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'FOREWORD

Th?s mdnual is written for you, Lhe busy admin# strator ~ who has the
respons1n111ty for conducting all or part of an evaluation or is responsible
for.usnng evaluation results in program planning. The manual is designed to-
assist you in planning and carrying out evaluation of an activity or program.
It will also help you to work with eva]uators when approp:1ate and to use
evaluaticn re<uits more effect1ve1y .

Adm1n1strators in many school Q1stricts dq not have the luxury of .

: program evaluation performed by a full-time evaluation sbecialist, Even in

| 1érge schoo]_districts,”evé]uation specialists are not always available. |
Nevertheless, administrators need to make informed decisions about

- educational acti;ities and programs i their schools. :The information and
" ‘practice prov1ded in this manual shouid help you, the adm1n1strator. better

evaluate and improve your programs.

To be of maximum benefit but. of manageab]eisize, the tcope and treatment
of fhe content of this manual has been Timited. It is hoped that there is
suff1c1ent mater1a] to ‘allow you to reach the goals listed below
and also to encourage you to apply what you have learned and to seek
further informucion about eva]uatxon

_ This manual will prov1de you with step-bv-step guidelines to:
—f“'o _ identify the purposes and audiences. for your evaluation
" e prepare a basic description of your program or activity

K refine educationai chjectives and estab|1sh a pr1o"1ty for
the evaluation of each

e describe resources and processes to be used in ach1ev1ng
your objectives | :

- @ specify alternative. dec1S1ons 1ikely to bz made about a
program

® state evaluation questions

1

“

lAn activity is considered here as a single function or event such as a
two-day teacher workshop. A program is considered as a set of activities:
systemat1ca11y organized to ach1eve spec1f1c outcomes 'such as a reading
program in a schont. :
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The forms- d1scussed in this manual are available in a separate- packet
 which . can be used as you plan and conduct any eva]uatlon with which you. may

-

estab11sh eva]uatTOn guidelines to make your evaluation

" consistent with.the demands of funding agencies, district
. policy, local concerns and ethica! principles

identify available resources for conduct1ng an evaluation -
spec1fy data sources

" _determine appropriate ways to measure se]ected processes
.and outcomes : )

"apply the gu1de11nes stated.in the manua] to measurement

1nstruments

'festab11sh and apply criteria for the se]ect1on of an

evaluation specialist

'prepare a basic evaluation plan for collecting, analyzing

and reporting information

make judgments regarding various types and formats for
evaluation reporting

use var1ous types of eva]uat1on findings -
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' PURPOSES FOR EVALUATION

why'BotheEVto’Evaluate Sometﬁiug? There areWmany,

.answers to this quest1on After reviewing some
frequent purposes for eva]uat1on, it is useful for
. you “to. dec1de, in a spec1f1c 51tuat10n ‘why you :are: PR

- ' do1ng an eva]uat1on ul .ﬂ, p " e L®

-

Eva]uat1on as used in th1s manua1 refers to- the .process of s stematically
, 1dent1fy1ng, co]]ect1ng, analyz1ng, report1ng and using information -about an
e educat1ona] program or act1v1ty In most- cases, people want eva]uat1on 1nfor-

"x

3{ or to make.. dec1s1ons about a program s future .
-a»;i”[f”A More spec1f1ca11y, people use evaluation information

o to understand better, what a program or act1v1ty is intended to
“accomp]1sh what methods it uses and what results it is producing

@ to determine whether:a program's objectives are important, attain-
able and re]evant to the part1cu1ar persons involved with the -
.- program . , :
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e to dec1de whether the resources for a pvograw are adequate for
ach1eV1ng the results expected.. .

9 to. 1dent1fy areas in wnich program act1v1t1es may need to be chanaed
or 1mgroved

" % to judge how well alprdgram achieved its objectives, its positive and
negative impact and whether i#t should be continued-

@ to maintain accountability for effective use of resources

Decisions: What Type Do You Have to Make?
Most purposes described in the prior section involve some type of
decision being made at some administrative: level. The following table may -

.'help you better understand the type of decision you are faced with.

Dan1el Stuff]ebeam and-the Phi Delta Kappa Mational Study Committ -

2 Eaa]uat1on have proposed a useful cystem for classifying educat1ona]

| dec1s1ons 1 Thejr system class1f1as decisions as.a funct1on of whether
‘they pertain to ends or means and second]y, the re]ovance of the decision

to intentions or actualities.

Thus, all educat1cna] decisions can be "c1ass1f1ed by ]) 1ntended ends
(goals), 2) 1ntenqed means (procedural designs), 3) actual means (procedures
in use), or 4) actual ends (attainments)" as shown in Figure_].lz'

%
:

TYPES OF DECISIONS = - .5
‘ INTENDED - " ACTUAL
_ PLANNING DECISIONS | RECYCLING DECISIONS
ENDS to determine objectives to judge and react to
‘ attainments
+ | STRUCTURING DECISIONS: : IMPLEMENTING DECISIONS
MEANS to design procedures to utilize, control and
refine procedures
Figure 1.1 N
'Tgthfelbeamu Daniel L., et al. Educational Evaluation and Decision Making,

Itasca, I11inois: F. E. Peacock Publishers, Inc., 1971, p. 80.

S
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. Figure 1.2, which,fo]]dws, provides a few examples of each of these
four types of décisions. Using the program or activity vou intend to

- evaluate (or are actually eva]uat1ng) write down specific examples of

decisions that are relevant to your situation and show how evaluation
f1nd1ngs can be used. An example involving the use of needs assessment
results has been prov1ded o ) |

- At times the eva]uat1on findings will merely confirm a hunch that pro-
gram staff felt about a topic and they may feel that the evaluation is
worthless since "it told me nothing new." However, one of the functions
of éva]uation is exactly that--to cbnfirm staff perceptions with independert

* data. In this case, the evaluation findings may simply support the correc-
- tive action that a staff has already taken. ' )

At other times the findings may conflict with the common opinions of
the staff. When this occurs, further investigation is warranted to deter-
mine-the apparent discrepanc%e;. It may be that the‘stqff memberé'were
influenced to see what they‘wanted'to see. In oﬁher cases, the evaluation
instrumentation may not be sensitive enough to‘detect’chapges observed by -
staff. Sometimes discrepancies are a function of the environment in which
data are collected. For example, students are more likely to say they enjoy
reading history if their history teacher asks them the question than if the
question was asked on. an unsigned questionnaire by an evaluator.

If an evaluation was not designed to provide unbiased data regarding
some potential decision alternatives, it is only by accident that it_ma]i
later be of use in making decisions. But luck is no SubStitu;e for planning!
Even the best laid p]ans often. fall short of the mark. It is aTways possible
that because of prob]ems in the instruments, in the des1gn, or in data co]-
1ect1on and analysis that the intended purpose of the evaluation was not
achieved. For these rea§ond, the person conducting the evaluation (if other
than the program decision maker) shou]d’identify what the constraints in the
evaluation have Been—and-ta what extent the data should be trusted for'making
decisions. If there are serious reservations about the validity of the data,
then the evaluation findings should be viewed as highly tentative. If the
evaluation f1nd1ngs are considered vailid, they can then be useful in mak1ng
choices among alternative actions. : SR - h\

N



PROGRAM DECISION EXAMPLES

© GENERAL QUESTIONS

Plannlng Decisions

]'

Is the program addressing some
of the most critical needs in

_our district?

Is community input used in the
planning?

Are our objectives rea'istic
for the students to whom
they apply?

Structuring Decisions

.

what funding sources'are avail
abie to support this program?

What staff skills are required
for this program?

What are the best ways to
recruit studenis for the
program?

i

Implementing Decisions

]

2,

[ %% )

What additional inservice
training is needed?

How can students better manage
their time so as to complete
program requirements?

.. How can parents be mare actively

involved in the program?

Recycling Decisions

N

Have students shown significant
gain in science?

ﬁave school-community relations
been improved by the program?

Should project funding be -
continued?

Should program goals be changed?

SPECIFIC QUESTION

What do community people in our
ne ighborhood see as the most
critical educational needs of
Senior high school students? A

needs assessment could be conducted

using personal interviews of 300
randomly sanpled adults from the
comunity.

" EVALUATION FINDINGS

The needs assessment firdings indi-
cated a rank ordering of 12 educa-
tional goals, which were considered
| as priority for improvement among
high schoo) students, and indicated
that 72 percent of the respondents
would be willing to support a 10
percent tax level to pay for a pro-
gram in the priority aress.

USE OF EVALUATION FINDINGS

Since the comunity's ranking of
educational yoals and prigrity
areas for senior high school stu-
dents was substantially diffarent
from the survey of high school
teachers taken last year, the °
superintendent wants to appiint a
steering committee of teachers,
parents and conmunity leaders to
draft out some specific ideas for
developing into a pragram proposa

S Figure 1.2
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~ Now 1et's‘find out what you plan to evaluate and your reasons for doing
the evaluation. - In the box below write in the r=me of the program or activity
you are now or will be evaluating and- the reasons why‘you are conducting the
evaluation. If your evaluation is intended for decision making, indicate
next to each reason whether it is for Planning Decisions (PD), Structuring
Decisions (SD), Impiementing Decisions {ID) or Recycling Decisions (RD).

Name of One . -
Program or Activity ' _ Type of
to be Evaluated Reasons for Evaluating Decision
Figure 1.3

After identifying your purposes for conducting an evaluation, decide on
the audiences for the evaluation results. - In other words, who will need the

evaluation information and for what purposes? Later in this book you will

use this information for helping tc decide the types of data to collect and
the best ways of presenting them to the different audiences. In the box

in Figure 1.4, check any groups who will need the-eva]uatidn’informa%ioﬁ
either to be informed or to actually make decisions about improving or con-
tinuing a program or activity. Be prepared to state how these individuals

AN

might use the information. -



Program or activity

to be evaluated

(check appropriate boxes)

Persons needing
the evaluation findings

to be informed

to make decisions

Students

Teachers

Program Staff

Non-Program Staff

Superintendent

District School Board

Parents

Community Advisory Groups

Community Members

Funding Agency

‘State Department of Education

Adopting School Districts

Others (list)

Figure 1.4
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2
DESCRIBING A PROGRAM OR ACTIVITY
TO BE EVALUATED

- What Should Be Evaluated? Befgygg§;b1nN1ng an
~evaluation, it is 1mportant‘5§2§;ve a_handle on
exactly what the program or activity is-that is to

be evaluated. Th1s se§$10n W1]1 "help you descr1be

a. program or act1vL§y and determ1ne what aspects of
~b :

it are most essq§§1a1 to be eva]uated

- Descr1b1ng or undngiand1ng what to eva]uate often apoears decept1ve1y
eaSy "We w111 evaluate the new math program”-or. "We need to evaluate our
‘spec1a1 educatlon curriculum.”" ‘But what actually coﬂst1tutes the "math
program" or the-"special education curricuium?” _

Below are three steps to he]p you clariy your program "whats."
Completing each.of these steps to some degree is necessary prior to p]ann1ng
B ‘the evaluation. The "degree" to which each step ‘is comp]eted is, of course,

- up to you. ~(You_ know your role and your needs.) These are the steps involved

in clarifying what is to be evaluated:

7

N Y Y



Step 1 Write a statemen: wh1ch descr1bes why the program
oo oo orractivity-ise needed o

Step‘2 | Write a statement which describes what the pro-- -
" gram or activity is- supposed to accomp11sh ’
- (Recall the p]ann1ng decision step.) ~

Step 3 Write a statement which descr1bes how the program
: or activity is.to accomplish what-is intended.
(Recall the structuring decision step.)

