have nothing to react to? Well, you believe you can’t. You must put yourself out there. You must take the next step. It is the only way to keep your thinking fresh and informed. The bottom line is this: You know you will be judged not by what you say, not by what you think, but by what you get done. This does not frighten you. It pleases you.
 

Adaptability

You live in the moment. You don’t see the future as a fixed destination. Instead, you see it as a place that you create out of the choices that you make right now. And so you discover your future one choice at a time. This doesn’t mean that you don’t have plans. You probably do. But this theme of Adaptability does enable you to respond willingly to the demands of the moment even if they pull you away from your plans. Unlike some, you don’t resent sudden requests or unforeseen detours. You expect them. They are inevitable. Indeed, on some level you actually look forward to them. You are, at heart, a very flexible person who can stay productive when the demands of work are pulling you in many different directions at once.


Analytical

Your Analytical theme challenges other people: “Prove it. Show me why what you are claiming is true.” In the face of this kind of questioning some will find that their brilliant theories wither and die. For you, this is precisely the point. You do not necessarily want to destroy other people’s ideas, but you do insist that their theories be sound. You see yourself as objective and dispassionate. You like data because they are value free. They have no agenda. Armed with these data, you search for patterns and connections. You want to understand how certain patterns affect one another. How do they combine? What is their outcome? Does this outcome fit with the theory being offered or the situation being confronted? These are your questions. You peel the layers back until, gradually, the root cause or causes are revealed. Others see you as logical and rigorous. Over time they will come to you in order to expose someone’s “wishful thinking” or “clumsy thinking” to your refining
mind. It is hoped that your analysis is never delivered too harshly. Otherwise, others may avoid you when that “wishful thinking” is their own.
 

Arranger

You are a conductor. When faced with a complex situation involving many factors, you enjoy managing all of the variables, aligning and realigning them until you are sure you have arranged them in the most productive configuration possible. In your mind there is nothing special about what you are doing. You are simply trying to figure out the best way to get things done. But others, lacking this theme, will be in awe of your ability.
“How can you keep so many things in your head at once?” they will ask. “How can you stay so flexible, so willing to shelve well-laid plans in favor of some brand-new configuration that has just occurred to you?” But you cannot imagine behaving in any other way. You are a shining example of effective flexibility, whether you are changing travel schedules at the last minute because a better fare has popped up or mulling over just the right combination of people and resources to accomplish a new project. From the mundane to the complex, you are always looking for the perfect configuration. Of course, you are at your best in dynamic situations. Confronted with the unexpected, some complain that plans devised with such care cannot be changed, while others take refuge in the existing rules or procedures. You don’t do either. Instead, you jump into the confusion, devising new options, hunting for new paths of least resistance, and figuring out new partnerships — because, after all, there might just be a better way.


Belief

If you possess a strong Belief theme, you have certain core values that are enduring. These values vary from one person to another, but ordinarily your Belief theme causes you to be family-oriented, altruistic, even spiritual, and to value responsibility and high ethics — both in yourself and others. These core values affect your behavior in many ways. They give your life meaning and satisfaction; in your view, success is more than money and prestige. They provide you with direction, guiding you through the temptations and distractions of life toward a consistent set of priorities. This consistency is the foundation for all your relationships. Your friends call you dependable. “I know where you stand,” they say. Your Belief makes you easy to trust. It also demands that you find work that meshes with your values. Your work must be meaningful; it must matter to you. And guided by your Belief theme it will matter only if it gives you a chance to live out your values.
 

Command

Command leads you to take charge. Unlike some people, you feel no discomfort with imposing your views on others. On the contrary, once your opinion is formed, you need to share it with others. Once your goal is set, you feel restless until you have aligned others with you. You are not frightened by confrontation; rather, you know that confrontation is the first step toward resolution. Whereas others may avoid facing up to life’s unpleasantness, you feel compelled to present the facts or the truth, no matter how unpleasant it may be. You need things to be clear between people and challenge them to be clear-eyed and honest. You push them to take risks. You may even intimidate them. And while some may resent this, labeling you opinionated, they often willingly hand you the reins. People are drawn toward those who take a stance and ask them to move in a certain direction. Therefore, people will be drawn to you. You have presence. You have Command.


Communication

You like to explain, to describe, to host, to speak in public, and to write. This is your Communication theme at work. Ideas are a dry beginning. Events are static. You feel a need to bring them to life, to energize them, to make them exciting and vivid. And so you turn events into stories and practice telling them. You take the dry idea and enliven it with images and examples and metaphors. You believe that most people have a very short attention span. They are bombarded by information, but very little of it survives. You want your information — whether an idea, an event, a product’s features and benefits, a discovery, or a lesson — to survive. You want to divert their attention toward you and then capture it, lock it in. This is what drives your hunt for the perfect phrase. This is what draws you toward dramatic words and powerful word combinations. This is why people like to listen to you. Your word pictures pique their interest, sharpen their world, and inspire them to act.
 Competition

Competition is rooted in comparison. When you look at the world, you are instinctively aware of other people’s performance. Their performance is the ultimate yardstick. No matter how hard you tried, no matter how worthy your intentions, if you reached your goal but did not outperform your peers, the achievement feels hollow. Like all competitors, you need other people. You need to compare. If you can compare, you can compete, and if you can compete, you can win. And when you win, there is no feeling quite like it. You like measurement because it facilitates comparisons. You like other competitors because they invigorate you. You like contests because they must produce a winner. You particularly like contests where you know you have the inside track to be the winner. Although you are gracious to your fellow competitors and even stoic in defeat, you don’t compete for the fun of competing. You compete to win. Over time you will come to avoid contests where winning seems unlikely.


Connectedness

Things happen for a reason. You are sure of it. You are sure of it because in your soul you know that we are all connected. Yes, we are individuals, responsible for our own judgments and in possession of our own free will, but nonetheless we are part of something larger. Some may call it the collective unconscious. Others may label it spirit or life force. But whatever your word of choice, you gain confidence from knowing that we are not isolated from one another or from the earth and the life on it. This feeling of Connectedness implies certain responsibilities. If we are all part of a larger picture, then we must not harm others because we will be harming ourselves. We must not exploit because we will be exploiting ourselves. Your awareness of these responsibilities creates your value system. You are considerate, caring, and accepting. Certain of the unity of humankind, you are a bridge builder for people of different cultures. Sensitive to the invisible hand, you can give others comfort that there is a purpose beyond our humdrum lives. The exact articles of your faith will depend on your upbringing and your culture, but your faith is strong. It sustains you and your close friends in the face of life’s mysteries.
 

Consistency

Balance is important to you. You are keenly aware of the need to treat people the same, no matter what their station in life, so you do not want to see the scales tipped too far in any one person’s favor. In your view this leads to selfishness and individualism. It leads to a world where some people gain an unfair advantage because of their connections or their background or their greasing of the wheels. This is truly offensive to you. You see yourself as a guardian against it. In direct contrast to this world of special favors, you believe that people function best in a consistent environment where the rules are clear and are applied to everyone equally. This is an environment where people know what is expected. It is predictable and evenhanded. It is fair. Here each person has an even chance to show his or her worth.
Context

You look back. You look back because that is where the answers lie. You look back to understand the present. From your vantage point the present is unstable, a confusing clamor of competing voices. It is only by casting your mind back to an earlier time, a time when the plans were being drawn up, that the present regains its stability. The earlier time was a simpler time. It was a time of blueprints. As you look back, you begin to see these blueprints emerge. You realize what the initial intentions were. These blueprints or intentions have since become so embellished that they are almost unrecognizable, but now this Context theme reveals them again. This understanding brings you confidence. No longer disoriented, you make better decisions because you sense the underlying structure. You become a better partner because you understand how your colleagues came to be who they are. And counterintuitively you become wiser about the future because you saw its seeds being sown in the past. Faced with new people and new situations, it will take you a little time to orient yourself, but you must give yourself this time. You must discipline yourself to ask the questions and allow the blueprints to emerge because no matter what the situation, if you haven’t seen the blueprints, you will have less confidence in your decisions.
 


Deliberative

You are careful. You are vigilant. You are a private person. You know that the world is an unpredictable place. Everything may seem in order, but beneath the surface you sense the many risks. Rather than denying these risks, you draw each one out into the open. Then each risk can be identified, assessed, and ultimately reduced. Thus, you are a fairly serious person who approaches life with a certain reserve. For example, you like to plan ahead so as to anticipate what might go wrong. You select your friends cautiously and keep your own counsel when the conversation turns to personal matters. You are careful not to give too much praise and recognition, lest it be misconstrued. If some people don’t like you because you are not as effusive as others, then so be it. For you, life is not a popularity contest. Life is something of a minefield. Others can run through it recklessly if they so choose, but you take a different approach. You identify the dangers, weigh their relative impact, and then place your feet deliberately. You walk with care.


Developer

You see the potential in others. Very often, in fact, potential is all you see. In your view no individual is fully formed. On the contrary, each individual is a work in progress, alive with possibilities. And you are drawn to- ward people for this very reason. When you interact with others, your goal is to help them experience success. You look for ways to challenge them. You devise interesting experiences that can stretch them and help them grow. And all the while you are on the lookout for the signs of growth — a new behavior learned or modified, a slight improvement in a skill, a glimpse of excellence or of “flow” where previously there were only halting steps. For you these small increments — invisible to some — are clear signs of potential being realized. These signs of growth in others are your fuel. They bring you strength and satisfaction. Over time many will seek you out for help and encouragement because on some level they know that your helpfulness is both genuine and fulfilling to you.
 

Discipline

Your world needs to be predictable. It needs to be ordered and planned. So you instinctively impose structure on your world. You set up routines. You focus on timelines and deadlines. You break long-term projects into a series of specific short-term plans, and you work through each plan diligently. You are not necessarily neat and clean, but you do need precision. Faced with the inherent messiness of life, you want to feel in control. The routines, the timelines, the structure, all of these help create this feeling of control. Lacking this theme of Discipline, others may sometimes resent your need for order, but there need not be conflict. You must under- stand that not everyone feels your urge for predictability; they have other ways of getting things done. Like- wise, you can help them understand and even appreciate your need for structure. Your dislike of surprises, your impatience with errors, your routines, and your detail orientation don’t need to be misinterpreted as controlling behaviors that box people in. Rather, these behaviors can be understood as your instinctive method for maintaining your progress and your productivity in the face of life’s many distractions.


Empathy

You can sense the emotions of those around you. You can feel what they are feeling as though their feelings are your own. Intuitively, you are able to see the world through their eyes and share their perspective. You do not necessarily agree with each person’s perspective. You do not necessarily feel pity for each person’s predicament — this would be sympathy, not Empathy. You do not necessarily condone the choices each person makes, but you do understand. This instinctive ability to understand is powerful. You hear the unvoiced questions. You anticipate the need. Where others grapple for words, you seem to find the right words and the right tone. You help people find the right phrases to express their feelings — to themselves as well as to others. You help them give voice to their emotional life. For all these reasons other people are drawn to you.
 

Focus

“Where am I headed?” you ask yourself. You ask this question every day. Guided by this theme of Focus, you need a clear destination. Lacking one, your life and your work can quickly become frustrating. And so each year, each month, and even each week you set goals. These goals then serve as your compass, helping you determine priorities and make the necessary corrections to get back on course. Your Focus is powerful because it forces you to filter; you instinctively evaluate whether or not a particular action will help you move toward your goal. Those that don’t are ignored. In the end, then, your Focus forces you to be efficient. Naturally, the flip side of this is that it causes you to become impatient with delays, obstacles, and even tangents, no matter how intriguing they appear to be. This makes you an extremely valuable team member. When others start to wander down other avenues, you bring them back to the main road. Your Focus reminds everyone that if something is not helping you move toward your destination, then it is not important. And if it is not important, then it is not worth your time. You keep everyone on point.


Futuristic

“Wouldn’t it be great if . . .” You are the kind of person who loves to peer over the horizon. The future fascinates you. As if it were projected on the wall, you see in detail what the future might hold, and this detailed picture keeps pulling you forward, into tomorrow. While the exact content of the picture will depend on your other strengths and interests — a better product, a better team, a better life, or a better world — it will always be inspirational to you. You are a dreamer who sees visions of what could be and who cherishes those visions. When the present proves too frustrating and the people around you too pragmatic, you conjure up your visions of the future and they energize you. They can energize others, too. In fact, very often people look to you to describe your visions of the future. They want a picture that can raise their sights and thereby their spirits. You can paint it for them. Practice. Choose your words carefully. Make the picture as vivid as possible. People will want to latch on to the hope you bring.
 

Harmony

You look for areas of agreement. In your view there is little to be gained from conflict and friction, so you seek to hold them to a minimum. When you know that the people around you hold differing views, you try to find the common ground. You try to steer them away from confrontation and toward harmony. In fact, harmony is one of your guiding values. You can’t quite believe how much time is wasted by people trying to impose their views on others. Wouldn’t we all be more productive if we kept our opinions in check and instead looked for consensus and support? You believe we would, and you live by that belief. When others are sounding off about their goals, their claims, and their fervently held opinions, you hold your peace. When others strike out in a direction, you will willingly, in the service of harmony, modify your own objectives to merge with theirs (as long as their basic values do not clash with yours). When others start to argue about their pet theory or concept, you steer clear of the debate, preferring to talk about practical, down-to-earth matters on which you can all agree. In your view we are all in the same boat, and we need this boat to get where we are going. It is a good boat. There is no need to rock it just to show that you can.


Ideation

You are fascinated by ideas. What is an idea? An idea is a concept, the best explanation of the most events. You are delighted when you discover beneath the complex surface an elegantly simple concept to explain why things are the way they are. An idea is a connection. Yours is the kind of mind that is always looking for connections, and so you are intrigued when seemingly disparate phenomena can be linked by an obscure connection. An idea is a new perspective on familiar challenges. You revel in taking the world we all know and turning it around so we can view it from a strange but strangely enlightening angle. You love all these ideas because they are profound, because they are novel, because they are clarifying, because they are contrary, because they are bizarre. For all these reasons you derive a jolt of energy whenever a new idea occurs to you. Others may label you creative or original or conceptual or even smart. Perhaps you are all of these. Who can be sure? What you are sure of is that ideas are thrilling. And on most days this is enough.
 

Includer

“Stretch the circle wider.” This is the philosophy around which you orient your life. You want to include people and make them feel part of the group. In direct contrast to those who are drawn only to exclusive groups, you actively avoid those groups that exclude others. You want to expand the group so that as many people as possible can benefit from its support. You hate the sight of someone on the outside looking in. You want to draw them in so that they can feel the warmth of the group. You are an instinctively accepting person. Regardless of race or sex or nationality or personality or faith, you cast few judgments. Judgments can hurt a person’s feelings. Why do that if you don’t have to? Your accepting nature does not necessarily rest on a belief that each of us is different and that one should respect these differences. Rather, it rests on your conviction that fundamentally we are all the same. We are all equally important. Thus, no one should be ignored. Each of us should be included. It is the least we all deserve.


Individualization

Your Individualization theme leads you to be intrigued by the unique qualities of each person. You are impatient with generalizations or “types” because you don’t want to obscure what is special and distinct about each person. Instead, you focus on the differences between individuals. You instinctively observe each person’s style, each person’s motivation, how each thinks, and how each builds relationships. You hear the one-of-a- kind stories in each person’s life. This theme explains why you pick your friends just the right birthday gift, why you know that one person prefers praise in public and another detests it, and why you tailor your teaching style to accommodate one person’s need to be shown and another’s desire to “figure it out as I go.” Because you are such a keen observer of other people’s strengths, you can draw out the best in each person. This Individualization theme also helps you build productive teams. While some search around for the perfect team “structure” or “process,” you know instinctively that the secret to great teams is casting by individual strengths so that everyone can do a lot of what they do well.
 

Input

You are inquisitive. You collect things. You might collect information — words, facts, books, and quotations — or you might collect tangible objects such as butterflies, baseball cards, porcelain dolls, or sepia photographs. Whatever you collect, you collect it because it interests you. And yours is the kind of mind that finds so many things interesting. The world is exciting precisely because of its infinite variety and complexity. If you read a great deal, it is not necessarily to refine your theories but, rather, to add more information to your archives. If you like to travel, it is because each new location offers novel artifacts and facts. These can be acquired and then stored away. Why are they worth storing? At the time of storing it is often hard to say exactly when or why you might need them, but who knows when they might become useful? With all those possible uses in mind, you really don’t feel comfortable throwing anything away. So you keep acquiring and compiling and filing stuff away. It’s interesting. It keeps your mind fresh. And perhaps one day some of it will prove valuable.


Intellection

You like to think. You like mental activity. You like exercising the “muscles” of your brain, stretching them in multiple directions. This need for mental activity may be focused; for example, you may be trying to solve a problem or develop an idea or understand another person’s feelings. The exact focus will depend on your other strengths. On the other hand, this mental activity may very well lack focus. The theme of Intellection does not dictate what you are thinking about; it simply describes that you like to think. You are the kind of person who enjoys your time alone because it is your time for musing and reflection. You are introspective. In a sense you are your own best companion, as you pose yourself questions and try out answers on yourself to see how they sound. This introspection may lead you to a slight sense of discontent as you compare what you are actually doing with all the thoughts and ideas that your mind conceives. Or this introspection may tend toward more pragmatic matters such as the events of the day or a conversation that you plan to have later. Wherever it leads you, this mental hum is one of the constants of your life.
 

Learner

You love to learn. The subject matter that interests you most will be determined by your other themes and experiences, but whatever the subject, you will always be drawn to the process of learning. The process, more than the content or the result, is especially exciting for you. You are energized by the steady and deliberate journey from ignorance to competence. The thrill of the first few facts, the early efforts to recite or practice what you have learned, the growing confidence of a skill mastered — this is the process that entices you. Your excitement leads you to engage in adult learning experiences — yoga or piano lessons or graduate classes. It enables you to thrive in dynamic work environments where you are asked to take on short project assignments and are expected to learn a lot about the new subject matter in a short period of time and then move on to the next one. This Learner theme does not necessarily mean that you seek to become the subject matter expert, or that you are striving for the respect that accompanies a professional or academic credential. The outcome of the learning is less significant than the “getting there.”


