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Self-Assessment Guide

Directions for the Candidate

As you prepare to apply for the Certified Performance Technologist (CPT) designation, this form is intended to help you assess your competence in the areas identified.  The purpose of the self-assessment is to: 

· Familiarize yourself with the ten Standards of Performance Technology

· Encourage self-reflection on one’s past and current experience and performance.

· Identify strengths and weaknesses.

· Identify opportunities for improvement.

· Plan for continued development and improvement.

· Determine your readiness for applying for the CPT designation.

· Identify the projects and attesters you will use in the application process.

The steps:

· Review the Standards of Performance Technology.

· For each Standard, rate each element based on your self-assessment of your current level of competence.  

· For those areas where deficiencies are noted, indicate what you plan to do to address those deficiencies.

· Identify opportunities for continued development and improvement.

· Determine your level of readiness for the certification. 

· Identify the projects and attesters you will use in the application process.

Please note: This form is for your self-analysis and personal development. It is not part of the Certified Performance Technologist (CPT) application.

The ten Standards of Performance Technology are the basis for the Certified Performance technologist (CPT) application process. Here are the descriptions of the ten Standards as they appear on the application.

1. Focus on Outcomes 

Focusing on outcomes—that is, results— puts you and the client in a position to question, confirm, and reconfirm that people share the same vision and goals, that the job procedures support efficiency, and that people have the skills and knowledge they require.  You and the client determine what problem it is you are trying to solve and measure the outcomes or results of an intervention and assess whether performance has improved as a result of it.  Sometimes it is necessary to challenge the assumed answer to a problem or the expected event or activity of an intervention, and to focus instead on the accomplishment or business need that is the client’s true priority.
2. Take a Systemic View

Taking a systemic view is vital, because organizations are very complex systems that affect the performance of the individuals that work within them. It is important to distinguish a systemic approach from a process model.  A process contains inputs and outputs and has feedback loops.  A systemic approach implies an interconnected complex of functionally related components.  The effectiveness of each unit depends on how it fits into the whole, and the effectiveness of the whole depends on the way each unit functions. A systemic approach considers the larger environment that affects processes and other work. The environment includes inputs, but, more importantly, it includes pressures, expectations, constraints, and consequences.

3. Add Value

Did you in the way you worked with the client or the solution add value?  This is an assessment your client will be asked to make.  You can set the stage for this by offering your clients a process that will help them fully understand the implications of their choices, set appropriate measures, identify barriers and trade-offs, and take control.  

4. Work in Partnership with Clients and Other Specialists

Work in partnership with clients and other specialists—that is, collaboratively. This means that you incorporate the appropriate stakeholders, experts, and specialists as past of a team, involving them as necessary. Working collaboratively means that decisions about goals, next steps to take in the process, and implementation are all shared responsibilities. Partnerships are created from listening closely to your client and trusting and respecting each other’s knowledge and expertise, so you both can make the best choices about accomplishments, priorities, and solutions.

5. Be Systematic—Needs or Opportunity Analysis

Analysis occurs in the beginning of the project.  Needs or opportunity analysis is about examining the current situation at any level or levels (society, organizational, process, or work group) to identify the external and internal pressures affecting it. This process will determine the deficiencies or performance gaps that are to be remedied. The output is a statement describing the current state, the projected future state, and the rationale or business case for action or non-action.  

6. Be Systematic—Cause or Job Task Analysis

Cause analysis is about determining why a gap in performance or expectations exists.  Some causes are obvious, such as new hires lack the required skills to do the expected task. This step in the systematic process will determine what should be addressed to improve performance. The output is a statement of why performance is not happening or will not happen without some intervention.  Job task analysis includes the identification of the important tasks that employees must perform and the knowledge, skills and abilities to perform them. The output is performance objectives that describe the desired performance, delineate the conditions under which the performance is done, and identify the criteria for successful performance.

7. Be Systematic—Design

Design is about identifying the key attributes of a solution.  The output is a document to guide subsequent activities that describes the features, attributes, elements of a solution and the resources required to actualize and measure the change.

8. Be Systematic—Development

Development is about the creation of some or all of the elements of the solution. It can be done by an individual or by a team.  The output is a product, process, system, or technology.  Examples include training, performance support tools, a new or re-engineered process, the redesign of a workspace, or a change in compensation or benefits.

9. Be Systematic—Implementation

Implementation is about deploying the solution and managing the change required to sustain it.  The outputs are changes in or adoption of the behaviors that are believed to produce the anticipated results or benefits. This Standard is about helping clients adopt new behaviors or use new or different tools.  

10. Be Systematic—Evaluation
Evaluation is about measuring the efficiency and effectiveness of what was done, how it was done, and the degree to which the solution produced the desired results so that the cost incurred and the benefits gained can be compared. This Standard is about identifying and acting on opportunities throughout the systematic process to identify measures and capture data that helps to identify needs, adoption, and results.  

