Evaluation Planner Instructions

Step I.  Use the attached Evaluation Planner Spreadsheet to organize information about your Centers programs/activities/resources.  Additional information about the topics below may be found in programevaluation.org topic: “Focusing the Evaluation”.

A. List all of the programs/activities that your Center provides


Briefly provide names of programs, courses, resources that your Center provides.  These will be referred to as ‘programs’ that your Center provides.

B. Who is a direct participant of the program?


List people (e.g., science teachers, kindergarten students, grandparents) who participate in or use the program/resource/activity directly. 

C. Who is affected by the program indirectly?


List those who may benefit indirectly as a result of participants’ use of the program/resource/activity.

D. With whom will part or all of the evaluation information be shared? (The evaluation ‘audience’)


List those who may see or hear about information contained in the evaluation (e.g., community members who read an article in the paper, State Ed who receives a report, funders, Board of Education, your Teacher Center).  Pay particular attention to those who have asked you for evaluation information.

E. Rate the stakes of this program (e.g., High stakes – a program with high cost, high public visibility, or outcomes are extremely important).

Consider cost, importance of outcomes and other aspects of the program and rate it as high, medium or low stakes.

F. For each program/activity/resource decide whether you interested in an evaluation that helps you to improve program components (formative), an evaluation that looks at the success that it has in meeting its goals or both?

Consider why you are interested in conducting an evaluation. 

Formative evaluation is it to make improvements to the program.  You will probably want to examine components essential to the effective running of the program and see how improvements can strengthen the program.

Summative evaluation demonstrates how well the program achieved important objectives.   Success is generally determined by use of the program and how it has accomplished key objectives.

G. Is there already documented effectiveness of this program?


Think of whether or not the program already has documented effectiveness.   Perhaps you put a great deal of time and energy into evaluating a certain program last year.   Despite the importance of the program, you may want to focus on something else this year.   Or perhaps you implemented a program with a proven track record (e.g., evidenced through more than one empirical studies).  You may not need to prove the efficacy of the program again, however you may want to evaluate how it was used by your center.   

Step II.  Prioritize the top three to five programs that you want to take a serious look at this year.  This is only a tentative list.

Consider the information that you have organized on the Evaluation Planner Worksheet.   Rank the top five programs that you want to evaluate.

Step III.  Complete the Evaluation Focusing Worksheet for each program you are considering to evaluate.   Describe program components and intended outcomes of the program.
1. For each program you are considering, describe how you would know if program components were in place and how the program would impact participants if it were successful (program outcomes).  Then jot down some potential ways that objectives might be assessed.  Consider the feasibility of the proposed outcome measure (think of your resources and the willingness of others to participate in the evaluation).  In the example below program components to be evaluated are designated with (PC) and program outcomes are designated with (PO).

Example program: Peer tutoring

	Participant
	Impact
	Possible outcome measures
	Who can help to collect?
	Feasibility

	Tutor trainers
	Recruit tutors and tutees from classroom teachers (PC)
	Archival information (records of students trained)
	Trainers complete forms
	Easy

	
	Train tutors according to the program steps (PC)
	Checklist of training steps
	Trainers complete forms
	Easy

	
	Monitor and coach tutors (PC)
	Coaching checklist
	Trainers complete forms
	Will need to build into program


	Participant
	Impact
	Possible outcome measures
	Who can help to collect?
	Feasibility

	Tutors
	Follow the prescribed tutoring steps (PC)
	Coaching checklist,

Self – report checklist
	Tutors complete forms
	Will need to build into program

	
	Attend sessions regularly (PC)
	Self report checklist
	Tutors complete forms
	Will need to may self report easy to complete

	
	Improve reading fluency (PO)
	Curriculum-Based Assessment
	Trainers?

TAs?

Interns?
	Difficult.  Will need to identify and train resources.  Perhaps Only tutees will be assessed.

	
	
	
	
	

	Tutees
	Improve reading fluency (PO)
	Curriculum-Based Assessment
	Trainers?

TAs?

Interns?
	Difficult.  Will need to identify and train resources.  Perhaps only the most at risk tutees will be assessed.

	
	
	
	
	

	Classroom teachers
	Satisfied with program (PO)
	Teacher survey
	Teachers
	Probably easy 


2.  As you identify components to investigate, desired outcomes and feasible ways to evaluate them consider whether you have the resources to conduct a quality evaluation.  If you do not have the resources to conduct a meaningful evaluation, you may want to consider modifying the evaluation plan to make it more feasible, identifying other resources to assist with the evaluation, or waiting to evaluate that particular program when you have enough resources.

Step IV.  Develop a Calendar to ‘rough out’ program activities, evaluation activities and evaluation dissemination activities.  An example is provided below:

Program Calendar 

District leaders worked with the Teacher Center Director, Policy Board (comprised of teachers in the district) and course instructors to develop a program calendar that provides specific timelines for the program and its evaluation. Staff in the district had provided input concerning district needs and the proposed programs during the previous year. 

	Sept. 10 
	Sept. 15, 16 
	Sept. 18 
	Oct. 1 
	Oct. 5 
	Oct. 10 
	Oct. 15 
	Oct. 20 

	All district staff notified about program and timeline at faculty meeting.

15 minute presentation (principal) 
	Eight staff in each building trained to conduct and score CBM reading.

Full Day training

(Psychologist) 
	All administrators, teaching and support staff in district trained to use and understand CBA, as well as how to conduct and score CBM writing. One hour after school training.

(Psychologist) 
	First CBM assessment district wide

(Trained assessors) 
	Trained assessors score CBM results. Monitored/coached by trainer. 
	Peer Tutor trainers trained. Half day workshop for 2 staff in each building.


Group 1 Brain Compatible Learning - Session A; 3 hour session with 20 Teachers 
	Second CBM assessment district wide (trained assessors). 
	Peer tutor training. First session in each building (Two staff train three groups of 10 children).


Group 1 Brain Compatible Learning - Session B 3 hour session with 20 Teachers 


	Oct. 22 
	Oct. 25 
	Oct. 29 
	Nov. 1 
	Nov. 3 
	Nov. 4 
	Feb. 8 
	Feb. 10 

	Peer tutor training. Second session in each building (Two staff train three groups of 10 children)


Group 2 Brain Comp. Learning. Session A; 3 hour session with 25 teachers 
	Group 2 Brain Comp. Learning. Session B; 3 hour session with 25 teachers 
	Stop Drop and Read training. 27 teachers in a 3 hour session. 
	Third CBM assessment district wide (trained assessors). 
	All programs are implemented. 
	CBM data (Oct. 1, Oct. 15 and Nov. 1) is shared. Up to 20 at risk students are chosen for weekly monitoring based on CBM data and teacher nomination. Weekly and monthly monitoring continues. 
	Booster sessions #1 with course instructors.

(Stipended after school session) 
	Alt. Booster sessions #1 with course instructors.

(Stipended Saturday session) 
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