Maximizer

Excellence, not average, is your measure. Taking something from below average to slightly above average takes a great deal of effort and in your opinion is not very rewarding. Transforming something strong into something superb takes just as much effort but is much more thrilling. Strengths, whether yours or someone else’s, fascinate you. Like a diver after pearls, you search them out, watching for the telltale signs of a strength. A glimpse of untutored excellence, rapid learning, a skill mastered without recourse to steps — all these are clues that a strength may be in play. And having found a strength, you feel compelled to nurture it, refine it, and stretch it toward excellence. You polish the pearl until it shines. This natural sorting of strengths means that others see you as discriminating. You choose to spend time with people who appreciate your particular strengths. Likewise, you are attracted to others who seem to have found and cultivated their own strengths. You tend to avoid those who want to fix you and make you well rounded. You don’t want to spend your life bemoaning what you lack. Rather, you want to capitalize on the gifts with which you are blessed. It’s more fun. It’s more productive. And, counterintuitively, it is more demanding.
 

Positivity

You are generous with praise, quick to smile, and always on the lookout for the positive in the situation. Some call you lighthearted. Others just wish that their glass were as full as yours seems to be. But either way, people want to be around you. Their world looks better around you because your enthusiasm is contagious. Lacking your energy and optimism, some find their world drab with repetition or, worse, heavy with pressure. You seem to find a way to lighten their spirit. You inject drama into every project. You celebrate every achievement. You find ways to make everything more exciting and more vital. Some cynics may reject your energy, but you are rarely dragged down. Your Positivity won’t allow it. Somehow you can’t quite escape your conviction that it is good to be alive, that work can be fun, and that no matter what the setbacks, one must never lose one’s sense of humor.




Relator

Relator describes your attitude toward your relationships. In simple terms, the Relator theme pulls you to- ward people you already know. You do not necessarily shy away from meeting new people — in fact, you may have other themes that cause you to enjoy the thrill of turning strangers into friends — but you do derive a great deal of pleasure and strength from being around your close friends. You are comfortable with intimacy. Once the initial connection has been made, you deliberately encourage a deepening of the relationship. You want to understand their feelings, their goals, their fears, and their dreams; and you want them to understand yours. You know that this kind of closeness implies a certain amount of risk — you might be taken advantage of — but you are willing to accept that risk. For you a relationship has value only if it is genuine. And the only way to know that is to entrust yourself to the other person. The more you share with each other, the more you risk together. The more you risk together, the more each of you proves your caring is genuine. These are your steps toward real friendship, and you take them willingly.
 

Responsibility

Your Responsibility theme forces you to take psychological ownership for anything you commit to, and whether large or small, you feel emotionally bound to follow it through to completion. Your good name depends on it. If for some reason you cannot deliver, you automatically start to look for ways to make it up to the other person. Apologies are not enough. Excuses and rationalizations are totally unacceptable. You will not quite
be able to live with yourself until you have made restitution. This conscientiousness, this near obsession for doing things right, and your impeccable ethics, combine to create your reputation: utterly dependable. When assigning new responsibilities, people will look to you first because they know it will get done. When people come to you for help — and they soon will — you must be selective. Your willingness to volunteer may some- times lead you to take on more than you should.


Restorative

You love to solve problems. Whereas some are dismayed when they encounter yet another breakdown, you can be energized by it. You enjoy the challenge of analyzing the symptoms, identifying what is wrong, and finding the solution. You may prefer practical problems or conceptual ones or personal ones. You may seek out specific kinds of problems that you have met many times before and that you are confident you can fix. Or you may feel the greatest push when faced with complex and unfamiliar problems. Your exact preferences are determined by your other themes and experiences. But what is certain is that you enjoy bringing things back to life. It is a wonderful feeling to identify the undermining factor(s), eradicate them, and restore something to its true glory. Intuitively, you know that without your intervention, this thing — this machine, this technique, this person, this company — might have ceased to function. You fixed it, resuscitated it, rekindled its vitality. Phrasing it the way you might, you saved it.
 

Self-Assurance

Self-Assurance is similar to self-confidence. In the deepest part of you, you have faith in your strengths. You know that you are able — able to take risks, able to meet new challenges, able to stake claims, and, most important, able to deliver. But Self-Assurance is more than just self-confidence. Blessed with the theme of Self- Assurance, you have confidence not only in your abilities but in your judgment. When you look at the world, you know that your perspective is unique and distinct. And because no one sees exactly what you see, you know that no one can make your decisions for you. No one can tell you what to think. They can guide. They can suggest. But you alone have the authority to form conclusions, make decisions, and act. This authority, this final accountability for the living of your life, does not intimidate you. On the contrary, it feels natural to you. No matter what the situation, you seem to know what the right decision is. This theme lends you an aura of certainty. Unlike many, you are not easily swayed by someone else’s arguments, no matter how persuasive they may be. This Self-Assurance may be quiet or loud, depending on your other themes, but it is solid. It is strong. Like the keel of a ship, it withstands many different pressures and keeps you on your course.


Significance

You want to be very significant in the eyes of other people. In the truest sense of the word you want to be recognized. You want to be heard. You want to stand out. You want to be known. In particular, you want to be known and appreciated for the unique strengths you bring. You feel a need to be admired as credible, professional, and successful. Likewise, you want to associate with others who are credible, professional, and successful. And if they aren’t, you will push them to achieve until they are. Or you will move on. An independent spirit, you want your work to be a way of life rather than a job, and in that work you want to be given free rein, the leeway to do things your way. Your yearnings feel intense to you, and you honor those yearnings. And so your life is filled with goals, achievements, or qualifications that you crave. Whatever your focus — and each person is distinct — your Significance theme will keep pulling you upward, away from the mediocre toward the exceptional. It is the theme that keeps you reaching.
 

Strategic

The Strategic theme enables you to sort through the clutter and find the best route. It is not a skill that can be taught. It is a distinct way of thinking, a special perspective on the world at large. This perspective allows you to see patterns where others simply see complexity. Mindful of these patterns, you play out alternative scenarios, always asking, “What if this happened? Okay, well what if this happened?” This recurring question helps you see around the next corner. There you can evaluate accurately the potential obstacles. Guided by where you see each path leading, you start to make selections. You discard the paths that lead nowhere. You discard the paths that lead straight into resistance. You discard the paths that lead into a fog of confusion. You cull
and make selections until you arrive at the chosen path — your strategy. Armed with your strategy, you strike forward. This is your Strategic theme at work: “What if?” Select. Strike.


Woo

Woo stands for winning others over. You enjoy the challenge of meeting new people and getting them to like you. Strangers are rarely intimidating to you. On the contrary, strangers can be energizing. You are drawn to them. You want to learn their names, ask them questions, and find some area of common interest so that you can strike up a conversation and build rapport. Some people shy away from starting up conversations because they worry about running out of things to say. You don’t. Not only are you rarely at a loss for words; you actually enjoy initiating with strangers because you derive satisfaction from breaking the ice and making a connection. Once that connection is made, you are quite happy to wrap it up and move on. There are new people to meet, new rooms to work, new crowds to mingle in. In your world there are no strangers, only friends you haven’t met yet — lots of them.


[bookmark: _Toc243382064][bookmark: _Toc243382504][bookmark: _Toc243387114][bookmark: _Toc243387316][bookmark: _Toc243447631]Positive Impact Test

1.   I have helped someone in the last 24 hours.


2.   I am an exceptionally courteous person.


3.   I like being around positive people.


4.  I have praised someone in the last 24 hours.


5.   I have developed a knack for making other people feel good.


6.   I am more productive when I am around positive people.


7.   In the last 24 hours, I have told someone that I cared about her or him.


8.  I make it a point to become acquainted with people wherever I go.


9.   When I receive recognition, it makes me want to give recognition to someone else.


10. In the last week, I have listened to someone talk through his or her goals and ambitions.


11. I make unhappy people laugh.


12. I make it a point to call each of my associates by the name she or he likes to be called.


13. I notice what my colleagues do at a level of excellence.


14. I always smile at the people I meet.


15. I feel good about giving praise whenever I see good behavior.
[bookmark: _Toc243387115][bookmark: _Toc243447632]Discussion of Scientific Method
Objectives: At the end of this session, students should be able to:
Understand the role and importance of the scientific process and data-driven decision making.
Employ evidence-based analysis methods for making informed decisions.
 Use scientific reasoning terminology specific to analyzing, evaluating, and communicating data results.
 Identify the difference between significant data and less important, insignificant factors.
	

	

	

	

	

	

	

	

	

	

	

	

	

	




	[bookmark: _Ref316304431]STUDENT ACTIVITY


M&M Group Activity

Directions: Working in groups of three, write down your hypothesis regarding the total number of M&Ms in your bag and the ratio of colors. Use the worksheet below to record your results.

	Question

	



	Hypothesis

	



	Data

	



	Total number of M&Ms in the bag

	



	Number of each color

	


Scientific Method Terminology

Average - a single value (as a mean, mode, or median) that summarizes or represents the general significance of a set of unequal values

Data Collection - systematic gathering of information for a particular purpose

Hypothesis - a tentative assumption made in order to draw out and test its logical or empirical consequences

Inference - the process of drawing a conclusion with some degree of certainty based on random sampling

Median - a value in an ordered set of values below and above which there is an equal number of values or which is the arithmetic mean of the two middle values if there is no one middle number 

Mode - the most frequent value of a set of data

Multiple Trials - repetitions of an experiment (the more trials, the more statistically valid your data)

Multivariate - involving a number of distinct, though not usually independent, random variables

Outlier - a value that deviates markedly from the other values in a set of data

Parameter - a characteristic, feature, or measurable factor that can help define a particular system

Reliability - the result of a process that produces a consistent and predictable result over and over

Skewness - asymmetry in the distribution of the sample data values

Statistical Significance - the probability that an observed relationship or difference in a sample occurred by pure chance (tells us the degree to which a result is “true”)

Trend Analysis - the practice of collecting information and identifying a pattern or trend within it

Validity - the extent to which a concept, conclusion, or measurement is well founded and corresponds accurately to the “real” world


	STUDENT ACTIVITY


Fleet Vehicle Update: Moving towards eco-efficiency

[image: ]In this fiscal year, SEOT anticipates additional funding specifically for purchasing new fleet vehicles. The current stake trucks are approximately 10 years old and nearing the end of their lifetime. The Superintendent is interested in buying new, eco-efficient vehicles to replace the aging fleet.

The Superintendent sent you the email below.


SEOT Fleet Research and Analysis
Wolter, Stephen A.

Sent: Thursday 10/21/2013 8:00 AM
To: SEOT Chief of Maintenance@nps.gov 
Cc: Park Management Team 

Dear Chief,
In light of our commitment to sustainable practices, I am charging you with the task of researching greener alternatives for updating SEOT’s maintenance vehicle fleet. In the past few decades, numerous options have become viable (e.g., biodiesel, electric, and propane fuel sources). You will most likely find some options to be more environmentally friendly than others. While I am concerned about our environmental footprint, I am also concerned about the vehicle’s longevity and the total cost of ownership. Keep this in mind while researching.

As you and your staff are the primary operators of these vehicles, and you best understand the operations and maintenance needs for SEOT, you are the best candidate for conducting and analyzing the research. In the near future I expect you to complete the research and prepare a short presentation reviewing your findings. Be prepared to discuss vehicle costs (up-front and long-term), effects on operations, fueling stations requirements, etc.

I look forward to seeing what you come up with for us.

Steve Wolter
Superintendent 
Sea Otter Island National Park
Phone: 555-698-6555
Fax: 555-698-3424



[bookmark: _Toc243387116][bookmark: _Toc243447633]Excel Workshop

[bookmark: _Toc314835140][bookmark: _Toc318701777][bookmark: _Toc318811225][bookmark: _Toc366652825]Objectives: At the end of this session, students should be able to:
Navigate and identify basic components of Excel.
Perform basic spreadsheet tasks in Excel.
Use pivot tables in Excel to maneuver through more advanced data. 


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



[bookmark: _Toc243447634]Excel: Student Practice 
Basic Practice 1
Directions: Using the directions on the sheet, complete all empty gray cells on the worksheet. Note that the worksheet will tell you if your answer is correct (“Yes!”) or incorrect (“Try Again”).

Note: If you don’t know how to do something in Excel, there are A LOT of resources that can help you, online and offline. During these exercises, feel free to use the supplied Excel guide and the Excel Help function (just press the F1 button), or ask your neighbors or the instructor. If you need additional help, the following are some excellent online help and/or tutorials (all listed below are for Excel 2007):

http://www.fgcu.edu/support/office2007/excel/index.asp
http://office.microsoft.com/en-us/training/excel-2007-training-courses-HA010218987.aspx
http://www.gcflearnfree.org/excel2007


	STUDENT ACTIVITY



Activity 1: Excel Murder Mystery
Lawyer James MacAfee was murdered this morning in his office at Facilicorps HQ. Although there were no eyewitnesses, there were clear signs of a struggle, and in the tussle, the murderer accidently left a great deal of evidence at the scene. Everyone in the company is a suspect. Using the following clues, sift through the information on the Mystery tab of your Excel file to find out who the murder was. And hurry – we don’t have much time!
Figure 1: The corner of a monthly pay stub. The last two digits of the employee number is 35.  The monthly amount distributed was $2,803.







Figure 2: Shards of glass from a broken pair of glasses found at the scene.  (NOTE: MacAfee doesn’t wear glasses.)











28”
Figure 3: Two foot prints with a stride of 28” (NOTE: an average person’s stride is .4 of their height)

Basic Practice 2
Directions: Using the directions on the sheet, complete all empty gray cells on the worksheet. Note that the worksheet will tell you if your answer is correct (“Yes!”) or incorrect (“Try Again”).

Advanced Practice
Directions: Practice using pivot tables and pivot charts to analyze this park’s data. The questions provided will give you a starting point for what you might want to discern, but do not let them limit you. Each new data set is a new mystery to be unraveled. 




[bookmark: _Toc243387117][bookmark: _Toc243447635]Unwrapping the PAMP
Objectives: At the end of this session, students should be able to:
Articulate how Industry Standards serve as a baseline for work.
Translate planned service level percentages into scheduled work activities.
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[bookmark: _Toc243387118][bookmark: _Toc243447636]Project Planning
Objectives: At the end of this session, students should be able to:
Articulate the purpose of project plans as a part of project management.
Clarify and apply the project details as they apply to Annual Work Planning for Sea Otter Island.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





<Insert Project Name Here>
Project Plan
[bookmark: _Toc150325211][bookmark: _Toc153794553]Project Summary
	
	Start Date:
	End Date:

	
	
	

	Project Abstract:  <Short Summary of Project>

	

	
	

	
	

	
	



Purpose of Project Plan
<Recommended text>
This Project Plan describes what work the <Insert project name> Project Team, composed of representatives from <insert partner agency name and/or other partner entities>, will do, what results will be achieved, and how project work will be executed and managed. It describes team roles and responsibilities and deliverables. It identifies assumptions, constraints, dependencies, risks, and issues, and it provides high-level schedule and budget information.

	[bookmark: _Toc153794554]Section Guidance

	This section is easiest to write LAST, after all the details have been included.



Background
	Section Guidance

	This section describes the problem or opportunity the project seeks to address and provides other relevant background information:
Examples:
Change in legislation requires action.
Current technology is outdated and not meeting needs.
 Service levels are low, resulting in frequent customer complaints.
 Demand for products or services is changing.



	Tip
	Be concise and try to keep this section to half a page or less.  Focus on information relevant to the project rather than providing a lot of background information on the organization undertaking the project.






[bookmark: _Toc150325213][bookmark: _Toc153794555][bookmark: _Toc147472602][bookmark: _Toc147472877][bookmark: _Toc147472603][bookmark: _Toc147472878][bookmark: _Toc147472607][bookmark: _Toc147472882][bookmark: _Toc147472608][bookmark: _Toc147472883][bookmark: _Toc147472610][bookmark: _Toc147472885][bookmark: _Toc147472611][bookmark: _Toc147472886][bookmark: _Toc147472612][bookmark: _Toc147472887][bookmark: _Toc147472888]Goal and Objectives
<Recommended text>
The overall goal of this project is <insert text from proposal and/or task agreement>
The objectives for the <insert project name> are:
<Insert specific objectives here >

	Section Guidance

	This section lists one project goal and the project objectives. The project goal is a clear, concise statement of the project’s purpose and desired results. Project objectives are concise statements of what the project must achieve to realize the project goal. Objectives can be thought of as “sub-goals.”
Example:
The goal of this project is to reduce traffic accidents. This goal will be achieved if the following three objectives are achieved:
1. Increase public awareness and knowledge of how to drive safely.
2. Pass new, stricter laws for speeding and seatbelt violations.
3. Assign more police to enforce new, stricter laws.





	Tip
	Be consistent with the “Project Goal” and “Project Objectives” sections of any agreements or proposals. Again, be concise. Goal statements and objectives are typically each one sentence long.



[bookmark: _Toc153794556]Scope
<Recommended text>
This section summarizes the scope of the proposed project by providing a list of key activities and deliverables. In the table below, list (a) the activities the team will do, and (b) the activities the team will not do but that a reader might mistakenly believe the team is doing.
The scope of this project is outlined in the table below.
	In Scope
	Out of Scope

	 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc153794557]
	Section Guidance

	This section summarizes the scope of the proposed project by providing a list of key activities and deliverables. In the table provided in this section of the template, list (a) the activities the team will do, and (b) the activities the team will not do but that a reader might mistakenly believe the team is doing. For example, configuring new software may be in scope for the project team, but training staff on new software may be out of scope because the vendor is providing this service.





Assumptions and Constraints
<Recommended text >
An assumption is a circumstance or event outside the project that can affect its success and that the authors of this plan believe will happen. Constraints are restrictions or boundaries placed upon the project that limit the choices of the project team. The assumptions and constraints for this <insert project name here> project are listed in the table below.

	Assumptions
	Constraints

	
	

	
	

	
	

	
	


[bookmark: _Toc147472650][bookmark: _Toc147472925][bookmark: _Toc153794559]
	Section Guidance

	List the project assumptions and constraints in the table provided in the template. 
Example assumptions:
The Sponsor will be available for weekly status meetings and approvals.
Contractors with the appropriate levels of skill and experience will be available to support delivery.
Example constraints:
-The project must be completed in four months.
-The final deliverables must adhere to international standards of performance and safety.
-The Project Manager will use the Project Management Lifecycle Framework.






