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Services, Solutions, Success





DHHS Excels Toolkit 
The purpose of this toolkit is to place in one location materials available to further the discussion of DHHS Excels within divisions, offices, sections, branches, etc.  Division directors, managers, team leaders, supervisors and others are encouraged to use these materials to begin “fully engaging” all employees in DHHS Excels discussions and implementation of the values.  

This material is provided as a guide or example for conducting training or outreach.  These suggested items can be used in whole or in part.  They can be modified to fit available time frames, training or discussion objectives and varying group sizes.

The Toolkit includes the following documents:

· Power Point presentation for initial outreach/training sessions (along with examples of an agenda, an evaluation sheet for receiving feedback and certificate for those who participate in Outreach Sessions, if needed.

The last page of this presentation contains the e-mail addresses and web site links to:
· Excels Confidential Comments/Questions e-mail address

· Excels web site
· Open Window
· Vision, Mission, Values and Goals statements flyer
 (for posting or handout, as needed)

· Frequently Asked Questions (FAQ) [for posting or handouts as needed]
· Example of how the Office of Economic Opportunity used survey to share the Values and other information about DHHS Excels.
· “How to Use the Values Discussion Guide” for employees

· Values, Definitions, Roles and Key Actions (Values grid)
Suggested Ideas for Using Toolkit Materials Internally (within DHHS)
(for a specially arranged training/meeting, during a standing meeting or a lunch and learn session)
1.
Arrange for staff video viewing:

· Ensure that all staff has seen recent videos from Secretary Cansler.  Go to the DHHS home page and follow the Excels link at the bottom to the Video entitled:  “Secretary Addresses Employees about DHHS Excels” (approximately 2 minutes long).
· Consider blending units/groups to encourage greater staff familiarity, or use in a single section/unit/office and discuss the impact of values and performance on that particular section/unit/office.
· As appropriate, stop and start the video to answer any specific questions or to hear comments from the group.

2.
Demonstrate and recognize values:

· Recognize when values are (or are not) being exhibited.  Use these opportunities to either recognize or educate staff.  (IDEA:  The Outreach Training certificate could be modified and used for recognition purposes.)
· Discuss values and performance expectations in all meetings.

· Identify internal operations/processes that need to be changed to better reflect the values and to be more customer focused and results oriented. 
· Consider reviewing or revising your Division’s/Office’s administrative, operational, monitoring, etc. plans to incorporate DHHS Excels vision, mission, values and goals, as applicable.
3.
Arrange internal Outreach session:

· Use or modify existing Power Point presentation to fit your needs.
· Follow with group discussion, or depending on time available, develop feedback document to allow input and questions.

· Consider remote technology when possible to reach regional staff.

· Provide certificate to all who attend or participate in the session, as appropriate.  

4.
Participate in DHHS Excels sub-committees and events, when possible. 
5.
Heighten internal communications and understanding by using one or more of the following:

· Develop bulletin boards in visible locations and post any of the following items:  
(1) A Vision, Mission, Values, and Goals statement flyer; (2) FAQ; (3) Copies of newsletter articles relevant to DHHS Excels; (4) The link to DHHS Excels Confidential Comments/Questions e-mail address.


.    
REMEMBER:  The email box is not just for questions specific to Excels; it is for   
 

broad comments, recommendations for improvements and   
 

specific questions.
· Put Secretary’s message on telephones for callers to hear when placed on hold.

· Train staff on use of Open Window and the data it contains.
· Use the “How to Use the Values Discussion Guide” and the “Values, Definitions, Roles and Key Actions” to further understanding of the values.  

· Share your great ideas with others!
Suggested Ideas for Using Toolkit Materials Externally
(with providers, stakeholders, consumers and others)
1.
Give Effective Presentations:

· Always mention DHHS Excels in any formal presentations or webinars.

· Incorporate DHHS Excels in follow-up surveys and/or evaluations.  (See example of how the Office of Economic Opportunity added a brief mention of Excels on an evaluation survey.)
· As appropriate, integrate selected slides from existing Power Point presentation or other materials to inform those outside of the department about DHHS Excels.

· Always mention the interdependence between the Department, providers, consumers, stakeholders and others.

· Be prepared for questions and possibly, negative comments about whether we are living by our values.  Recognize these comments as opportunities to underscore DHHS’ new approach and commitment to working more collaboratively and transparently, so that better outcomes and results will be achieved for the people we serve.

2.
Take copies of the FAQ with you to meetings as well as presentations.  The FAQ is an excellent 
leave behind item, and it explains DHHS Excels in a simple and methodical manner.

For further information or questions, email or call: 
Sandra.Trivett@dhhs.nc.gov or 919-855-4802.
