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IMPORTANT!  In order for the work product submission to be scored it is imperative that candidates read and follow the Work Product Submission Guidelines outlined in Chapter 10 of the Candidate Bulletin.  In addition, it is strongly recommended that candidates review Chapter 11 which contains information about the work product scoring process.

Section 1:  Project Deliverables Guidelines
If you choose to submit an Improving Human Performance work product, the project you select must be one in which you analyzed a performance gap and developed one or more solutions to close it.  The project sample that you submit will be a portfolio made up of various documents which provide evidence of your work in this area.  

ASTD CI recognizes that the analysis tools and solutions implemented will differ based on the performance gap identified and the organizational culture and operations. Therefore, explicit deliverables have not been prescribed.  An appropriate IHP project will begin with a solid problem statement that may be resolved by one or more of the following interventions or solutions:
· Improving Structure and Process

- Culture reshaping

- Process redesign

· Improving Resources

- Ergonomic and human factors

- Physical resources management

· Improving Information

- Knowledge management

- Communication process redesign

· Improving Knowledge and Skills

- Action learning or training projects

- Competency modeling/performance

· Improving Motives


- Reward and recognition systems


- Compensation systems

· Improving Wellness


- Wellness initiatives

Since it may take several years to implement an entire IHP work product, the product does not have to be completed. At least one solution must be implemented such that evidence of performance improvement can be included in the work product. Include evidence that shows how the Solutions not yet fully implemented fit into the overall intervention along with their expected implementation plan and outcomes. Candidates need to decide for themselves if there is sufficient evidence to meet the scoring guidelines, especially around outcomes and outputs.
To elaborate further, for projects in progress, candidates must have at least some evidence of outputs and outcomes, and the outputs and outcomes that are presented must have occurred in the last three years. As a suggestion, candidates may choose to provide a “snapshot” of outputs. They may also choose to provide evidence of outcomes to date, along with a discussion about future expectations based on current trends. In these cases, candidates should make it clear that the project has not been completed and discuss how that status might impact the evidence they are or are not able to provide. This information is particularly helpful when provided as part of the project context documentation. It is also required that candidates provide a complete implementation plan, regardless for whether or not the entire plan has been implemented.

In your Improving Human Performance work product submission you are demonstrating proficiency in four areas: Project relationship, Planning, Output, and Outcome. Use the “Evidence to Include” column for suggestions on how to demonstrate your proficiency in each area. Please note that the suggested items are for guidance and not meant to be prescriptive. 

	Areas
	Evidence to Include

	Project Relationships
	Evidence showing stakeholder concurrence with the problem statement.

Evidence of verification of stakeholder and client needs

Project stakeholder roles and definitions

Documentation regarding communication with relevant parties (e.g. communication plan, email correspondence*, etc.) 

Evidence of discussions with client regarding feedback around project 



	Planning
	Evidence of a data collection plan

Evidence that project goals align with organizational goals 

Reasoning behind data collection tool selection

Project Plan

Data analysis summary

Data analysis summary report / presentation for client

Reasoning behind data analysis tool selection

	Outputs
	Evidence to support conclusions and recommendations that are tailored to client needs

Evidence of implementation plan

Evidence of a plan to manage and monitor change

	Outcomes
	Evidence of an evaluation plan that aligns with organizational goals

Evidence of trend results data 
Evidence of performance improvement (for at least one implemented solution)


* If using e-mails as evidence in this area candidates must use original e-mails versus recreated or edited versions of the communication.  In the interest of anonymity all identifying information (your name, names of recipients, company name, etc. should be hidden/removed).  To aid work product raters, identify whether you were the composer or recipient of the email along with the position(s) of the people you were communicating with in the correspondence. The date of the email should remain visible. 

Work Product “Project Sample” Assembly Instructions
The final presentation of your work product “project sample” will be a portfolio of evidence organized by core component group (Project Relations, Planning, Outputs and Outcomes). To differentiate the categories we ask that you include a title page for each section then number and label the report according to the instructions in Chapter 10 of the Candidate Bulletin.