Stakeholders
<Recommended text>
The table below lists stakeholders and indicates how they will be impacted and engaged by the project.
	Stakeholder
	Impact
	Engagement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc150325217][bookmark: _Toc153794560][bookmark: _Toc139010703]

	Section Guidance

	This section lists project stakeholders, or people with an interest in or influence over project work and results. This section also indicates how stakeholders will be impacted and engaged by the project.
Examples of key stakeholders are as follows:
-Decision makers: People with authority and decision-making power over the project.
-Influencers: People who influence and advise decision makers.
-End users: People who will use the end product of the project.

Tips:
-Answer the three questions/discussion points for stakeholders.
-Collaborative roles for stakeholders include being on a management committee, participating in the project team, or approving one or more deliverables.
-Consultative roles for stakeholders include membership on an advisory committee or participation in focus or working groups.

In the left-hand column of the table, it is typical to provide the individual title for senior executives and the name of a group of staff or unit for employees.  This section lists project stakeholders, or people with an interest in or influence over project work and results. This section also indicates how stakeholders will be impacted by the project and how they will be engaged.



[bookmark: _Toc153794558]Deliverables
<Recommended text>
The project is completed when the deliverables listed in the following table are completed.

	Deliverable Name
	Description
	Format

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Section Guidance

	In the table provided in the template, list each deliverable name with a brief description. This will provide a shared understanding of what is being produced by the team. Deliverables are tangible items that must be produced to complete the project. These can include generic project management deliverables – such as weekly or monthly status reports – as well as items specific to the project. It is best to ensure that this section is consistent with any agreements, proposals, or other documents.
Example section:
The project is completed when the deliverables listed in the following table are completed.



[bookmark: _Toc147472966]Outcomes/Success
<Recommended text>
The <Insert project name> project is a complex, multi-phased project that has multiple objectives as well as stakeholders. The measure of success of the <Insert project name> is based on the <Insert general outcomes here>. Specific outcome and success measures for the <Insert project name>: 
<Insert specific outcome measures here in bullet form>





	Section Guidance

	Provide a list of impacts that the project must have on those outside the project to be considered successful and how those impacts will be measured.

Examples: 

The project will be considered successful if the following statements are true:
The number of traffic accidents is reduced, as indicated by statistics from MOI.
Program costs are reduced, as indicated by actual costs accrued at the end of this fiscal year compared to actual costs accrued over the past five fiscal years.
There are higher levels of customer satisfaction, as indicated in a customer satisfaction survey.
*Note the following regarding outcomes and success measures:
Outcome statements must be consistent with the project goal.
Be sure that data can be gathered relatively easily to demonstrate the achievement of an outcome.
Be sure to clarify in the Scope section of this document if an evaluation of the project will be carried out, either as part of the project’s scope or by another team at a later date.



[bookmark: _Toc153794561]Budget Summary
<Recommended text>
[bookmark: _Toc153794562]
Human Resources
[bookmark: _Toc153794563]<Recommended text>

Roles and Responsibilities
The following human resources are required for the project.
	Name
	Title and Role
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	Section Guidance

	This section contains the results of human resource planning activities completed to support this project. It describes the roles and responsibilities of the project team, start and finish dates, and an organizational chart for the project.

	Example:
Project Owners – WASO and Regional PAMP Coordinator
Oversees PAMP revision and implementation for the park unit and reviews progress at milestones. 
Clears project road blocks such as negotiating with park units on timing/deadlines, securing resources, and assisting with strategic issues and risks. 
Chairs the WASO PAMP Implementation or the Regional PAMP Implementation team.
Project Manager 
Oversees day-to-day execution of PAMP revision and/or implementation for various park units as assigned.
Maintains Project Plan, Schedule, and Budget Reports status. 
Executes PM processes for risks, issues, change control, and document management. 
Maintains project records and deliverable archives. 
Recruits and trains team members and manages performance. 
Chairs regularly scheduled team status meeting.
PAMP Park Unit Lead
Provides project management and admin support to Project Manager.
Conducts training and communications.
Tracks deliverables and maintains project archives. 
Updates Project Plan, Schedule, and Budget Processes expenses. 
Guides park unit through phases of PAMP revision and/or implementation per schedule.
Ensures quality control.




Schedule Summary
<Recommended text: Suggest milestones only to the “tenth” level and add only names and date to each milestone to keep schedule at the summary or high level>
The scheduling of <Insert project name> relies on a number of cooperative relationships. This schedule summarizes major milestones only and the individual on the <Insert project name> team who is responsible for completing the milestone. 
 
	WBS
	Activity
	Responsible
	Projected Completion Date

	[bookmark: _Toc147472864][bookmark: _Toc147473139][bookmark: _Toc147472865][bookmark: _Toc147473140][bookmark: _Toc147472867][bookmark: _Toc147473142][bookmark: _Toc147472868][bookmark: _Toc147473143][bookmark: _Toc147472869][bookmark: _Toc147473144][bookmark: _Toc147472870][bookmark: _Toc147473145][bookmark: _Toc147472872][bookmark: _Toc147473147]1.0
	
	
	

	2.0
	
	
	

	3.0 
	
	
	

	4.0 
	
	
	

	5.0
	
	
	

	6.0
	
	
	


[bookmark: _Toc153794567]
	Section Guidance

	This section lists project milestones and their dates. Milestones are significant dates in a project that typically mark the end of a phase, the completion of a major deliverable, or a major project decision. Milestones are generally used as checkpoints during the project to gauge status and are often used to get approval to continue to the next stage of work.  
Example: This project has six milestones. The project team leader will meet (in person or virtually) with the partner agency key official at each milestone to review progress and obtain approvals and decisions as required. If greater detail is needed, provide the next hierarchy of milestones and deliverables as planned for the project.  
1. Design complete: October 30, 2013
2. Vendor selected: November 30, 2013
3. Build complete: January 30, 2014
4. Testing complete: February 28, 2014
5. Implementation Plan complete: March 15, 2014
6. Implementation complete: June 30, 2014


Dependencies
<Recommended text>
Developing the <Insert project name> is dependent upon cooperation and collaboration from various entities. This section lists the dependencies for the project. Dependencies are items the project team requires to continue its work but that are being completed by resources outside of the project team. 

	Section Guidance

	This section lists the inbound and outbound external dependencies for the project. Dependencies are items the project team requires to continue its work but that are being completed by resources outside of the project team. 
Example Dependencies
Data from FMSS
Updated PAMP Implementation guide and schedule
Updated training materials and plan from NPS FMP via Eppley Institute for Parks and Public Lands



[bookmark: _Toc153794568]Dependencies
<Insert dependencies here in bullet form>

Project Risks
<Recommended text:>
Project risks identified to date are provided below with an assessment and recommended response.
	No
	Risk Event Statement
	Probability H/M/L
	Impact H/M/L
	Recommended Response

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


[bookmark: _Toc139010709][bookmark: _Toc151211126][bookmark: _Toc153794571]




	Section Guidance

	This section lists the project risks identified to date, along with their estimated probability and impact and recommended response.
A risk is something that may or may not occur in the future and that could impact the success of the project. “Probability” is the likelihood that a risk will occur and is expressed as High, Medium, or Low. “Impact” describes how seriously the risk could affect the project and is also expressed as High, Medium, or Low.
Tip: 
Include the risks identified in agreements, proposals, or from the preliminary discussions with partner agency personnel. Use concrete definitions of terms like “High,” “Medium,” and “Low.” These definitions are called “risk tolerances.” A good risk event statement includes what might happen and its effect on a project. For example, “weather” is not a risk event statement. “Bad weather may delay project completion” is an example of a good risk event statement.



Project Issues
<Recommended text>
Project issues identified to date are provided below with a recommended response.
	No
	Description
	Priority H/M/L
	Recommended Action

	1
	
	
	

	2
	
	
	

	3
	
	
	



	Section Guidance

	This section lists project issues identified to date and provides a recommended response to the issues. Issues are currently occurring events or circumstances that have a negative impact on the project. In the table provided in the template, list any issues that were identified while writing the Project Plan, and include recommended actions to resolve those issues.
Tips:  
Only include circumstances that are currently occurring or have a 100% chance of occurring in the future.



Author(s)
This document was prepared by and for: <Insert contact information for each author as follows:>
	Xxxxxxx Xxxxxxxx, Team Members
<Insert project name>

	<Example>
Key Official
Park  Name 
Address
City, State Zip
Office Phone: xxx-xxxx
samtheman@acme.net

	




Approvals
	Date
	Document Version
	Approver Name and Title
	Approver Signature (if required)

	<Insert approval date>
	<Insert version approved>
	<Provide name and title of approver>
	

	<Example:>
	
	
	

	October 31, 2013
	3.0
	John James, CEO
	



Version History
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	October 23, 2013
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	Initial draft
	Sam Smith

	October 27, 2013
	2.0
	Reviewed with Budget and Logistics Officer and revised
	Sam Smith

	October 31, 2013
	3.0
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SEOT Annual Sphagnum Historical Society’s Salmon Festival
Project Plan
Project Summary
	
	Start Date: 3/15
	End Date: 10/31

	
	
	

	Project Abstract: The Sphagnum Historical Society, in cooperation with the Confederated Tribes of the Oregon Coast, holds a two-day festival at the Coho Fishing Village in SEOT to celebrate the return of the spawning salmon to nearby lakes and creeks. The event includes “spawnsors” in the form of vendors and food sales booths. There will be demonstrations as well as entertainment.

	

	
	

	
	

	
	



Purpose of Project Plan
This project plan describes what work the SEO Special Event Project Team, composed of representatives from SEOT, will do, what results will be achieved, and how project work will be executed and managed. It describes team roles and responsibilities and deliverables. It identifies assumptions, constraints, dependencies, risks, and issues, and it provides high-level schedule and budget information.
Background






Goal and Objectives


Scope
This section summarizes the scope of the proposed project by providing a list of key activities and deliverables. In the table below, list (a) the activities the team will do, and (b) the activities the team will not do but that a reader might mistakenly believe the team is doing.
The scope of this project is outlined in the table below.
	In Scope
	Out of Scope

	
	

	 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Assumptions and Constraints
An assumption is a circumstance or event outside the project that can affect its success and that the authors of this plan believe will happen. Constraints are restrictions or boundaries placed upon the project that limit the choices of the project team. The assumptions and constraints for this SEOT Annual Sphagnum Historical Society’s Salmon Festival project are listed in the table below.

	Assumptions
	Constraints

	
	

	
	

	
	



Stakeholders
The table below lists stakeholders and indicates how they will be impacted and engaged by the project.
	Stakeholder
	Impact
	Engagement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Deliverables
The project is completed when the deliverables listed in the following table are completed.

	Deliverable Name
	Description
	Format

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Outcomes/Success
The SEOT Annual Sphagnum Historical Society’s Salmon Festival project is a complex multi-phased project with multiple objectives and stakeholders. The measure of success of the SEOT Annual Sphagnum Historical Society’s Salmon Festival is based on the successful implementation of the festival. Below are specific outcome and success measures for the SEOT Annual Sphagnum Historical Society’s Salmon Festival:


Budget Summary
	Staff
	Dates Needed
	Grade
	Cost per hour (incl. benefits)
	Time Needed
	Total Projected

	Public Health Officer
(include travel and per diem)
	10/5
	0-6 Officer
	$60
	6 AM – 4 PM
	$600

	Park Safety Officer (monitor set-up, OT)
	10/5
	GS-9/3
	$34.73 x 1.45%
$35.23
	5 AM – noon
	$247

	Park Ranger (interpretation, straight time)
	10/5
	GS-9/3
	$25.57 x 30%
$33.24
	10 AM – 4 PM
	$200

	Maintenance Mechanic (monitor set-up)
	10/5
	WG-9/3
	$25.18 x 1.5 x 1.45% 
$38.32
	5 AM – 10 AM
	$192

	Park Ranger (monitor set-up OT)
	10/5
	GS-9/3
	$34.73 x 1.45%
$35.23
	5 AM – 10AM
	$177

	Park Ranger (traffic OT) 
	10/5
	GS-9/3
	$34.73 x 1.45%
$35.23
	6 AM – 6 PM
	$424

	Park Ranger (traffic OT)
	10/5
	GS-9/3
	$34.73 x 1.45%
$35.23
	6 AM – 6 PM
	$424

	Public Health Officer
(include travel and per diem)
	10/6
	0-6 Officer
	$60
	6 AM – 4 PM
	$600

	Park Safety Officer (monitor tear-down OT)
	10/6
	GS-9/3
	$34.73 x 1.45%
$35.23
	4 PM – 8 PM
	$141

	Park Ranger (monitor tear-down OT) 
	10/6
	GS-9/3
	$34.73 x 1.45%
$35.23
	4 PM – 8 PM
	$141

	Maintenance Mechanic (monitor tear-down)
	10/6
	WG-9/3
	$25.18 x 1.5 x 1.45% 
$38.32
	4 PM – 8 PM
	$153

	Park Ranger (interpretation, straight time)
	10/6
	GS-9/3
	$25.57 x 30%
$33.24
	10 AM – 4 PM
	$200

	Park Ranger (traffic OT)
	10/6
	GS-9/3
	$34.73 x 1.45%
$35.23
	6 AM – 8 PM
	$494

	Park Ranger (traffic OT)
	10/6
	GS-9/3
	$34.73 x 1.45%
$35.23
	6 AM – 8 PM
	$494

	Park Ranger 
	10/7
	GS-9/3
	$25.57 x 30%
$33.24
	2 hours TBD
	$66

	Travel Estimate
	
	
	
	
	

	Public Health Officer
	Per diem
	4 days
	Lodging – $84
Per diem – $56
Total/day – $140
	
	$560

	
	Travel 
	.55/mile
	800 miles roundtrip
	
	$440

	Permit Application
	
	
	
	
	$80

	
	
	
	
	TOTAL ESTIMATE
	$5,633



Human Resources
Roles and Responsibilities
The following human resources are required for the project.
	Name
	Title and Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Schedule Summary
The scheduling of Sphagnum Historical Society’s Salmon Festival relies on a number of cooperative relationships. This schedule lists major milestones and the Sphagnum Historical Society Salmon Festival team member responsible for completing each milestone. 
 
	WBS
	Activity
	Responsible
	Projected Completion Date

	1.0
	
	
	

	2.0
	
	
	

	3.0 
	
	
	

	4.0 
	 
	
	

	5.0
	
	
	

	6.0
	
	
	



Dependencies
Developing the Sphagnum Historical Society’s Salmon Festival depends on cooperation and collaboration from various entities. This section lists the dependencies for the project. Dependencies are items the project team requires to continue its work that are completed by resources outside of the project team. 

Dependencies:

Project Risks
Project risks identified to date are provided below with an assessment and recommended response.
	No
	Risk Event Statement
	Probability H/M/L
	Impact H/M/L
	Recommended Response

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	.  

	5
	
	
	
	



Project Issues
Project issues identified to date are provided below with a recommended response.
	No
	Description
	Priority H/M/L
	Recommended Action

	1
	
	
	

	2
	
	
	

	3
	
	
	




Author(s)
This document was prepared by and for: 
	Christy McCormick, Project Team Lead
Sea Otter Island National Park
PO Box 345
Sphagnum, OR
97406
541-555-9870
Christy_McCormick@nps.gov

	Stephen Aloysius Wolter
Superintendent
Sea Otter Island National Park
PO Box 345
Sphagnum, OR
97406
541-555-9871
Stephen_Wolter@nps.gov
	



Approvals
	Date
	Document Version
	Approver Name and Title
	Approver Signature (if required)

	3/15
	3.0
	Stephen A. Wolter, Superintendent 
	



Version History
	Date
	Document Version
	Document Revision History
	Document Author/Reviser

	3/1
	1.0
	Initial draft
	McCormick

	3/5
	2.0
	Reviewed with Admin Officer for staff and budget numbers and revised
	McCormick

	3/20
	3.0
	Reviewed with Supt and approved
	McCormick



[bookmark: _Toc366652848][bookmark: _Toc243387119][bookmark: _Toc243447637]introduction to Work Types and County Fair
Objectives: At the end of this session, students should be able to:
Correctly identify examples of work types and sub-work types


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





	STUDENT EXERCISE: THE WORK TYPE COUNTY FAIR

	
Emptying trash cans in the comfort station =  
Reglaze windows on historic structure =  
Re-paving roads =  
Snow and ice removal =  
Repair park signs damaged by vandalism =  
Remove tree dangling over house after a winter storm =  
Convert historic barn into offices for park interpretive staff =  
Patch potholes in main park road (has not been done for five years due to lack of funding) =  
 Replace door with appropriate-size door to fit a wheelchair =  
Mowing =  
 Replant bulbs in a cultural landscape on an annual basis =  
Build a loop with 12 sites in the campground =  
 Replace a roof that is five years past its design life = 
 Refinish wood floors in park residence =  
 Litter pickup around the outside of the Visitor Center = 
 Inspect fire hydrants =  
Replace park computers =  
Repair of deficiencies identified during an annual asset inspection =  
 Prepare for seasonal trail closing =  
 Immediate repairs to a blow-out of a major water line =  
 Build new visitor center at park headquarters =  
 Winterize fountain =  
 Service HVAC system =  
 Make temporary repairs to road washed out in storm =  
Seasonal cleaning of gutters =  
Place temporary fencing around a burned-out structure =  
 Replace park boundary fence (at the end of its estimated design life) =  
 Move sink to appropriate height in ADA-designated housing unit =  
 Add a new wing to the old visitor center =  
 Semi-annual grading of unpaved roads =  
 Repair stucco walls on historic church biannually =  
 Initiate rodent control =  
 Immediate repairs to broken residential water line =  
 Feed and water stock animals =  
 Professionally steam clean carpet (every two to five years) =  
  Replace carpet that is beyond its design life and has not received 
  proper funding =  
  Repair park signs (on an annual basis) =  
  Attend a training session on supervision =  
  Repair hole in roof due to hurricane =  
  Replace roof on park building at the end of its estimated design life =  
  Prune shrubs and trees around visitor center =  
  Paint the exterior of a park building =  
  Inspect and maintain generator =  
  Replace siding on entrance station building =  
  Repair cracks in plaster on walls and ceiling =  
  Carcass removal = 
  Monitor water quality for the water system =  
  Supervision time of a PMIS project by a permanent employee =  
  Enter FMSS actuals and also do the payroll =  
  Empty dumpsters and drive to the landfill =  
  Treat building for termites = 






[bookmark: _Toc243387120][bookmark: _Toc243447638]sTaffing analysis & alignment
Objectives: At the end of this session, students should be able to:
Anticipate staffing needs based on park plans, park data, and previous experience.
Practice staffing needs on SEOT data.
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[bookmark: _Toc243387122][bookmark: _Toc243447640][bookmark: _Toc324770428]Health, Wellness, and Stress Management
10 Stretches to Do at Work

At your desk, on a break, or before or after a long meeting, these stretches will help keep you from getting stiff, tired, and cranky during the workday. Try them at the end of the day, too, to relieve stress before you head home.