Figure 2.1
o The information you provide in completing the steps wij]'aid.fh planning;
o - <conducting and reporting the results. (This type of information s genera]1y
ca]led for in written reports “such as proaect proposaTs ) Let us briefly
d1scuss -each step '

. . Step 1 - Write a statement wh1ch oescr1be he program
N S -~ oor activity is needed, j;\\>
‘ . .. \:i/ _ _

_ “Figure 2.2
LYou'may a1ready hav2 program'dochmehtségi%é;bposals which deta11 th1s
information, " If so, review these statements and improve- them 1f necessary.
If not, you may find the 1nformat1on§?n one or more of the fo]Wow "g forms:
1. Needs ana]ys1s or assessﬁént (e g., a previous-evaluation may have

turned up certain studgﬁt needs which your program was intendad
to meet) & :

. O
2. Program rat1ona1e4$catement_
- 3. Rationale section of a legislative mandate .

If this 1nformat1on 1s not ava11ab1e wr1te a paragrapn,that descrlbes
- why the orogram is needed. . Knowing w X a program exists prepares us for the_

.

next step.

.
L]

Step 2 Write a statement which describes what the pro-
gram or activity is supposed to accomplish.

?‘ -

: Eigure 2.3

20



This information may exist in the form of prcgram expectations, goals,
- objectives or intended outcomes. It may ado*ess all ar on]y part of a needs
o statement -The use of goals and obiectives 'is the most comman way ot express-
- ing what the program is supposed to accomp11sh Here are brief definitions
~of these terms: ' ‘ |
Goals: - A general, broad, lTong-term or ultimate end for wh1ch
T the overall program exists
Objectives: A specific, ~measurab1e outcome of the program or a part
- of the program :
A program-goal is genera]]y broad and can inc]ude specific objectfves
that are derived from it. . For examp]e, a program goal may be that “students
will show-an increased proficiency in mathematics." T ’ '

Some ob3ect1ve deal with student outcomes while others deal w1th

program;processes Here is. an examp]e of a student outcome obJect1ve that

was der1ved from the broader goal of 1ncreased prof1c1ency 1n matnemat1cs

"Students in the fifth grade- math ‘class will answer. correctly at least 12

out of 15 mu1t1p1e choice 1tems involving mu1t1p11catwon of two- dTg1t numbers
"§n a 20-minute . perlod ". An examp]e of a: process obJect1ve is "The. T1t1e I -
Advisory Commwttee will meet at 1east s1x times dur1ng the schoo] year to |
review program p1ans and act1v1t1es and to suggest new act1v1t1es "o '

-

u

clearly stated objective identifies: ° .

X

¢ Who will do the action '
o What the activity is_

e HCr1ter1a for judging the successfu] complietian of the
' obJect1ve and . . _
vyt -

° Lond1t1ons under wh1ch the act1v1ty w1]1 be conducted

Figure\2.4 -

Applied to our student outcome objective:
Who--students in the fifth grade math class are the subjects
N wha t--answering mu1t1p11cat1on test items correctly in the act1v1ty -
Crﬂter1a--12 gut of 15 items correct is the criterion 1eve1 P

Cond1t1ons--the 20-minute time period helps to define the env1ronment
TN in wn1ch the activity is ‘to occur -

A -‘ Q ' . - TSN :J_A\
ERIC . N

\\ . .'—_
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Applied to the nrocess chjective: |
Who--the Title I Advisory Committee

What--will.meet to_review- -program- plans and act1v1t1es and to- squest
new activities . :

Criteria--at least six meetings; the Ieve] of 1nvo1vement (1 e., not -
Jjust listen to a description of what Title I is d01ng but
actually.review plans and act1v1t1es and suggest new
activities) - .

. Conditions--these actions wi]l occur in committee meetings

If your program a]ready has clearly stated goals and objectives (both
outcome and process obJect1ves), go on to the next- step. If they do not
exist, some time w111 need to be spent deve]op1ng or ref1n1ng them. In the
'next section, you Will learn how to assess the extent to wh1ch your objectives

are worthwh1]e 1mp1ement1ng

-WorthwhileObjectives ST o " L

“Usually "goals" are ‘too abstract to measure'direitiy Objectives, on

o the other hand, are usua]]y stated so that they can be measured. It 1s

| - relatively easy to write measurab]e objectives, but it is-not as easy to
write worthwhile objectives. To help keep the var1ous program obJectlves
in perspect1ve ask the following three quest1ons of each obJect1ve If you
answer "no" fo a quest1on on a.given obJect1ve that obJect1ve becomes suspect
and may need revision or elimination. Three questions to ask concern1ng the @

T

_worthwhnleness of any., obJect1ve are:

B - 1.» Is this obJect1ve clear? For examp]e, .
' a. Does the obJect1ve tell us specifically: what is'to be measured7

. .
b

_fﬁt ' b. Will the measurement tell us something useful?

o

2. Does the objective call .for the performance of an 1mportant‘sk1]1
-or the- 1mp1ementat1on of an 1mportant process? For example,

_ " a. Does the student need to know this skill for use outside the
R ' classroom? .

b. " Is this skili a too] wh1ch would help the student at a later
- date achieve a more important objective? a

_ c.  Is the process consistent with the purpose of the proaect?-
R - d.- Is the process d1re"t]y re]ated to other’ 1mportant outcomes7

»
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3. Is the obJectlve a chaT]enge and /et ach1evab]e” For example,

“a. Will the ob3ect1ve cause students to have to learn somethung
new? . 3

b. Is the obJectlve reallst1c for ‘the type of students for whom
it was deve1oped7

c. Is it rea]1st1c to expect an Adv1sory Committee to suggest
new program act1v1t1es?
Next, we will discuss a method to he]p determine wh1ch ob3ect1ves are
most cr1t1ca1 to evaluate. v

tAHngm&humpa

"4
L One of the reduirements of the fUnding“agency for a reading project is
that you report your flnd1ngs in terms of-: reading growth resu1t1ng rom
'speclal treatment. ~When the prOJect was approved in your district, the
1super1ntendent and board indicated. that they would 1nsta11 a prcgram as a
regu]ar part of - the school system 1f and only 1f, it: '

‘ﬂ}. Resulted in substantial 1mp)ovement in read1ng performance of _
LT students at the end of the period, and ; o

2 Cost no more than the current read1ng program

‘ Some of the staff members wanted the results to be lasting, that 1s,
to carry over year after year " They also wanted the attitudés of students
. to improve toward read1ng Others wanted to 1nsure that'teachers’received
adequate inservice tralnlng for the new program and that the program was
'<adequate1y exp]alned to parents ‘ '

The fund1ng ends this year, and you have a 11m1ted evaluatlon budget

11

J“Therefore you would Tike:to do as much of the cva]uat1on as you can yourse]f<,

us1ng the eva]uatﬁon spec1a11st as a. consu]tant to nexp you in areas where

you are 1nexper1enced , . ‘
. Objectives as stated for the proaect 1nc1uded the ,01]Ow1nq

1. By the end of the schoo] year, the fourth gre
students will have made significant growth
as measured by the WOodcock Reading Comprehwp

'correct]y in wr1t1ng four out of six quest1onsvdea11ng w1th an.
understanding of facts contained in the sample newspaper article..

4 : ’ 2
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- 3. Students wiTi read more library -books on their own initiative than..
the nontreatment group and select reading more often as a leisure- _
time activity.

4. Teachers will receive at- 1east 12 hours of inservice training to
prepare them for the new program. At least 80 percent of the teachers
receiving this training will indicate on an.unsigned quest1onna1re at
the completion of the training that they feel the training was valu-

-able in preparing them for teach1ng the new program
These are four typical objertives; however, if you conswder the,questions .
that might be asked about a special reading.program, the number becomes end-
less, e.g., questions about cost, about effects on staff, effects on recrea-
t1ona1 and leisure-time activities of students, etc. '
The 1mportance of rating individual objectives can be Judged in laqht
of three considerations: .1) legal commitment, 2) the value of the information
to the decision makers, and 3) logi st1ca1 cond1t1ons, such as the ava11ab111ty

- of staff,mt1me or money, as shown be]ow

o

'c’ 1. _The agency wh1ch funded the program vequ1res a certa1n set of data
g -+ .This is a LEGAL 'CCMMITMENT and must be: met .

2. The super1ntendent or school.board said th1s 1nformat1on would be
"« used as a basis for making decisions about the future of the pro-
gram. This'is a. VALUE consideration.

3. The co]]ect1on of 1ong1tud1naT data. wou]d take eva]uators three
. years to co]]ect Thls is a LOGISTICAL cons1derat1on
These categor1es are organ1zat1ona1 headings to help you better exam1ne each R
“obJect1ve S pr1or1ty for being evaluated.

Your next step 1s to rate each objective in terms of 1ts pr1or1ty for
be1ng evaluated.  Then, u51ng the ratings as_guidelines, .give the ObJECt]VE
_an overall rat1ng accord1ng to 1ts pr1or1ty Mathematlcal aver’ges across
the sca]es are not appropr1ate since an area that is requ1red by Taw to be
'evaluated will automat1ca11y rece1ve top pr1or1ty even if there may be some
1og1st1ca1 problems 1n collecting the information. -

‘If your Program or act1v1ty has on1y several obJectlves, 1t 1s probably
not necessary to utilize "the forma] procedure of filling out a form such as: '

 that on the fo1low1ng page. However, this process is useful when you have
* 1 '~ more ob3ect1ves or evaluation questions than you feel your resources w111 .

T e

allow for..evaluating.  With your goa]s and obJect1ves prepared you are
ready for the -final step in the program descr1pt1on

2
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O NBJECTIVE RATING FORM
Objective to be.rated ?
Place an "X" in the appropriate p]ace oh the “line - ' .o . -
to-the right aftér considering each category as . Top- . Moderate Low
it relates to your part1culan~0b3ect1ve Pr1or1tz “Priority - Priority
Legal Comm1tment e ’ :
R . “ar i ° [
1.. Requirements in federal, state or local e
guide]ines. : ' )
. : . T T — T T ¥
Va]ue to Dec151on Maker;
2. tmportance to the future of the program. "
e - 1 T Ll T, T
3. lmportance to dec1s1onnmakers or curr1cu1um _ ;
: imgroverst " : £ T . -
. ) . C ’ . o B ' PRI | _ RS K ? S— ¥
Logistics TN : ... ..  Facilitates - ‘Hinders
. . : e -Evaluation . Co- Evaluation
4; Extent to which the obJect1ve has already o
been ful]y 1mp1emented. . .
' L . o RN T T T T T
- _EXtent to which 1nformat1dn regarding this - . i ’
" item-has already been collected. (If so, do o _
we need to re-evaluate. 1t7) C -
. : s LIS T LI T T
6. Ava11ab111ty of, suff1c1ent funds to carry '
_out’ 0. evaTuat1on of th1s objective.
¥ I T L T T T
7. Suff1c1ent time ava1iab1e to. eva]uate it. ) ' o . .
. L. . ) T H L] ’I I B
8. ‘Ava11abl11ty of :the expertise needed to 3
eva]uate th1v obJect1ve 0
T T T [ { ¥
-9, Presence of supportive processes leading to t
' .an outcome obJect1ve . ) 4
] . . T - ¥ T L T
10. Others (1ist)’
- T —T T ) T T

o

3 Based aon the. abdve profile, whaf pr1ority rating would you g1ve to the eva1uat1on of -

this objective? (Circle one) _ I

. Top Moderate .- ToLow’ Not Appropriate
Priority. . Priqrity ‘Priority to Evaluate.
Figure 2.5

ot
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Step 3 - wr1te a statement which describes how the program ~
ST or act1v1ty 1s to accomp11sh what -is intended.