For the complete version of the Standards of Performance technology, 

Self-Assessment Form

Focus on Results

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You help clients determine the outcome or expected results of assignments. 
	
	
	

	You help clients specify what they expect to change, or what benefit they expect to gain as a result of an effort or assignment.


	
	
	

	You help clients come to agreement on what they expect to accomplish.
	
	
	

	You help clients focus on accomplishments in deference to activities or events.
	
	
	

	You help clients determine what will be measured or accepted as evidence that the business need was met.


	
	
	

	You explain the importance of focusing on accomplishments.
	
	
	


Take A Systemic View

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You identified the work, workplace, or industry environment. 
	
	
	

	You determined if and how the work and workplace environment supported or impeded the desired organizational and group performance.


	
	
	

	You identified the culture of the work and workplace.


	
	
	

	You determined if and how the current culture supported or impeded professed performance


	
	
	

	Your analysis identified if and where there was a lack of alignment between or among:

· Goals and objectives.

· Performance measures.

· Rewards and incentives.

· Job/work/ or process designs.

· Available systems, tools, and equipment. 

· Expectations and capacity.


	
	
	

	Your recommended solutions considered the work and workplace environment and culture.


	
	
	

	You evaluated the potential risk of your proposed solutions
	
	
	

	You explained the benefits of taking a systems approach.
	
	
	


Add Value

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You compared the worth of the proposed or requested solution to its cost.


	
	
	

	You identified any risk associated with success or failure.
	
	
	

	Identified the anticipated gain of success.
	
	
	

	You compared the cost, risk, and odds of success of different solutions or alternative approaches.


	
	
	

	Recommended solutions that would add value, were feasible, and more likely to accomplish the goals or aims of the project to optimize gain.


	
	
	

	You described the value added and how that value would be measured.
	
	
	

	You pointed out and make public the risks, the trade offs, and the assumptions on which decisions or choices are based. 


	
	
	

	You had a contract, memo of understanding, or project description, that described the expected value added and the costs, a schedule of deliverables and expenses and time and resource costs.


	
	
	

	You pushed back and challenged assumptions. 
	
	
	

	Contributed insights and called out implications throughout the work.
	
	
	

	You explained the benefits of looking at value.
	
	
	


Partner

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You in collaboration with the client identified the stakeholders.


	
	
	

	You in collaboration with the client identified if other content expertise was required and solicited the involvement of those with that expertise and incorporated them as part of the team or involved them when required.


	
	
	

	You collaborated with stakeholders, experts, and specialists.


	
	
	

	You gave credit and acknowledged the support, endorsement, and contributions of your partners.
	
	
	

	You helped clients and partners make choices about proposed solutions, courses of action, project priorities, and the like.
	
	
	

	You pointed out the benefits to collaboration and partnering. 
	
	
	


Needs Opportunity Analysis

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You determined the intent of the analysis, that is, to identify needs or opportunities.


	
	
	

	You decided on the hypothesis to be tested.
	
	
	

	You determined the level: individual, group, process, organizational, or societal.


	
	
	

	You developed a plan that includes:

· Hypotheses

· Data collection methods

· Audiences to be polled

· Sampling method

· Statistical treatment

· Sequence of activities

· Resources required


	
	
	

	You developed the tools or documents developed to capture the data.


	
	
	

	You conducted the analysis.
	
	
	

	You analyzed the data gathered.
	
	
	

	
	
	
	

	You built a business case with recommendation for action or non-action.


	
	
	

	Your findings served as guides for future work and provided information for later evaluation.


	
	
	

	You consistently administered the process for conducting the analysis and included the voice of all stakeholders.


	
	
	


Functional, Job/Task Analysis
	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You determined the type of analysis required.


	
	
	

	You developed the forms or documentation required to standardize data collection and analysis.


	
	
	

	You developed a plan for conducting the analysis (methods, sampling, statistical technique, timeline, resources, etc.)


	
	
	

	
	
	
	

	You conducted the analysis.  This may have included the identification of:

· Inputs, information, resources available to the work group.

· The physical and technological opportunities and constraints in the work environment.

· The actual processes used to accomplish work.

·  The actual and expected outputs of the work.

·  The consequences and who the receivers are of those consequences.

· What benefits are or are not forthcoming to the workers and their customers.

· What feedback systems are or are not in use and how effective they are

.
	
	
	

	You analyzed and interpreted the results.


	
	
	

	You continually improved your plan or process.
	
	
	

	Your findings served as guides for future work and provided information for later evaluation.


	
	
	


Cause Analysis

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You used the gap to help determine the worth of the solution and set criteria for measuring the effectiveness of the chosen solution.


	
	
	

	You recommended feasible alternatives to fulfill the need or seize the opportunity.


	
	
	

	You explained the logic or reasoning for the alternatives.


	
	
	

	You compared the alternatives in terms of the following:

· Cost

· Probability of success

· Time and resource requirements

· Risk to the organization

· Feasibility of adoption

· Etc.


	
	
	

	You identified the benefits, risks and trade-offs of each alternative.