Tips for Your Practice:
Move into each pose slowly and deliberately.
Remember to breathe while you are holding each pose. Don't hold your breath.
Start slowly and don't overdo it.
Loose, comfortable clothing or workout clothes are best for yoga practice. Bare feet are essential unless you are in some of the resting poses.
You can do these poses every day if desired.

	[bookmark: _Toc318701802][bookmark: _Toc318811251][bookmark: _Toc366652855]Arm Stretch #1
	[bookmark: _Toc318701803][bookmark: _Toc318811252][bookmark: _Toc366652856]Arm Stretch #2

	[bookmark: _Toc318701804][bookmark: _Toc318811253][bookmark: _Toc366652857][image: http://images.meredith.com/lhj/images/2002/05/m_42B.jpg]
	[bookmark: _Toc318701805][bookmark: _Toc318811254][bookmark: _Toc366652858]

	Bring your arms behind your back, clasping your hands. Or, hold a tie, sweater, or scarf (or something) between your hands.
Lift your arms as high as you can. Lift your sternum.
Hold for 30 to 45 seconds, relax for a moment, then repeat.
	Interlock your fingers and extend your arms outward, straight in front of your shoulders. Your palms should be facing outward.
Slowly raise your hands overhead, stretching all the way from the waist.
Work on straightening your elbows.
Hold for 30 to 45 seconds, relax for a moment, and try again.






	Chair Twist #1
	Chair Twist #2

	[image: http://images.meredith.com/lhj/images/2002/05/l_101E27A.jpg]
	[image: http://images.meredith.com/lhj/images/2002/05/l_71A.jpg]

	Sit on the edge of your chair, sideways with your left side facing the chair back.
Throughout the pose, keep your feet and knees together and even.
Place your hands on the chair as shown.
Inhale while straightening your spine. As you exhale, twist toward the back of the chair, twisting from the very bottom of your spine – pushing with your left hand and pulling with your right hand.
Repeat the inhalation/straighten, exhalation/twist series several times.
Release and switch sides.
	Sit in the middle of your chair, sideways with your left side facing the chair back.
Repeat the same routine as in Chair Twist 1.
Do you feel the twist in the spine at a slightly different place?
If you need to, place a book under your feet to keep them flat.






	[bookmark: _Toc318701806][bookmark: _Toc318811255][bookmark: _Toc366652859]Chair Lower Back Stretch
	Modified Warrior
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	Sit in your chair and widen your legs so they are wider than hip-distance apart.
From the hip crease, bend forward and allow your entire body to relax. You can round your back. Drop your head and completely relax your neck.
If you are not completely comfortable, try putting a rolled blanket or towel at the hip crease and lean over again.
Hold this pose as long as you like, allowing each exhalation to relax your body and mind a little more. Sit up on an inhalation, pause for a few moments, and try again.
	Place the back of a chair against the wall.
Stand with your left side toward the front of the chair, your feet two and a half to three feet apart.
Place your left foot on the chair. The heel of your left foot should be roughly parallel with the arch of your right foot.
Extend your arms, shoulder height, palms facing downward. Relax your throat, neck, and shoulders.
Slowly bend your left knee into a right angle. Continue to keep your back leg straight and your back foot pressing into the floor. Look straight ahead or out over the hand over the chair.
Hold for 20 to 30 seconds. Release and switch sides.





	Tree Pose
	[bookmark: _Toc318701807][bookmark: _Toc318811256][bookmark: _Toc366652860]Head to Chair Pose
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	Stand with your left side facing the wall, feet together.
Bend your left leg so your knee touches the wall and your foot is on your inner right thigh.
Place an old tie around your shin if you need help keeping your left leg up.
Press your foot into your thigh and your thigh into your foot.
Hold for 20 to 30 seconds, then release and switch sides.
As you progress, you will no longer need the tie or the wall.
	Sit in any comfortable position (wide angle, straight-legged, or cross-legged) in front of the chair.
Place your forehead on the chair, on your hands, or on books or blankets piled up on the chair seat, whichever is most comfortable.
If your hands are not under your forehead, allow your arms and hands to rest on the chair seat above your head (as shown).
Your back can be rounded.
With each exhalation, allow your body and mind to relax just a little bit more.
Stay in this pose as long as you like.





	[bookmark: _Toc318701808][bookmark: _Toc318811257][bookmark: _Toc366652861]Seated Hamstring Stretch
	[bookmark: _Toc318701809][bookmark: _Toc318811258][bookmark: _Toc366652862]Seated Double Hamstring Stretch
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	Sit near the edge of the chair, facing the wall.
Place your right foot on the floor at the wall, knee straight, and bend your left leg normally.
Either place a tie around the ball of your right foot (as shown) or hold onto the sides of the chair.
Lengthen your back, lift your sternum, and relax your throat, neck, and shoulders.
Bend slightly forward from the hip crease, keeping your back elongated (this means do not round your back). Only bend as far forward as you can with your back straight.
Hold for 30 to 45 seconds, then release and switch sides.
	Sit near the edge of the chair and place your feet on the wall. Place a tie around the balls of your feet.
Lengthen your back and lift your sternum. From the hip crease, lean forward.
Only go as far forward as you can with your back and knees straight.





Credit:  Yoga for Wimps by Miriam Austin, copyright 2000 by Miriam Austin. Photos by Barry Kaplan


[bookmark: _Toc243387123][bookmark: _Toc243447641]Wellness and Health: An Integrated Approach
Wellness is an active process of becoming aware of and making choices toward a healthy and fulfilling life. The World Health Organization defines health as being "a state of complete physical, mental, and social well-being, and not merely the absence of disease or infirmity." 
What does wellness mean to an individual? Wellness is more than being free from illness. Wellness is a dynamic process of change and growth. There are many interrelated dimensions of wellness, and they vary depending upon who is presenting the dimensions: physical, emotional, intellectual, spiritual, social, environmental, and occupational. Each dimension is equally vital in the pursuit of optimum health. A typical wellness wheel is presented below.




















The following wellness wheel is adapted to reflect some wellness dimensions that may be particularly relevant to FMLP students.
YOU

Sometimes our lifestyle issues (work-life balance, stress, personal relationships, occupational-career demands, physical condition, or recreation and fun) can get out of kilter, creating a wellness wheel that might look like the following figure.












How does your wellness wheel look? Use the following “Wheel of Life,” one alternative approach to wellness for individuals, to see how you might balance your health and wellness at this time. 


Directions: The eight sections in the Wheel of Life 	Example: 10
0
4
8
10
3
8
10

represent one approach to a balanced wellness.  
Seeing the center of the wheel as 0 and the outer 
edge as 10, rank your level of satisfaction with 
each life area by drawing a curved line to create 
a new outer edge as shown in the example. The 
new perimeter of the circle represents your 
wellness balance. One way to measure wellness 
is to ask yourself, “how bumpy would the ride be 
if this were a real wheel?” 


[bookmark: _Toc243382067][bookmark: _Toc243382507]My Wellness Wheel 
There are significant online resources to help an individual develop a healthy life. The following provide potentially relevant information on wellness-related issues and resources.
[bookmark: _Toc243382068][bookmark: _Toc243382508][bookmark: _Toc243387124][bookmark: _Toc243387326][bookmark: _Toc243447642]Work-Life Balance: Tips to Reclaim Control

When your work life and personal life are out of balance, your stress level is likely to soar. Use these practical strategies to restore harmony.
By Mayo Clinic staff at http://www.mayoclinic.com/health/work-life-balance/WL00056 

There was a time when the boundaries between work and home were fairly clear. Today, however, work is likely to invade your personal life – and maintaining work-life balance is no simple task. This might be especially true if you're concerned about losing your job due to restructuring, layoffs, or other factors. Still, work-life balance isn't out of reach. Start by evaluating your relationship to work. Then apply specific strategies to help you strike a healthier balance.

[bookmark: _Toc243382069][bookmark: _Toc243382509]Married to Your Work? Consider the Cost
It can be tempting to rack up hours at work, especially if you're trying to earn a promotion or manage an ever-increasing workload – or simply keep your head above water. Sometimes overtime might even be required. If you're spending most of your time working, though, your home life will take a hit.

Consider the consequences of poor work-life balance: 
Fatigue. When you're tired, your ability to work productively and think clearly might suffer – which could take a toll on your professional reputation or lead to dangerous or costly mistakes.
Lost time with friends and loved ones. If you're working too much, you might miss important family events or milestones. This can leave you feeling left out and might harm relationships with your loved ones. It's also difficult to nurture friendships if you're always working.
Increased expectations. If you regularly work extra hours, you might be given more responsibility – which could lead to additional concerns and challenges.
[bookmark: _Toc243382070][bookmark: _Toc243382510]Strike a Better Work-Life Balance
As long as you're working, juggling the demands of career and personal life will probably be an ongoing challenge. Consider these ideas to find the work-life balance that's best for you:
Track your time. Pay attention to your daily tasks, including work-related and personal activities. Decide what's necessary and what satisfies you the most. Cut or delegate activities you don't enjoy or can't handle – or share your concerns and possible solutions with your employer or others.

Take advantage of your options. Ask your employer about flex hours, a compressed workweek, job sharing, telecommuting, or other scheduling flexibility. The more control you have over your hours, the less stressed you're likely to be.
Learn to say no. Whether it's a co-worker asking you to spearhead an extra project or your child's teacher asking you to organize a class party, remember that it's OK to respectfully say no. When you quit accepting tasks out of guilt or a false sense of obligation, you'll have more time for the activities that are meaningful to you.
Leave work at work. With the technology to connect to anyone at any time from virtually anywhere, there might be no boundary between work and home – unless you create it. Make a conscious decision to separate work time from personal time. When you're with your family, for instance, keep your laptop in your briefcase.
Manage your time. Organize household tasks efficiently, such as running errands in batches or doing a load of laundry every day, rather than saving it all for your day off. Put family events on a weekly family calendar and keep a daily to-do list. Do what needs to be done and let the rest go.
Bolster your support system. At work, join forces with co-workers who can cover for you – and vice versa – when family conflicts arise. At home, enlist trusted friends and loved ones to pitch in with child care or household responsibilities when you need to work overtime or travel.
Nurture yourself. Eat a healthy diet, include physical activity in your daily routine, and get enough sleep. Set aside time each day for an activity that you enjoy, such as practicing yoga or reading. Better yet, discover activities you can do with your partner, family, or friends – such as hiking, dancing, or taking cooking classes.
[bookmark: _Toc243382071][bookmark: _Toc243382511]Know When to Seek Professional Help
Everyone needs help from time to time. If your life feels too chaotic to manage and you're spinning your wheels worrying about it, talk with a professional – such as a counselor or other mental health provider. If your employer offers an employee assistance program (EAP), take advantage of available services.

Remember, striking a healthy work-life balance isn't a one-shot deal. Creating work-life balance is a continuous process as your family, interests, and work life change. Periodically examine your priorities – and make changes, if necessary – to make sure you're keeping on track.



[bookmark: _Toc243382072][bookmark: _Toc243382512][bookmark: _Toc243387125][bookmark: _Toc243387327][bookmark: _Toc243447643]The Scientific Seven-Minute Workout

By GRETCHEN REYNOLDS at http://well.blogs.nytimes.com/2013/05/09/the-scientific-7-minute-workout/
Ben Wiseman
This column appears in the May 12 issue of the New York Times Magazine.

Exercise science is a fine and intellectually fascinating thing. But sometimes you just want someone to lay out guidelines for how to put the newest fitness research into practice.


An article in the May-June issue of the American College of Sports Medicine’s Health & Fitness Journal does just that. In 12 exercises deploying only body weight, a chair and a wall, it fulfills the latest mandates for high-intensity effort, which essentially combines a long run and a visit to the weight room into about seven minutes of steady discomfort – all of it based on science.

“There’s very good evidence” that high-intensity interval training provides “many of the fitness benefits of prolonged endurance training but in much less time,” says Chris Jordan, the director of exercise physiology at the Human Performance Institute in Orlando, Fla., and co-author of the new article.

Work by scientists at McMaster University in Hamilton, Ontario, and other institutions shows, for instance, that even a few minutes of training at an intensity approaching your maximum capacity produces molecular changes within muscles comparable to those of several hours of running or bike riding.

Interval training, though, requires intervals; the extremely intense activity must be intermingled with brief periods of recovery. In the program outlined by Mr. Jordan and his colleagues, this recovery is provided in part by a 10-second rest between exercises. But even more, he says, it’s accomplished by alternating an exercise that emphasizes the large muscles in the upper body with those in the lower body. During the intermezzo, the unexercised muscles have a moment to, metaphorically, catch their breath, which makes the order of the exercises important.

The exercises should be performed in rapid succession, allowing 30 seconds for each, while, throughout, the intensity hovers at about an 8 on a discomfort scale of 1 to 10, Mr. Jordan says. Those seven minutes should be, in a word, unpleasant. The upside is, after seven minutes, you’re done.
A version of this article appears in print on 05/12/2013, on page MM20 of the NewYork edition with the headline: The Scientific 7-Minute Workout.
 


[bookmark: _Toc243387126][bookmark: _Toc243447644]Informal Visitor Contacts
Objectives: At the end of this session, students should be able to:
Define an informal visitor contact. Explain the importance of conducting effective informal visitor contacts.
Read basic visitor cues and respond appropriately.
Provide support to staff for conducting informal visitor contacts. 


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



Overview of the Types of Informal Visitor Contacts 
There are three main types of informal visitor contacts: orientation, information, and interpretation. The sequence of these contact options is known as the interpretive continuum. 

At the orientation level, the main goal of the contact is to help visitors get their bearings and provide directions.

At the information level, the contact involves facts or explanations.

The interpretation level of the continuum moves beyond information and involves providing opportunities for visitors to form their own connections with the significance of the resource. To do this, the tangible resource is linked to an intangible concept using techniques (such as stories, examples, and comparisons) that are appropriate for the audience, the resource, and the employee. Most maintenance employees will not have the opportunity to take an informal visitor contact to the interpretation level. It is best for these types of interactions to be referred to an interpretive park ranger. 

An informal visitor contact can begin at any point along the continuum. Where the contact begins is determined by the visitor and the cues they communicate. Often these cues are visitor questions.


	Tip
	“Where” questions are usually orientation opportunities.

Example:
 Where is the bathroom? Where can I fish? Where can I see big cannons?

“What” and “how” questions are usually information opportunities.

Example:
What kind of flower is that? What happened here? How did this valley form?

“Why” questions typically offer an opportunity for interpretation.

Example:
Why was this site so important in the war? Why are those trees dying?




Defining Orientation, Information, and Interpretation in Informal Visitor Contacts 
Orientation
Orientation refers to concepts such as direction, location, proximity, way-finding, etc. In the orientation process, employees help visitors understand where they are and how to get where they need to go. Orientation may also involve helping visitors understand what opportunities are available at your site. Visitors who are properly oriented will be more likely to have a quality experience and be more open to receiving and understanding park messages. Orientation fulfills the basic needs of survival and safety. These needs must be met before visitors are willing or able to make larger connections to park resources.

Your staff should be prepared to answer orientation questions. Visitors do not always understand the difference in job duties when they see a person in uniform; they only see a ranger. They expect that uniformed ranger to be able to answer their questions, especially an orientation question like the location of the campground.

Examples of Orientation Questions:
Q: Where can we go to see a condor? 
A: They can be found anywhere in the Grand Canyon region, and, though this is not very predictable, I can tell you that yesterday a pair were seen near the North Rim Lodge.

Information 
Information about the resource provides an important context for the visitor's experience, answering the questions that visitors have with tangible details about the resource. Information fulfills visitors’ needs for knowledge, which enhances their self-esteem. It may also fulfill belonging needs.

Employees have a responsibility to ensure the accuracy of all information they pass on to the public. All too often, we are guilty of accepting what we hear from others as truth. Just because you heard a co-worker say it, or heard it during an interpretive program, doesn't mean that it is accurate. When employees pass on inaccurate information – and the audience knows it – their credibility suffers. When one employee is discredited, the credibility of all employees comes into question.

This level of credibility means it is extremely important for your staff to be able to provide accurate information. Your role as a supervisor is to make sure they have the resources and knowledge they need to accurately provide information. However, it is also important that your staff understand that they may not know the answer to every question, and that is OK. They need direction from you on where to direct these visitors in those instances. 

Examples of Information Questions:
Q: How many people lived in the fort? 
A: The number fluctuated seasonally, but the average was around 50 people. There were five gentleman officers and their families, a doctor and his family, servants, and cooks. Hundreds of other laborers lived in villages surrounding the fort.
Q: What are all those piles of wood along the road? 
A: Those are slash piles waiting to be burned. Forestry crews trim back 100 feet from the road and place all of the woody debris in piles to be burned during winter.

Interpretation 
Interpretation provides opportunities for visitors to form their own meaningful connections (emotional and/or intellectual) with the resources in our parks. Interpretation meets higher-level needs for understanding and self-fulfillment. Information can be presented at increasingly complex levels, leading to opportunities to connect visitors to the significance of the resource. These opportunities do not happen frequently, but they are a powerful way to help maintain the site resources. Visitors who care about the resource will help employees care for it. 

It is not necessary for your staff to be able to provide interpretive opportunities. Your employees have a very different skill set and job role in the park, and it is acceptable to instruct your staff to direct visitors with more in-depth questions to the interpretive staff at your site. That is still meeting the needs of the visitors, and it allows your staff to continue with their day-to-day responsibilities.


Examples of Interpretation Questions:
Q: Why did the strike start? 
A: The workers were told that many of their jobs were going to be automated. Can you imagine how threatened or vulnerable you would feel if your boss told you that your job was going to be replaced by a computer? That threat of losing their job, their livelihood, and their way of life likely sparked the strikers into action.


