Brief Guide for Use of Assessment and Technical Assistance Reports
The 10 Key Component assessment results can be used for many purposes, including 1)
improvement of program structure and practices for better participant outcomes (the primary
purpose), 2) grant applications to demonstrate program needs or illustrate the program’s
capabilities, and 3) requesting resources from boards of county commissioners or other local
groups.
When you receive the results:
 Distribute copies of the report to all members of your team, advisory group, and other
key individuals involved with your program.
 Set up a meeting with your team and steering committee to discuss the report’s findings
and recommendations. Ask all members of the group to read the report prior to the
meeting and bring ideas and questions. Identify who will facilitate the meeting (bring
in a person from outside the core group if all group members would like to be actively
involved in the discussion).
 During the meeting(s), review each recommendation, discuss any questions that arise
from the group, and summarize the discussion, any decisions, and next steps. You can
use the format below or develop your own:
Format for reviewing recommendations:
Recommendation: Copy the recommendations from the electronic version of report and provide
to the group.
Responsible individual, group, or agency: Identify who is the focus of the recommendation, and
who has the authority to make related changes.
Response to recommendation: Describe the status of action related to the recommendation (some
changes or decisions may already have been made). Indicate the following:
 1. This recommendation will be accepted. (see next steps below)
 2. Part of this recommendation can be accepted (see next steps below and indicate
here which parts are not feasible or desirable, and why)
 3. This recommendation cannot be accepted. Describe barriers to making related
changes (at a future time point, these barriers may no longer exist) or reason why the
recommendation is not desirable or would have other negative impacts on the
program overall.
Next steps: Identify which tasks have been assigned, to whom, and by what date they will be
accomplished or progress reviewed. Assign tasks only to a person who is present. If the
appropriate person is not present or not yet identified (because the task falls to an agency or to
the community, for example), identify who from the group will take on the task of identifying
and contacting the appropriate person.



Person: (Name)
Task: (make sure tasks are specific, measurable, and attainable)




Deadline or review date: (e.g., June 10th) The dates for some tasks should be soon
(next month, next 6-months, etc.); others (for longer-term goals for example) may
be further in the future.
Who will review: (e.g., advisory board will review progress at their next meeting)

 Contact your evaluator after your meeting(s) to discuss any questions that the team has
raised and not answered internally, or if you have requests for other resources or
information.
 Contact your evaluator if you would like to hold an additional conference call with or
presentation to any key groups related to the study findings.
 Request technical assistance or training as needed from NCJFCJ, NADCP/NDCI or
other appropriate groups.
 Add task deadlines to the agendas of future steering committee meetings, to ensure
they will be reviewed, or select a date for a follow-up review (in 3 or 6 months, for
example), to discuss progress and challenges, and to establish new next steps, task lists,
and review dates.