	
	
	

	You helped the client in making an informed choice.


	
	
	

	You discriminated between performance problems that are caused by lack of knowledge and skill from those that are due to:

· environmental, job, or process design; 

· inadequate feedback or performance support systems; 

· insufficient or inappropriate tools and equipment; 

· conflicting objectives, or 

· inappropriate performance measures.
	Make first
	
	


Design

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	Your design documents include:

· A description of the probable solutions.

· The recommended solution and why.


	
	
	

	Your design documents include:

· The roles and responsibilities of the stakeholders required to accomplish the goals of the solution.


	
	
	

	Your design documents include:

· A description of the audience affected by the solution.

· The objectives of the solution.

· What element of performance the solution is intended to support.

· What else has to be in place to support overall performance.

· Criteria for judging the effectiveness of the solution.

· The plan with tactics to assure transfer, adoption or the solution.


	
	
	

	Your design documents:

· Serve as a business case for change.

· Provide necessary criteria for evaluating the effectiveness and efficiency of the solution.
	
	
	


Develop

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You in collaboration with the client assure the solution is developed in accordance with the design specifications.


	
	
	

	You conduct formative, pilot, and user evaluations of all elements of the chosen solution/product to determine if it performs as expected and accomplishes the desired goal(s).  


	
	
	

	Your compare formative, pilot, and user test results against design standards.


	
	
	

	You assure the results of the formative, pilot, and user evaluations are incorporated into the final solution. 


	
	
	

	You keep your client informed if or should some elements of the solution are delayed or not developed.


	
	
	


Implement

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You in collaboration with the client develop a change strategy that includes the following:

· Roles and responsibilities of those involved in supporting adoption, creating materials for adoption, and implementing the solution. 

· How the effort (the message) will be communicated and to whom.

· What implementation materials and messages will be required and how they will be produced.

· A schedule of the rollout, including milestones, timelines, etc.

· How the new behaviors and other evidence of adoption will be recognized and rewarded.

· What to do in case of resistance. 

· Who will provide support and reinforcement during deployment.


	
	
	

	Your develop tools and procedures to help those involved in the implementation.  For example:

· Train the trainer sessions

· Job aids 

· FAQs


	
	
	

	During implementation you solicit feedback related to the utility and relevance of the solution and use the information you get:

· As a guide to improve the solution and its adoption.

· As a guide for future work and evaluation.
	
	
	


Evaluate

	Rate your proficiency in the following areas by placing a check mark in the appropriate column.
	Highly Proficient
	Proficient
	Deficient

	You in collaboration with the client identify:

· What information will be collected or used to judge success.

· What will be used as the baseline or point of comparison to determine improvement.
	
	
	

	You in collaboration with the client track the agreed on indicators to determine if the solution is effective.


	
	
	

	You develop or assist in the development of the tools used to collect data.


	
	
	

	You interpret or assist in the interpretation of the data.


	
	
	

	You in collaboration with the client report the results of the evaluation.
	
	
	

	You recommend ways to improve how evaluations are conducted in the future. 
	
	
	


Demonstrating Your Proficiency

The next part of the self-assessment is related to the projects that you have completed that demonstrate your use of the ten Standards of Performance Technology.  As part of the application process, you will be asked to identify three projects that you have done in the last 10 years that demonstrate proficiency in Standards 1 to 4 and at least three other Standards. You will also need to identify a client or supervisor who has full knowledge of your work and can attest to the description you provide.

Name of Project 1: 





Year work completed:

Name of Attester:  

Select and circle at least three other standards that were met in doing this project.

Circle Standards Met:

Describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

Name of Project 2: 





Year work completed:

Name of Attester:  

Select and circle at least three other standards that were met in doing this project.   

Circle Standards Met:

Describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

Name of Project 3: 





Year work completed:

Name of Attester:  

Select and circle at least three other standards that were met in doing this project.   

Circle Standards Met:

Describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

You will also be asked to demonstrate your proficiency in Standards 5 to 10 three times. You may have already done this with your first three projects. If you have not, you can use a maximum of four other projects to demonstrate your proficiency in those Standards not covered by projects 1, 2, and 3 so that you have demonstrated your proficiency in Standards 5 to 10 a total of three times including what you documented for projects 1, 2, and 3.

Name of Project 4: 





Year work completed:

Name of Attester:  

Circle Standards Met:                                 5     6     7     8     9    10

Briefly describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

Name of Project 5: 





Year work completed:

Name of Attester:  

Circle Standards Met:                                 5     6     7     8     9    10

Briefly describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

Name of Project 6: 





Year work completed:

Name of Attester:  

Circle Standards Met:                                 5     6     7     8     9    10

Briefly describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.

Name of Project 7: 





Year work completed:

Name of Attester:  

Circle Standards Met:                                5     6     7     8     9    10

Briefly describe the scope of the project in terms of dollars required, number of people or locations involved, or impact on the organization if successful or not.
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