[bookmark: _Toc366652867][bookmark: _Toc243382514]Customer Service 
Introduction to Customer Service
It is appropriate that “service” is a part of the name of the National Park Service. Our desire to serve influences our priorities as an agency and as individuals. How we appear, act, and interact with visitors greatly affects not only the quality of their visit but also the quality of the support our agency and our agency’s mission receives. For employees of the National Park Service, superior customer service should be a top priority. To ensure that you and your staff deliver high-quality customer service, you should have a plan for presenting a professional image, professional behavior, and effective interpersonal communication skills.

Exhibiting a professional image includes attention to the following:
Personal Grooming: Hair, teeth, and nails should be clean and neat. Excessive colors and styles of hair and nails should be avoided.

Posture: Standing up straight projects an image of authority and inspires confidence in your knowledge and abilities.

Attire: Your attire should not distract the visitor during their experience at the site. Be aware of the following professional image standards:
Clothes should be clean and neat at the beginning of the workday.
Clothes should not be frayed, have holes, or be missing buttons. 
Clothes should be free of odors.
Clothes should not be excessively tight or baggy. 

Accessories: Your accessories, like your clothes, should not distract the visitor in any way. The following professional standards apply:
Tattoos should be covered to the greatest extent possible.
Jewelry should be conservative. Excessive numbers, large size, and bright or contrasting colors of jewelry may create an unprofessional appearance. In addition, supervisors and managers may have to limit jewelry wear for safety reasons.
Rings and Studs associated with body piercing should be removed (where visible) to prevent interfering with visitors’ experience.
Sunglasses that are dark enough to make it difficult or impossible to see your eyes should be worn in visitor contact situations only when absolutely necessary. Mirrored sunglasses should never be worn. Sunglasses rims should be in conservative colors such as gray, black, or brown; bright or neon colors should be avoided. 


The Components of Professional Behavior 
Displaying professional behavior includes being: 

Courteous: Professionals are courteous (polite, well-mannered, patient, pleasant, attentive, and serious). They act naturally and genuinely, but professionally. They may try to be friendly and establish rapport with visitors by taking interest in some aspect of their lives, and by finding common understanding, to personalize the contact. They tailor their approach to the individual. This means putting the visitors’ needs above your own needs, to the extent that it is reasonable to do so, which includes halting your own activities or conversations with coworkers in order to serve the visitor first. Courteous employees go beyond the Golden Rule, “Do unto others as you would have them do unto you,” to practice the Platinum Rule: “Treat others not only as you want to be treated, but as they want to be treated.” 

Helpful: Professional employees are helpful. When possible, they make themselves accessible and approachable (smiling and welcoming – exhibiting body language that puts others at ease). 

Knowledgeable: Visitors expect you to be knowledgeable about every aspect of their experience. Employees who respect others will anticipate questions and get to know their park well. You should know the names of people and places associated with your site; contact information for common referrals; facilities and services available to the visitor; how to give clear, simple, accurate directions; how to describe the resources of the park and offer alternatives; all policies, procedures, and systems of your operation; how to use equipment properly; and current or updated information. 

Neutral: As a public servant it is important to remain neutral in all situations. Your beliefs and attitudes should not interfere with the visitor’s experience of the resource. You should avoid presenting personal opinions on politics, religion, or even local businesses, and should avoid talking about fellow staff or other visitors in public. To ensure a quality visitor experience, stick to the facts, admit when you don’t know something, and offer to help the visitor find out what they need to know. 

Objective: Professional employees respect others enough to have an objective attitude toward all. They put their personal biases or baggage away (their beliefs, values, experiences, and prejudices) in order to provide equal treatment and fairness. You should avoid sharing personal perspectives, provide official rather than personal positions, and seek balance in all you say. 

Patient: Professional employees remain patient with all visitors. While it may be the tenth time you’ve heard the same question, it is this visitor’s first time asking it. Staying focused on the visitor’s experience and perspective will help you handle each contact with patience and compassion. 

Safe: Some interactions escalate to involve real risk when there are verbal threats along with physical proximity. It is important to be able to recognize the signs of potentially dangerous interactions, to know how to distance yourself from an encounter safely, and to know when and how to request assistance from law enforcement personnel. Other skills to develop for these interactions include articulation, delivery, creativity, flexibility, and even humor.
 
The Components of Effective Interpersonal Communication
Being adept at interpersonal communication includes knowledge of the following:

Body Language Skills: Physical distance from visitors should be based on their personal space, and be distant enough (generally over three feet) that the audience feels comfortable and not threatened. To communicate openness and interest, your body should angle or lean toward the audience. A person who remains still is likely paying attention to what is happening, while tapping or fidgeting may communicate impatience or boredom. Arms that are crossed often indicate an attitude of disapproval or opposition, and hands in pockets may communicate a negative attitude. Arms that are open (to the side of the body or behind the back) show a willingness to engage. A straight head position may indicate authority and seriousness, while friendliness or receptivity can be shown by tilting the head slightly to one side or the other. The use of touch may or may not be appropriate, depending on the situation. Your facial expression can express much in an interaction, so employees should avoid having their faces covered by their hair, hat, or sunglasses whenever possible. You can communicate openness, confidence, and honesty with an open facial expression and solid eye contact. 

Conflict Resolution: Occasionally, informal visitor contacts will involve a conflict between the employee and the visitor. Conflicts may be based on perceptual differences, value differences, divergent goals, or ineffective communication that leads to misunderstandings. Rather than thinking of the conflict as a win/lose situation or as something to be avoided altogether, try thinking of a solution in which both parties win. The type of conflict resolution that is most effective in meeting the needs of both sides is collaboration. Try solving a problem, rather than arguing with, blaming, directing, or persuading the other person. Apologize when appropriate and ask visitors what they would like you to do about their concerns. Use common sense to identify possible solutions, and take action to meet the visitors’ needs when possible. If you can’t solve a problem, connect the visitor with someone who can. 

Listening Skills: Speaking is only half of communicating. Listening is vital in a conversation as well. Listening is essential to seeing the speaker’s point of view and recognizing that each individual perceives things differently and that multiple points of view can provide a wider perspective on a situation. Good listeners listen carefully to hear and to understand, not only to respond. They do not jump to conclusions, and do not interrupt except when necessary. 


A good listener actively listens by reacting and acknowledging what was said. Techniques for active listening include using all senses to read the unspoken message or the question beneath the question; making eye contact and facing toward and concentrating on the speaker; occasionally nodding or repeating what was said; recognizing the speaker’s feelings and concerns; and asking for clarification when necessary. 

Verbal Skills: Verbal skills include the ability to effectively use language and vocal techniques. An effective communicator chooses words that will be understood by a given audience. Vocabulary should be selected based on a variety of factors, including the audience’s age, culture, educational background, and experience with the subject at hand. When speaking with strangers, or with visitors for whom English is a second language, it may be useful to develop not only a more universal vocabulary but also a neutral accent. For most audiences it is best to avoid using complex, technical jargon and slang terms. Vocal techniques that aid in communication include articulated diction, moderate tempo with rhythmic variation for effect, modulation to emphasize certain words, moderate tone or pitch, and appropriate volume and vocal quality. There is no substitute for a positive tone of voice. 


	STUDENT ACTIVITY


Quality Customer Service Worksheet

Directions: 
-In the chart below, rate your own delivery of each component in customer service as either “pretty good” or “could improve.” Use the Customer Service section in your student manual if you need more information about each component.
-For each component in which you rate yourself as “pretty good,” describe your strengths. Be sure to include at least one specific thing you do that justifies your rating.
-For each component in which you rate yourself as “could improve,” describe your weaknesses. Be sure to include at least one specific thing you do that justifies your rating.
-Use this as a tool to train your staff in quality customer service after you return to your park.


	COMPONENT
	RATING (PRETTY GOOD OR COULD IMPROVE)
	STRENGTH/WEAKNESS

	PROFESSIONAL IMAGE

	
	

	COURTEOUS

	
	

	HELPFUL

	
	

	KNOWLEDGEABLE

	
	

	NEUTRAL

	
	

	OBJECTIVE

	
	

	PATIENT

	
	

	SAFE

	
	

	BODY LANGUAGE SKILLS

	
	

	CONFLICT RESOLUTION

	
	

	LISTENING SKILLS
	
	

	VERBAL SKILLS
	
	



[bookmark: _Toc314835199]
Informal Visitor Contact Scenarios

In this role-playing activity you will be a visitor to a National Park. Take a moment to read the scenario and think about what cues (verbal and non-verbal) you can give to the NPS employee during this informal visitor contact to help her or him meet your needs.

It is 1:40 p.m. You have just arrived at the site. You want to find a place to walk your dog before he has an accident in your camper. You are anxious about quickly finding a good spot to take him so that you can put him back in your camper and catch the 2 p.m. tour. Approach the employee and ask where you can walk your dog. 




In this role-playing activity you will be a visitor to a National Park. Take a moment to read the scenario and think about what cues (verbal and non-verbal) you can give to the NPS employee during this informal visitor contact to help her or him meet your needs.

You have visited this site many times before. In fact, your father brought you here when you were a small child. The site means a lot to you but it has changed. You want to tell the park employee how great this place used to be and discuss why it has changed so much. Approach the employee and ask how long s/he has worked at the park.









In this role-playing activity you will be a visitor to a National Park. Take a moment to read the scenario and think about what cues (verbal and non-verbal) you can give to the NPS employee during this informal visitor contact to help her or him meet your needs.

You like to collect things and on your hike you found what looks like an arrowhead. It would be a perfect addition to your collection but it would be helpful to know what it is and who may have made it. Approach the employee and ask if what you’ve found is an arrowhead.



In this role-playing activity you will be a visitor to a National Park. Take a moment to read the scenario and think about what cues (verbal and non-verbal) you can give to the NPS employee during this informal visitor contact to help her or him meet your needs.

You’re halfway through a week-long stay at this site and have run out of things to do. As you’re wandering up to the bath house, in no particular hurry, you see a uniformed employee. Approach the person and ask what there is to do around here.








In this role-playing activity you will be a visitor to a National Park. Take a moment to read the scenario and think about what cues (verbal and non-verbal) you can give to the NPS employee during this informal visitor contact to help her or him meet your needs.

Although you haven’t necessarily come to this site to see birds, you are an avid birder and take any chance you can to see new species. You think you might have just caught a glimpse of a bird you have never seen before and didn’t expect to see here. You really want to identify it and learn more about why it would be here. Approach the employee and ask if there is a bird list for the site.
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[bookmark: _Toc179803671]Overview of Visitor Cues
Reading the visitor appropriately is perhaps the most fundamental skill necessary for successful informal visitor contacts. How do you know how to respond to visitors until you know what they need? By learning how to identify, read, and respond to visitor cues, you will hold the key not only to quality customer service but also to meaningful experiences for the visitor. Visitors let us know their needs using verbal communication, body language, tone of voice, and direct actions. 

[bookmark: _Toc179803672]Types of Visitor Cues
Verbal Communication
Visitor needs can be determined instantly when a visitor asks a simple question, but beware of reaching conclusions too quickly. While a visitor asking for directions to the bathroom is rarely seeking something other than immediate orientation and relief, an individual may not always know exactly how to phrase the question they really want answered. The question “Where is Klickitat Point?” could be answered simply with directions, but the visitor may also want information about what can be seen at Klickitat Point. 

Body Language
Body language can convey a surprising amount of information about visitor needs and wants. In fact, much of what you are trying to communicate may be relayed through your body language. For example, if a visitor asks a question while turning away toward a trail, they likely want a quick answer before they start their hike. But what if they lean toward you and smile while they ask the question? Is a yes or no answer all they want? What if they scowl and cross their arms? Are they looking for a simple answer or do they want to be engaged? By reading the cues of body language, you may begin to have a deeper sense of the visitor’s needs. Use the following handout to learn more about visitor cues and their meanings.

In your role as a supervisor, it may also be helpful to provide this information to your staff when training them in informal visitor contacts. 



[bookmark: _Toc366652869][bookmark: _Toc243382516]Reading and Projecting Cues Handout

Body Language
Here are some cues that may indicate that a visitor is interested: 
Angling or leaning their body toward you can show that they value what you’re saying. 
Arms that are open (to the side of the body or behind the back) show a willingness to engage. 
A person who remains still shows he or she is paying attention.
Relaxed lips show comfort. 
Here are some cues that may indicate that a visitor is not interested or disapproves: 
Stepping back, turning aside, or walking away indicates lack of interest.
Crossed arms often indicate an attitude of disapproval or opposition.
Tapping or fidgeting can communicate impatience or boredom.
Agitated gestures may indicate disapproval.
Avoiding eye contact may signal a lack of respect or interest.
Pursing or twisting lips to the side might show that they are thinking or holding back a negative comment. 
Downward turns or flat lines indicate disapproval. 
Lips pressed together indicate tension. 
Yawning, hands in pockets, slouching, or looking away may indicate that the visitor is bored.

Tone of Voice
Tone of voice can provide a sense of a visitor's attitude and intentions. Listening carefully to the pitch, tone, inflection, and volume can give a sense of where to go with the contacts. 

PAY ATTENTION TO THE CUES YOU ARE PROJECTING!

Body Language Skills
Stand up straight: This inspires confidence in your knowledge and abilities.
Maintain personal space: As a safe rule, keep over three feet between you and the visitor. 
Communicate openness: Angle or lean your body toward the visitor to show you value what he or she is saying. Arms that are open (to the side of the body) show a willingness to engage. 
Show interest: A person who remains still shows he or she is paying attention. Tapping, fidgeting, or rocking back and forth can communicate impatience or boredom.


Be positive: Crossed arms often indicate an attitude of disapproval or opposition. Hands in pockets may communicate a negative attitude. A smile and eye contact are good ways to indicate a positive attitude.
Be friendly: Tilting the head slightly to one side or the other indicates friendliness. 
Show authority: If you need to show authority, a straight head position and posture are effective. 
Be careful about touching the visitor: As a general rule it is not a good idea to touch the visitor. However, there may be situations in which it is appropriate. Use your best judgment and consult with your supervisor if you need guidance. 
Make eye contact: Keep eye contact for around two-thirds of the time to show attentiveness without making other people feel self-conscious. Too much eye contact may be seen as intense or aggressive, while too little may signal a lack of respect or interest.
Watch your mouth movements: 
Pursing or twisting lips to the side shows you're thinking or holding back a negative comment. 
Downward turns or flat lines indicate disapproval. 
Lips pressed together indicate tension. 
Relaxed lips show comfort. 
Turning your mouth up is a positive signal. A genuine smile may put others at ease, so if you feel like smiling, let your face help visitors loosen up.
Verbal Skills
Choose words that the audience can understand. Factors to consider about your audience when selecting your words include:
Age 
Language skills (native speakers or international visitors) 
Education level 
Experience with the subject you're talking about 
Try to speak with correct grammar. In general, avoid jargon and slang. 
Speak plainly. Try practicing different ways of pronouncing words so that visitors from varying backgrounds may have a better chance of understanding you. If you have an accent, be aware that it may be difficult for others to understand you.
The way you use your voice can enhance your communication skills. Techniques include:
Saying each word clearly. 
Speaking at a medium speed, not too slow or too fast.
Varying the rhythm of your words for effect. 
Emphasizing certain words. 
Using a comfortable pitch. 
Keeping your volume to an appropriate level. 
Using a positive, cheerful tone of voice when appropriate.
Supporting your voice by breathing deeply and evenly.

Listening Skills
There are benefits to developing your listening skills, including:
Understanding where the speaker is coming from helps you communicate your point of view more clearly. 
Recognizing multiple points of view provides you with a wider perspective on a situation. 
Hearing a different opinion gives you a chance to learn something new. 

The following techniques can help you become a better listener: 
Use your body language to create a listening climate: maintain eye contact, keep your body pointed to the speaker, and nod your head to provide the visitor with cues that you are listening. 
Use words to show you're listening. Helpful phrases include "I see,” "yes," and "good point.”
Ask open-ended, non-confrontational questions. These invite the speaker to tell more about their concerns, expectations, and interests. For example: 
"Can you tell me more about...?" 
"What did you mean when you said...?" 
Restate in your own words (that is, paraphrase) what the visitor has said: 
"So, you believe strongly that..." 
"The way you see it..." 
"You were very unhappy when ..." 
"You felt quite angry with..." 
"What I hear you saying is, you..." 
After summarizing what the visitor has said, ask if your understanding is accurate and complete. 

Courtesy & Helpfulness
Ask yourself what you might be able to do for the visitor. 
Ask the visitor if there is anything else you can do to help them.
Greet visitors promptly. Visitors should be greeted within one minute of their arrival. If you are busy helping someone else, acknowledge new arrivals with eye contact, a nod, and a smile, and let them know you will be right with them. Immediately end conversations with co-workers and take a break from any projects you might be working on.
Balance quality with quantity. When necessary, keep contacts short but effective. Printed material can support a contact but should never be a substitute for a personal conversation. 
Be empathetic. Think about how important your leisure time is to you, and transfer those feelings to your visitors, trying to make their experience as enjoyable as possible. 
Objectivity/Neutrality
Avoid presenting personal opinions on politics, religion, and local businesses. 
Keep your beliefs, values, and prejudices to yourself. 
Refrain from talking about other visitors or staff in public. 
Provide official positions when necessary. 
Be balanced in all you say. 


Tone of Voice
Tone of voice can also provide a sense of a visitor’s attitude and predisposition. Again, using the example of the visitor asking about the trail, listening carefully to pitch, tone, inflection, and volume can give a sense of where to go with the contact. For example, if the visitor asks about the trail in a high-pitched, quizzical voice, you might assume that they are in a friendly, receptive mood. If they ask the same question in a deep, gruff, barking manner, you might assume that they are upset and perhaps angry or defensive. 

Actions 
By watching the actions of your visitors, you may also gain clues to their needs. Careful observation may help you see when visitors have barriers to mobility, hearing, vision, language, learning, or other issues. How you proceed may depend on those observed issues. 

Additionally, you may encounter visitors violating safety regulations. This is a very likely possibility for your staff as they work throughout the park. Knowledge of the regulations and observation of those violations give you a unique perspective on the needs of the visitor. For example, perhaps you notice a visitor walking dangerously close to a wild bison. The visitor may feel a need to interact with the wildlife or to get that perfect photo, but you know that they also have a more immediate need for safety. Informing your staff of ways to handle potential safety violations will enable them to conduct better informal visitor contacts that also keep themselves, the resource, and the visitors safe.















