The Evaluation Process: Step-by-Step


1. Identify what is the purpose of your evaluation.  

□
Successes and challenges?  

□
Identify program effectiveness?

□
Guidance in decision making about the future of the program?
To start, answer the question, “I would really like to know about 
______________________________________________________________”.   

2. Plan, plan, plan!

1. Establish your budget for money and time.

2. Establish your timeline.  

3. Lay out all the steps of the evaluation.  This gives your findings 
legitimacy.  

4. Select an internal evaluation team and assign tasks. 

5. Decide who will be the primary contact for the external evaluator. 

6. Put it all in writing. 

3. Create your evaluation questions 

Focus your questions. 

a) Involve stakeholders.  Ask what evaluation questions they have. The answers to these questions should be useful. 

b) Stay focused.  Use your evaluation questions as boundaries (avoid scope-creep). 

c) The questions need to be feasible within our reality (time and budget). 

d) Don’t try to answer every question.  Minimum of 1 and a maximum of 4.

e) Be aware of your own cultural and socioeconomic context.  
When writing questions, remember that…

· Good questions are open rather than closed.

Closed – “Is our program effective?”

Open – “To what extent and in what ways is our program effective?”

· Good questions are balanced – they don’t lead to one answer.
· Good questions can be broad or detailed. 
· Good questions are specific – they avoid vague words and don’t assume.
· Good questions are simple!

4. Select your methodology.
	Quantitative


	Qualitative

	Describes your program with statistics

Generalizes about large groups or numbers of participants

Surveys, tests, observations 

Provides breadth


	Describes your program with narrative

Detailed descriptions of individual experiences

Interviews, observations

Provides depth 




Questions to ask when choosing a method:
· What information do we need to answer our evaluation questions? 

· Which method can get this information?

· Will this method appear to be a valid approach to our stakeholders?

· Can we use both methods to give us a fuller picture of our program?

5. Data Collection Tools

	Examples of Quantitative Tools
	Examples of Qualitative Tools



	· Surveys

· Tests and quizzes

· Rubrics

· Benchmarks

· Observation checklists

· Portfolios 


	· Interview questions

· Portfolios, processfolios 

· Journals

· Critique

· Observation 

· Performance 




· Develop your own or use an existing tool.

· Take the time to first pilot or test a tool you have developed. 

· Consider how you can use existing school assessments, such as rubrics or writing samples.

6. Data Collection & Organization

A. Make a timeline for data collection.

· Administer pretest and posttest

· Conduct interviews

· Review portfolios 
B. Organize the data as you go.  Don’t wait until it is all collected.

7. Data Analysis & Interpretation

	Quantitative Data:


	Qualitative Data



	Percentages, ratios and rankings to describe your findings

T-tests, ANOVA and regression to compare your findings.


	Identify themes or categories 

Look for relationships or patterns

Write case studies of successes or challenges. 




8. Write the Evaluation Report.  

An evaluation report typically includes…

1. Summary of the findings

2. Description of the evaluation process

3. Report of the findings

4. Interpretation of the findings 

5. Recommendations for the future 

9. Implement Your Findings!
· Do not allow the evaluation to sit on the shelf!

· Distribute the report to all stakeholders – particularly those who participated in the process.

· Consider it a work plan for the future of the program. 

10. Evaluate Your Evaluation

· What worked?  What did not?  

· What did you learn that you did not expect to learn?  Why?

· What would you and/or the stakeholders like to learn more about from the current findings? 

· What new evaluation questions were identified by the current findings?
Where to find an external evaluator

· Local universities (faculty and/or graduate students)

· Referrals from other organizations

· American Evaluation Association’s database at www.eval.org
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