Dear Cohort Member:






August 22, 2014

Congratulations on your selection to the BARDA Mid-Level Leadership Cohort program! 

Your agency leadership has partnered with The Office of Personnel Management, Center for Leadership Development to provide a state of the art leadership learning experience.  We are pleased that you have been selected to join this group.  We welcome you to the program and look forward to working collaboratively with you to create an engaging environment for learning.  Over the next ten months you will be engaged in continuous learning and reflection on a daily basis.  The program includes:

· Ten scheduled cohort sessions in which leadership concepts and knowledge will be shared and explored 

· Facilitators and guest speakers, who provoke innovative thinking, bring best practices to share and support continuous learning

· Individual, team and organizational assessment instruments

· Action learning concepts that will invite you to step outside your comfort zone to experience and adapt new ways of learning and being

Please save this email – it includes a lot of information and actions for you to take in the next week or so to prepare for the September 15-18 session.

Pre-Session Instructions/Requirements – 7 Items 
1) In preparation for the first session, we ask that you complete the DiSC Work of Leaders Profile Instrument.

· You will receive a separate e-mail regarding the DiSC Work of Leaders Profile.  The e-mail will come from Caroline Echevarria (OPM) please do not delete it.  If you do not receive the email by August 26 please contact her at caroline.echevarria@opm.gov or 303-671-1124.

· This is NOT A TEST.  One cannot pass or fail.  The instrument only gives feedback based on your input, so be honest.

· The instrument is not designed to pigeonhole or stereotype, but to help you gain valuable insights into your behavioral style and its implications for leadership.

· Maintain a Single FOCUS [i.e. Work Environment] while completing the profile.

· This is a “forced choice” instrument.  It is natural to feel uncomfortable.  Go with your first ‘gut’ reaction.

· It should take about 20 minutes to complete the instrument. 
· You will receive your personal report during the September class.

Please complete the DiSC by Thursday September 4 – sooner is better!

2) Take a moment to log onto to the website below.  It will be our vehicle for sharing class materials and handouts.  http://transformationstrategies.com/client-area/barda/barda/ - password: leadership.  Please become familiar with how this site works; for the September session download and read the following articles 1) Manage Your Energy Not Your Time, by Tony Schwartz and Catherine McCarthy and 2) Teaching Smart People to Learn by Chris Argyris and bring them to class.

3) Complete the Reflections & Goal Setting Worksheet - Meet with your supervisor to discuss your goals for the program.  Please bring this completed to the September session. (Download this from the website in #2 above.)

4) Complete the Values Based Leadership Exercise and bring this with you to the September session. (Download this from the website in #2 above.)

5) Complete the Free online Profile at Human Performance Institute www.hpinstitute.com, Click assessment tools, click free self-profile.  It is twenty-six questions and should take only 10 minutes to complete.  Please print out your results and bring it with you to the first session.
6) Complete the Ethical Type Indicator (ETI) On the last page of the instrument: “program you are completing this for” is BARDA.  After you “submit” you will receive a “thank you” message on the screen indicating that your input is complete.  If you experience difficulties, please re-launch your browser and check your security settings. If you have any problems or questions, please contact Caroline Echevarria at caroline.echevarria@opm.gov - (303) 671-1124.

 Click this link to begin the ETI Assessment: ETI Assessment
 
Please complete by Thursday, September 4 – sooner is better!  
7) Submit a short bio or resume to barda@transformationstrategies.com - this will help us understand the group’s background and better tailor instruction – this link will be active by Sept 26.
Travel/Logistics

On typical cohort sessions, our day begins at 8:00AM and concludes at 4:30PM.  Please Note: On April 9, 2015 we may begin earlier and end later as we travel to Gettysburg to explore leadership lessons from the battlefield.  

Session I – September 15,16,17 & 18 is a residential, offsite session and will be held offsite at The National Conference Center (NCC), 18980 Upper Belmont Place, Leesburg, VA 20176-0198 - Phone: (703) 724-5133 - Fax: (703) 724-5643. Staying at the NCC has been mandated by your leadership. 
We have rooms reserved for you starting Sunday evening, 14 September, (Sunday is the only optional stay) through Wednesday, 17 September with check-out on Thursday, 18 September.  If you choose to arrive Sunday evening, please let Caroline Echevarria, caroline.echevarria@opm.gov or call (303) 671-1124 NLT 29 August so we can inform the NCC of your Sunday night arrival.  Otherwise, OPM will forward the rooming roster to the NCC confirming room nights for your stay starting Monday night.

Class will begin with an 8am start on Monday, 15 September.  When you check into the NCC, they will advise you of the classroom location and provide you a name badge.  Dress for the program is business casual. 

If you have any questions about the cohort please contact the Cohort Director, Bob Devlin (301) 887-0220 or email bob@transformationstrategies.com or feel free to reach out to any of our OPM/Center for Leadership Development representatives listed below.

Cynthia M. Dewey
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