	If you would like to know more about informal visitor contacts and available training, please contact Nona Capps, the Eppley Institute Interpretive Development Program Project Manager, at nfcapps@indiana.edu. She can arrange for you to take a facilitated version of the online training in informal visitor contacts. 




	STUDENT ACTIVITY


Visitor Cues Activity

	Directions: In this activity, you will identify and prepare potential answers for the questions you and your staff hear most often during your informal visitor contacts. 

Develop a list of at least six frequently asked questions at your site. 
Write answers to those questions.
Identify ways you can help your staff answer these questions more effectively. 



	Question
	Answer
	Method to Help Staff Answer Question Effectively 

	EXAMPLE: 
How do I get back to the highway from here?
	EXAMPLE:
Go to the stop sign, turn left, drive about three miles, and make a right at the ranger station. Highway is about two miles straight ahead.
	EXAMPLE: 
Provide maps to staff to carry with them as they work in the park. Provide orientation training about local roads and travel. 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc243387127][bookmark: _Toc243447645]Time Management / DLS#2 Planning
[bookmark: _Toc314835077]Objectives: At the end of this session, students should be able to:
Apply strategies to increase productivity by managing time on a day-to-day basis.
Develop time management skills.
Develop a time management plan.
List three practical methods to overcome time management challenges.
Articulate their responsibilities for the DLS #2.
Provide feedback to the course coordinators.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


[bookmark: _Toc314835078]
Time Management: Common Time Stealers

Shifting priorities and crisis management. Crisis management is actually the form of management preferred by most managers. The irony is that actions taken prior to the crisis could have prevented the fire in the first place. 

 The telephone. The telephone, our greatest communication tool, can be our biggest enemy to effectiveness if you don't know how to control its hold over you.

Lack of priorities/objectives. This is probably the biggest and most important time waster. It affects all we do both professionally and personally. Those who accomplish the most in a day know exactly what they want to accomplish. 

Attempting too much. Many people today feel that they have to accomplish everything yesterday and don't give themselves enough time to do things properly.

Drop-in visitors. Knowing how to deal with interruptions is one of the best skills you can learn.

Ineffective delegation. Good delegation is considered a key skill in both managers and leaders. This is probably the best way of building a team’s morale and reducing your workload at the same time. 

The cluttered desk. If you can see less than 80% of it, then you are probably suffering from “desk stress.” The most effective people work from clear desks.

Procrastination. The biggest thief of time is not decision making but decision avoidance. 

The inability to say "no!" The general rule is if people can dump their work or problems onto your shoulders, they will do it. Some of the most stressed people around lack the skill to “just say no” for fear of upsetting people.

[bookmark: _Toc179803922][bookmark: _Toc211735335]Meetings. Studies have shown that the average manager spends about 17 hours a week in meetings, about six hours in planning time, and untold hours in follow-up.


[bookmark: _Toc314835079]Common Time Stealers Survey
	Directions: For each time stealer listed below, place an “x” to signify whether it is a constant time stealer, a time stealer fairly often, rarely a time stealer, or never a time stealer. 



	[bookmark: _Toc314835080]Time Stealer
	Constant Time Stealer
	Time Stealer
Fairly Often
	Rarely a Time Stealer
	Never a Time Stealer

	Interruptions - Telephone 
	
	
	
	

	Interruptions - Personal Visitors 
	
	
	
	

	Meetings 
	
	
	
	

	Tasks You Should Have Delegated 
	
	
	
	

	Procrastination and Indecision 
	
	
	
	

	Acting with Incomplete Info
	
	
	
	

	Dealing with Team Members 
	
	
	
	

	Crisis Management / Emergencies
	
	
	
	

	Unclear Communication 
	
	
	
	

	Inadequate Technical Knowledge 
	
	
	
	

	Unclear Objectives and Priorities 
	
	
	
	

	Lack of Planning 
	
	
	
	

	Stress and Fatigue
	
	
	
	

	Inability to Say "No" 
	
	
	
	

	Desk Disorganization 
	
	
	
	

	Email
	
	
	
	

	Instant Messaging
	
	
	
	




[bookmark: _Toc179803923][bookmark: _Toc211735336][bookmark: _Toc243118563][bookmark: _Toc314835081]Time Management Resources

Write things down. 
A common time management mistake is to try to use your memory to keep track of too many details. Using a to-do list to write things down is a great way to take control of your projects and tasks and keep yourself organized. 
Prioritize your list.
Prioritizing your to-do list helps you focus and spend more of your time on the things that really matter to you. Rate your tasks into categories using the ABCD prioritization system, where A denotes tasks that are highly important and need to be done immediately and D stands for tasks that are mundane and are not due for a long time. 
Plan your week. 
Spend 15 to 30 minutes at the beginning of each week planning your schedule. Taking the extra time to do this will help increase your productivity and balance your important long-term projects with your more urgent tasks. 
Carry a notebook. 
You never know when you are going to have a great idea. Carry a small notebook with you so you can capture your thoughts. If you wait too long to write them down, you could forget them.
Learn to say no.
Many people become overloaded with too much work because they over-commit. Learn to say no to low-priority requests and you will free up time to spend on things that are more important. 
Think before acting.
How many times have you said yes to something you later regretted? Stop to think before committing to a new task. This will prevent you from taking on too much work. 
Continuously improve yourself.
Make time to learn new things and develop your natural talents and abilities. Continuously improving your knowledge and skills increases your marketability, can help boost your career, and is the most reliable path to financial independence. 
Think about what you are giving up to do your regular activities.
Evaluate regularly how you are spending your time. In some cases, the best thing you can do is to stop doing an activity that is no longer serving you so you can spend time doing something more valuable. Consider what you are giving up to maintain your current activities. 
Use a time management system.
Using a time management system can help you keep track of everything that you need to do, organize and prioritize your work, and develop plans to complete it. 
Identify bad habits.
Make a list of bad habits that are stealing your time, sabotaging your goals, and blocking your success. Then work on them one at a time to systematically eliminate them. Remember that the easiest way to eliminate a bad habit is to replace it with a better habit. 
Don’t do other people’s work.
Doing this takes up time that you may not have. Instead, focus on your own projects and goals, learn to delegate effectively, and teach others how to do their own work. 
Keep a goal journal.
Schedule time to set and evaluate your goals. Start a journal and write down your progress for each goal. Go through your goal journal each week to make sure you are on the right track. 
Don’t be a perfectionist.
Some tasks don’t require your best effort. Sending a short email to a colleague, for example, shouldn’t take any more than a few minutes. Learn to distinguish between tasks that deserve to be done excellently and tasks that just need to be done. 
Beware of “filler” tasks.
When you have a to-do list filled with important tasks, be careful not to get distracted by “filler” tasks. Things such as organizing your bookcase or filing papers can wait until you tackle the items that have the highest priority. 

Avoid “efficiency traps.”
Being efficient doesn’t necessarily mean that you are being productive. Avoid taking on tasks that don’t need to be done at all just because they can be done efficiently. Getting things done doesn’t mean you are actually accomplishing anything significant.


	STUDENT ACTIVITY


Name That Strategist

Directions: Match each time management strategy to one of the strategists in the Strategist Person Bank.

	Strategist Bank

	1. Charles Schultheis
	4. Christy McCormick
	7. Bill Thompson

	2. Brian Dietz
	5. Betsy Dodson
	8. Sandy Pusey

	3. Jim Foster
	6. Dan Hodgson
	9. Jeri Mihalic

	10. Steve Sims
	
	



	
	
	As a former Admin Officer, I establish overall goals and break those goals into smaller “bites.” Then each day I prioritize the small things that will help me reach the big goal.

	
	
	

	
	
	Don't be a slave to your email.  Establish a daily routine to check and respond to emails. Train your staff and your boss to not use email for urgent items...that is why we have phones.

	
	
	

	
	
	 I keep an open-door policy in effect as I feel that "face time" is extremely important for staff dynamics. In order to achieve that, I monitor my emails throughout the day and respond to those items that are urgent. I respond and clean up the lower-priority emails in the evenings at home while cheering for my favorite sports team and enjoying a cleansing ale.

	
	
	

	
	
	Being organized and planning are my go-to time management strategies.
When my desk is a mess, my brain does not function. Get organized,
create a plan, use a calendar and alert system, and execute the plan.

	
	
	

	
	
	Delegate to and develop your staff. You cannot do it all. As your responsibility increases, your to-do list just gets longer.

	
	
	

	
	
	For me it's all about timing. I am most productive in the morning before the crew arrives. Any task that requires concentration I try to work on in the early morning, but more importantly I do the things I like least first and leave the "dessert" for last.

	
	
	

	
	
	My go-to time management tool comes from the One-Minute Manager days. The idea of reading/writing/completing something the first time I pick it up made a lot of sense to me – this is what I try to do now. Rather than put it on the stack, I try to deal with it now unless it is a big project.

	
	
	

	
	
	I schedule my work-out classes – in sunny California – as part of my daily schedule. I also make sure I use my “use or lose” leave each year rather than give it away. 

	
	
	For large projects, I schedule blocks of time to work – and, unless something is on fire, I will stick to what I am doing.

	
	
	I use a digital voice recorder to note safety issues, things to do/fix, ideas for areas while I'm there, etc. Then I can create a to-do list.
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NOTE: This is for reference only. Please use the e-portfolio site due dates!
	Task or Event
	Due Date

	Directed Field Activity - Field Experiences
	TBA

	Web Conferences
	Check e-portfolio site for date and times

	Discussion Forums
	The last day of the month

	Monthly Reports
	The 1st of each month

	DLS #2 Self-Assessment
	November 15, 2013 (Mentor Review)
November 24, 2013 (Final)

	DLS #2 Individual Development Plan
	November 15, 2013 (Mentor Review)
November 24, 2013 (Final)

	E-course: NPS Asset Management: Basics of Condition Assessment
	November 13, 2013

	E-course: NPS Asset Management: Creating a Scope of Work
	November 13, 2013

	E-course: NPS Asset Management: Basics of Cost Estimating
	November 13, 2013

	E-course: NPS Asset Management: The CESS Interface
	November 20, 2013

	E-course: NPS Asset Management: The CESS Spreadsheet
	November 20, 2013

	Request for Developmental Activity
	November 22, 2013 (Mentor Review)
December 1, 2013 (Final)

	Budgeting and Compliance
	December 10-12, 2013

	PMIS Narrative
	December 22, 2013

	OSHA E-Tools Topics (one-page write-up required)
	December 18, 2013

	E-course: Introduction to the Facility Management Software System
	December 18, 2013

	E-course: NPS QABECS 
	January 15, 2014

	Portfolio - Biography and Application for Graduation
	January 19, 2014

	E-course: An Introduction to Incident Command System
	January 23, 2014

	Poster Concept and Interview
	January 26, 2014

	Poster Content
	February 7, 2014  (Mentor Review)
February 16, 2014 (Final)

	Directed Field Experience - Team Briefing Statement
	February 16, 2014

	Directed Field Experience - Individual Critical Analysis Paper
	February 23, 2014

	Directed Field Experience - Annual Work Plan
	February 23, 2014

	E-course: Capital Improvement Certificate Program
NOTE: The e-courses will be due at the beginning of the month (2/5). Each course has a corresponding written assignment, which you will turn in throughout the month. The final assignment is due on the 26th.
	February 26, 2014

	Draft Portfolio Introduction, Artifacts, and Framing Statements
	February 28, 2014 (Mentor Review)
March 9, 2014 (Eppley review)
March 23, 2014 (Final)

	Developmental Activity Report
	March 7, 2014 (Mentor Review)
March 16, 2014 (Final)

	FMLP Leadership Excellence Award - nomination due
	March 16, 2014

	My Leadership Framework
	March 21, 2014 (Mentor Review)
March 30, 2014

	Critique of Your FMLP Experience 
	April 6, 2014
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[bookmark: _Toc243382078][bookmark: _Toc243382520]Webinars
For Distributed Learning Session 2, we are turning the camera on you (students and mentors). The Leadership webinars will still be facilitated by Steve Wolter, but the operational track will be facilitated by student and mentor teams. Each month, two teams will have 30 minutes to present on a reading provided to all the students and mentors. Each presentation will be given twice.
	Dates
	Description
	Teams

	11/12/2013, 3:00pm East
11/21/2013, 11:00am East
	The Importance of Culture to FM Organizations 

Definitions, Background, and Applications of Sustainability
	Goering, Schultheis, Pusey


Andersen, Thompson, Chisum

	
	
	

	12/3/2013, 3:00pm East
12/16/2013, 1:00pm East


	The Role of Strategic Planning

Sustainability in Practice

	Stansberry, Rodriguez, Chekan

Wagner, Yow, Jenkins

	
	
	

	1/16/2014, 11:00am East
1/21/2014, 2:00pm East
	Sustainability, Financials, Acceptance, and Implementation

Designing the FM Organizational Structure
	Reus, Carlson, Foster (J)



Sims, Davis, Foster (D)

	
	
	

	2/11/2014, 3:00pm East
2/20/2014, 11:00am East
	Supervisor’s Desk Reference –Classification, Recruitment, and Staffing Compensation

Supervisors Desk Reference –Hours of Duty and Leave, Benefits, EEO
	Rubin, Dunphy, Parrish



Fitch, Dietz, Ashe

	
	
	

	3/4/2014, 3:00pm East
3/13/2014, 11:00am East
	Supervisors Desk Reference –Performance and Conduct, 
Training and Development,
Employee Assistance

Supervisor’s Desk Reference –Ethics and Integrity, Grievances, Labor Management
	Hodgson, Finlay, Halbert




Mannel, Hazelwood, Bogan



[bookmark: _Toc179803970]Directed Team Activity: Schedule and Assignments
Working in teams of three or four, you will be assigned a real park and, with the facility manager, will develop and propose a product to present to park management. You will be expected to work with each other and the management team at the park. Some of the work can be done off-site, but the work will require that you travel to the park and work with the management team to “ground truth” the information that you have collected and the recommendations that you are making. 

This assignment, along with your Developmental Activity, will make up the bulk of your grade for the Distributed Learning Session (DLS) #2. As such, you will have resources available to you to ensure that you are able to complete this assignment successfully.

Independent Study Assignments
Assignment: SEOT PMIS Project Narratives
Description: Based on the Project Work Orders spreadsheet and the SEOT Location Hierarchy and Asset Hierarchy report (both located on the e-Portfolio site), write a draft PMIS project. Only complete the project through the Project Narratives page (i.e., only the first two pages of PMIS). For more guidance on this assignment, please download FMLP PMIS Assignment Guidance document from the e-Portfolio site.

Assignment: Briefing Statement
Description: As a team, write a briefing statement regarding the plan that your team created with the park during your field experience. Your audience is the Facility Manager and Superintendent of the park that you visit. 

As you write this briefing statement, think about your audience. What does the Superintendent want to hear? What does s/he need to know? Are these different than additional information you might provide to the Facility Manager? Within the structure of the briefing statement template, you should also include: 
The outcome of the planning process in this park
Suggestions for updates to the PAMP (if any)
Suggestions for next steps
After grading, the documents should be sent to the park as a culmination of the planning process. A template is on the e-Portfolio site for your team to use. 



Assignment: Leadership Framework (AKA: My Philosophy of Leadership – Revisited)
Description: This assignment is a paper discussing your personal Organizational Leadership Framework. The framework should reflect your organizational philosophy (not personal philosophy) of leadership, what you learned from course lectures, readings, discussions, and webcasts, and how you will approach your role as a future leader in the parks and public lands management discipline.

Requirement: Models, visual representations, and/or organized outlines or templates are strongly recommended for this paper. In addition, you need to include citations from Daft where appropriate; you may also use articles, books, experiences, quotes from mentors or other NPS leaders, and other references to support your reflections and cite them appropriately. The paper must:
Use sources and cite them appropriately. Go to www.citationmachine.net and use either Chicago style or APA style. You will not be penalized for using one or the other.
Be between 10 and 20 double-spaced pages, list references at the end (not counted in page content limits), have a cover, and include citations per standards.   
Be written as an expository paper in third person, not first or second person. (See https://owl.english.purdue.edu/owl/resource/980/03/ for tips.) This paper is written from an expert point of view, not personal opinion, and requires complex, convincing, and credible writing. 

Approach: Remember that the FMLP is a course in organizational leadership, not activity leadership, personal leadership philosophy, or morals and ethics. It will be helpful for you to convey how one leads a large organization, be it a major unit of a large park, an entire park maintenance division, a park itself, or any other similar organization. This paper should provide a foundational framework for how a leader, using your organizational framework, would apply the concepts and ideas in this course, and from other sources, in an organizational leadership approach for an organization.  

Emphasis: The paper should reflect a synthesis of the knowledge you have gained in this course to date and your personal experiences to create an organizational leadership framework. This is considered an opportunity to develop an organizational leadership framework that best describes how you would lead a unit based on the knowledge gained in this course and your personal experiences with leadership in the past year.   

Assignment: Critique of Your FMLP Experience
[bookmark: _Toc314835085]Description: This 2- to 3-page, single-spaced paper should provide feedback to the course coordinators and developers concerning your feelings on both the positive and negative aspects of the FMLP. What were the highlights? What could be improved for future classes? What topics do you recommend including or removing from the course of study?
Developmental Activity: Schedule
You are required to do one Developmental Activity during Distributed Learning Session #2. 

Complete your Request for Developmental Activity (or activities), and send it to your mentor for review. This one should be conducted in your park and be an activity outside your normal scope of duty.

After reviewing your mentor’s comments, upload your Request for Developmental Activity to the e-Portfolio site.

Conduct your Developmental Activity.

Submit your Developmental Activity final report, including your completed Request for Developmental Activity form, written reports, and other materials that support your activity, to your mentor for review. Make necessary adjustments based on your mentor’s feedback.

After reviewing your mentor’s comments, upload your Developmental Activity to the e-Portfolio site.

Remember that your individual developmental activity should be a direct result of the revision and update of your Individual Development Plan (IDP) and your self-assessment. The activity should directly address one or more of the gaps you identified in these two documents.


