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Toolkit Development 
is ool i as e elo e ro g a olla orati e e or e een O an e O io a e
ni ersi College of P li eal Cen er for P li eal Pra ti e CP P i f n ing fro C C

CP P ra e e ool i a er on ting an en iron en al s an of e isting or for e e elo en
lan lanning reso r es re ie ing e a le s a e agen lans an on ting fo s

gro s an fee a onferen e alls i isor ea e ers e e elo en ro ess
nfol e in o ases an in l e e follo ing s e s

Phase 1: Environmental Scan and Toolkit Outline
CP P on e an initial en iron en al s an o i entif an ga er e isting lans an
reso r es n a ition CP P e elo e an e lo e an online s r e o e isor ea
o ga er fee a on rren an anti i a e allenges asso ia e i reating a lan

i e a le lans a arti i an s i enti e ro g e en iron en al s an ere
for ar e o e isor ea for re ie isor ea e ers ro i e
fee a on e lans ia e inar s aring a e li e a e o l ange an a
as issing fro e lans e re ie e

CP P s arize an anal ze all in s fro e en iron en al s an s r e an e inar
an se e infor ation o rea e e rs ra of a ool i o line e ra o line as
s are i isor ea e ers for re ie ee a as en in or ora e in o e
nal ool i o line

Phase 2: Toolkit Development
CP P re are a ra of e lan ool i sing e o line rea e in P ase an e
e isting O ali ro e en Plan ool i for g i an e

CP P an O o os e a onferen e all i isor ea e ers o re ie an
ga er fee a on e ra ool i e ea a e re isions an on e a se on re ie
ia e ail

CP P s arize all fee a an re ise e ool i a or ingl

e o le e ool i as s i e o O as e nal eli era le for P ase
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How to Use This Toolkit
el o e o e O or for e e elo en Plan ool i l o g ri aril e elo e for

s a e an erri orial eal agen ies e follo ing infor ation an reso r es ill also ro e el f l
o lo al an ri al eal agen ies is ool i ser es o r oses

Develop an Agency-Wide WFD Plan e ool i is esigne for agen ies a all s ages of
lan re aration gen ies a are s s arting e ro ess a n i sef l o re ie all
ool i se tions in e ile agen ies a are f r er along ig se e ool i se tions as a
e lis gen ies are en o rage o a a an s o ize e g i an e ro i e in is ool i

o ee e arti lar nee s of eir organizations

Facilitate Preparation for Accreditation through the Public Health Accreditation Board (PHAB): 
or agen ies in eres e in a l ing for P a re i ation is ool i a resses e o en ation
re ire en for eas re or for e e elo en s ra egies an s or s e
a o lis en of eas re Professional an areer e elo en for all s a ll
referen es o e P an ar s an eas res in is ool i are ase on ersion

ro g o e ool i e a e no e ere P ro i es g i an e on a arti lar ele en
of e lan n e tion e ng ar e e a e no e ere o er P eas res align
i e lan re ire en o e er onl P an e er ine e er a lan ill
ee e o en ation re ire en for P eas re

The toolkit is divided into 10 sections: 

e e s in e or for e e elo en Plan Pro ess

e ng ar e

Co e en ies

ee s ssess en

Co ni ation an ra ing le en ation

al ation an oni oring

or for e e elo en Plan le en s

a le or for e e elo en Plans an e la e

itional eso r es

eferen es

e en of ea se tion lin s o rela e ools an reso r es are ro i e

Important Note: o i s s as re r i en an re ention or for e i ersi e lo ee
erfor an e re ie s an s ession lanning ile i or an onsi erations for roa or for e
lanning e or s are no i in e s o e of is ool i

www.astho.org
http://www.phaboard.org/
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 SECTION I
Key Steps in the WFD Plan Process

ile ere is no s an ar a roa o ra ing an agen lan ere are so e e s e s in
e ro ess e follo ing a le lis s e e s e s an asso ia e ool i se tions ere lin s o

a itional reso r es a e fo n e s e s are n ere elo for ease a o r
on rren l or i erati el e s a are s a e a ress a s e i o en ation re ire en
asso ia e i P eas re ile o ni ation is no s e i all lis e elo i is a
riti al onsi eration ro g o e entire ro ess itionall ere a e s e s a re ire
lea ers i re ie an a ro al e g organizational o e en ies nee s assess en an e

lan is s e onsi ere as ar of e o erall ro ess an ti eline or agen ies a
o no rren l a e a lan allo a leas on s for e elo en

TABLE 1: Key Steps In WFD Plan Process

STEP TOOLKIT SECTION 
KEY TOOL OR RESOURCES

1. Identify a Lead: entif a s a e er o lea e initiati e ile
o leting e or asso ia e i riting e lan is no e sole
res onsi ili of a single in i i al e lea is res onsi le for
anaging e riting ro ess o erall f o are rs ing a re i ation
e lea s o l a e a asi n ers an ing of P an ar s an
eas res n an agen ies lea res onsi ilities for e or s fall
i in e an reso r es e ar en

Section II: Getting Started

a le ire or o
es ri tion O an O io

2. Garner Leadership Support: in a lea er i in e agen o ill
a ion e or s e lan s s ess an ore i or an l i s

i le en ation is e en en on e s or of agen lea ers i
an s er isors or anagers

Section II: Getting Started

3. Create a WFD Team: sse le a ea of in i i als o el ri e
e lan ea e ers s o l re resen e agen a ross i isions

an rogra s

Section II: Getting Started

a le ea ar ers
O io an Oregon

4. Conduct an Environmental Scan/Gap Analysis: e ne e agen s
rren s a e rela e o e or s an f re esire s a e an

i entif e e s e s a ill a e e agen fro one o e o er
is anal sis also el s re eal e isting initiati es a a e

o rring as ell as reso r es a are resen in o e s i in e
organization a o l e s essf ll le erage a ross e agen