Y

F'gUfe 2.6

| Th1s step calls for program Pmpfementatidn plans. The following key
words may help you 1nc1ude most. of the.relevant facts in your description. -
’ PrOQram ? ( I E ' o
1. Selection of Part1c1bants -
2._,Part1c1pants Character1§t1cs " 6. Resources to be Used
3. Instruct1ona] Act1v1t1es* T,  Time Schedu]e ’

B \ -
4. -Management Act1v1t1es R _ 8. costs

l', . ‘-

5, Program Personne] E

'.After hav1ng comp1eted the three steps 1n th1s sect1on of the manua] ,
you shou1d now have a cTear descr1pt1on of why the program being . eva]uatedv
ex1sts, what 1t is suppo;ed to accompTTSh and how 1t is supposed- to ao 1t‘3

S Rg VTN
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ESTABLISHING EVALUATION GUIDELINES

What Factors Influence the Way This Evaluation

Will Be Conducted? Many. Guidelines from fund-

ing agencies; district policies about parental
permissioh for students to be testéd, maintain-
-ing confidentia1ity‘of data, and approval of
evaluation instruments prior to théir use;
avai]ab%lity of district resources in conduc-
“ting an eva}yatioh-~a]] are important factorﬁ

governing an evaluation. .

15
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Funding Agency | ;

When a district is receiving state or federal funds to. operate a
particu]ar'prqgram; it is éssentia]nfor people involved in the evaluation
to beifami1iar with any evaluation guidelines or requirementS'preparéd by
the fﬁnding agency. Fqr example, a district receiving federal Title I Tunds
under the Elementary an Secondar§ Education Act has certain types of?eval;
uation data that must be collected and reported. If school staff are not
sure of these requirements, a district or state Title I coordinator should
be contacted. The funding agency may alsq specify-constraints in the
collection of the evaluation data such. as those related to HEW guidelines:
for protection of human_subjects: '

District Policies

Even ff no'outSide funding is used to operate a program, school admin-
istrators should check with the district to determine any Tocal policies or
laws related to program evaluation. For.example, some districts have a
policy régarding“the release of group evaluation data. In sohe cases, all
evaluation reports are presented to the superintendent, who is then respon-
sible for disseminafing them to ‘the Board of Educatioh and the public.
Recent legislation regarding parental knowledge and approval of certain
types of student testing and the disposition of evaluation inférmation is
also an area with which school administrators need to be familiar.

Local Concerns

-

In addition to district policies and laws related t0'e9a1u&tion, a
local school may wish to establish some basic guidelines related to evalua-
~ tion. "For example, some schools require that- evaluation ‘instruments be
_reviewed and approved by the Community Advisory Committee prior to their
use. This‘review car: be especially important in detecting sensitive items
that would be considered offensive or an invasion of privacy in-certain

communities.
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Evaluation Ethics 2

As can be seen in citing one example of local éoncern,“the.issue of
ethics is critical to the effectiveness of the evaluation. A check]ist
see Figure 3.1, was developed to help you in planning and 1mp1ement1ng
your evaluation. Being aware of potential problem areas at th1s early
point in the evaluation may help you avoid these problems later. Read
through the form and refer to it as you begin‘to plan and deve]op‘future-
__aspects in the evaluation. |

Identify Resources- SR

Eva]Uatiah”§Uideliggs"één also specify the resources availadle for
conducting an eva]uatioﬁ' Before preparing an eva]uat1on p1an, it is use-~
ful to estimate the budget available for eva]uat1on and to identify
personnel and resources likely to be available for the evaluation. Thése
consideratfons‘ofted$inf1uence whether ahveva1uation'wi11 be cenducted by
school .staff, evaluators within the district or external evaluators.
Available resources within a district can also affect the tasks to be |
performed by an external evaluatdor. For example, if an external evaluation
is being contracted and the local district maintains an efficient print
shop, it is-probably more CO’o-EffECtTVE for the externaT evaluator to
prepare a camera-ready. copy of data collection instruments and evaluation
reports for printing in the district facilities. Z

District Assistance

In considering personnel within the district who could assist in ;n
evaluation, it is often useful to look beyond persons trained-partitu]ar]y
in research and eva]dation. For example, a district's director of curricu-
.lum and “instruction might be an excellent person to evaluate alsample of
students' individualized projects. Teacher aides can sometimesvbe'traihed"
' to be'effécfive'data collectors. |

(V0]
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Aruitoxt provided by Eic:

CHECKLIST -FOR INSURING THE ETHICS OF AN EVALUATION

- Evajuation Pldn A Problem .

bNo Problem

1. Has the evaluation plan been' reviewed to insure that the
treatment of students in a program or comparlson group is
fair? - Lo

2. Has parental permission for student testing been o*tarned
if necessary?

i, Are all of the data to be collected directly reievant to
the evaluation needs of a program?

Evaluation Instruments -~

~

4. Are the evalvation instruments. .or their assumptions offensive.
in the opinions of educators or community members?

5. Are the directions for completing evaluation instruments

clear enough for the respondent to know the purpose or use
of the instrument? . A

6. Are any of the items on an evaluation instrument 1ikely to
cast doubt on the respondents' opinions of themselves,
their family, heritage, culture or values?

7. Ace any of the items likely to maintain or promote racial C -

or sex role stereotypes?

Data Collection Coding and Storage

) B
Are people given the_option of not compieting an instrument
or any item on it they find perscnally offensive? -,

o

"9, [If interviews are to be taped, is it done wlth the full

knowledge and consent of the subjects?

19. Are data collection personnel trained to keep sensitive

data confidential and to properly administer the assessment?

11. Are students’ names kept separate from other sensitive data
when recorded on keypunch cards, tapes or printouts?

12. Are raw data such as completed questionnaires stored
securely and then destroyed when no longer required?

-

Interpretation and Reporting of [aformation

13.° Are student test results interpreted by a qualified person
in such a wiy as to be properly understood by the student
or parents’ .

14. [s the information reported on individual students ade- .

ﬂuately reliable for use on an individual basis?

15.7 Is evaluation information released to educators or the
public in such a way as to avoid harm to an individual
or group? . \

16. Does the evaluation report cover both the positxve and

negative findings when present?

17. Are limitations 1n'the cevaluation des1gn.ainstruments
or analyses. spec1f1ed in the report to keep decision
makers from reaching unwarranted conclusions?

i

Other Areas of Emporiﬁnce
A g - N

{List) e
*
3 /,’
5. Efiw = ‘Figure 3.1
7 2
e ~
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~ Use ofan External Evaluatiqn &

In the case where atd1str1ct does not have a skilled eva]uator ava11ab1e
'w1th1n the district and funds are ava11ab1e, it may wish to contract exter- -
nally for all or part of theTeva]uat1on. An externally conducted evaluation
generally has the advantages of being more ﬁndependent, providing findings
considered to be more credible by tnhe avaluation audiences and conserves ,
district staff time. Some common 1imitations of externally conducted eva]-'
,uations are that: the evaluation personne] .do not always understand the
details of the program or the1r rationale; it is often more expensive;
external evaluators may sometimes be viewed with susp1c1on if not d1strust
~and the. evaluat1on f1nd1ngs may not be as usefu] 1n 1ead1ng ‘to specific
~ program mod1f1cat1ons , ,

When selecting external evaluation by 1nd1v1dua]s or agenc1es, you
should consider the following factors: .
< @& their training in evaluation methodology ~
e past experiences, in eva]uat1ng similar programs -
@ skill in areas of special need,’ such as-test deve]opment
(]

data analysis capabi‘ities (if these are a relevant part of their

task)

@ skills in re]atin * -tudents, staff and other groups, such as
parents or commun1ty volunteers-

. o availability and geograph1c prox1m1ty to the d1str1ct

° ‘,u31r cost in relation to the services they agree to prov1de :

If a decision ‘s reached to contract with an external evaluator, a
district adm{nistrator needs to negotiate a written;agneement delineating
the responsibilities of the district and of the external evaluator for the .
~design, collection, analysis and reporting of data. Time spent in prepar-
ing such an agreement i$ more than compensated for by the elimination of
possible misunderstandinés and conflicts at a later period. -

An outline of samp]e items to be addressed in the agreement is found
“in Figure 3.2. The adm1n1strator should keep in mind that the allocation
of responsibilities as shown on the f0110w1ng two pages is on]y an il1lus-
tration‘ "You 'and your evaluator may want to- mod1fy it to fit your particu-
lar s1tuat1on ‘

19

4



u

20

“TASK

EVALUATION RESPONSIBILITIES OF THE DISTRICT
AND OF AN EXTERNAL EVALUATOR .

EXTERNALvEVALUATOR

Coordindt1on

© DISTRICT

Designate a person to coordinate .
the evaluation respons1b111t1es-
for the program

Designate an evaluation person
as a primary ‘contact person
for working with this program

Evaluation Plan -

Review the general evaluation:
plan and revise as necessary to
fit the project. Return the
revised plan to the external

evaluator : o

.'.

1.’ Prepare a general evaluation
plan in cooperation with the ’

progect staff

2. Revise and approve the
district’s revised evaluation

_p?an N

_Instrumentation

1. Reproduce required copies
of all evaluation instruments

2. Order required copies of
standardized instruments- and
answer sheets :

3. Develop any local monitoring
or evaluation instruments

4, Obtain a review and approval
by the district and school 2
officials for use of each pro-
posed evaluation instrument

1. Frepare a draft copy of all
instruments to be used

2. Provide the district with a

specimen set of standardized
instruments to be used together
with cost-information and an

~ order blank . .

3. Review any district-
~ developed instruments if-

requested by the district

Data Coilection

1. Schedule and admfnister all
evaluation instruments identi- .
fied in the evaluation plan

2. Collect and code file data
specified in the plan ™

3. Code responses to all in
instruments where needed

4. Mail a dupliiate copy of
all code sheets to the external
evaluator for computer process-

lng

. 1. Provide the district with a

schedule afnd design for data

collection.

- 2. Provide written directions
for administering nonstandardized

evaluat1on instruments

3. Prepare common codes and
coding directions for all answer
sheets and data collection forms

Data Analysis

Identify if there is any special

data analysis the district
would like to have run that has
not aiready peen included in
the evaluation plan -

1. Verify the correct scoring

and/or coding of all instruments

2. Keypunch the data
3. Provide scoring services

4. Analyze the data

1. [dentify the information

1. Prepare a ﬁraft copy of the

Reporting
: needs of the people in ‘the evaluation report and give it to
district if they have changed the district evaluation coord1-
since the evaluation. plan was nator for review :
prepared
: 2. Prepare a final camera-ready
2. . Review the draft evaIuation copy . of the eva]uation report
report for any factual. errors .
or misrepresentations 3. Prepare a camera-ready copy
- . ' of an evaluation report abstract
3. Print the required number ' : o
- -of evaluation reports and
. 'abstracts
¢ " " o men®
R P e
- Figure 3.2 3 ‘

Q

ERIC

Aruitoxt provided by Eic:
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Estlmatmg Evaluation Costs and Personnel Requnrements

"The costs and external personne] requ1red in conduct1ng an eva1uat|on

~vdepend@onr .... .number of factors such as the type of evaluation.to be conducted,

the amount of’ work done by the internal staff, the size.of the project, and

" travel and fees of the evaluator. Evaluation costs can usually be grcuped

under the following categories: personnel costs, travel, purchasing . -

eva]uation‘instruments, data co]1ection,-data coding and sccring, data

maintenance, data ane1ysis; report writing, and presentation of findirgs.
A rule of thumb used-by some adm1n1strators in proposal writing is-

'to estimate the evaluation costs to.be between f1ve and ten percent of the

total ‘program- budget Larger prOJects (Tor example, those for over $150, OOO)

budget while smaller prOJects‘(those under $50 OOO) may need more than ten
percent since many funct1ons such as instrument development are reou1red
regard1ess of the number of students tested. . .