Section 2: Scoring Guide
Table 1 – Work Product Scoring Guide – Improving Human Performance

	PROJECT RELATIONSHIPS

	Key Actions
	Outstanding (3)
	Successful (2)
	Limited (1)
	Blank or 
Off Topic (0)

	· KA 5. Identifies the customer

· KA 6. Incorporates customer/
stakeholder needs

· KA 9. Builds and sustains relationships

· KA 12. Uses feedback skills
	· Provided evidence of in-depth definition of client needs. 

· Provided evidence that a wide range of stakeholders was considered in the definition of needs.

· Provided evidence that candidate incorporated client feedback into projects.

· Provided evidence of a formal communication plan and regular, appropriate communication with client, stakeholders, and/or project contributors.
· Ensure collaboration with stakeholders (e.g., took into consideration level of audience, audience concerns, potential objections, barriers to success, and benefits of various alternatives).

· Continued to sustain and build relationships throughout the project.
	· Defined client and stakeholder needs.

· Provided feedback to client and demonstrated an understanding of client needs and expected outcome.

· Provided presentations or communications created to seek agreement.

· Provided evidence of ongoing communication with client, stakeholders, and/or project contributors.
	· Offered unclear explanations related to client needs or ones that are not performance related.

· Failed to include critical stakeholders in the analysis.

· Feedback failed to incorporate customer/stakeholder needs. Offered weak or potentially inappropriate communication to clients, stakeholders, and/or project contributors.

	· Provided no response.

· Provided response that failed to address project relationships.

· Failed to provide evidence of project relationships.


Table 2 – Work Product Scoring Guide – Improving Human Performance

	PLANNING

	Key Actions
	Outstanding (3)
	Successful (2)
	Limited (1)
	Blank or 
Off Topic (0)

	· KA 1. Analyzes systems

· KA 2. Conducts performance analysis

· KA 3. Conducts cause analysis

· KA 4. Gathers data
	· Considered multiple levels of performance (e.g., individual, team, organizational) when gathering and analyzing data.

· Used multiple data collection techniques appropriate to the project.

· Used robust and relevant statistical analysis or qualitative analysis techniques when analyzing data.

· Provided an analysis that details option comparison, cost-benefit analysis, and/or risk analysis.

· Created a visual that depicts the performance system.
· Provided a comprehensive business analysis.
	· Provided evidence of data collection that shows an understanding of the performance system and the interrelationships. 

· Used a structured methodology to gather and analyze data.

· Provided analysis of contributing factors to performance and/or gaps in performance.
· Offered an interpretation and presentation of data to the client.

· Made recommendations that showed consideration of alternative or multiple approaches.

· Provided evidence of business analysis.
	· Provided evidence of data collection which missed elements of the performance system.

· Offered limited evidence of data collection and analysis.

· Did not use structured methodology to gather and analyze data.
· Failed to follow accepted practices in data collection and analysis.
· Provided limited analysis of the performance system.
· Made recommendations that were not fully developed 

· Provided inadequate diversity of intervention solutions.

· Offered limited link between goals of the project and business goals.
· Completely omitted any reference to business analysis.


	· Provided no response.

· Provided response that failed to address planning.

· Failed to provide evidence of planning.


Table 3 – Work Product Scoring Guide – Improving Human Performance

	OUTPUT

	Key Actions
	Outstanding (3)
	Successful (2)
	Limited (1)
	Blank or 
Off Topic (0)

	· KA 7.  Selects solutions

· KA 8.  Manages and implements projects

· KA 11.  Monitors change
	· Provided evidence that intervention/solution was aligned with client needs and business strategy.

· Offered an intervention/solution that demonstrated deep understanding of the interrelationships in a fully functioning system and accounted for most if not all performance factors.

· Provided evidence of use of a variety of tools to manage the project (e.g., project plans, Gantt chart, timelines, approval sign-offs, status reports).

· Offered evidence of adapting to challenges or changes (or lack of results) during implementation.

· Provided evidence that evaluation plan incorporates plans for what to do if certain conditions occur during implementation.
· Provided evidence that change was managed effectively in the areas of communication, building, and sustaining trust in relationships, stakeholder engagement, and commitment to follow through for the project.
	· Provided sufficient evidence to support conclusions and recommendations.

· Provided evidence that interventions/solutions were tailored to client needs. 

· Provided milestone list, schedule, and assigned responsible parties for implementation.

· Provided evidence of basic tools used to manage the project overall
· Provided evidence that active monitoring of results occurred during implementation or evidence that if the plan was implemented, it would have been successful.