Section II: Getting Started

a anal sis e la e P
an ar s an eas res

5. Establish Organizational Competencies: entif an a o a se
or se s of o e en ies a ill g i e e or s ese
o e en ies ill e in or ora e in o e lo ee o es ri tions
ro i e e asis for raining nee s assess en s e lin e o raining

o erings an e a resse as ar of e e lo ee ann al
erfor an e re ie ro ess

Section III: Competencies 

in s o o e en se s
sa le o e en fra e or s

inneso a e a s ire
o a

Continued on page 5
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TABLE 1: Key Steps In WFD Plan Process — Continued from page 4

STEP TOOLKIT SECTION 
KEY TOOL OR RESOURCES

6. Conduct Training Needs Assessment: entif ga s in no le ge
s ills an a ilities a ong s a raining nee s assess en s o l
e ase on e organization s a o e o e en se s an a or

ga s s o l e a resse ro g e lan s raining an
rri l s e le Consi er assessing no onl organizational an

ore o e en ies also is i line s e i o e en ies in an
e or o i entif nee s relati e o e lo ees s e i ositions or
roles

Section IV: Needs Assessment

P li eal o n ation nee s
assess en ool O raining
nee s assess en en iron en al
s an re or

7. Write the Plan: Consi er re ie ing e a le lans ro i e in
is ool i in a an e ere is also a lan e la e a as
een se se eral s a e an lo al li eal agen ies lti le

in i i als ill a e a role in e elo ing e lan o e er e a al
riting a e e res onsi ili of one in i i al or a s are

res onsi ili f s are one erson s o l e arge i nal
re ie e i s o ens re e lan as one oi e

Section VII: WFD Plan Elements; 
Section VIII: Sample WFD Plans 
and Template

raining reso r es lan
e la e an ser g i e a le

lans lori a inneso a
e or O io Oregon o e
slan

8. Implement and Monitor the Plan: s a lis a ro ess for ra ing
e lo ee raining ra ing an e e res onsi ili of e in i i al
e lo ee i e ra ing e anis e g s rea s ee a ess
a a ase e lo ee le or learning anage en s s e resi ing
i in in i i al i isions or en ralize in an reso r es

Section V: Communication and 
Tracking Implementation

i elines for ra ing o e
slan

9. Evaluate and Update the Plan: al a e e i a of o r raining
e or s e ie e lan ann all an a e as ne essar

Section VI: Evaluation and  
Monitoring

ir a ri o el a le
o rse e al ation e la e

www.astho.org
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 SECTION II
Getting Started

is se tion a resses i e s a agen ies a an o onsi er efore riting a lan in l ing
e i or an e of a learning l re lea ers i s or organizational s r re an an

o er ie of P an ar s an eas res rela e o es a lis ing a lan

Importance of Workforce Development
i s si les le el a o e en a a le or for e is a e en er of an s essf l organization

n es en in raining an e elo en of e or for e an iel lti le ene s for o e
e lo ee an e organization ese ene s a in l e are no li i e o e an e s a
no le ge s ills an a ilities i ro e ali of ro s an ser i es en an e in i i al an
organizational erfor an e in rease e lo ee satisfa tion re ention ra es an o i en o
e organization e an e a ili for e organization o a a o ange an ee ene en

s reng o s or s ession

“The Association of State and Territorial Health Officials (ASTHO) recognizes that a skilled state  
public health workforce is essential for protecting and improving the health and wellness of the  
public and responding to major health threats. The public health community must improve its ability 
to assess the needs of the current public health workforce, communicate the value of the public  
health workforce, and equip future public health leaders with the skills necessary to carry out essential 
public health responsibilities and respond to the changing landscape of the U.S. public health system.” 

– er fro O s or for e e elo en Position a e en 1

n e earl s e Core P li eal n tions eering Co i ee re ognize as an
ssential P li eal er i e ss re a Co e en or for e o in l e assessing e li
eal an ersonal eal are or for e ain aining li eal or for e s an ar s an

ontin ing e ation an lifelong learning 2 itionall e ra itional s ill se a li eal
ra titioners nee is anging n a re en arti le lis e in The Journal of Public Health Management 

and Practice a ors es ri e e allenges an n er ain s a e an lo al li eal agen ies
fa e rela e o ge s retire en s a rition i le en ation of e or a le Care an
agen a re i ation e a ors go on o s are a ese allenges an n er ainties re ire

li eal ra titioners o e ell erse no onl in is i line s e i o e en ies also
in a ne se of s s e s ase s ills 3 arti le in e American Journal of Preventive Medicine
s or e is s s e s ase a roa o e ne li eal s ill se es ri ing e nee for

li eal ra titioners o e e ti el lin ra itional li eal a ti ities an infor ation i
lini al ser i es an a ti ities Pen ing retire en s are en o raging raining an e elo en of
e rren an f re or for e or ing o e os re en O Pro le of a e P li eal
ol e nearl er en of rren s a e eal agen e lo ees ill e eligi le o retire in

e insti tional no le ge an e ertise of e en ing retirees s e a re an ne
an e isting s a s e re are o ser e in i eren e an e roles

www.astho.org
http://www.astho.org/Policy-and-Position-Statements/Workforce-Development/
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“Effective Public Health action requires an adequately staffed, highly skilled, 
diverse and interdisciplinary workforce… The need to provide existing public 
health workers with career development opportunities to improve and  
advance specific job-related skills is clear.”   