[bookmark: _Toc314835086]Developmental Activities: List of Activities

Analyze FMSS deferred maintenance data and develop a PMIS proposal to address the backlog.
Conduct or participate in a Comprehensive Condition Assessment in your park or nearby park.
Develop emergency plans for two to four assets and conduct an emergency drill.
Develop a proposal for purchasing a PDA and implementing Mobile FMSS. If approved, track any changes in efficiency and prepare a report for senior management detailing cost savings and benefits.
Identify one future project that requires compliance, enter the project in PEPC, and work with the resource management staff as they conduct their review and analysis of the project.
Keep weekly records of a long-term project being conducted at your park and track planning and work in the FMSS.
Develop and deliver an in-house training for Mobile FMSS.
Develop an annual budget plan, including personnel cost, for one maintenance activity PWE. 
Develop a fleet-use matrix utilizing alternative fuel vehicles.
Submit a Completion Report for a project or activity.
Job swap with a neighboring park.
Develop an Approved Product List for your park with an interdisciplinary team. 
Using the latest CRV calculator, redo your park’s CRVs for 20 assets.
Create a year’s budget for your maintenance division, or a portion of your division if you have more than 20 employees, using a spreadsheet that will be provided.
List all the PMs for an FY that the assets should receive, and produce a schedule for when they should happen. Determine the cost of these PMs.
Present to the Park Management Team the application of FCI and API to priority setting for the Servicewide Comprehensive Call.
Create and lead an inter-divisional team in developing a list of assets that could be "de-commissioned."
Develop a Briefing Statement for your park on Asset Management and/or Maintenance Backlog.
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**Portfolio is due at Capstone 2014

What is the Capstone Portfolio?
A Capstone Portfolio is a body of work that:
Is a comprehensive representation of your individual growth and achievement during your year as a student in the Facility Manager Leaders Program (FMLP).
Showcases the skills you have gained and perfected throughout the course of study.
Is organized and explained in a logical way.
Serves as a marketing tool for present or future employment ventures – your skills and research are made tangible to a prospective employer through the portfolio. 
Provides the opportunity for you to demonstrate what you think about the knowledge you acquired during this year’s course of study and related professional experiences.
Serves as the basis for self-reflection and acts as the foundation for a conversation between you and your fellow classmates, members of the Servicewide Maintenance Advisory Committee (SMAC), and other divisions within the NPS.
Is a sum of your competency development this year. 
What is the purpose of the Capstone Portfolio?
Your Capstone Portfolio serves the following purposes: 
To highlight the specific competencies that you have mastered during the FMLP (or are beginning to master). The process should help you to document the quality of your work, both in your courses and during your interim periods.
To allow you to reflect on your growth and development in the professional practice of facility management.
To be used for performance reviews or as a tool for job interviews. Think of it as an expansion of a job resume. A portfolio can provide the hard evidence of the professional experience that an interviewer might be looking for.
What do I include in my Capstone Portfolio?
Your portfolio should include a selection of your work – in other words, personal representations that define your knowledge base. You may want to include your independent study papers, PowerPoint presentations, PAMP analysis paper, and developmental activity reports. You will decide which work best illustrates your individual growth and achievement during your year as a student in the Facility Manager Leaders Program (FMLP). Ask yourself first, “What do I know as a result of this year-long course of study?” and then, “How can I display that knowledge?” Each artifact should be accompanied by a framing statement or brief description of why you chose it and its significance to you. Your work is the “core” of your portfolio, and you may find a common theme that ties it together, such as leadership or personal and professional growth and development.
What will the Capstone Portfolio look like?
A three-ring binder, tabs, clear paper sleeves, and professional paper will be mailed to you in the upcoming weeks. It is your responsibility to design and piece together your portfolio using the supplies we provide as well as any other materials you would like to add. These components, along with your chosen work, framing statements, and mini biography, will make up your portfolio. You will determine the order of the contents in your portfolio. However, the contents should have a specific purpose and flow, with separate sections for separate topics, and the language should be professional and brief as you learned in your technical writing session during Advanced Facility Management Practices (AFMP). 

Creativity
We would like to see your personality shine through in your portfolio. Please personalize your portfolio and use your own creativity. The portfolio must include but is not limited to the following:

Portfolio Contents
A. Demographic Sheet:
Name
Professional Photo
Personal Biography 
Number of years in the NPS
Specific jobs and number of years at each park
Your personal best leadership experience and best memory in this program (100 words maximum)
Professional aspirations and goals (50 words maximum)
Why is the NPS important to you? (50 words maximum)
An inspirational quote, leader, or idea you would like to share
B. Introduction and Table of Contents
A short introduction of about 200 words should set the stage for your portfolio and let your reader know what it contains. It should be followed by a table of contents. See the attached sample.

C. Your Work and Framing Statements (see attached samples)
You should include at least five pieces of your work, which can include the following:
A Developmental Activity Write-up
A copy of the PowerPoint used for an oral presentation you have given
A homework assignment you are particularly proud of (such as Flight 93 worksheet)
A paper that you have written, such as an independent study project
A copy of a report or product that you have helped to develop at a park (fictional or real)
Anything else of significance you wish to include
Your framing statement could answer some of the following questions:
Why did you choose to include this artifact in the portfolio? 
How does this artifact relate to the theme of the portfolio? 
How did creating this artifact increase your learning? 
How does this artifact relate to the professional practice of facility management? 
What changes would you make in this artifact based on what you learned in classes later? 
Did you implement the idea represented in this artifact? If so, what was the result? What changes would you make? 
What future growth might arise from this artifact? 
D. Completion Certificates 
You should include completion certificates from all of the training and education courses you have completed in the past two years. These should be printed in color and placed in the back of the portfolio in the clear sleeves provided.

E. Current Resume
This is your opportunity to update your resume and include it in your portfolio.

Note: Many of the assignments listed below are from the FMLP classes of 2007 and 2008. Since then, the assignments have dramatically changed. Please use this sample as a reference to better understand the purpose of framing statements. 



Portfolio Introduction (sample)
The purpose of this portfolio is to highlight both the philosophical and the practical as a demonstration of a whole body of knowledge. The work selected is intended to highlight the manner in which I took what I learned and assimilated it into my reality as an adult educator and, in turn, into my professional life. Some work reflects personal philosophies, such as my personal philosophy of adult education; some work is research-based, such as a book review of Kirkpatrick’s Four Levels of Evaluation; while other work actually shows the practical application of adult education models “in action.” There is also work that attempt to shed some light on constructivist theory and the difficulties encountered with an online learning environment as opposed to a classroom environment. It is my hope that this compilation shows a full picture of my body of knowledge in adult education. 

This particular body of knowledge, however, is grounded in the area of training, where the primary purpose of the organization is not to educate adults, but rather to serve as a means to improve organizational effectiveness. Although I am an employee of Indiana University with an academic appointment, the focus of my work is in the area of training and education. The elements provided here, however, highlighting the theme of applying philosophical and theoretical foundations into practice, could be applied to community-based education, outreach adult education organizations, and formal adult education institutions.
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BIOGRAPHY	Biography
YOUR WORK
SEOT Park Asset Management Plan	Artifact 1
SEOT Data Analysis Documentation	Artifact 2
Fort Sumter NHS PAMP – Draft	Artifact 3
Individual Report on the Fort Sumter PAMP Experience	Artifact 4
Presentation Made at National Conference Relating to Acting Detail	Artifact 5
RESUME	Resume
CERTIFICATES	Course Completion Certs


Biography (sample)
Christy McCormickMy photo here


Number of Years at Eppley: 8
Positions Held: 
Deputy Director
Associate Director
Program Manager 
Project Manager
Project Coordinator
Project Associate

Personal Best Experience: My involvement in the Facility Manager Leaders Program (FMLP) has been one of the most enriching experiences of my professional career. I feel very fortunate to work with the individuals involved in developing and presenting this program, but it has been most fulfilling to work with the students. I have found them to be engaged, ambitious, dedicated, and, above all, consummate professionals taxed with the balance of exceling in a rigorous educational program while fulfilling the requirements of their day-to-day jobs. 

Professional Aspirations and Goals: I would like to continue my work with the Park Facility Management Division (PFMD) and enhance my professional growth through the exploration of new techniques and methods of delivery to maximize learner engagement. With each successive visit to a park/unit, I learn more about the challenges faced by today’s facility managers in the National Park Service (NPS). My goal is to assist these professionals in their growth to help them in the stewardship of the country’s most important cultural and natural assets. 

The National Park Service is important to me because: I have never in my professional career met a more dedicated and diverse group of individuals. This is particularly true of my interaction with those individuals in the field of facility management. They have educated me in the importance of caring for a diverse asset portfolio and the mission of the NPS, which is to “preserve unimpaired the natural and cultural resources and values of the national park system for the enjoyment, education, and inspiration of this and future generations.”

A quote that inspires me: I will finish with a quote that I read in my first adult education course, Introduction to Adult Education and Theory. One simple sentence helped me begin to define my personal philosophy in my pursuit of a graduate degree in adult education. It also helped me to define why the development of a working philosophy has improved my effectiveness as an adult educator. “Theory without practice leads to an empty idealism, and action without philosophical reflection leads to mindless activism” (Elias, J. L., & Merriam, S. [1980]. Philosophical foundations of adult education. Malabar, FL: Robert E. Krieger).
Artifact #1 – Framing Statement (sample)
Personal Philosophy Paper
Submitted: May 1, 2010

Introduction
This artifact was the final project for my first course in adult education and was the first formal paper I had written in almost 20 years. I chose this as my first artifact because defining a personal philosophy assisted me in all of my subsequent courses. It also required reflective practice to link my thoughts and beliefs about adult education. Reflective practice is a system that I try to incorporate in all of my coursework. 

<PERSONAL PHILOSOPHY PAPER HERE>

Conclusion
Because it required me to reflect on my own personal beliefs and values in adult education philosophy and to understand the “why,” this paper benefited me in all subsequent classes. I used it as a foundation but also incorporated new information and, perhaps subconsciously, modified my initial philosophical leanings expressed in this first attempt. Further reflection cemented the concepts I identified in that first paper. Finally, the direct application to my professional practice benefited from this articulation of my beliefs and values.

Portfolio Assessment
How will the portfolio be assessed? 
The scoring rubric below will be used to assess your portfolio. Three evaluators will assess each portfolio. Their scores will be averaged to comprise the student’s final portfolio score (rubric subject to change). 


Portfolio Presentation Rubric

	Objective
	Criteria
	
	

	
	1
	5
	10
	Points
	 Comments

	Introduction
	Introduction is vague and primary thesis is absent. Portfolio and its contents are not referenced or thematically linked to each other.
	Portfolio theme is loosely established and linked to the contents of the portfolio. Introduction is weakly developed and ideas are vague and general in nature
	
A theme is clearly established and links to the entire portfolio presentation. Introduction thoroughly explains presented ideas and strongly links to the contents of the portfolio.
	
	

	Artifact (Framing) Statements
	Statement is unclear in revealing why it was selected for inclusion. Statement is not tied to portfolio theme.
	Statement is confusing and/or loosely linked to the theme of the portfolio. Learning is alluded to but not overtly stated. 
	Statement is expressive and explanatory of why it represents the student’s progress over the FMLP course of study. Material is presented as part of a comprehensive thematic presentation of student materials and discusses the student’s learning. Artifact statement reflects student growth and forecasts future learning or growth.
	
	

	Resume
	Resume is obviously outdated and not currently relevant to the experience and status of the student.
	Resume is partially updated but does not reflect the FMLP experiences. The document is not readily useable for a job posting.
	
Material is fully updated and reflects current employee status. Document is usable in a job application context.

	
	

	Bio
Statement
	Statement is not relevant to student or student experience. Nothing is learned about the student in the statement.
	Statement is merely a listing of activities and involvements; material is general and reader has no sense for the individuality of the student.
	
Statement reflects the activities and interests of the student in a compelling and interesting way. 

	
	

	Creativity
	Additional points may be rewarded for creativity and exceptional presentation and writing. 
	
	
 
	
	

	 Total
	
	




Student Name ________________________________________________
Name of Evaluator ____________________________________________
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What is a poster presentation?
A poster session combines text and graphics to make a visually pleasing presentation. Typically, a professional poster involves showing your work and/or experience to numerous colleagues, researchers, supervisors, or other interested parties at a conference or seminar. As viewers walk by, your poster should quickly and efficiently communicate your experience. Unlike the fast pace of a slide show or verbal presentation, a poster session allows viewers to study and restudy your information and discuss it with you one-on-one. Often you are also required to give short presentations on your research every 10 or 15 minutes. You should be prepared to do so for this assignment.

What are the specifics of the FMLP Capstone Poster Presentation?
The FMLP Poster Presentations will be delivered during the Capstone course. Your poster presentation will be, in part, a graphic representation of your experience as a student in the FMLP. Additionally, you will be expected to give short presentations (about five minutes) on your poster content. Most likely, you will present to a small group of individuals at a time. Keep your presentation professional but also informal and interactive, giving your audience a chance to respond and ask questions about your experiences in the program.

Who is my audience?
Your readers/attendees will have some background knowledge of the Facility Management career field. Be ready to address the expected audience of the poster presentation. Expected attendees include:
Department of Interior (DOI) and National Park Service leadership
PFMD leadership
Servicewide Maintenance Advisory Committee (SMAC) members
Course managers and designers
FMLP mentors
The “intelligent layperson”
What should be on the poster? 
Write your poster for the readers who have background knowledge, but you may wish to prepare supplemental information to hand out to your audience. Be sure to announce during your presentation that handouts are available (optional). If you do not have time to prepare detailed supplements, at least tell individuals who need more information that you can talk to them in greater detail after your presentation.

Draft several alternative texts for posters and ask a wide range of viewers to tell you which ones seem clearest. A simple and eye-catching poster design will help you grab the attention of passersby and make your graphics, message, and text clear, understandable, and concise. Eppley Institute staff members will assist you in preparing text and graphics for your poster.

Preparing your poster may take longer than you anticipate, so get started right away and adhere to the deadlines given. For more specific information on the contents of the poster and deadlines for the project, please see the deadline calendar at the end of this section.

What should I present, and how?
The poster session presentation should tell the viewer WHAT, WHEN, WHERE, HOW, and WHY, as well as SO WHAT? and/or NOW WHAT? You should be able to answer each of these questions in a sentence or two, using language that the intelligent layperson can understand. In more formal "research" terms, these are often listed as INTRODUCTION & RATIONALE, RELATED LITERATURE, METHOD, FINDINGS, and IMPLICATIONS. Using this outline, you can craft a presentation about your experience, research, or project that will keep most people interested.

How is the portfolio incorporated into the poster presentation?
The FMLP portfolio is your reference work for your poster session and is a competency summation for your experience. You should refer to it in your presentation and use it in the presentation if you can. One method is to simply refer to it and indicate what is in it, what it represents to you and your experience in the FMLP, and that it is available for review. Another method might be to refer to it directly and, toward the end of your presentation, actually hand it to an audience member, encouraging him/her to look at it and pass it around. A third approach would be to include a summary of the portfolio on the audience handout. Whatever method you choose, be sure to refer to the portfolio and the culmination of this experience, including your Personal Best Leadership Experience.

Tips for the Poster Presentation
This is not as formal as a speaking presentation at a conference or meeting. While your dress and overall style should meet standards for professional presentations, your approach may be more personable with handshakes, introductions, and sharing with the audience before you start your presentation. Think of it as “gathering people up in a net” before you present. If you rush with the net, they’ll scare off and you’ll have to chase them – a bad thing to do in the field and at a professional meeting. If you move too slowly or jerkily, you’ll never catch them. Use the strength of your personality and your confidence to gather an audience and start your presentation.
Relax a bit and enjoy this poster session. Remember, there is no one in the room who knows more about your experience and position than you do.
Even though listing your method (when, where, how) is very important, most people are more interested in the "why" (what was it that led you to the action research or professional development opportunity your poster describes), the "so what" (what are the implications of your work for you as a student or facility manager, or for your park, the NPS, or the field), and the "now what" (what follow-up is intended for you, the NPS, your park, etc.). 
Be sure to have some sort of handout to accompany the poster session. This can be a reproduction of the text displayed (five or six pages), or it might be a summary of the work (one page). Sometimes people hand out samples of work, a list of related references, an activity guide, unit/lesson plans, etc. It's important to have something for people to take away; we all like to receive handouts! 
Provide information about where/how you can be contacted, both on the poster and in any handouts. You may want to include some business cards in your portfolio for attendees to pick up or for you to distribute.
Don’t stand directly in front of your poster. Stand off to the side so your audience is able to read it.
Try not to get too engrossed with one individual, since this will prevent others from viewing your poster or asking questions.
Don’t read directly from your poster. Prepare talking points based on your poster content. Never turn your back to your listeners. If you think you will need to be reminded of your poster’s content, make a printed copy to reference during the presentation.
Allow your audience to read your poster and take in all the information provided. After a time, ask them if they have questions or if you can elaborate on any specific points.
Use your portfolio to add more in-depth information.
Enthusiasm is contagious. If you’re excited about your work, your audience will be, too!
Problems to Anticipate 
Problem 1 - A viewer asks questions during the presentation that disrupt the experience for others.

Common problems like this occur, and you must indicate to the viewer that you are very interested in discussing these issues with her and others after the overall presentation and specifically ask her if she would stay after to talk.

Problem 2 - No one comes to your poster.

Walk over to your next-door neighbor and ask her to stand by you, between your two posters. Two people together often attract other people. If a viewer walks by and seems interested, you can ask her if you can give her more information, then pass her on to your neighboring poster presenter.
Problem 3 - Viewers indicate that they do not have a lot of time for your presentation.

Give them the two-minute, high point, “geez, I am excited” presentation. It will make a difference and they may stay and ask more questions.
Problem 4 - Viewers look at the poster but seem like they do not want to engage in talking to you.

Is that so bad? Maybe, but it might just be the nature of the viewer. Ask her if you can give her any more information, where she is from, or if she likes your poster. Be conversational and smile!
Problem 5 - A very good poster and presentation next to mine is dominating the presentations.

Why not hang out on the outskirts of the other poster’s viewers and take notes about how you can improve? Then you can make contact with other viewers who may then turn to you for comment, advice, or questions.
Problem 6 - Anything else can and will happen.