Now that we have reviewed some of the 1mportant.cone1derat1ons in
estab11sh1ng eva]uat1on gu1de]1nes turn to the next page and check the
appropr1cte columns in the box. to see whether you have accounted for these
1mportant cons1derat1ons that 1nf]uence the way your eva]uat1on will be
conducted '

F2

aw

]
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‘ often can .have an adequate eva]uat1on for closer- to five percent of the tota]:t
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REVIEW OR ESTABLISH EVALUATION . GUIDELINES
o - - These Have
I Hiave Been Applied 1
o Reviewed/  fothe fore .
L Established . Evaluation ~ Hork
buideline Considerations - These - GuideTines

. Evaluation quidelines' or requirements of the,
,funding agency (if appllcable) |

2 Leg1s1at1on regarding parental permission,
~ .| confidentiality of data and policy concern1ng
1 'wrelease of student records . -

. District pol1c1es‘concern1ng evaluation
. School Tevel po]iéies concerning eva]hétion -
. Ewluation budget available

. D1str1ct/school personnel ava11ab1e t0 work on |
the evaluation |

: hPMmymmegmemeMthmuvts.

" computer, prlnt1ng and other facilities »

8, External evaluator S roles def1ned (1f appl1cable)

-~ Other areas (llst)

L Fiaure 3.2

~ Needed =y

3
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'PREPARING AN EVALUATION PLAN

What Should Be Covered in an Evaluation Plan?  An.

adequate evaTuation plan ;eddires‘that'certain

questiﬁns be,gnsweréd'before;yod beginéyouk‘data

toliection; In thie'éeqtiQn‘youzwi11 Ff]l.out,
step by step, the“eiemen}s of a complete plan.
‘ ) ; | T

You Qi]]ulearq;appropriate trjtekfa to apply to

your -evaluation p]an dr to those develoﬁed by .

;dtheks» A well ‘developed eva]uat1on plan can-'
Tsave you t1me and headache in carry1ng out an "

'eva]uatlon and help to 1nsure that the data you

collect and report will be usefu]'for dec1s1on,

makinjlh The eva]uat1on plan shou]d be formu-

1ated before or at the outset of a program s_-

: 1mp1ementat1on

a
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.. learned how to refine program obgect1ves_and to 1dent1fy a priority of
wh1ch objectives or questions are ‘most important. for you to evaluate in,

F1gure 4,17

%

."/“.“

‘ EaCh{

.
%

s
‘*.

Eight eTemenﬁs;Qf a comprehens1veleva1uat1on plan are shown in

tép%?E d1scussed On’the,follow1ng pages

T b, T ———

- Evaluation Plan thﬂiné.

4."

£
,Step " QueStidn
' ; . - ‘ \\__
1.% Objectives/Issues What quest1ons are being
' asked? -
2. Information Regquirements What 1nformat1on 1s needed. to‘
' : answer, the quest1ons? ) :
3. Information Source From whom can the necessary
: ' 1nformat1on be secured?'
4. 'Instnuménts What can be used to f1nd the'
: . answer? - .

5. Design Who will: cbﬁpléte the instru-
ments and what compar1sons '
may be made?

6. Time Schedule When will the information be

. . .collected, ana]yzed and

‘ -reported?
7. Analysis What do we do with the déta?
8. -Report Who needs to know about it?

"Figure 4.1

Step 1. ijectives/lséues

What Quest1ons Are Being Asked?

a given period.

e,

39
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'“““"'The”objettives you are planning. to-eva1uate—or the~quest1ons - I(LLQfEE
arising from those obJect1ves which you hope to answer may’ dea] with _; .. v

information concerning areas such as student outcomes, eff1c1ency of your 'ig;
staff community attitude, or ava11ab111ty of extra movie. proJectors The ™~

“evaluation question can be generated by - discussions of the proJect staff

~and the~eva1uator ear]y in the evaluatior™process. However, if the eva]ua-

tion is to be a useful too] for program improvement: it is 1mportant to be

- able:tg add some hew questions as they arise throughout the year. -The

”same type of p]an described below can be- developed to help you gain the
most usefu] 1nformat1on about each obJect1ve/quest1on" For an exampie,

c\1et us use the objective stated in Figure 4 2.

Voo ol

. ; : Evaluation Plan

- =1 1. -0Objective By the end o+ the school year the fourth
B - grade program students will have made a
. significant growth in reading as measured
: by the Woodcock Reading Test.

- Figure 4.2 <
Th1s obJect1ve dea1° with student outcomes. For an examp]e of how
process obJect1ves can be treated in an eva]uat1on p]an, see-pages 39 and 40 N
Once you have each obJect1ve or question recorded on a- form, you are '

ready for Step 2.
Step 2. Information Requirements

What Information Is Needed to Answer the Quest1ons7 An information
"requ1rement is the 1nformat1on needed to adequate]y evaluate a part1cu1ar
objective. In th1s section we will use the ObJeCL1Ve stated in the box
above 1in bu11d1ng the e]ements of an eva1uat10n p]an ’
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Evaluation Plan

1. Objective By the erd of. the school year, the fourth
e grade program students ‘will have made a
o : - significant growth in reading as measured
by the Woodcock Reading Test.

2., Information
Requirements

e - Figure 4.3

‘The 1nfg{mat1on~you fee] is requ1red should be stated in the space

indicated. You can compare your answer with that shown in F1gure 4.4,
o /

Stép 3. Information Source

Where and How Can:the Necessary Information Be Secured? Sources of
information are the 1nd1v1dua1$ agencies, or records from which the ..
'requ1red information can be gathered , '

y Here are some\quest1ons you might ask to help you determ1ne the

-

appropriate source.
1. Which sources have the necessary information? -
2. How much information does; each source have?
3. How valid and reliable is the information in each case?
4

. ‘Will gathering this information from the source be too burdensome
for the source? (Co]]ect1ng too much information from a single
source may cause problems in attitude or cooperation.) )

o

5. Which is the most efficient source? ; _
6. Will more than one source be needed to compare resiiits for e

accuracy? - ST

e //

_ After answering these questions, f111 in the 1nformat1on in the appro-\\\
'pr1ate space pn the form be]ow “You can compare your answey with that in

[

Figure. 4.5. _ .

TAdapted from "Evaluation and Educational Decision Making," A Publication
of the Department of Health, Education and Welfare, 1975, p. 42.

, o . ) A .
4' B K . .,',A
-4.1 : oo
: ~ e . .




Evaluation Plan

1. Objective

By the end of the school year, the fourth
grade program students will have made
significant growth in reading as measured
by the Woodcock Reading Test.

2. Information
Requirements

The reading scores for the fourth gfade :
students administered at the beginning and .
end of the school year and the_;est norms.

3: Information
" Source

>

Figure 4.4

Evaluation P]én

1. Objective

By the end of the school year, the fourth
grade program students will have made
significant growth in reading as measured
by the Woodcock Reading Test.

2. Information
Requirements

The reading scores for the fourth grade
students administered at the beginning and
end of the school year and the test norms.

3. Information
Source

The fourth grade students.

-~

.,

™~

2

Figure 4.5

You are now ready to go on to Steb 4.

A norm is an empirically derived distribution of scores on a test for
students around the country at one or-various grade levels.
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Step 4. Instruments

What Can Be Used to Find the Answer? Instruments are the tools or
means you use to collect information. Instrumentation, then, is the process

of selecting or deve16ping the instruments you will need There are two
major types of instruments. The first type is commercially developed.
Examples are standardized tests you may purchase. Some of these are norm
referenced while others are criterion referenced (re1ated te prespecified
curriculum tasks to be performed, e.g., addition of fractlons). Here are a
few points to keep in mind when using standardized tests. '

e They are usually easy to administer, score and interpret

@ Information concerning reliability and va]1d1ty is generally
available in the test publisher's technical manual

® Prepared tests may not measure exactly what you wish to measure
(but don't chanye your objectives to meet the instrument)

The second type of evaluation instrument is often called "locally
prepared" instruments. These are developed specifically to collect data
for a given evaluation plan. You may be able to develop these yourself,
depending on the nature of .the information requirements or you may ask a
trained evaluator for assistance. Below are a few types of commonly used
locally prepared instruments.’ g i

1. Tests (draw on standardized tests for ideas but remember their
tests are copyrighted; also contact the National Assessment of
Educational Progress for samples of criterion referenced items)

Questionnaires (self-reporting forms)

. dbservation scales (generally for observing ciassrooms)
Interview questions

- Document review summaries (analysis of Schoo1 Board minutes)
Staff reporting forms (rating sheets or narrative statements)

o 300 I - R VY

Because the time and resources availabie for an evaluation are usually
limited, it is wise to consider a variety of potential evaluation instru-
ment53 and then to analyze the alternatives and to select the minimal number
needed touaccomp1ish the -job. Factors tec consider in determining priorities

3

.°The reader may wish to read the section on "data_sources" in S. Anderson,’

Encyclopedia of Educational Evaluation, Isaac and Michael, Handbook in
Research 'and Evaluation, Worthen and Sanders, Educational Evaluation:
Theory and Practice or Owens, Haenn and Fehrenbacher "The Use of Mu]tip]e.
Strategies in Evaluating an Experience-Based Career Education Program."

A comp]ete citation of each of these is 1ocated in Section 7 of the manual.

2 Y



among potential instruments of equal validity “include:
| | Gosts ’ '
Timing
Credibility of findings
Degree of obtrusiveness
Amount of coordination needed
.h,EFf1c1ency

=200 S B~ SC R R

Cost

Cost factors to be;considered include the‘post of purchasirg or
developing. an instrument as well as the cost to administer, score and ana]yze'
it. The amount of time involved of studenfs,»steff or community resource
persons if often overlooked but should be taken into consideration in deter~
mining costs.

'11nnh1g

The timing of data coliection is another crucial Factor Several
elements of t1m1ng need to be cons1dered 1nc1ud1ng

1. The deadline when the information is needed

2. The length of time it wou]d take to plan, collect and analyze data

3. The most appropriate time in the developmental cycle of a project
for collecting certain data

Credibility
Credibility of the findings is something that is often overlooked until

an evaluation is completed and the data reported. Some audiences such as
educational researchers may be 1mpressed with "hard data" such as a multi-
“variate analysis of scores from a standand1zed test. Other aud1ences, %uch
as parents, may be more informed by well written student case studies. . In
addition, credibility of the evaluation findings can be enhanced when- several
ev&]uation instruments produce results that reconfirm or support what was
found through the use. of a single 1n<trument -

7
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Degrée of Obtrusiveness

Another important factor to consider in selecting evaluation instruments

is' the extent to which they will be obtrusive and perhaps clash with the

mission and activities.of the project. The evaluation of a sample of already
completed student written reports provides an excellent insight into student
lTearning outcomes without requiring add1t1ona1 time of students. On the
other hand it may be unreasonable and 1nappropr1ate to adm1n1ster a th“-e

or four hour bas1c-sk111s test battery twice a year if the students already
have a dislike for test taking. ' '

Coordination

A point often overlooked in selecting appropriéte‘ways to obtain
needed information is the amount and type of coordination required. 'Thi§
coordination includes the amount and type of interference that may accrué
to students, staff and others such as participating communﬁty people. It
also includes the coord1nat1on of persons or agencies to be involved in. the

data collection for each instrument.