C O O P C 6

What is a Learning Culture?
One o erar ing goal of a li eal agen s o l e o rea e or en an e a learning l re
C l re is e ne as a a of in ing e a ing or or ing a e is s in a la e or organization n
a learning l re e a isition of no le ge an s ills is s or e as e s of e organization s
en iron en a en o rage s rfa ing noti ing ga ering s aring an a l ing ne no le ge

is e of learning oes no si l a e la e in a for al lassroo se ng also o rs
ro g a ti ities s as en oring s a o ing oa ing s a eetings ro e or an
rofessional ne or ing learning l re is so e ing o i an agen as ires an a lan

s or s is en ea or e lan oes no rea e is learning l re ro i es g i an e
for one riti al ele en e lo ee a ess o lifelong learning reso r es an rele an raining an
e elo en o or nities a il e o e en an a a i of e agen s or for e

elo are e a tions a a e fro e anager s ole in Creating a earning C l re a agen ies
a onsi er as e en an e eir organizations ea ers i s or in ese e or s ill in rease
e li eli oo of ange

s a lis a lear i re of e l re o are r ing o lti a e a oes a learning
l re loo li e in o r organization

n ers an e ene s of e ange e ne e e e ene s in i i all an
organizationall so a o ill no i en o see i

Co ni a e i o ers an s are e ision

o el e ne e a ior an n s or ers an in en ers an a e e o el e
sa e e a ior

egin o e e o ers o o el e ne e a ior en o rage s a s or s essf l
ange an re ognize rogress

o e a ere is ire align en of e learning l re rin i les es ri e a o e i ose
of ali i ro e en o ering all e lo ees o i entif ga s in ali or ser i e an
s orting in i i als an ea s o a on sol tions s or s an en o rages self e elo en
an i ro es e agen o erall ro g for al an infor al ali e or s e lo ees learn
ore a o e ro esses an f n tions of eir organizations a e sa e ti e e e elo an
ra ti e ne s ills an e o e ongoing sers an a o a es of ali i ro e en ali e or s
e an riti al in ing gen ies s o l loo for o or nities o le erage onne tions e een
ali an learning l re e elo en

e i is i line iel oo an e i is i line e r an Pra ti e of a earning Organization
o Pe er enge are o reso r es for agen ies loo ing for s ra egies an ools o il or

en an e a learning organization

www.astho.org
http://www.astd.org/Publications/Newsletters/ASTD-Links/ASTD-Links-Articles/2014/03/Manager-Role-in-Creating-a-Learning-Culture
http://www.amazon.com/The-Fifth-Discipline-Fieldbook-Organization/dp/0385472560
http://www.amazon.com/The-Fifth-Discipline-Practice-Organization/dp/0385517254/ref=pd_bxgy_b_text_y
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Leadership Support
ea ers i s or is riti al o e s ess of agen e or s e infras r re nee e o
s or oli ies raining ge s e lo ee erfor an e re ie s an o re ensi e nee s
assess en s are nli el o e o e ar of an agen s s an ar a of oing siness i o
lea ers i s or

“Nothing speaks clearer to employees than their leader’s behavior. Staff will 
have the same level of enthusiasm for training and learning as their leader 
shows. Spend plenty of effort to engage your leaders to support, showcase, 
and inform staff about the organization’s workforce development plan.” 

- O O P O

e follo ing ti s fro s a e li eal e ar en s a el an agen il lea ers i
s or for e or s

ee lea ers i infor e of e or s o ni a e learl on isel an o en

Pro i e sti ation for sing infor ation ro i e in e s se tions a o e
e g or an e of or for e e elo en se agen s e i e a les ere ossi le

es ri e o e or s s or e agen s ission an s ra egi initiati es e ssential
P li eal er i es an P a re i ation

in a a ion o si e e agen e g e ire or of ano er s a e eal agen o a
in en e agen lea ers i Or n a res e e a ion i in e agen an as for is or
er s or

oo for s or fro national an s a e rofessional asso iations e a e a le o s are
sti ations e erien es or re o en a ions fro eer organizations o assis in e
ase for e or s

n o rage s a o al i s er isors efore an a er learning o or nities o ens re a
no le ge a ire is o a li a le an a lie a ing e re rn on in es en ore
o io s

Pilo es initiati es on a s all s ale an re or s esses a o lea ers i as a a o
garner s or for s s e i e i le en ation

se anti ati e eas res for sti ation ene er ossi le

al a e e or s o ro i e a a a an a e a ase for ontin e s or

Plan o o ee e or s ali e ring ti es of lea ers i ransition

www.astho.org
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Organizational Environment
an as e s of e organizational en iron en a i a initiati es resenting

o or nities or allenges e a le elo ro i es se eral o i s an asso ia e estions a
agen ies a an o onsi er ring e lanning or e elo en ro ess ese iss es a
also e onsi ere as an agen on s i s ga anal sis ere are o er fa ors a o l
in en e e or s so agen ies s o l oro g l onsi er a a lies o eir si ations an
lan a or ingl

TABLE 2: Organizational Environment Considerations

is or

a is e is or of in e organization
a as een one alrea or rie efore
a is feasi le ase on as e erien es
a e lessons o o nee o re e er o ing for ar

oes e agen a e ele en s of a lan s as assess en a a or a
raining lan in ar s no all of e organization

a e o ernan e

re ere s a e go ern en al s s e an a es re ire en s or res ri tions a
o l a e o r lan
oes e s a e as a ole a e a lan
ere is ere align en e een agen initiati es an go erning enti initiati es
a in er e ar en al reso r es an o le erage in o r lan ro ess
a es ra ti es an o ga er fro o er s a e agen ies

re ere raining re ire en s for all s a e e lo ees
o an e s a e li eal s s e ene fro li eal s e or s

Poli ies

a e isting agen oli ies o l i a in one a or ano er
oes e agen a e a ition rei rse en oli or a release ti e oli
re rela e oli ies onsis en a ross e organization or o e a l onl
o s e i o lassi ations

a or r re

s e or for e nionize in ole or ar
a li i ations e is in er s of a an or anno e one for seg en s of

e or for e
o ig li i ations resen o or nities o ar ner se e er ene
ollars or a e a an age of o on in eres s
oes e agen a e a nion re resen ati e o s o l e in l e en
lanning is initiati e

eri s e s
s e agen o n s a e ire e eri s s e s f so

o oes is in en e a e agen is a le o o
o an e agen or i in e on nes of is res ri tion