Be flexible and have fun. Remember, you are the expert on YOUR poster session and this is about you, your opinions, your experiences, and your abilities.
Poster Elements
1. Photos and Visuals
An appropriate size for photos is usually 5” x 7”. You may wish to have one photo that is larger, but do not use any prints that are smaller than 5” x 7”. A graphic designer will be sizing your photos, so use the highest resolution possible.

The photos or graphics should help you to limit the text you include on the poster. Remember, a picture is worth a thousand words!

You may wish to use other graphics, but they must be in digital format, saved as a jpeg, and at least 300 dpi. You can have images scanned at a business like Kinko’s. Images include:
Maps
Charts 
Graphs
2. Text
Preparing a poster is very different than writing a paper. Your goal is to use spare language to make your point. Break the text by using bulleted or numbered lists. A wall of text is not appealing to your audience. 

Spelling and punctuation should be checked very carefully. Ask someone else to proofread what you write. 

You should include at least three text-based works. One of those should be a summation from your FMLP Best Leadership Experience paper.

Each artifact of text may only contain a maximum of 50 words. These will be edited. 
3. Layout
Layout and printing, which will be done through Eppley, is time-intensive. Because of this, edits to the product may not be honored. If you do not adhere to the deadlines, your poster may not be available for display at Capstone.
NOTE: All elements (graphics, text, photos) may not be included on your final product. You will have the opportunity to review, but your poster will be designed to provide the maximum impact to your audience.

Poster Content
1. Title 
The title of your poster should be no more than 10 words and should sum up what you think this year was all about. It should include the leadership component in some way. 

	Example:

	Facility Management and My Vision of Leadership

	Adapting to the Changing Demands of Facility Management

	My Pursuit of Excellence



2. Overall Theme
A sentence or two that describes the overall theme of your poster, followed by two to three bullets. The bullets should preview the rest of the story.

	Example:

	“The Facility Manager Leaders Program: Perseverance Pays”

	Perils and Pitfalls of Developmental Activities

	If you don’t want feedback, then don’t ask for it

	Lessons Learned from PAMP Execution



3. Best Leadership Experience during the FMLP
This should have no more than 100 words. They may be written as a block of text, or you may combine text and bullets. You may wish to quote directly from your paper.

	Example:

	My Personal Best Leadership Experience: Perils and Pitfalls of a Focus Group

	

	The Need: Mentors needed a forum to voice their experiences as mentors in the first year of the Facility Manager Leaders Program. The challenge was to listen to concerns without judgment, while still managing the facilitation process.

	The Solution: The session was co-facilitated to allow for one to express opinions and the other to remain neutral.

	The Result: In a one-hour session, we were able to define strategies to assist in the next six months of planning and provide guidance for the next class of mentors.



4. Your Most Meaningful Experience
You want to keep your poster content simple yet interesting for your audience. In addition to your Best Leadership Experience, you can outline additional meaningful experiences on your poster. Perhaps you want to use one of your developmental activities. You may wish to use your Pilot Park PAMP, although you should check with your other team members so there is not too much duplication in poster content. Ask yourself:

What is the one essential concept you want to get across to your audience? Perhaps you revised CRVs for your park assets, facilitated a comprehensive condition assessment, conducted a PAMP execution, etc. 
Why did I choose this? Perhaps it was a result of your IDP or a need expressed by your park. Provide background here. 
Who was involved?
Where did this activity take place?
How was this accomplished (methods, procedures, implementation)?
So What? What were the results, implications, evaluation, conclusions, or benefits? This is probably the most important – how did this one concept or activity tell the story of your year?
Now What? Where are you going next? What will you do as a result of this one essential concept?
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	Poster Sample 1
	1
	2
	3
	4
	5

	The poster focuses on a well-defined theme.
	

	
	
	
	

	The graphics and text support the overall theme of the poster.
	
	
	
	
	

	The leadership experience is characteristic of a true leadership experience.
	
	
	
	
	

	Overall, the language is meaningful and lacks vagueness.
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	Poster Sample 2
	1
	2
	3
	4
	5

	The poster focuses on a well-defined theme.
	

	
	
	
	

	The graphics and text support the overall theme of the poster.
	
	
	
	
	

	The leadership experience is characteristic of a true leadership experience.
	
	
	
	
	

	Overall, the language is meaningful and lacks vagueness.
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	Poster Sample 3
	1
	2
	3
	4
	5

	The poster focuses on a well-defined theme.
	

	
	
	
	

	The graphics and text support the overall theme of the poster.
	
	
	
	
	

	The leadership experience is characteristic of a true leadership experience.
	
	
	
	
	

	Overall, the language is meaningful and lacks vagueness.
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	Poster Sample 4
	1
	2
	3
	4
	5

	The poster focuses on a well-defined theme.
	

	
	
	
	

	The graphics and text support the overall theme of the poster.
	
	
	
	
	

	The leadership experience is characteristic of a true leadership experience.
	
	
	
	
	

	Overall, the language is meaningful and lacks vagueness.
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	Poster Sample 5
	1
	2
	3
	4
	5

	The poster focuses on a well-defined theme.
	

	
	
	
	

	The graphics and text support the overall theme of the poster.
	
	
	
	
	

	The leadership experience is characteristic of a true leadership experience.
	
	
	
	
	

	Overall, the language is meaningful and lacks vagueness.
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How will the poster presentation be assessed?
The scoring rubric below will be used to assess your poster presentation. Three evaluators will assess each presentation. Their scores will be averaged to comprise the student’s final presentation score.

[bookmark: _Toc179803980]Poster Presentation Rubric
(Score 10 corresponds to an “F” / 50 corresponds to an “A”)

	Question
	10
	20
	30
	40
	50

	How well does the poster focus on a well-defined theme?
	

	
	
	
	

	How effective was the student in describing the content of the poster?
	
	
	
	
	

	How effective was the student in answering specific questions?
	
	
	
	
	

	How well did the graphics and text support the overall theme of the poster?
	
	
	
	
	



Name of Student _______________________________

Name of Evaluator ______________________________
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	Homework: 
Lessons Learned from LAKE

	Directions: Read the following questions and consider what you saw and heard today during the field trip to Lake Mead National Recreation Area. Listen to what you heard about LAKE asset management plans, work prioritization, and other facility management issues that you might be able to use in developing an Annual Work Plan for SEOT.
 This homework sheet is due Wednesday, October 30, 2013 


 
	Short Answer Questions: LAKE NP Field Trip

	Compare and contrast any of the projects you learned about today at LAKE to SEOT. How are they different? How are they similar?
 
 
 
 
 
 
 
	1.
 
 
 



 
 
 
 
2.
 
 
 
 
 



 
  
3.
 
 
 
 
 

 
 



	What information did you find most interesting during the field trip today? 
 
 
 
 
 
 
 
 
 
 
	 

	Which of LAKE’s asset management plans or solutions that you learned about today do you feel you could apply to developing a good Annual Work Plan?
 
 
 
 
 
 
 
 
	 

	Were there any assets that were similar to assets in SEOT? How were they different from assets at SEOT?
 
 
 
 
 
 
 
 
 
	 






Asset Management Update 
[bookmark: _Toc318701821][bookmark: _Toc318811270][bookmark: _Toc366652892]Objectives: At the end of this session, students should be able to:
Summarize the updates and practices of the Asset Management Program as it applies to PFMD Capital Investment Strategy.


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





Presenting Your Annual Work Plan
Objectives: At the end of this session, students should be able to:
Articulate the structure of the oral presentations.
List important presentation skills (e.g., What is the level of understanding and interest of your audience? What is your point and why is it relevant to me?).

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	













[bookmark: _Toc243387130][bookmark: _Toc243447652]Appendix A



FMLP Self-Assessment

Assess your skills in the facility manager competency areas and place a check mark in the box below your skill level. Use this information to select learning goals and opportunities in your individual development plan.

	I. Asset Management

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Planning and Procedures
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Property and Structure Ownership
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Life Cycle Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Inventory and Condition Assessment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
II. Operations and Maintenance

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Service Scheduling, Performance, and Tracking
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Facility Management Software
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Health, Safety, and Environmental Factors
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Emergency Preparedness
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
III. Project Management

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Project Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Programming and Design
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Construction and Relocations
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




	
III. Resource Stewardship

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Cultural Resources
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Natural Resources
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Environmental Stewardship
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
V. Business Management

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Plan and Organize the Facility Function
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Budget and Finance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Assessment and Innovation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Human Resource Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E. Technology
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
VI. Supervision, Management and Leadership

	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	FUN 1. Interpersonal Skills
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUN 2. Oral Communication
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUN 3. Integrity and Honesty
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUN 4. Written Communication
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUN 5. 
Continual Learning
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUN 6. Public Service Motivation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 

	A. Leading Change
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Leading People
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Results Driven
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Business Acumen
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E. Building Coalitions and Communications
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	






Idp Worksheet description	
Goal
The competency that will be developed as a result of the developmental actions. Remember that the developmental goal should link to one of the NPS’s Strategic Goals.

Developmental Action
The specific activities that the employee will engage in to achieve the IDP goal. 

Measure of Success
How the employee and supervisor will know when the employee has successfully achieved the goal. The performance measure that will indicate successful completion of the developmental action.

Resources Required
What is necessary for the employee to engage in the developmental action. Resources can include funds, workhours, other employees (e.g., subject matter/area expert), documentation and job aids, etc.  

Manager/Supervisor’s Role
What the supervisor will do to support the employee during this process. This support will always include regular feedback and encouragement.

Start /End Dates
The date when the developmental action will begin and end.  

Strategic Goal
[bookmark: _Toc304975182][bookmark: _Toc305155757]The NPS strategic goal that the development action supports. 


[bookmark: _Toc243382080][bookmark: _Toc243382523][bookmark: _Toc243387131][bookmark: _Toc243387333][bookmark: _Toc243447653]Request for Developmental Activity

Activity Title: 

Employee Information
	Name:
	

	Name of Mentor:
	

	Date Submitted:
	

	Propose Completion Date**:
	


	
[bookmark: _Toc304197090][bookmark: _Toc243382081][bookmark: _Toc243382524][bookmark: _Toc243387132][bookmark: _Toc243387334][bookmark: _Toc243447654]PART ONE
What are the competencies you need or want to develop during this learning activity in order to become more knowledgeable about the field of facility management and leadership? How will this activity benefit your park or unit?




Learning Outcome # 1: I would like to learn or achieve competence in the following area or topic:


	a) Learning Strategies & Activities: This is how I will go about achieving this objective.
	

	b) Evidence of Accomplishment: This is how I will know the objective has been achieved.
	

	c) Criteria and Means of Evaluating Accomplishments: This is how I will demonstrate or prove that I have achieved my goal.
	




Learning Outcome # 2: I would like to learn or achieve competence in the following area or topic:



	a) Learning Strategies & Resources: This is how I will go about achieving this objective (Activities):
	

	b) Evidence of Accomplishment: This is how I will know the objective has been achieved:
	

	c) Criteria and Means of Validating or Assessing Evidence of Accomplishment: This is how I will demonstrate or prove that I have achieved it:
	



Learning Outcome # 3: I would like to learn or achieve competence in the following area or topic:


	a) Learning Strategies & Resources: This is how I will go about achieving this objective (Activities):
	

	b) Evidence of Accomplishment: This is how I will know the objective has been achieved:
	

	c) Criteria and Means of Validating or Assessing Evidence of Accomplishment: This is how I will demonstrate or prove that I have achieved it:
	







[bookmark: _Toc243382082][bookmark: _Toc243382525][bookmark: _Toc243387133][bookmark: _Toc243387335][bookmark: _Toc243447655]MENTOR’S COMMENTS:
I HAVE REVIEWED THIS DOCUMENT AND HAVE THE FOLLOWING SUGGESTIONS:














AFTER THE APPROPRIATE CHANGES HAVE BEEN MADE, I APPROVE THIS DEVELOPMENTAL ACTIVITY.











SUPERVISOR NAME:________________________________________

I APPROVE THIS DEVELOPMENTAL ACTIVITY


[bookmark: _Toc243382083][bookmark: _Toc243382526][bookmark: _Toc243387134][bookmark: _Toc243387336][bookmark: _Toc243447656]PART TWO: TO BE COMPLETED AFTER THE LEARNING ACTIVITY

Attachment: Final report with a full description of the results of your developmental activities and how it supports your learning outcomes NOTE: The final report should be a minimum of two pages, single-spaced text with all supporting documentation such as graphs, photos, and evidence of the activity, making sure to consider the items listed in the grading rubric.


[bookmark: _Toc243382084][bookmark: _Toc243382527][bookmark: _Toc243387135][bookmark: _Toc243387337][bookmark: _Toc243447657]PART THREE: SELF-EVALUATION OF LEARNING EXPERIENCE

	Learning Levels:
	High = Learned a lot of new things and synthesized them with prior knowledge

	
	Medium = Learned some new things or synthesized prior knowledge 

	
	Low = Did not learn anything new, simply reiterated what you already knew



Mark your response and add comments as appropriate




Student Signature: ____________________________________________





[bookmark: _Toc243382085][bookmark: _Toc243382528][bookmark: _Toc243387136][bookmark: _Toc243387338][bookmark: _Toc243447658]PART FOUR: EVALUATION RUBRIC
To be completed by the instructor team or evaluator team and posted on FMLP site.

[bookmark: _Toc243382086][bookmark: _Toc243382529][bookmark: _Toc243387137][bookmark: _Toc243387339][bookmark: _Toc243447659]MENTOR’S COMMENTS
To be completed by the mentor after evaluation has been recorded.


More than one strategic goal may be linked to the IDP Goal.



	IDP Worksheet
	Employee: 

	Date:


	
	Supervisor: 
	Date:


	Goal
	Developmental Action
	Measure of Success
	Resources Required
	Manager/ Supervisor’s Role
	Dates
	Strategic Goal

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Facility Manager Leaders Program – Course Evaluation
Directions: Please give us your evaluation and opinions of the course and your learning experience in the course by checking the box below that most closely represents your opinion. All responses are confidential and will only be used for the purpose of evaluating the Advanced Facility Management Practices course.



	Session Objectives and Materials
	(1)
Strongly Disagree 
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
Strongly Agree

	I understood the learning objectives for each of the sessions
	
	
	
	
	
	
	

	The course materials aided my understanding of the content
	
	
	
	
	
	
	

	I found the course materials easy to navigate
	
	
	
	
	
	
	



Please provide comments regarding session objectives and materials.
	






	Delivery and Facility
	(1)
Strongly Disagree 
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
Strongly Agree

	I was engaged during the learning sessions
	
	
	
	
	
	
	

	The activities and exercises aided in my learning
	
	
	
	
	
	
	

	I was given ample time to practice or demonstrate what I was learning
	
	
	
	
	
	
	

	The PowerPoints and videos helped to reinforce my understanding of the material
	
	
	
	
	
	
	

	I was pleased with the room set-up
	
	
	
	
	
	
	

	I experienced minimal distractions during the sessions
	
	
	
	
	
	
	



Please provide comments regarding delivery and facility.
	






PLEASE CONTINUE ONTO NEXT PAGE
	About Learning
	(1)
Strongly Disagree 
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
Strongly Agree

	As a result of this course, I feel more confident about speaking in front of a group
	
	
	
	
	
	
	

	As a result of this course, I have improved my writing skills 
	
	
	
	
	
	
	

	I understand the steps involved in planning for my park
	
	
	
	
	
	
	

	I understand the basic principles of Informal Visitor Contacts
	
	
	
	
	
	
	

	I understand the basic principles of the scientific method
	
	
	
	
	
	
	

	I understand using data to drive decision making
	
	
	
	
	
	
	

	I can apply the basic Principles of Leadership in my job
	
	
	
	
	
	
	

	Overall, this course met my expectations regarding learning
	
	
	
	
	
	
	



Please provide comments regarding your learning.
	







	Relevancy
	(1)
Strongly Disagree 
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
Strongly Agree

	My relationship with my mentor has helped me to succeed
	
	
	
	
	
	
	

	The sessions presented were relevant to my current position
	
	
	
	
	
	
	

	 I am confident that I will be able to apply what I have learned back at my park/unit
	
	
	
	
	
	
	

	
Please provide comments regarding course relevancy.

	






PLEASE CONTINUE ONTO NEXT PAGE

What barriers might you face in applying what you learned?  Check all that apply
	☐	I do not have the necessary knowledge or skills

	☐	I do not have a clear picture of what is expected of me

	☐	I have other priorities right now

	☐	I do not have the necessary resources back at my park

	☐	I am not recognized or rewarded for doing this

	☐	Other (please explain)

	
	

	
	




What were the top three things you learned during this course?

	1.
	



	2.
	



	3.
	






What two sessions or activities did you find least helpful during this course?


	1.
	



	2.
	





Occupation


Friends and Family


Health


Money


Fun and Recreation


Personal- Spritual Growth


Significant others



















































Occupation-Career


Friends and Family


Health


Money


Fun and Recreation


Personal- Spritual Growth


Significant others

















Personal Leadership Framework


Problem Solving


Follower Interactions


Growth-Change


Deliberate


Leading v. Managing


Character




























Group Functions/Needs


Personal Leadership Framework


Problem Solving


Follower Interactions


Growth-Change


Deliberate


Leading v. Managing


Character


Follower Communications
Group/Team Leadership Framework













Follower Diversity


Motivating Followers


Team Functions/Needs


SBL and Other Frameworks













Group Functions/Needs


Personal Leadership Framework


Problem Solving


Follower Interactions


Growth-Change


Deliberate


Leading v. Managing


Character


Follower Communications
Group/Team Leadership Framework




Leading Change
Diversity Systems
Systems Leadership Framework






Follower Diversity


Motivating Followers


Team Functions/Needs


SBL and Other Frameworks


Power and Influence: Politics


Vision and Strategic Direction


Shaping Culture and Values


Information and Data Systems













Real World


Worldview


Me 
(who I am)









Real World


Worldview


Me 
(who I am)










Design Experience


Competency Development


Experience


Learning and Application


Development Assessment
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image20.png
Criteria for Personal Best Leadership
Project
N
“ The project is about changing business as usual
“ You are the leader or part of a clearly identified
leadership team
© Has a start and stopping point
A specific objedtive to accomplish
“ Involves other people
= Project is about to start, or just started




image21.PNG




image22.jpeg
=l
=]
S





image24.png




image26.png




image28.png

image31.jpeg




image33.jpeg




image34.jpeg




image35.jpeg




image36.jpeg




image37.jpeg




image38.jpeg




image39.jpeg