Efficiency

Although we have mentioned that credibility is enhanced when several
evaluation approaches related to the same issue produce consistent findings, -
one has to'weigh to trade off between a redundancy of information collected
on a few issues to establish the reliability of the f1nd1ng§ versus the
expense of forego1ng the co11ect1on of unique information about additional
issues. - Always check to determine if useful data are currently available
from other processes such as a district-wide testing program.

In our example the instrument is clearly identified in. the ob3ect1ve.
In many cases it will not be so easy. This information should be entered

" . on the form for Step 4.



Evaluation Plan ‘_m‘*‘. “ =S

1. Objective By the end of the school year, the fourth
: ‘ L grade program students will have made
significant growth in reading as measured
By the Woodcock Reading Test.

2. information | Tne reading scores for the fourth grade
Requirements students administered at the beginning and
: end of the school year and the test norms.

3. Iﬁfofmation‘h | The fourth grade students.
Source .

4. Instruments

‘Figure 4.6
" Step 5. Design

Who Will Complete the Instruments and What Compar1son May Be Made?

An eva1uat1on design is a p]an or stratngy for co11ect1ng and analyzing
1nformat1on about a program It also identifies the compar1sons or criteria
to be used in judging the program's success.

On the next page are a sample of questions you might need to address in
your evaluation. Under "Design" are listed the designs, methods or types of
strategies most appropriate to answer those particular questions. Find the
question which best descr1be: your situation and note the appropriate |
strategy. If the strategy is one w1th which you are unfamiliar or which you
know is beyond the expert1se of the proaect staff, you should consu]t.an“
evaluation specialist. Some references are given in Section 7. Your ques-
" tions may require entirely different designs than those shown on page 32.
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Sample Questions . Corresponding Designs
LA " | We know how well the fifth | Administer.at the end of the
| graders can spell from past .| school year the same spelling
testing and experiences (base- | test used in the’ past to this
“line data). .  Will this new year's fifth graders and. com-
spelling program improve their | pare the results with the base-
spelling over what we expect? ! Tine data using available
. o norms.
| We need to know at what level °| Administer a math-test to the
entering sophomores are in sophomores at the beginning
their math skills and whether and end of the school year and

this new program 1mproves - | compare their results.
those skills. . : '

How effective is the new -Randomly assign half of the
fourth grade readihg program. fourth grade students in a

as compared with the one we school to one reading group
have been using? - - using the new program and the .

.other half to-a group using
the older program. Have the
same teacher teach both groups
Select a reading test equally
fair to both programs and com-
pare the posttest resu]ts of

each group.
Do the seniors in our new | Develop a simulated job inter-
career education program view and randomly sample per-
make greater.progress in job haps 20 students from each of
cinterview skills than 'stu- the two groups to participate
dents in our vocational - in the simulation-at the begin-
‘education. program? : ning and end of the school year
C B Have the simulation scored and
‘ - compare the increase in scores
. made by the two groups.
\ \\.'- T S "VFigure 4.7~
! S : . = .
?Qh Enter the appropriate design on the Evaluation Plan form, Figure 4.8.
| x\ o .o : . . ’
. ("“"
v\‘l ‘ '_.:‘_ ) - ' :
EMC | B - . . . 3 ’; -



Evaluation Plan.

hl

1. Objective | By the end of the school year, the fourth
- grade program students will have made
significant growth in reading as measured
-by the Woodcock Reading Test.

o

'2.' Infdrmation The readihg scoreéifor.the fburth;grade
Requirements students-administered at the beginning and.
a - end of the school "year and the test norms.

3. Information The fourth grade students.
~Source . .
q, InStrumgnts CaTifornia Achievement Test, Form C
~. | 5. Design : -
i : .
Figure 4.8

If your answer involved coﬁbariéon of the pretest and posttest results,

' which the objective calls for, you are‘ready to go on to‘Step—G.

-

Step 6. Time S¢hedule - | | | -

When Will the Information Be Collected, Analyzed and Reported? The -
first question to ask is when will each instrument be administered. Some-,

times an instrument such as a questionnaire will be administered only a
single time. If an interview or a test is administered twice (pre-post)

or three times, these times should also be recorded. Other data often
called "proceSS»data“ refér to‘ongging'data'co11ected periodically ﬁhrough-
ouE a:school year such as student attendance data for each‘érading period. -
Fill jn.appropriate times in the box on the next page.

¥ . .'\:“
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" Evaluation Plan

1. Objective

v

By the end of the school year, the fourth
grade program Students will have made
significant growth in.reading, as measured
by the Woodcock Reading Test.

2. Infdrmation
_Requirements

The reading scores for the fourth grade
students administered at the beginning and.

"l end of the school year and the test norms.

3. Ihformation
. Source

The fodrth grade students.

4} Instruments

Woodcock Réading Test.

5. Design

Pretestrbosttest.

6. Time Schedule

Pretest--Sepfember 15-18
Posttest--May 12-16

‘Figure 4.9

\\_\
—
—

'\—\Q :.

Now that you have entered the time schedu1e you are ready to" go on.

to Step 7.

Step 7. Analysns

-1
:

What Do We Do N1th the Data?

=usefu1 information out of raw data.
| Th1s ‘can be as simple as count1ng how many peop]e 11ked and d1s11ked a

certa1n textbook te some very. comp]ex statistical man1pu1at1ons

Data analysis is the process of mak1ng _

If you

. have Tittle or.no stat1st1ca1 background and the analysis requires more than

percentages and graphs, it is best to consult an eva]uator

techn1que should be listed on the form below.

19

The-analysis
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Evaluation Plan
1. Objectjve By the end of the school year, the fourth
o grade program students will have made
significant growth in reading as measured
by the WOodcock Read1ng Test
-1 2. Information 'L~She read?ng_§ggres—f0r—the*f0urth grade

Requiremenrs_,.

tudentS administered at the beginning and
end of the school year and the_test norms.

.. Information

13 _ The fourth grade students.
{ = Source o :
4. Instruments Woodcock -Reading Test.
,5."Degign Pretest-posttest..
6. Time Schedule | Pretest--September 15-18
- S Posttest--May 12-16
7. Ana]ysis v

A]though at this p01nt you may not. be fam111ar w1th the many alterna-
tives: of.data.ana]ys1s, the key featgres .0of some of the most commonly used_- o
statistics ahe'exp1ained on the- fo]]owihg pages to give you some orientation.
Keep .in m1nd whether you will ‘have to be performing the calculations by’ hand

F1gure 4 10

w1th the. ass1stance of a programmed ca]cu]ator or will have access to a
computer and ava11ab1e stat1st1ca1 packages | .

7]
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KEYrFEATQRES_OF SOME COMMONLY USED ANALYTICAL TECHNIQUES

L

-

Analytical’.

. Technique
- and its .,
Symbol

?

Key Elements N

) Example @

{1 CHI SQUARE

Used to test the significance of

Is there a sign1f1éant]y larger

»

group.

averages) is significant.
measure the difference between
two groups or between the pre-
and posttest scores of the same

o

'Did students in the Head Start pro-
" gram score significantly higher

(XZ) . differences between: (1) observed proportion of boys than girls who
- . frequencies and expected frequen- applied for entry into a-new science
cies; or {2) two sets of observed program? i
frequencies.
t TEST Used to test whether the differ- Did the students in the home eco-
(t) ences between two means (gr?zp v nomics course show significant
: can

growth on the HE203 test between’
the beginning and end of the
semester?

on the Peabody Test than youngsters
wha remained at home? -

ANALYSIS -OF

Used to test the significance of

E

hich of three methods of teaching

VARIANCE differences among more than two word recognition is most effect1ve
(ANOVA) variables ‘or more than two groups. for sTow ]earners .
MULTIPLE ] Used to test the significance of Do students in the exoer1menta1
ANALYSIS OF |- differences between two or more vt school program score signifi-.
VARIANCE groups -simultaneously on more than 2wy iy righer in basic skills (as
?MQNOVA) one var1ab1e. meusured by separate scores in

: reading, arithmetic and language

‘\ . expression) than those in the

traditional program?

ANALYSIS-OF
COVARIANCE.

(ANCOVA)

Used to test the significance of
differences between two groups
when the two groups are not con-
sidered equal at.pretest time.

" career maturity than those in the
‘'vocational education class when
. students'

Do students “in the work exper1ence
program make greater gains in

IQ is accounted for?

MULTIPLE
REGRESSION

Combination of several predictive
measures to predict achievement
or other outcomes.

d

- nificantly predict the-performance

Do students' age, sex and pretest
scores on an achievement test sig-

outcomes of the program as measured
by posttest scores’

Figure-4.11

>
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Because the samp]e ob3ect1ve ca]]s for measur1ng s1gn1f1tant growth
over the year, the ana]ys1s needs to determ1ne whether the differences. 1n
the group s pretest and posttest scores are statistically significant or

- whether they could have occurred by chance alone. As 1ndicated'in

Figure 4.11, a t test or ana]ys1s of. variance wou]d be appropr1ate to use.
Because statistical significance is based on a mathematical formu]a that .
includes the number of students tested, it is possible that if aATarge
number of children were tested, a’ditference'between the,group’s prétest
and posttest averages of only one or two points cou]d'be'statfsticalTy

<significant However, it 1is aTso 1mportant to ask the question as to

whether the differences were eaucat1ona1]y significant.  In this case albain

~of only one or two points may indicate very ]1tt]e actua] growth.

While the chart .in Figure 4.11 deals with statistical techniques for

_analysis of data, 1t is 1mportant to remember that s1mp1e~descr1pt1ve )

techniques. such as graphs, bar charts and °cattergrams are often effective
when commun1cat1ng the evaluation f1nd1ngs to persons not hav1ng a statis-

‘tical background

. Step 8. Fleports

Nho.Needs to Know About'It7 Reports are wajs -of conveying 1nformat1on

. to others. The types of reports (e.g.. m1d-year) and the recipients of the

reports (e g . the super1ntendent) should be entered on the form in the
space prov1ded . You may wish to go back to the'explanation of this hypo- E
thet1ca] prOJect on paqe 11 and review which individuals and/or agencies
wanted the'*nformat1on about the evaluation findings. Insert on the next
page the individuals or groups to recejve the reports. '



.Evaluatfon Plan

<

1. Objeqtive. ' By the end of the school year, the fourth
B : grade program students wiil.have made
_significant growth in reading as measured
by the WOodcock Read1ng Test.

| 2. Information i | The reading scores for the fourth grade
- 'Requirements. students administered at the beginning and
: _end of the schoo] year and the test norms.

»3; -{nformatioh _ VTheQEourth”grade stodents..., =
Source ) : ‘ R IS
4. Instruments | Woodcock Reading Test.
.}Hv‘ | 5., Design o ‘“Pretest-posttest;

6.g,TfmeﬁSchedu1e ' Pretest--September 15-18
o ' -,Posttest--May‘12-16.

7. Aha1ysis" ; Compute a t test to determ1ne 1f a signifi=-
' . cant growth (at the .05 1eve1) occurred.

1 8. 'Report

Figure 4.12

Important audiences to recéive the final report'are the funding agency
together with the superintendent and school board.’ School protoco1 requ1res .
3 that any’1nformatlon going to the board of education be subm1tted to the
'-f - "super1ntendent who in turn sends the selected information requ1red to the‘T
board together with recommendat1ons, 1f any Eva]uators should consult
with the super1ntendent or adm1n1strat1ve representat1ve regard1nq these
' matters The super1ntendent may request that you make .an oral. presentat1on
to the board, parent groups, or other aud1ences In addition, it may ‘be
.useful to prepare a separate brief summary of the evaiuatioh_findings.