Progra ati an
geting

Consi erations

re ere s a e or rogra ati ge res ri tions a li i ollars or ti e
e o e o raining ra el erti ations li ens res or ann al es or fees
oes e agen s s a e go ern en a e f n s o s or s a raining an
ontin ing e ation

o ig f n ing e le erage ro g gran s o s or agen raining
e or s
Can s a raining e in l e in gran a li ations
o ig o a a if gran s a s or raining en

lo ee
Perfor an e

o o es ri tions re e e e ations for rofessional e elo en
o e lo ee erfor an e re ie s or lans re ire s a o i entif rofessional
e elo en goals
f so o an a e e ation e tie in o e lan
f no o an ese e e ations e il in o ese ro esses

www.astho.org
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PHAB Standards and Measures
P o ain ersion ain ain a Co e en or for e fo ses on e nee for
eal e ar en s o s ra egi all a roa e elo ing a o e en or for e o erfor

li eal ties lan is e o en ation re ire en for eas re an
ere are se eral eas res o si e of o ain a lin o e lan e e lis on
e follo ing age e elo e e O io a e ni ersi College of P li eal Cen er

for P li eal Pra ti e ro i es e s e i re ire en s asso ia e i eas re
an in l es o er rela e eas res o si e of

Additional Tools and Resources

a le ire or o es ri tion O an O io

a le ea C ar ers O io an Oregon

a nal sis e la e

or for e e elo en Plan ool i

www.astho.org
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/SampleWFDDirectorPositionDescriptionASTHO/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/SampleWFDDirectorPositionDescriptionOhio.aspx
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/SampleWFDAdvisoryTeamCharterOhio/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/SampleWFDAdvisoryTeamCharterOregon/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/GapAnalysisTemplate/
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Agency Workforce Development Plan Checklist
e follo ing e lis in l es re ire en s for P eas re ersion s e i all for
e or for e e elo en lan o en ation re ire en O er P eas res a in or ora e

a raining rela e ele en a o a onsi er a ressing i in e or for e e elo en lan
are also lis e ere Please no e a se of is e lis oes no g aran ee P o lian e an
agen ies are s rongl en o rage o re ie e P an ar s an eas res in e en en l

MEASURE DOCUMENTATION REQUIREMENT

e eal e ar en s ro i e a eal e ar en s e i
or for e e elo en lan e lan s

ress e olle ti e a a i an a a ili of e e ar en
or for e an ni s

ress ga s in a a i an a a ilities an in l e s ra egies o
a ress e

e res onsi e o e anging en iron en an in l e onsi eration
of areas ere e e nolog a an es i l s as infor ation
anage en an igi al o ni ation s ien e

e res onsi e o e anging en iron en an in l e onsi eration of
areas ere e el is a an ing for e a le e ergen re are ness
raining eal e i see eas re elo an l ral
o e en e

e lan s in l e

n assess en of rren s a o e en ies agains e a o e ore
o e en ies e g Co n il on in ages Core Co e en ies e lan
a also se s a e e elo e or s e ial fo se se s of o e en ies

e g n rsing li eal re are ness infor ati s an eal e i

raining s e les an a es ri tion of e a erial or o i s o e
a resse in e raining rri la o a ress ga s in s a o e en ies

es ri tion of e arriers in i i ors o e a ie e en of losing ga s
or a ressing f re nee s in a a i an a a ilities an s ra egies o
a ress ose arriers in i i ors

e eal e ar en s o en i le en ation of i s or for e
e elo en s ra egies o e a les

Parti i ation in ersonal rofessional e elo en a ti ities s a of
e e ar en o er an anage en an lea ers i s a o are

a resse elo e eal e ar en s o en s a s
o letion of eir ann al ersonal rofessional e elo en lan

e elo en a ti ities for lea ers i an anage en s a e eal
e ar en s o en e ro ision of e ar en raining an
e elo en rogra s for e ar en lea ers an anagers
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Agency Workforce Development Plan Checklist (continued)

MEASURE DOCUMENTATION REQUIREMENT

Parti i ation of e ar en lea ers an anagers in raining ro i e
o ers o si e of e eal e ar en e eal e ar en s
o en lea ers an or anagers a en an e a a lea ers i an or
anage en e elo en raining Online o rses are a e a le

e eal e ar en s ro i e a s e le for raining or e er ises o
re are ersonnel o ill ser e in a s rge a a i for e a le n i en

Co an s e or ersonal ro e ti e e i en raining is oes
no a e o e e sole fo s of e raining or e er ise s e a
o onen of e raining

Pro isions of raining for s a in la s o s or li eal in er entions
an ra ti e e eal e ar en s o en a e s a are
raine in la s a s or li eal in er entions an ra ti e e
raining agen a is no s e i e an an in l e o general an s e i
as e s of li eal la a s e raine on e s e i as e s of
e la for i e are rogra ati all res onsi le or e a le an

infe tio s isease n rse s o l e raine on e la a a resses
infe tio s isease re orting e or s e o l no e re ire o no
s e i ele en s on li a er la s

a e elo en in erfor an e anage en e eal e ar en
s o en i s s a rofessional e elo en in e area of

erfor an e anage en a ini arge e s a in l es ose
o ill e ire l or ing on erfor an e eas re oni oring an

anal sis an or ser ing on a ali ea a assesses e e ar en s
i le en ation of erfor an e anage en ra ti es an or s s e

e eal e ar en s ro i e a ali i ro e en lan e lan
s a ress

es of ali i ro e en raining a aila le an on e i in e
organization for e a le

e e lo ee orien ation resen ation a erials
n ro or online o rse for all s a

an e raining for lea s a
Contin ing s a raining on
O er raining as nee e osition s e i raining C
i e iolog infe tion on rol e

