
 
Worksheets  

 
 

Continuous Improvement Through 
Teamwork, Collaboration and 

Shared Leadership!  



Imagineering… 
 

Department Name: ________________________________ 
 

Describe the desired state of your department 
 
 
Ideally… How would employees go about their work? 
 
 
 
 
 
 
 
 
 
Ideally… What would it look like, sound like, feel like to work in or interact with 
the department? 
 
 
 
 
 
 
 
 
 
Ideally… How would you know if you achieved your ideal state?  What would be 
outcomes or measures? 
 
 
 
 
 
 
 
 
Other ideas of the “desired state” of the department? 
 
 
 
 

Worksheet A 



Consensogram! 
Our Department: __________________________________________________________ 

Directions:  As a team, come to consensus on an overall rating of the “current state” of your 
department.  Circle a number below and then provide some comments to explain the rating. 

 

 

 

 

 

 

 

 

 

 

 

 

Our overall rating of the current state of our department is: _____________.  Explanation- 
please provide some comments below that help explain the rating your team provided. 

 

 

 

 

 

Worksheet B 



Department Leadership 
Team

Support Services - Alignment Process

All Department 
Employees

Input from 
department 

members

Department
Plan on a Page

What's our mission?
What are our goals?

Review and 
consolidate input from 
department members

Create first draft of 
Department

Plan on a Page

Department  members 
review 1st draft of 

Department
Plan on a Page

Department members 
provide final input

Finalize Department 
Plan on a Page using input 
from department members

Support Services Department
Plan on a Page
-Vision (District)

-Mission (Department)
-Values & Beliefs (District)

-Goals (Department)

Department SMART Goals

Action Plans & Process Improvement

Scorecard Measures & Data Display

Employees understand the Department 
Plan on a Page

Employees know and understand the 
Department SMART goals 

Employees know and understand the 
actions to take and how their work 

contributes to the goals

Employees understand how goals are 
measured and how the department (and 

themselves) are performing 
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Department Plan on a Page 
Planning for Employee Input 

 
 
Who will be involved? 
 
 
 
 
 
 
 
 
 
When will the activities take place and input collected? 
 
 
 
 
 
 
 
 
 
How will input be solicited? 
 
 
 
 
 
 
 
 
 
Who will facilitate the process? 
 
 
 
 
 
 
 
 
Other ideas? 

D 



 
 

  E 
  

 

Department Mission and Goals 
 

Department: _______________________________ 
 

QUESTIONS? ANSWERS… 

WHO? 
 Who are our 

customers? 
 Who do we serve? 

 

WHAT? 
 What value do we 

add to the District? 
 What is our 

purpose & 
function? 

 

HOW? 
 How should we 

approach our work? 
 How do we want to 

be perceived by 
others? 

 

WHAT? 
 What should our 

goals be? 
 What should we 

measure? 

 



Support Services Leadership Team Workshop – Participant Feedback 
 

Please Circle One 
 
 

  

  

  

           Strongly Disagree         Strongly Agree 

1. Overall, the workshop was well organized.  1   2   3   4   5 
 

2. The program included an effective 
level of participation and involvement.   1   2   3   4   5 

 
3. Facilities and accommodations 

were conductive to learning.      1   2   3   4   5 
 

4. This workshop provided the necessary 
ingredients for us to have an 
effective learning experience.     1   2   3   4   5 

 
5. We will be able to use the information 

and/or skills acquired through this 
workshop to improve our effectiveness 
as a Department Leadership Team.    1   2   3   4   5 
 

6. Plus/Delta comments: 
Plus 

(What did you like about today’s workshop?) 
 
 
 
 
 
 
 
 
 
 
 

Delta 
(What could we have done differently?) 

 
7. Please list any topics you would like to see addressed at Department Leadership Team workshops. 
 
 
 
 
8.  Because of today’s workshop, our team will: 
 
 

F 

 
High School                                           Middle School                                                Elementary  
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