· Provided sufficient evidence that change was managed effectively.
	· Provided insufficient evidence to support conclusions and recommendations.

· Reached conclusions contrary to the evidence.

· Offered little evidence that the intervention/solution supported the identified client needs.

· Used an approach that did not fit client needs; appeared to go with canned intervention/solution rather than a client-specific one.

· Provided little evidence of project management.

· Offered little evidence of active monitoring of implementation.

· Offered little evidence that the project included a plan for change management.
	· Provided no response.

· Provided response that failed to address output and implementation topic.

· Failed to provide evidence of required output.


Table 4 – Work Product Scoring Guide – Improving Human Performance

	OUTCOMES

	Key Actions
	Outstanding (3)
	Successful (2)
	Limited (1)
	Blank or 
Off Topic (0)

	· KA 10.  Evaluates results against organizational goals
	· Provided evidence that the human performance improvement intervention/solution substantially improved performance.

· Included monitoring of downstream factors, other factors potentially impacted by the project, and/or ongoing performance in the measurement plan even if the project was not fully complete.
· Used data to modify or adapt approach or interventions/solutions while maintaining a successful balance between client needs and intervention/solution integrity even if the project was not fully complete.

· Provided evidence of a sustainability plan such as an ongoing data collection process and a communication plan that supports business objectives even if the project was not fully complete. 
	· Established direct alignment between the measures used and the intended goals of the project.
· Provided evidence of a sustainability plan.

· Showed evidence of the projected/expected outcome, even if the project was not fully complete.
	· Failed to tie measurement to the goals of the project or accounted for activity, not results.

· Inappropriately matched evaluation tools to the objectives to be measured.

· Provided vague evaluation plan or incompletely described the measures.
· Showed no reference or further reference to organizational goals, even if the project was not fully complete.
	· Provided no response.

· Provided response that failed to address outcomes.

· Failed to provide evidence of outcomes.


Section 3: Work Product Application Forms/Master Templates – Improving Human Performance

Supplies:

Two  folders:

· - 1 letter size expandable folder 

· - 1 letter size file folder
Folder labels
Folder Labeling Instructions:

[image: image3.wmf]Each folder should be tagged with a label containing the following information, formatted in the following manner, and placed in the upper right hand corner of each file folder
	CPLP® Work Product
	Form A, B, WP or Form C, D, E

	ASTD Member Number or ID Number
	Improving Human Performance


AOE 3:  Improving Human Performance
Work Product Submission Package Application Forms

Improving Human Performance – Form A Instructions

Form A: Part 1A – Project Description
On the following page entitled, Form A. Work Product Submission Form for Improving Human Performance, Part 1A – Project Description, describe your project.  Your description should include the following elements….

· A description of your single human performance improvement project. To include a description of your:
· presenting issue
· project goal(s)
· overall approach
· scope of project 
· client and stakeholder(s) description. 
Form A: Part 1B – Problem Statement
On the following page entitled, Form A. Work Product Submission Form for Improving Human Performance, Part 1 B – Problem Statement, write your problem statement.
Form A: Part 2 – Project Context

On the page entitled Form A. Work Product Submission Form for Improving Human Performance, Part 2 – Project Context, give some additional background about your project. Your write up should include the following elements….

· A description of your role in the project.  If it was a group effort, be sure to include some specifics as to what your role was versus the role of the other contributors. 

· A description of any circumstances or challenges that you may have encountered that may have impacted your approach or success. Explain what these impacts were and how you addressed them.

Form A: Part 3 – Work Product Map

On the page entitled Form A. Work Product Submission Form for Improving Human Performance, Part 3 – Work Product Map, indicate the location of where your Work Product addresses the required key elements. Follow the instructions on the top of the form. 
Enter your information into the space provided on the corresponding forms.