e eal e ar en s o en s a raining on eal e i an
l ral o e en e in l ing so ial l ral an or ling isti as e s of
oli ies ro esses an rogra s raining a in l e e a ining iases

an re i es e elo ing ross l ral s ills learning a o s e i
o lations al es nor s an ra itions an or learning a o o o
e elo rogra s an a erials for lo li era in i i als or e is all

or earing i aire o en ation s s o e on en of e raining

www.astho.org
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 SECTION III 
Competencies
an e nitions for o e en an e fo n in e li era re e agen s o l agree on a
e nition of o e en a e eginning of e ro e o ens re e er one is gro n e in e sa e
n ers an ing of e er  e s a e of as ing on s eal agen e nes o e en ies as e
eas ra le or o ser a le no le ge s ills a ilities an e a iors s riti al o s essf l o
erfor an e an s ares a oosing e rig o e en ies allo s e lo ers o

Plan o e ill organize an e elo eir or for e

e er ine i o lasses es eir siness nee s

e r i an sele e es e lo ees

anage an rain e lo ees e e ti el

e elo s a o ll f re a an ies

l o g is ool i fo ses on o o e en ies an e se o e elo e or for e i is lear
a o e en ies are also a li a le o o er i or an or for e lanning e or s

One allenging as e of a o ting a o e en se s for an agen is na igating e lti e of
o e en se s a e is for e i e range of rofessions an is i lines a a e e li
eal or for e e Co n il on in ages CO Core Co e en ies for P li eal Professionals

is fre en l i e as e national se of fo n ational ore o e en ies for li eal ra ti e
s a res l e a e een se as e o e en fra e or in so e s a e eal agen ies
o e er e CO o e en ies o no a ress is i line s e i o e en ies in l ing n rsing

en iron en al eal entis r an re are ness an onse en l o er s a es a e es a lis e
eir o n o e en fra e or s ig re s o s a ree le el o e en fra e or a a e

fro Col s P li eal in O io a in or ora es organizational ore an is i line s e i
o e en ies ee ools an eso r es a e en of is se tion for a lis of nationall re ognize
o e en se s se in li eal an sa le s a e o e en fra e or s

FIGURE 1: Sample Three-Level Competency Framework

Organizational

Professional

Core

Organizational
i e o roa o e en ies a li a le o all agen e lo ees
regar less of osition a are onsi ere ini e e ations

o l align i e ission ision an or al es of e agen
e g s o er ser i e ali eal e i ea or an
o ni ation

Core
Core o e en ies a a l o all li eal rofessional s a
e g Co n il on in ages Core Co e en ies for e P li eal
or for e

Professional
Co e en ies asso ia e i rofessional ositions an osition
s e i es ri tions a a l o li ens res an erti ations
re ire for e osition e g li s er isor anager eal
e ation an li eal n rsing

(Figure adapted with permission from Columbus Public Health)
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Tools and Resources

Co n il on in ages Core Co e en ies for P li eal Professionals

a le is i line an o e i Co e en e s

inis rati e or Professionals
Co ni eal or er
Co nselor
ietitian o e is a ress re ires a login for a ess
n iron en al eal
i e iolog
ergen Pre are ness

eal ation
nfor ati s
a ora or e nologis s
ea ers i
P li eal rsing
o ial or
e erinarian

a le Co e en ra e or s

a e of inneso a
e a s ire i ision of P li eal er i es
eneral Co e en i rar a e of o a

www.astho.org
http://www.phf.org/resourcestools/Documents/Core_Competencies_for_Public_Health_Professionals_2014June.pdf
http://www.exec.gov.nl.ca/exec/hrs/learning_and_development/pdf/AdministrativeCompetencyFramework.pdf
http://www.machw.org/documents/CHWInitiative10CHWCoreCompetencies10.17.07.pdf
http://ocdp.ohio.gov/pdfs/RCHPROVIDERHANDBOOK.pdf
http://www.eatrightpro.org/resource/leadership/leadership-development/recruitment-and-retention-resources/recruitment-and-retention
http://stacks.cdc.gov/view/cdc/21798
http://www.cdc.gov/appliedepicompetencies/
http://www.aspph.org/educate/models/public-health-preparedness-response/
http://www.nchec.org/credentialing/docs/nch-mr-tab3-110.htm
http://hr.od.nih.gov/workingatnih/competencies/occupation-specific/2210/default.htm
http://butlerjobs.digitalpmg.com/careerportal/wp-content/hcs/Medical%20Technologist%20-%20revised%207-07.pdf
http://www.heartland-lms.com/leadership-crisis-leadership
http://www.phf.org/resourcestools/Pages/Public_Health_Nursing_Competencies.aspx
http://www.naswdc.org/practice/standards/NAswculturalstandards.pdf
http://aavmc.org/data/files/navmec/navmecmeeting1report.pdf
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/SampleCompetencyFrameworkMinnesota/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-(WFD)-Advisory-Committee/Toolkit/SampleCompetencyFrameworkNewHampshire/
http://publications.iowa.gov/5538/
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 SECTION IV 
Needs Assessment
raining nee s assess en s are esigne o n o er ga s in a or for e s no le ge s ills a ilities
an e a iors ile rioritizing raining e or s e nee s assess en s o l e ase on e
o e en se s a o e e agen ere are lti le a roa es o on ting raining
nee s assess en s in l ing a er ase assess en ools online assess en s fo s gro s
ire o ser ation an e infor an in er ie s is li el a o r osen a roa ill e en

on a arie of fa ors in l ing ti e os an s a ng

n O on e an en iron en al s an of nee s assess en ra ti es in s a e li
eal agen ies ri ar are o es an or ora e sinesses e re o en ations lis e elo

are e res l of a or an e f ll re or see ools an eso r es elo on ains a e aile
es ri tion of ea of ese re o en ations an lin s o sa le assess en ools 12

ssess en e o s are i or an

i for ig res onse ra es

Pilo es o r assess en

a ge in fro all s a le els

Colle anti ati e a a

ssess ga s e een e es a lis e or for e
an ne or for e

al a e or for e s l an e an

eas re i a of e or a le Care

al a e o ni ation arriers

al a e or for e a a i

ssess o e en

“State health agencies must use needs assessments to understand the current capacity and  
knowledge of the public health workforce and identify gaps in training and technical assistance to 
better meet the demands of the changing healthcare climate.” 

