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	Policy

Why we do it
	Procedure

How we do it

	Inclement Weather


	x
	X

	Customer Flow (step by step

	
	X
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	X

	Décor
	X
	

	Resource Room 
	X
	X

	Orientation
	
	X
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C. Tools

1. Planning Forms

· Service Map questionnaire
· Training questionnaire

· Furnishing questionnaire

· Technology questionnaire

2. Spreadsheets

· Service mapping

· Technology Summary

· Budget

3. Center Forms

· Initial Registration

· Detailed Intake

· Evaluation

4. Scripts

· Greeting

· Orientation

D. Glossary of Terms

A. Introduction

B. Narrative

C. Executive Summary

D. Timeline Milestones

II. Planning Documents (references, forms and spreadsheets in the appendix)

A. Business Plan

1. Market analysis

2. Need

3. Product/Services

4. Deliver

B. Service Integration Plan

1. Functions

2. Teams

3. Customer Flow

C. Training Plan

1. Existing Training Inventory

2. needs analysis

3. Available training

4. training to be developed

5. implantation and timeline

D. Finance Plan and Budget

1. Process

2. Resource Sharing

3. Cost Allocation

E. Facilities

1. Needs

2. Layout

3. Sources

4. Moving

F. Marketing

1. Promotion (lead generation)

2. Publicity (branding)

G. Communication & Technology

1. Needs

2. Specifications

3. Services

4. Providers

5. Installation and implantation

H. Agreements

1. Who’s involved

2. Development

3. Timing

4. Approval

III. Agreements

A. Joint Partner MOU

B. Partner Commitment Agreements

C. Resource Sharing Agreement

D. Cost Allocation Plan

Appendices

E. Graphics

Customer Flow

F. Policies and procedures
Inclement Weather Policy and Procedure
Customer Flow (step by step)  Procedure
Front desk and reception

Greeting referrals  prcedure

Décor policy

Resource Room Policy and Procedure

Orientation Procedure

Safety Policy and Procedure
G. Tools

Planning Forms

1. Service Map questionnaire

2. Training questionnaire

3. Furnishing questionnaire

4. Technology questionnaire

Spreadsheets

5. Service mapping

6. Technology Summary

7. Budget

Center Forms

8. Initial Registration

9. Detailed Intake

10. Evaluation

11. Scripts

12. Greeting

13. Orientation

H. Glossary of Terms

� EMBED Word.Picture.8  ���








108 N. Jefferson St., Suite 809 Roanoke, VA 24016 
540-767-6149 540-767-6084 fax  www.westernvaworkforce.com
Master TOC.doc
6
12/12/2008

[image: image2.wmf] 

_1154516001.doc
[image: image1.png]IIIIIIII

NNNNNNN