¥
W




'Eva]uatibn Plan

I8
4

1.

‘QObjective:

By the end of the school year, ‘the fourth

‘ .

grade program students - will have made
- significant growth in read1ng as- meas,"ed
w_rby the woodcock Read1ng Test
2. Information. The reading scores for, the fourth grade
' Requirements. students administered at the beginning and
. - end of the school year and the test norms,
. 3.:¢Information The foUrth grade students.
- Source g C ,
4. Instruments wdodcbckfhéading Test. ﬂ:
s’ - . - | - F’
5. Design .. Pretest-posttest. i
6. T1ﬁé Schedule Pretest--September 15-18 -

il Posttesfc--May 12-16 e,

Aha]ysis

. . descriptive level, in terms .of grade
-equivalent scores; of the group S pretest
and posttest means.

-cant growth occurred.

Compute a t test to dg;erm1ne if. a s1gn1f1-
‘The test publisher's
norms - may also be useful to provide a

e 5
Final report submitted to super1ntendent
and funding agency.

o Process 'Ob]'éctive iE.x'f:er.!ll’l‘e

Pages 24 to 38 have 111ustrated how e1ght steps can be used for prepar1n91

an eva]uat1on plan re]ated to a student outcome obJect1ve. A comprehens1ve

?igure 4.13

evaluation p]an may also address a program s impact on the cormunity and

other agenc1es

It may include a ook at PTOCESS objectives thaf are. B
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| ~instrumental in achieving the outcome objectives. An example of a process
objective is shown.in Figure 4.14 together with steps useful 1/n evaluating

‘__-'it. . ‘ . : J
° } ) 3N
) 1. Objective . Teachers in. the Webster reading orogram will particinate in a ‘four-day
) . .| training workshop to learn the purposes of thes curriculum and how to
. -} effectively impiement it. .
2. Information 1. A copy of the training workshop desian (including purposes,
Requirements expected outcomes and teaching strategies). .
_ ) : 2. Names of the warkshop staff and of the teéachers scheduled to attend.|
.h—: \ i . . . ‘ . .
o N o :
) : 3. ‘Information | 1. The workshop staff
Source 2. Workshop participants

3. _Honkgpop observer ) ’ : ‘ .
Sy, . -

4 Y
“u
4. Instruwents 1. Observation schedule
2. Pretest and posttest for participants
3. Workshop participant questionndire
4

. . Attendance sheet . . N B R TIEET s P
5. Design ﬂ 1. Pre and post administration of the knowledge test.
- "2, The evaluator will attend the session and complete the observation
‘ schedule. - .
3. Participants will complete the questionnaire-and the daily atten-

* : dance sheets. .
' 4. Workshop staff will be interviewed after the warkshop.

6. Time Schedule | 1. Pretest to be administered as the first activity,
1 Posttest to-be administered as the last activity.

E ' ’ 3. The evaluator will complete the observation schedule on the first

o and third morning and the second and fourth afternoon.

4. The questionnaire will be given the last afternoon before the
posttest, - :

n

7. Analysis 1. A pretest analysis will be dona inﬁicatinq the participanté“ general
- level of knowledge about reading-instryction prior to the workshop.

* ] 2. At test will be used to determine if a significant qrowth in
’ . . participants' knowledge occurred. ’ o

1-3. A tabulation of observations will be mﬁdq to determine .the level of
invoivement of workshop participants and the degree of congruency
between the workshop plan and its -implementation, - .

"4, The questionnaire will be tabulated to determine “he particicants’
ot . 'view of how wel) they understand the purposes of the new curricu- -
' . -\ ,Tum and how to effectively implemept it. ' b

5. Participants' attendance will be summarized to indicate the
average daily attendance in relation to the number af teachers .
‘j _scheduled .to attend the workshop, .

6. - Warkshop staff fnterviews will be summarized in narrative fashion.

/
|"f— N : . . _ ’ : ' ’ . . .
‘ 8. Report 1. An oral report by the morning gf the second day indicating the
a general .areas of strengths and weake;sses of the participants
// based on their pretest results, ) : ’ -

. ‘ 2. An oral debriefing by the evaluator based on observation notes
—— : ‘ L on the day after the workshop. . .

3. Awritten report to the project dfrector, superintendent and ‘
 School Board reporting the complete evaluation findings regarding
the workshop and the participants’ suqgestions for. future traininag.

Figure 4.14

“‘.:P' L . . . . ) ‘




Having completed each of the eight steps, you are now ready to assess

the comp]eteness of an Evaluation Plan by chr :king each of the eight quest1ons
or1g1na]1y asked about any p]an These quest1ons are presented in the form
of a checklist below to he]p you make sure an evaluation plan answers these
questions for each objective or area to be evaluated: Use of this checkllst
can help you to insure that you have not overlooked important elements
involved in the evaluation of your otjectives. ‘

EVALUATION PLAN CHECKLIST

Objectives Listed in Numerical SEQuencé
From Your Proposal

1 2 3] 4 516 7 819

1. - What questions are being asked?

2. What information is needed to answer
the question?

3. Where can the necessary information
' be*secured’

4. What can be used to find the answer?

5. Who will complete the instruments and
- what comparissns may be made?

6. When will ths information be collected,
analyzed and reported?

7. What do we do with the data?

8. Who needs to know about it?

Fidure 4.15




Timelog for an Evaluation

The timelog, Figure 4.16, may be helpful in mohitorinq'eva]uatidn

activities.

The evaluation is divided into its major components.
each component are various activities associated with that component.

Under
Next

to each item is space for the date when that activity,should begin and when

it should be completed
no over51ght h%s occurred

" This can also serve as a checklist to make certa1n_

' _ SAMPLE EVALUATION TIMELOG
ACTIVITY _DATE chSk%EIDN
1. Purpose of ‘the evaluation .
“a.  Clarify what and why the evaluation is for (i.e., pro-
gram 1mprovement funding decisions, etc.)
b. Clarify goals, objectives, questions or decisions
2 Plan the evaluation :
5. Prioritize objectives or queséions
b. -Determine iﬁformation requirements
- c. .Determine .informaticn sources
d. Selecﬁ or develop appropriate instruments
e. Select appropriate designs.
-f{_ Schedule implementation | S
g. Select appropriate'analysis techﬁiques ’
h. Determ1ne appropriate audiences for various aspects
of 1nformat1on ) -
3. Implement the evaluation
‘ a. Assemb]e baseline data (.if needed) i
b. Adm1n1ster evaluation instruments as scheduled w;th
, the evaluvation plan ;;
) c. Collect process data on an ongoing basis
d. Analyze evaluation data
4, Reportiné the inforhation
a. Report orally to proper individuals (if appropriate)
b. Interim/progress reports
C. ?ina] report

Figure 4.16




. example of such a ﬁuimaa:m is shown 1in Figure 4.17.
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Assessi_ng_thé Quality of the Evaluation Plan

So far we have discussed the'e]ements of a comprehensive evaluation

' p]an and provided a check]1st for monitoring the comp]eteness of such a plan.
- A plan ‘can be ‘complete and yet 1ack1ng 1n quality. The Checklist for Judq1ng \

" the Adequacy of an Evaluation Des1gn aeve]oped by- Sanders and Nafz1ger4 and
d1sp1ayed in Figure 4.18 is useful to app]v in assesswwg the quality of an

eva]uat1on plan.

*4Sanders,'J. R; and Nafziger, D. H. A Basis for Determining the Adequacy of
Evaluation Designs, Portland, Oregcn; Northwest Regional Educational = .
Laboratory, October 1975. pp. 9-13. ) :




CIIECKLIST FOR JUDGING 'l‘ll!-.. ADEQUACY OF AN EVALUATION DESIGN
, Dlnctlonm For enoh quoatlon below, olrolo Whethar Ihe valuation deslgn has clearly mel (he crlterlon Q(_). bas clenrly not met ¢he crlterlun (No), .
or cannot: be clearly dolermined (? (?) Clrcle NA IT the erltorion doca not apply-fo the evaluation dealgn belng. reviewed, Use the Elaboration column
* lo provide furlber explanation for crllerlon whero 8 No or a ? hag been clrcled. 'l‘he word "progrnm" will be uaed to mean lha program, projcct or
product boing evalunlcd ‘ ; o . :

Titlo of'Ev;lqalldn Document;

Name of Reviewer;

. Criterlon e Critorfon Met | .. Elaboratlon
L Celterla Tsgarding the Adoquacy of the Bvaluallon N : : ‘ o
~ Concepluniizallon

" A, Concaplual Clarlly and Adequacy I T Y L
1. 16 an adequate déacrlptlon of tho wholo - L , ‘ : o
© program progenled? | Y No 7 NA
2, Is a clear degcriptlon glven of the part of lha .
‘program being evaluated? Yes No 7 NA
«d, I8 & clear descriptlon of (he evaluatlon approach - o .
glven? (8.g., comparison group sludy, slrglo - o .
group atudy, goal-free evaluntlon. foesintive, —_— o ‘
summatlve, otc,) , Yesr No 7 NA
4. s the evalustion approach dequate and . o o
sppropriale for evaluating the program? Yo No 7. NA B

. Based on tho above, do you feel lhoevalunllon ls clearly : o |
. and adequalely concelved? | Yeo No 77 NA s

I Seaps \ -
1:Are the Intended outcomes or yoals of the o
program clearly specilied? CYes. N 7 MA
3l the scope of the evaluation broad enough to L |
‘ 'gather Informatlon concerning all apoclﬂed program

“ " oulcomes? ‘ ~ Yes N ? M
3 Are any Ilkely untntended offocts from lhc '
“+ program described? ‘ | Yoo - No 7 MA
4. 1a the approach of the evaluation broad enough ‘ | )
to include monsuring these uninlended elfocts? . Yoz Mo NA
5, 8 adeyunto cdst Information about the progiam '
Included tn tho scope of the evaluatlon? Y Noo 0?2 MA

- Dased on the above, do you loal tho evaluation Is “ ’
 prlequate In scope? : Y Moo 7 M

Sv .
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L -‘Crltorlon .

'{:’,'C.[ Rolevonco e L
‘ -Are tho audlences for tho ovaluation ldentlﬂed?

Criterfon Met

NA

. Elahoration

: ‘Yes  No 7. |
2. ‘Are the objoctives of the evaluation explained? = * Yes No . ? NA .
. Are tho objeclives-of th evaluation .congruent _ | MRS
- ~ with, the tnformtloa needs of th/o -Intended - _ : R
" gudlences? - Yes No 7 - NA
t." ¢4, Does lho Information to be provided ollow -
o nocoooory declslons about the progmm or - ; Co e 3
-‘_produot to-bo mode? Yes. No 7. NA -
Baoed on tho above, do you foel the Tnformation pmvlded I , S :
relevant to and adequatoly gerves the needs of the Intended Yes .~ No ? NA.
oudlence? - o - :
D qulbllltx !
1. Cap the dosign be adapted eoolly to : . T
o accdmodate changes ‘In' plans ?- . Yes No ? NA
-2, Are knoyn constraints or parametors on the S : |
" evaluation) discussed thoroughly?- Yes No . 72 NA
"% Can usehl Informatlon be obtained In the .« ’ R
" Ince of .unforeseen constralats, 8,8, hon- . . '
. Vcooperotton of control groups? Yos No.  ? NA -
Jaged on the obovo. do you foel the evaluation sludy nllows for i ‘ L .t
oW lnformatlon noeds to be met as they arlse? o " Yes © No: 7. NA '.
"E. I‘enslbllltz o -
o i 1. . Are lhe ovaluatlon rescurces (tlme. ‘money and
...\ . porsonel) adequnte to carry out the projected T : ‘
U aclivitles?’ L Yes' © No ? . ' NA
‘2, Are management plans opectﬂed for oonduotlng L
“ the evaluation? ™" Yes No . ? -NA
"3, . Has adequale planning boen dond. to support the | | .
- fenatblllty of conductlng' complexl actlvlttea? ‘ .Yes ©. No .7 NA .
tosed on the above, do you feel the evnluatlon can be o p—
'nrrled oul s plonned? , ~Yos No ‘. 7% NA
. ‘\thure 4,18
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Criterlon

Criterion Met

n Cgltérl_n Concerﬂlng'tha Adequacy of the Collectlon
" " and Prucessing of Information

A, l!ellnhllltz
1. Aro data collection procedures described well
and was care taken fo assuro minimal

“evaluutlon?