– er fro O s en iron en al s an es Pra ti es for e elo ing an e lo ing a
Co e en ase raining ee s ssess en

or agen ies on ting a for al o e en ase raining nee s assess en for e rs
ti e onsi er eginning i an assess en of all s a sing a se of roa organizational le el
o e en ies or ore li eal o e en ies is a roa ill iel a ig le el o osi e
s ar of organizational raining nee s a ross e agen is i line s e i assess en s an
follo Consi er i entif ing an a ressing in i i al e lo ee raining nee s ro g e
e lo ee erfor an e re ie ro ess
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on forge a raining nee s an also e i enti e o si e of for al nee s assess en
ro esses n or er o a e e assess en o le e agen ies a onsi er a itional so r es

of infor ation in l ing

an a e raining re ire en s e g n i en Co an s e

a e li eal s s e assess en res l s e g lea ers i or anage en s ills

a e eal i ro e en lan initiati es e g oli s s e s an en iron en al ange

in ings an ga s i enti e ro g a er a tion re or s e g ro e res for e n lear
fa ilities

e e nolog i le en e i in e agen e g ele roni e i al re or s

re i ation rela e re ire en s e g l ral o e en or ali i ro e en

e oli ies an ro e res ena e e g e lo ee re ie ro ess

erging infe tio s iseases i enti e e g ola

e s a e or fe eral legislation asse e g or a le Care

Tools and Resources

P li eal o n ation Co e en ssess en for P li eal Professionals

O n iron en al an es Pra ti es for e elo ing an e lo ing a Co e en ase
raining ee s ssess en

www.astho.org
http://www.phf.org/resourcestools/Pages/Competency_Assessments_For_Public_Health_Professionals.aspx
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http://www.astho.org/Access/PrimaryCare/Workforce-Needs-Assessment-Environmental-Scan/
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 SECTION V 
Communication and Tracking Implementation

is se tion of e ool i ro i es g i an e for o ni ating o r lan an ti s for ra ing
o r lan s i le en ation

Communication
Ongoing o ni ation is riti al o e s ess of lan e or s Consis en o ni ation
ee s lea ers i s a e ol ers an s a infor e of organizational raining nee s raining an
e elo en reso r es an raining o o es also ee s fron an en er i

s or s in an en an es e agen s learning l re Co ni ation an o r o for all
an infor all an a ltifa e e a roa is en o rage a les in l e

lo ee ne sle er arti les

Presen ations a e e ti e i ision rogra an s a eetings

o ial e ia e g i er a e oo os s an fee s

n rane a es or essages

e ognition of e lo ees o a e re en l o le e raining or e elo en o or nities

ll s a e ail

igns an lletin oar anno n e en s in all a s or rea areas

is riti al a is on e lea ers i agen a f a for al re orting s r re is no in la e re es
a e a e o e e ti e eeting agen as on an agree on s e le e g ar erl
a es o lea ers i a in l e ne nee s assess en n ings e n er of o rses o ere

e n er of e lo ees raine an e al ation s aries is is a grea o or ni o s are
an re rn on in es en or re rn on e e ations eas res if a aila le Co ni ation a ese
eetings s o l e i ire tional i e lea or ea ga ering fee a an infor ation

fro lea ers i a a infor f re e or s

o e P li eal o n ation an C C a e o re ensi e o ni ation lanning ools a
a e sef l for is or e follo ing sa le o ni ation lan e la e a a e fro e

O ali ro e en Plan ool i is a si le e a le

FIGURE 2: Sample Communication Plan Template

Content Timeline Audience Delivery  
Medium

Who’s  
Responsible

raining an
rri l s e le

nn all in
an ar

ll s a lo ee ne sle er
in rane

ea or lea

al ation res l s
n er of o rses
an e lo ees
raine re rn on
in es en

ar erl in
e e er ar
ne an
e e er

e ti e ea One age s ar
an resen ation a
e e ti e ea
eeting

lea
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Tracking Implementation
ra ing raining eli er an arti i ation a e e res onsi ili of a ea a ire or
e an reso r es e ar en or o er enti or in i i al i in e organization es onsi ili

s o l e e er ine earl on in e ro ess an es ri e i in e lan o e agen ies
tilize an in o se learning anage en s s e a anages o rse o erings an arti i an a a

o ere ro g e P li eal o n ation is a national s s e a an e se o i entif
e isting o rses o ere o er entities s or in o se o rse eli er an ra arti i an
a en an e an o letion sing a rans ri fea re o e agen ies si l se a a a ase or el
le o ra o rse eli er an a en an e for in o se o erings are oin a e a li ation

fra e or for o en anage en a also ser e as a sef l ool ra ing s o l also e e
res onsi ili ea e lo ee an is or er s er isor as ar of e e lo ee s ersonnel le

Tools and Resources

Co ni ation Plan ool i s P an C C

i elines for ra ing o e slan

www.astho.org
http://www.phf.org/resourcestools/Pages/Planning_Before_You_Communicate_Tool.aspx
http://www.cdc.gov/nccdphp/dch/resources/DCH_Comm_Roadmap_FINAL-071414.docx
https://www.train.org/DesktopShell.aspx
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/GuidelinesforTrackingRhodeIsland/
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 SECTION VI 
Evaluation and Monitoring 