	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form A

	ASTD CI CPLP® Work Product Application
Form A. Work Product Submission Form – Improving Human Performance

PART 1A – PROJECT DESCRIPTION

Response Format:  Font type and size – Arial 11; Word Count – 500; Single Space

	

	ASTD CI CPLP® Work Product Application
Form A. Work Product Submission Form – Improving Human Performance

PART 1B – PROBLEM STATEMENT

Response Format:  Font type and size – Arial 11; Word Count – 500; Single Space

	

	ASTD CI CPLP® Work Product Application
Form A. Work Product Submission Form – Improving Human Performance

PART 2 – PROJECT CONTEXT

Response Format:  Font type and size – Arial 11; Word Count – 500; Single Space

	

	ASTD CI CPLP® Work Product Application
Form A. Work Product Submission Form – Improving Human Performance

PART 3 – WORK PRODUCT MAP

As part of the requirements, you must show how you fulfilled the following elements: project relationships, planning, output, and outcomes. In the following table, provide the reference information, using the name of the document and the page number(s)/paragraph references as appropriate to indicate the location of where your Work Product addresses these requirements. Scorers will use this map to locate evidence of your competence in each area. 

Note: the information listed in this document must refer to evidence contained in your actual work product sample.  Information from any other source (i.e. Forms A Part 1, 2 or Forms B) should not be listed in this area
Response Format:  Font type and size – Arial 10

	Project Relationships
	

	Required Essential Elements
	Location in Portfolio

	1.
Identify client-stakeholder needs.
	     

	2.
Seek agreement on desired results.
	     

	3.
Build and sustain client relationships.
	     

	4.
Use feedback skills to provide timely information to affected individuals and groups.
	     

	
	

	PLanning

	Required Essential Elements
	Location in Portfolio 

	5.
Gather pertinent data through use of accepted research methods or data-gathering techniques.
	     

	6.
Show methodology used to analyze a system or sub-system and apply results to human performance improvement.
	     

	7.
Identify the conditions that affect performance.
	     

	8.
Identify the positive or negative causes of gaps. 
	     

	
	

	OUTPUT

	Required Essential Elements
	Location in Portfolio

	9.
Select appropriate human performance improvement solutions that address the root cause(s) of performance gaps of the system, sub-system, or super-system.
	     

	10.
Outlines the implementation.
	     

	11.
Monitor HP solutions as they are being implemented.
	     

	
	

	Outcomes

	Required Essential Elements
	Location in Portfolio

	12.
Evaluate results against organization goals and client needs.
	     

	13.
Assess how well the results of the human performance improvement solution match intentions and result in change.
	     




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form B

	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
Directions: Answer all of the following questions. Confine each response to the space provided.
Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space

	PROJECT RELATIONSHIPS

	1. Explain how you developed credibility and trust with the people impacted by your project.
Identify the location within your work product sample of evidence that supports your response.

	

	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
PROJECT RELATIONSHIPS

Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space

	2. Explain how organizational culture or politics had an impact on your project and how you addressed the situation.
Identify the location within your work product sample of evidence that supports your response.

	

	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
PROJECT RELATIONSHIPS
Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space

	3. Describe the steps you took to increase readiness for the intervention/solution and engagement for the implementation.
Identify the location within your work product sample of evidence that supports your response.

	




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form B

	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
PLANNING
Response Format:  Font type and size – Arial 11; Word Count – 350;  Single Space

	4. Explain the process for determining which systems, systems elements or components to use as part of your data collection.
Identify the location within your work product sample of evidence that supports your response.

	


	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance

OUTPUT
Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space

	5. Describe your rationale for your proposed intervention/solution.
Identify the location within your work product sample of evidence that supports your response.

	

	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
OUTPUT

Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space

	6. During implementation, what challenges (e.g., conflicting priorities, or lack of resources, or ambiguity) did you encounter and how did you overcome them?
Identify the location within your work product sample of evidence that supports your response.

	


	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance

OUTPUT

Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space.

	7. Explain how the results of the IHP intervention/solution supported the organization’s goals and the client’s needs.
Identify the location within your work product sample of evidence that supports your response.

	


	ASTD CI CPLP® Work Product Application

Form B. Work Product Essays – Improving Human Performance
OUTCOMES
Response Format:  Font type and size – Arial 11; Word Count – 350; Single Space.

	8. How did you measure the success of your IHP intervention/solution?  What was your rationale for using that approach?
Identify the location within your work product sample of evidence that supports your response.

	




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product


	ASTD CI CPLP® Work Product Application – Improving Human Performance

Instructions – Identification Information and Release Forms

In addition to Forms A and B (previously described), your completed Work Product application must contain the following additional forms or materials. 