-« arror?. " - Yes . 'No * NA
‘ 2, Are scorlng or coding procadures ) o T
-~ objectlve? Yos No 7 NA
3, - Ave Lhe evaluation instruments- e - ;
- rellable? (lie., 18 reliability . Yes -No ? "NA
lnformnllon-lncluded) ' . , |
-.-llnsed on lhu nbove, do you foel that if the evalunllon ‘:‘r?
were conducted agaln the results would turn out lho ’ .
‘same? Yes ' No ? NA'
B. 0b|ecllvl 1'
1, . llave attempts to conlrol lor blaa in data
collection and processing boen _
- deseribed? - Yes  No ? NA
"2 Are sources-of {nformation clearly S
© specifled? Yos No ? NA"
* 3, Do tha:blages of the evaluators preclude | o .
- ohjective evaluation? Yes No 2 NA
Dased on’the nbove. do you feel adequats steps have bean |
- "taken lo ensure objectlvity ln the various aspects ol the . '
: Yesr No- ? NA

| Fighre 4.]8:_.
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' Elaboratlon

| “‘C. Ropresentativeness

1.7 Are the data collectlon Instruments valld?
2, Ave tho dala collection Instruments appropriate

Crilarion

for the purposes of this evaluation?

3. Does the evaluation adequately address the

quesuona It was lntended to answer?

LD S ED ey EP e D A o P P N W u ---------------------------------- By O . S A D ) -y B deh e o e e Y SR e e W s TR e e e -

;‘_Bascd on tho above, do you [eel $ho lnlormatlon

collection and procesaing procedures ensure that the

‘?-reaulta accurately represent the program?

Yes

No

No'

- No

Criterion Met

[}

NA

"

D Generalizabllity

1. Are sampling techniquas adequnte to permit
~ genoralizatlons to the population of lulerest?
2. Docs the cultural context of data collectlon -

~technliques affect genernllzatlon?

- 3. Ary the inferential statlstics employed
~ . appropriate for the sample, data and uno
‘queatlons to be answered?

. ' . .
------------------------ .-----ﬂ----u-un--nn---wnn--_-nn----l----n---—-l-u--——----ﬂ-ln-------u---u-nn-

aned on the above, do you fecl the Informntlon collc.clcd
'cnn bc generalized when necessnry? ks

Yes

_‘No ‘

No

No

NA

NA

-NA

il. Crlterln Concern!ng the Adaquacy of the

A, Timeliness

1. Have efficlent reportlng techniques bcen used

to meot the needs of the clients?

2. Does the time schedule: for reporting meot
the needs of the nudlence?

Based on the above, do you feel the lnformatlon I8 umely cnough

to be of use to the client?

Yes,

.Q' ‘\
4
L
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Cruerlon

Criterion Met

A 10. Parvnalveneas

Elaboration

1 18 lnlormauon dleseml_ndtud'to all - .
. Intended audlonces? Yeos No ? - NA
2. Aro contractus] cosslralnts on dlssemination J R
ol evaluation information observed? Yes  No 7 .NA
3 Are atiempla belog made to make the -
“gvaluation lnfo\l'matlon avallable to relevant -
audlences boyond lhoae spocifled In the | oo
. contract? | A Yes No 7. NA
Based on the above, do you feel that Information 1s . o |
belng provlded to all who need It? Y8 No.. ? NA
[V, Gencral Criterla .,
A Ethlcal Consldernllons v
7 T.. Do test administration ptocedurcs follow - | .
 profcsslonal -slandards of ethics? Yesm.  No ?. NA
2, llave protection of human subjects h . r
. guldelines been followed? Yes No  ?..07HA-
. Iﬂ.' “Tias confidentiality ol data been guarnntoad? Yes No .27 NA
- 0 e veemm- Wmmmemme .. A e L ]
lased on the nbove, do you feel the evaluntlon study . .
|trlc(|y follows professional slandards of ethics? Yes No ? - NA-
D Protocol
1, - Aro approprinle persons coniactod In lho R
npproprlnle so{uence ? Yes No 7. . NA
-Are Department policle: and procedures a S
1o be lollowed? - ' Yos . No ? NA
nsed on the nhovo. do you feel npproprlnte prntocol -
a Yeos No 7. NA

!lcpa were plinncd?
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How Do You Col]ect and Ana]yze the Informa 1017

Now that you have prepared an eva]uat1on des-cn jOU
are left w1th the task of. 1mp1ement1ng it. Th1s
: sect1on w111 prov1de you w1th SOme h1nts to use in

"collect1ng and processing 1nformat10n

: /_.v‘\

Pl . I
B o

Collecting Baseline Data

, Baseltne data are data wh1ch descr1be or ref]ect the students' Ieve] |
- of- development achievement or att1tude before they exper1enced the’ progrant

or process you -are eva]uatvng This may be 1nf0rmat1on from prev1ous tests .
or prev1ous year's, work,, attendance etc.. If information such as growth or 2

change in spec1f1c students is needed base11ne data w111 prov1de the i '

start1ng p01nt.

51
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' The collection of file data as a baseline is generally easy since the

, “information s already aVai]able( However, certain preliminary arrangements
" need to be made, such as: . o :
‘hﬂi ;o. 1dent1fy1ng where each set’ of data is located

Y determ1n1ng who has author1zed access. to the files

& preparing a form for record1ng all of. the data to be rol]ected

)

- training and supervising the persons co]]ectlng the data (if other
than yourself) . | )

. scheduling time for the data co11ect1on“

e

Points to Keep in Mind When Testing

¥ : "Here{are‘s?éé'jmportant points to keep in mind when planning and admin-
AT ‘istering tests- | . | ' -
e k Exg]a1n Your Purposes.’ Be sure to te11 students why you are test1ng
_ and encourage them to do their best. Let fhem know-if the test results will
?f,' ; ‘_;:affect them in some way such as for se]ect10n of program part1c1pants or for
e | _1no1v1dua1 student counseling. . _ _
Env1ronment and Other Cons1derat1ons Test adnﬁnistration'should be
:un1form for all groups of students tested.. Directions for administering
~ each of the evaluation 1nstruments shou1d be stud1ed by the testers prior
to the day of testing since these may affect the size of the group to be
‘tested ‘at one t1me, _room conditions or the. need for spec1a1 materials (such ,
.as stop watch, if a timed test is being used). . '
The testing locat1on shou]d be well 11ghted and have'adequate ventila-
tion " There shou]d be’ Suff1c1ent test1ng space “for each ,student, both for
comfort and to m1n1m1ze the poss1b111,1es of copy1ng The same test
o 1nstruft1ons shou]d be used for all groups: of- students ‘tested and the t1m1ng
‘. of test1ng se551ons where appron* ate, shou]d be str1ct]y fol]owed Each-
student shou]d have a sharpened He . 2- lead penc11 when D1g1tek or other

mach1ne—readab1e answer sheets are used. It is a good idea to prov1de these
sharpened penc1ls and collect them with the test book]etaand answer sheets.
Extra penc1ls should be available if needed. oL
| ' Carefu] mon1tor1ng during the testing perlod is necessary, espec1a11y
: waen spec1a] answer Sheets are beTng used. ‘It is important that students
understand how and where to mark answers s1nce only port1ons -of some answer

s
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sheets are'used and there are wide format differences among answer sheets.
: Dur1ng this time the examiner can also check to see that the correct pencils
are being used since marks made in ink are not readable by machine.

When students completeAthe tests, examine them immediately for missing
sections, multiple responses and Iack-of identification. In this way the .
difficult problem/of gding back to the students can be avoided.

Follow-up. Immediéte]y after student testing, it is useful for the '
test administrator to write down any irregularities that mey have occurred

pret unusual results. Scoring and coding of evaluaticn instruments should
begin as soon as possible after the instruments are administered. This
‘m1n1mlzes Ioss of data and insures a qulcker avaltag111ty of test- results

Proeessing Data

You need to decide whether program data are to be-scorec and/or coded
within the district or eontracted to a person or agency outside of the
Jistrict If the data'are scored or coded within the districf 8 derision

A dec1s1on whether to contract w1th a person or agency outside the
‘district for scoring and coding services is influenced by factors such as:

e The availability of tra1ned personnel w1th1n the district to provide
these services

e The avaijlarility of necessary mach1ne scoring fac111t1es within the
district .

The .availability of funds for an outside contract
The turnaround time of either service
' The costs of either service

The accuracy likely under either service

A decision as to whether instruments should be scored manually or by
mach1ne is influenced by factors such as:

® The number of instruments to be scored

e The availability of traiay pPrsonnel. equ1pment and programs far
scoring the gs trumenty

The turnaround time of gither system
e The costs of either system

w

during—the—testing—pertod—TFhis—information—is—useful -in-helping -to-inter~
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6 . . ,
" BEPORTING EVALUATION FINDINGS

Vg
How Shoqu I Report the Evaluation- Findings?’ First

recall who the primary audiences are for the report
and the types of questions the audiences are likely
to have aﬁout‘tﬁe findings. This will help deter-
mine when to give‘thé fepoﬁt the Tevel of presen-

tation, and appropr1ate methods for reportlng

Timing

'\\-

Remember:
A report limited in scope but presented prior to making program
decisions is preferab]e to a comprehensive report presented two
weeks after important program decisions have been made.

Q ‘ . . o 55
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Purposes

~

-Since we saw in Section 1 that evaluatiofi can serve multiple purposes,
it is natural that the same data may be reported at different times and in
different ways. |

For example, the Woodcock Reading Test used in cur eariier éxamp]es can
illustrate this point. If individual student pretest data were returned to

the respective classroom teachers, they might use the results to piace students

in one of three homogeneous reading groups, to determine which students may
need a more in-depth diagnostic test and to determine what particular strengths

. and weaknesses their class as a whole has in reading in order io gear reading

instruction more appropriately. To do these things, the-results would have
to be made av&i]ab]e‘to teachers as early as possible after the tests were
adm1n1stered a | ' | ‘

| If the same test had been used in prior years.and a new reading ser1es
were 1ntroduced this year, the teachers wauld probably be interested in com-._"

par1ng student growth between the current and prior year resu]ts For th1s
purgose they wou]d probably want to rece1ve the evaluation report pr1or to
the one week tdacher planning conference in August- in order to consider modi-
fications in their reading program for the coming year.