Evaluation
raining e al ation s o l e on e a o e in i i al an o rse le els an in l e
o o e eas re en s en feasi le eall e al ation o l o r for o rses o ere o
in ernall an e ernal o e agen en ontin ing e ation re i is ro i e an e ernal
re entialing enti e g ational Co ission for eal ation Cre entialing a s e ial
a ention o a itional e al ation re ire en s

o on o el for e al ating e i a of raining is e ir a ri o el is fra e or
i as een ro inen for se eral e a es in l es fo r le els a ere re en l a e o

in l e e al ation onsi erations in e ne orl 13

Level 1 Reaction: To what degree do participants react favorably to the training is in l es
e arti i an s in ol e en in an on ri tions o e learning e erien e an e egree o
i e arti i an s a e e o or ni o a l eir on e o e erien e o e raining

Level 2 Knowledge: To what degree do participants acquire the intended knowledge, skills,  
attitudes, confidence, and commitment based on their participation in a training event? 

Level 3 Behavior: To what degree do participants apply what they learned during training when 
they are back on the job? is le el of e al ation s o l also onsi er e ro esses an s s e s
a reinfor e en o rage an re ar erfor an e of riti al e a iors on e o

Level 4 Results: To what degree do targeted outcomes occur as a result of the training event and 
subsequent reinforcement? is an e a o lis e ro g o ser ations an eas re en s
a s gges riti al e a iors are on ra o rea e a ositi e i a on esire res l s

e ir a ri Par ners e si e on ains an sef l raining e al ation reso r es

n an e or o il a ase for ontin e in es en in agen ies ig onsi er e re rn on
e e ations O a roa o e ons rating e al e of raining e s e s o a ie ing O are
ase on e ir a ri o el for e al ating raining rogra s i e fo r le els se in re erse

o s on e organizational ission ir a ri e el es l s

entif lea ing in i a ors

e ne riti al e a iors ir a ri e el e a ior

e er ine re ire ri ers

esign learning ir a ri e el earning

oni or an a s

www.astho.org
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is a roa an e es e iall sef l en e er ining i s a raining an e elo en
o or nities in i o in es

Monitoring
o r lan i le en ation s o l e oni ore o r ea or o er i enti e lea on
a leas a ar erl asis Perio i e ins ill ens re a i le en ation is o rring as lanne
an a an e erging iss es an e a resse i e ia el e lan s o l e re ie e an

a e in f ll on a leas an ann al asis e ann al re ie e ea s o l

e ie e s a s of goals an o e ti es

Colle an re ie a a regar ing e n er an e of o erings on e ring e as
ear in l ing o al n er of arti i an s an a s ar of e al ation res l s as a ro ria e
f nan ial a a is a aila le onsi er sing i o al la e re rn on in es en

is ss anges in e in ernal or e ernal en iron en a a n o er a nee for raining or
a s i in a roa

Colle an re ie a itional nee s assess en a a as nee e

e e raining an rri l s e le for e o ing ear

is ss o anges ill e o ni a e o lea ers i s a an s a e ol ers

Tools and Resources

e orl ir a ri o el

ir a ri s e rn on e ations

a le e el al ation or

www.astho.org
http://www.kirkpatrickpartners.com/OurPhilosophy/TheKirkpatrickModel/tabid/302/Default.aspx
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 SECTION VII
Workforce Development Plan Elements

is se tion ro i es a sa le o i al o line for an agen lan ese o i s ere i enti e
ro g a re ie of e isting s a e li eal agen lans P a re i ation re ire en s
ersion an nee s e resse e isor ea rief es ri tion of ea of e
ro ose o i s is ro i e elo an a itional infor ation an e fo n in re io s se tions of
is ool i itionall e O io a e ni ersi College of P li eal s Cen er for P li eal

Pra ti e as e elo e a lan e la e an asso ia e ser g i e a in l es an of e
lan ele en s lis e elo e lin o is e la e an e fo n in e tion

Table of Contents
e a le of on en s s o l ire e rea er o e ario s se tions of e lan gen ies a also
oose o in or ora e a signa re or a ro al age i e a le of on en s or else ere i in
e o en as e er ine e ea

Executive Summary
e e e ti e s ar is a one age o er ie of e lan s o l learl an s in l

es ri e e r ose an e ele en s of e lan Consi er riting is as a s an alone o en
a o l e lle fro e lan an s are i s a e ol ers lea ers i ar ners an s a

Introduction
e in ro tion s o l es ri e e r ose of e lan an e agen s o i en o

n l e a es ri tion of e agen s learning l re rren or ision for e f re Consi er
es ri ing e s ra egi ire tion of e agen ere lin ing e lan o e agen s s ra egi
riorities ere a li a le f o are onsi ering a re i ation is is also a goo la e o rie
es ri e o is lan lin s i or s or s o er agen lans s as e ali ro e en
lan an s a e eal i ro e en lan

Description of Workforce
es ri e o o r rren an anti i a e f re or for e n l e e n er an e of

e lo ees eir li enses an erti ations an eir rren a a ilities an a a i nti i a e
f re nee s ase on e s ra egi ire tion of e organization o ing retire en s or anges
in e li eal lan s a e of is infor ation an e o aine fro a an reso r es
e ar en