· Form C: Identification and Contact Information

· includes your identifying information (name, ASTD Member number, and contact information)

· Form D (Part 1 and 2): Work Product Release Documents
· confirms that the materials you submit are your own work

· grants ASTD CI permission to evaluate the materials you submit

· provides release documentation for the collaborators on the learning project 

· more than one copy of this form may be submitted.
· Form E: Work Product Checklist and Confirmation Document
· Confirms that your submission is complete and that you are aware of the consequences if it is not.




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form C

	ASTD CI CPLP® Work Product Application—Improving Human Performance

Form C. Identification and Contact Information

	1.
Name:
	     

	2.
Address:
	     

	
City/State/Country/Postal Code:
	     

	3.
ASTD Member Number or ID:
	     

	4.
Daytime Phone Number:
	     

	5.
Email Address:
	     

	Are the address and email address the same as the ones you used to register for the knowledge test?

	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	ASTD CI is considering publishing sample work products in the future. If you are successful with your work product may ASTD CI contact you in the future to ask for the release of your work product?

	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 





	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form D – Part 1

	ASTD CI CPLP® Work Product Application—Improving Human Performance

Form D. Work Product Release Document

I confirm that the recorded, electronic, and/or printed Work Products included in this application (the “Materials”) are my own work. By signing this release I grant the ASTD Certification Institute (ASTD CI) permission to use my Materials for use in evaluation for the certification program and other related purposes. I also release, discharge, and agree to hold harmless ASTD CI from and against any and all liability to me or any third parties resulting from ASTD CI’s use of my name and Materials for purposes of evaluation. 

I understand that the Materials will not be returned to me. I hereby grant ASTD CI permission to use for educational and research purposes the Work Product in which I appear as a presenter (in the case of a recorded submission) or for which I am the author (in the case of printed material). I verify that all who appear in the recording or who are named in the printed material have signed the release below.

	ASTD CI CPLP® Candidate Name (Printed):
	     

	ASTD CI CPLP® Candidate Signature: 
	     

	Date: 
	     

 FORMTEXT 

	




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form D – Part 2

	The following form must be signed by an authorized representative of the company/organization sponsoring the work product project indicating their approval of the release of the materials. 

	Work Product Release Form 

I hereby grant ASTD CI permission to use in evaluation for the certification program and other related purposes the materials in this work product, submitted by:
_____________________________________      on       ____________________________

name of ASTD CI CPLP® Candidate, Please Print                    Date



	Signature of Authorized Representative:
	
	

	Title:
	
	

	Date:
	
	




	ASTD Member Number or ID:
AOE 3: Improving Human Performance
CPLP® Work Product
Form E


Work Product Checklist and Confirmation Document
	Packaging Guidelines
	Item
	

	Folder #1: 

Letter Size Expandable Folder


	Form A: Project Background and Mapping Forms:

· Part 1 - Project Description, 

· Part 2 - Project Context

· Part 3 - Work Product Map 
	 FORMCHECKBOX 


	
	Form B: Essay Question Response Forms (8 questions)
	 FORMCHECKBOX 


	
	IHP Project Sample:

· Portfolio
	 FORMCHECKBOX 


	Folder #2: 

Letter Size File Folder


	Form C: Identification and Contact Information Forms
	 FORMCHECKBOX 


	
	Form D: Release Forms

· Part 1 – Candidate 
· Part 2 – Sponsor
	 FORMCHECKBOX 


	
	Form E: Work Product Checklist and Confirmation Document
	 FORMCHECKBOX 



By signing this document I confirm that my submission is complete and includes all required deliverables and all completed forms, templates, and signed permission/release documents as outlined in the candidate bulletin and indicated on the checklist above.

I understand that my failure to submit a complete work product package will result in the Disqualification* of my work product from the scoring process. 
	ASTD CI CPLP® Candidate Name (Printed):
	     

	ASTD CI CPLP® Candidate Signature: 
	     

	Date: 
	     

 FORMTEXT 

	


* Note:  for information regarding policies and procedures for disqualified submissions candidates should refer to Chapter 11 – Section 2 of the Candidate Bulletin on the ASTD CI website at: www.astd.org/cplpbulletin.
Folder #1: Expandable


Folder





Folder #2: File Folder
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