Inieim Reports

Interim reports are particularly useful for providing feedback to the
project staff that éhey can use in refining a program's operations. For
example, c]aséroom observations during the first two months of the school -
year may reveal that studentscare usually not comp]et1mg assignments. proper]y

‘because the directions are inadequate. A tizgly intecim report addreSS1ng
_th1s issue cou.d allew-the project staff to reword or expand other written
~direc*ions so that students could more p*of1tab]y complete future aSS1gnments

during the reéa1nder of the\school ye=ar.

Interim reports are also useful if the decision to continue the funding
of a project must be mede prior to the avai]abi1fty of a completed end-of-
yéar'eValuation report. If you know that such a funding decision were to be
made in late Aprii, you might develop an evaluation design in which all pro-

.gram students were pretested in September, a random half were posttested in-

")
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in’iate Marci and the other half in mid May. The désign might also call for >
classroom observationn between-January and March to focus on the quality of
program inplementation and on teacher questionnaires or interviews .in March

to record the teachers' perceptions of the program and their recommendatiors
regarding its improvement. ' R

'How Much Detail to Include

Tie question of‘hgw detailed or specific to make a rapd;ima]solre]ates
back to an understand}hg of the audience. If the report is to 5e given
about individual c]assrboms, teachéfs are usually interested in specifics.
If the report cohtains data for an entire district, it may be best to simply
summarize it and place the details in an appendix. The same data may be
reported to various audiences at varioué levels of specificity. For example,
a complete evaluation report may be a summary deséription of the instruments
used to measure a particular objective, the student population or sample,
| procedures used to analyze the data, the statistical findings?and a discussion .
of the findings related to that objective. Project staff may be primarily
in. —ested “in a discussion 6f how Fecommendations could be used to improve
) the program. Parents or community persons may-éimpiy be interested iﬁ a
single sentence summarizing how students performed on a particular objective.
A wrjttén evaluation report should be organized s6 that various
audiences can quickly assess the information of particular interest to them.
If a program evaluation report is intended for the funding agency, don't
forget to see what forms or report format they might require or suggest.
.A moderately detailed table of contents can be very helpful to the reader.

Report Format

_ Effective evaluation Eeports can océuk in both oral and written format.
Oral reports are particularly appropriate‘as initial feedback from visiting
consultants or site review ﬁeam‘members. Such a debfiefing can allow for

a sharing of the observer's first-hand perceptions and can'facilitate a
useful exchange between the observer and project staff. _Thus, when an oral
debriefing occurs it is helpful to have the observer react to some questions
_or issues that served as the focus for the site visit as well as to ‘share

by
s



* his or her perceptions r&garding unanticipated outcomes of the program.-
Reactions by the project staff to the observer's comments are also important
before discussing alternative recommendations that may ar1se

A comprehens1ve written evaluation report usually contains the
fo]]ow1ng sections: - '

® }Execut1ve Summary (a 3 to 10- page overv1ew of the reporit findings
and recommendations) ‘

@ Introduction (1dent1f1es the purposes and aud1ences for the report,

provides an overview of the contents and describes any disclaimers

if need=d)

e Program DeScription (can contain some of the information in
Chapter 2 of this manual)"

e Objectives/Questions to be addressed by the evaluation - -

e~ Descriptior. of Evaluation procedures, desions and instruments
(in summary fashlon here with more details, if .needed, 1n the
appendix) . S

—4

e Discussion of Findings (It is somet1mes useful to organ1ze the
.. findings, first around the instruments used and, ‘'secondly, around
- the evaluation questions or objectives.).

e Conclusions and/or Recormendations (Enough information shou]d be .
- given. here to allow the reader to see-the rat1ona1e and data-
base for any recommendations.)

e Appendices (Separate appendices contain1ng'1ocale developed N\
instruments, technical data and detailed tahulations_ can make the
body of the report less technical.)

Report Summaries

‘Since many eva]uation'consumers do not have tne time cr—interestlto
read a thick or technical report, it is important to communicate a summary
of the findings. An execut1ve summiary is ‘an important element in a total
evaluation report. A separ@te eva]uat1on d1gest (of perhaps five to fifteen
pages) and an evaluation abstract (of one or two pages) are also handy and
useful for parents, 1eg1s]ators, board -members and others interested in an
overview of the findings. '

The executive summary, if presented as‘an introductory chapter to a
comprehensive report, can include both the findings and suggestions concern-
ing what sections of the total report may be of special interest to certain
audiences. The evaluation digest and apstract, on the -other hand, should

g
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o

~.each be written as seTf-containeH”documents that do not refer to specific
sections of the total rebort While the evaluat1on d1gest may.-cite the
f1nd1ngs ano reference them to the types. of evaluation 1nstruments and pro-
_cedures used to produce them, the abstract usually includes only the major

: findings'andnrecommendatione without attempting to‘documeht them.

. . -, . -
. -

Utillzing Evaluation Fmdlngs

———*———————————————Be#ere—dee%d+ﬁg—what—aet%ens—te~¢dke«en~the—bas4s_gi;a_completed_________

evaluation report some adm1n1strators have founr *t a usefu] practice to
obtain a separate technical cr1t1que of the report from another eva]uator..

~This outside review gives them a better,idea of how reliable the evaluation
procedureé were. This in turn canrhelp them determine how much to trust
the f1nd1ngs Other administrators request a separate 1nforma1 report of
the project staff, thus obta1n1ng their perceptions of the program,
React1ons of the project staff to the evaluation report itself are also

- useful before taking action on- any of its recummendations. :

Sometimes the persons cqnducting an evaluation may do an excellent job -
of collecting and reporting program findings and yet not be expert in
preparing recommendations, Therefore some administrators will call in
knowledgeable people to review the evaluation findings and then'propose a
set of recommendations based on their content kirowledge of the program.
Sometimes a conference is then held of project staff, evaluators, community
members, outside consultants and other district staff t~ jointly review and
discuss recommendations. Such a procedure gives the‘broédest base for

determining important changes that may be made in a project. |

.Closing Statement
We hope thet this book ha§"he1ped you to understand better how to plan,

- carry out and use evaluation. Although your evaluation efforts may not be
as technical or complex as-a un1vers1ty research study, they should be

andled in such a way as to have meaning and utility in 1mprov1ng your pro- .
grems or activities.: Your understanding of evaluation will increase as you
appiy to problems facing your school or d1str1ct what you have learned.

Good Tuck!
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* ANNOTATED BIBLIOGRAPHY
AND SELECTED REFERENCES

Anderson, S. B;, Ball, S., Murphy, R.T. & Assbc1ates Encyclopedia of

Educational Evaluatlon San Franc1sco Ca]1fbrn1a' 'uossey-Bass, Inc.,
1975. : . e
This encyclopedia contains over 100 short articles covering many
aspects of .evaluation including evaluation models, functions of
evaluation, program objectives and standards, social context of
evaluation, design, measurement approaches, and analysis and
interpretation. The artjcles are written at an introductory

level and provide references for” more in-depth treatment. Admin-

- istrators will find this encyclopedia eful way of obtaining
~ introduction to eva]uat1on topics of Sp&L ‘a1 interest to them.

i:Campbell, D.T., & Stan]ey, J.C. Experimental and Quasz-Expeerental Deszgns.

T

<+ for Research. Ch1cago, ITlinois: Rand McNa]]y Co]]ege Pub11sh1ng

Company, ]963 e

Long considered the bible of research and evaluation deSign,'this .
paperback examines systematically the validity of 16 experimental de
designs against 12 common threats to valid inference. The cautions
identified should help you in selecting an appropr1ate design for -
your program evaluation.
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_J'GZ ( Gottman J M , & C]asen, R.E. Evaluation in Education: A Practitioner’'s »

Guide. - Itasca, 111linois: F.E. Peacock Publishers, Inc., 1972.

The authors have deve]oped a programmed ‘textbook to ass1st ‘the
-reader- in learning how to: do a needs assessment, write measur-

ablz objectives and design measurement procedures, flowchart, a

and des1gn and use qua11ty control procedures. The use of
v-t1me -series analysis -is given much attention. The appendix
Sexp1a1ns a number of bas1c statistics..

Iaaac, S., & Michael, W.B. Handbook in Research and Evaluation. Saﬁ Diego,
. Ca11forn1a Robert R. Knapp, 1971. | :

This is a well organized, eas11y accessed reference It is qu1te
brief but. touches on most topics related to pragram evaluation,
such as planning evaluation studies, research designs, measure-
ment, statistical techniques and data analysis.

Lyman, H.B. Test Scores and What Theg Mean. Englewood Cliffs, New Jersey:
Prent1ce-Ha11 Inc., 1963. : : ~ :

This readab1e paperback describes some basic attributes of a-
test (validity, reliability and usability), some elementary .
test statistics and ways in which test results can be used
appropriately. Helpful-ideas are also presented on ways to -

Mager, R.E. Preparlng Instructional- Objectlves _Belmont, Ca]ifornia:
Fearon Publishers, Inc., 1975 o ‘q
"It has become a c1ass1c in a very short t1me as a "how to" book
on.preparing instructional objectives. It is.understandable
_ and contains. many good examp]es.

Stuff]ebeam, D.L & et al. Educatlonal Evaluation & Decision Making.
- I'tasca, I]11no1s F.E. Peacock Publ1$hers, Inc., 1971

* This book was written by a seven- member Phi Delta Kappa National
Study Committee o Evaluaticn. It contains an in- depth analysis
of educational evaluation springing from the authors' comprehen-
sive definition of eva1uat1on. Administrators-may be particu-
tarly interested in the chapters dealing with educational decision

-making and with the.one on organization and administration of
eValuat1on un1ts in school d1str1cts

Vargas, J.S. Writing Worthwhile Behavioral Objectlves ‘New York, New York: -
Harper & Row, Pub11shers, Inc., 1972 ‘

This is a good follow-up to Mager's book described above. Once .
_ an objective is prepared, it should be judged as to its worth-
. “~whileness. This is an easy-to-read book wh1ch can help you
assess the worth of specific obJectives.
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Webb, E Campbe]l’ Schwarts, R., & Sechrest, L.’ Unobtrusi}e A;;;;;QQIW"
an-reactlve Research in the Social Sczences Chicago, ITlinois:
Rand McNally & Company, 1966

The title is more ominous than the contents Often when.we . .
o 7 measure th1ngs -in-the .classroom, -the teacher or-students change o
‘.:[,\ . as a resu]t _Unobtrusive measurements are designed to minimize

-\ .. this effect: This book describes a number of unobtrusive pro-
= . .  cedures that can be used in program eva]uat1on

\ Northen B.R., & SandeFE, J. R Educatlonal Evaluation: Theorg and Practice.
: \ Northlngton, 0h1o Charles A. Jones Pub11sh1ng Company, 1973.

A . This book of readings is part;cular1y helpful in prov1d1ng the --
\\ reader with frameworks for planning evaluation studies. Various

evaluation. mode]s are described by their-authors -and each is.
" . followed by a paper describing how the model was-actually applied.
Administrators may be particularly interested in the chapter deal-
\\ ing with the re]at1onsh1p between the evaluator and the decision

maker..
SEL\ECTED REFERENCES
General' |
‘) v-,Anderson S.B., Ball, S , Murphy, R.T. & ASSOCfates;' Ehcyelopedia of .
. Educatlonal Evaluatlon San Francisco, California: Jossey-Bass, . __ .~
~Inc., "1975. : R SN

-

Gottman,; J.M., & Cla§en, R.E. Evaluatlon in Education: A Practitioner's
- Guide. Itasca, I111nois- F.E. Peacock Publ1shers, Inc., 1972.
: L. .
Grobman Hu]da "Evaluation Act1v1t1es of Curr1cu1um Proaects A Starting .
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