Needs Assessment Findings (PHAB Documentation Requirement)
es ri e e ore o e en se s a o r agen as a o e n l e a s ar of
o e en ase raining nee s assess en res l s ro i e a lin o or e lo ation of e f ll
re or or in l e e f ll re or in e a en i f a o e en ase raining nee s assess en
as no een on e es ri e lans for on ting e assess en n l e o er i enti e

non o e en rela e nee s as ell
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Goals and Objectives
is se tion of e lan s o l in l e roa goals an o e ti es rela e o i in e agen
is is a goo la e o a re e s e s a ere i enti e as ar of e ga anal sis ile e

goals s o l e roa s a e en s a o e ange o r agen is r ing o a ie e o e ti es
s o l e ri en in for a e i eas rea le tion orien e ealisti an
i e o n o s or lanning an eas ring rogress lso onsi er i entif ing o is

res onsi le for ens ring a e o e ti es are e

Training or Curriculum Schedule and Description of Materials  
(PHAB Documentation Requirement)

e raining an rri l s e le s o l in l e e raining o i asso ia e o e en ies
ti eline for eli er an a es ri tion of an a erials or reso r es se as ar of e raining
rogra o ee e raining an rri l s e le anagea le onsi er an ann al alen ar
a in l es o erings a a ress e organizational le el nee s i enti e ro g e nee s

assess en ro ess o e raining nee s an in i i al s a e er ra ing an e a resse
a leas in ar ro g e e lo ee erfor an e re ie an lanning ro ess o e agen ies
in l e e raining an rri l s e le as an a en i or se ara e o en fro eir
lans for eas ating an s aring in s o ario s raining reso r es are ro i e in ools an
eso r es a e en of is se tion

Consi er in l ing e follo ing as ar of e raining an rri l s e le

raining a a resses ga s i enti e ro g e nee s assess en ro ess for al an infor al

an a e raining e g n i en Co an s e or loo orne a ogen

isting o erings o rring i in i isions or rogra s

a e an national li eal onferen es e g P or O

re i ation rela e raining re ire en s e g ali i ro e en or l ral o e en

Communication Plan
rie es ri e o e lan or raining an rri l s e le ill e s are i lea ers

s a e ol ers ar ners an s a n l e an for al o ni ation lans lso in i a e ere e
lan ill resi e e g e agen in rane e an reso r es e ar en
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Tracking and Monitoring
es ri e o raining ill e ra e i in e agen in l ing a a on o rses o ere an

in i i als raine Pro i e infor ation a o e ra ing e anis e g a lin o e in o se
learning anage en s s e or oin o ere a itional infor ation an e fo n n l e a
es ri tion of o in i i al raining nee s ill e a resse an ra e ro g e e lo ee
erfor an e anage en ro ess as l rie es ri e o an i a fre en e lan
ill e oni ore an a e

Evaluation
es ri e e e o s o ill se o e al a e raining a o e in i i al an o rse le els
n l e an sa le or re ire e al ation e la es if a li a le f an agen as e reso r es
an eans o on O on e o erings es ri e o is ill e a o lis e

Tools and Resources

ational Contin ing ation eso r es

eri an rses sso iation

eri an P li eal sso iation

sso iation of a e an erri orial eal O ials

C C earning Conne tion

e eral ergen anage en gen

P li eal raining Cen er e or

ational sso iation of Co n an Ci eal O ials

ational n iron en al eal sso iation

ational e or of P li eal nsti es

o ie for P li eal ation

earning anage en s e

www.astho.org
http://www.nursingworld.org/MainMenuCategories/CertificationandAccreditation/Continuing-Professional-Development
http://apha.org/professional-development/continuing-education
http://www.astho.org/Blogs/BlogArchive.aspx?cat=Workforce%20and%20Leadership%20Development
http://www.cdc.gov/Learning/
http://training.fema.gov/
https://bhw.hrsa.gov/grants/publichealth
http://www.naccho.org/topics/workforce/
http://www.nehacert.org/moodle/
http://www.nnphi.org/program-areas/leadership-and-workforce-development
http://www.sophe.org/education.cfm
http://www.train.org/
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 SECTION VIII
Sample Workforce Development Plans  
and Template
elo are lin s o o le e lans a s a e an lo al eal agen ies a e agree o s are
e lans in l e a range of s les an on en an an e el f l en an agen is onsi ering an

a roa o riting e lan lso ro i e elo is a lin o a lan e la e an asso ia e
ser g i e a is aligne i P an ar s an eas res ersion

WFD Plan Examples
State Health Agency WFD Plans:

lori a e ar en of eal O io e ar en of eal
e or a e P li eal Co n il* a e of Oregon rella s a e lan
inneso a e ar en of eal * o e slan e ar en of eal

Local Health Agency WFD Plans:

Ci of C i ago*

Col s P li eal O io *

*PHAB-accredited agencies

WFD Plan Template
e Cen er for P li eal Pra ti e a e O io a e ni ersi s College of P li eal

e elo e a Plan e la e an ser i e o s or an a ress a re i ation rela e
o en ation re ire en s asso ia e i an ar gen ies a ross e o n r

in l ing se eral a are a re i e a e se is e la e

 SECTION IX
Additional Resources

e lin s elo in l e a itional reso r es for general or for e lanning e or s

sso iation for alen e elo en

ree anage en i rar

o oo i e o or for e Planning

eal eso r es an er i es inis ration ational Cen er for eal or for e nal sis

in ools

o ie for an eso r e anage en

www.astho.org
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleFlorida/
www.astho.org/Accreditation-and-Performance/Workforce-Development-(WFD)-Advisory-Committee/Toolkit/WFDPlanExampleOhio/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleNewYork/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleOregon/
http://www.astho.org/accreditation-and-performance/accreditation/minnesotta-department-of-health-workforce-development-plan/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleRhodeIsland/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleCityofChicago/
http://www.astho.org/Accreditation-and-Performance/Workforce-Development-%28WFD%29-Advisory-Committee/Toolkit/WFDPlanExampleColumbusPublicHealthOH/
http://cph.osu.edu/practice/workforce-development-plan-template
https://www.td.org/
http://managementhelp.org/
https://www.govloop.com/govloop-guide-to-workforce-planning/
https://bhw.hrsa.gov/national-center-health-workforce-analysis
http://www.mindtools.com/
http://www.shrm.org/pages/default.aspx
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