Program Planning Facts
Program planning involves:
• identifying the most critical needs of
clientele,
• projecting needs of clientele,
• knowing our ability to respond to clientele
needs,
• planning and delivering programs to
address needs,
• evaluating the outcome of our efforts, and
• reporting that outcome back to partners,
stakeholders, and constituents.

a limited set of clear staff expectations and be
available to counsel staff as needed. The system
occasionally will expect staff to deliver statewide programs.

Program planning is the very essence of being
an extension professional. Every extension professional, regardless of position, both
responds to requests from the public and is proactive—taking the initiative to meet the needs of
the public.

A system process

Setting priorities
Setting priorities is one of the central purposes
of program planning. It involves deciding:
• what is most important to do,
• how much time to spend on various high
priority needs, and
• which needs will not be addressed or
will be addressed with limited effort.
This is a flexible process that staff can use to
make daily decisions about what to do, what to
delay, or what not to do. Successful priority setting depends on a personal commitment to using priorities. It is an individual or staff team’s
mechanism for taking charge of their time and
resources.
Staff have considerable latitude to make priority
decisions. Supervisors are expected to provide

Extension knows how to respond in a crisis—think about extension’s response to issues
of flooding, drought, suicide, and other loss. In
these situations, we know how to set priorities
and keep them. We need to transfer our “crisis
skills” to our normal programming process.

Many staff successfully use the thought process
of program planning but may not be comfortable with formal program planning processes
from the system. Most staff say that some
minimal system process with a time schedule
is desirable. This minimal process is needed to
help staff communicate. The system’s process
for program planning focuses on products that
are directly useful to the staff member or staff
team who will be responsible for the program
that is developed and delivered.

Key principles for program planning
• Program planning is important and valued in
our system.
• Program planning is key to our role as effective educators.
• Effective program planning sets priorities and
establishes time usage for our system and for
individuals.
• Effective program planning focuses on
outcomes.
• Individual plans of work support the foci of
the state plan of work, as well as county
initiatives.
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Identifying resources and restraints
brings a planning effort into perspective and ensures that planning is performed with people—not for people. In
addition, it ensures that the dimensions
of the effort are understood.
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Needs assessment and goal identification allows extension programming to be guided by
societal needs. Statewide initiatives result
from prioritizing local and state needs
assessments. Counties assess local needs
to identify how they relate to the statewide focus. Needs assessment helps
determine statewide and local goals
and priorities.

Determining objectives is the process of
analyzing the goal statement and breaking
it into workable parts around which programs
and activities are developed. Objectives describe
the intended results/impacts on the targeted
clientele and must be measurable.
Designing the program focuses on creating the
methods and activities that will bring about the
desired outcomes stated in the objectives.
Program implementation activates the goal
statement, the objectives, the methods, and the
activities previously planned.
Evaluation can be used at any step in the program planning and implementation process.
For example, evaluation can be used during
needs assessment to develop a program or
improve an existing program. Impact evaluation
is used to determine if a program met the goals
and objectives, identify program impact on individuals and communities, provide documentation for stakeholders, and meet accountability
requirements.

Prepared by Lyle Mackey, JaneAnn Stout, Linda Bostwick, and
Wendy Wintersteen. “Basic steps of program planning” and chart
adapted from University of Nebraska Cooperative Extension
materials.
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. . . and justice for all
The Iowa Cooperative Extension Service’s programs and policies
are consistent with pertinent federal and state laws and regulations
on nondiscrimination. Many materials can be made available in
alternative formats for ADA clients.
Issued in furtherance of Cooperative Extension work, Acts of May
8 and June 30, 1914, in cooperation with the U.S. Department
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