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ABSTRACT
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followiug topics: evaluating results, communicating results
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FOREWORD
This counseling and guidance program series is patterned
alter the PerformanceBased Teacher Education modules
designed and developed al the National Center for Research
in Vocational Education under Federal Number NEC00.3-77
Because this model has been successfully and enthusiastically
recieved nationally and internationally. this series of modules
follows the same basic format

T his module is one of a series of competency-based guidance
program training packagesfocusing upon specific professional
and paraprofessional competencies of guidance personnel
The competencies upon which these modules are based were
identified and verified through a protect study as being those
of critical importance for the planning supporting implement-
ing operating and evaluating of guidance programs These
modules are addressed to professional and paraprofessional
guidance program staff in a wide variety of educational and
community settings and agencies

Each module provides learning experiences that integrate
theory and application each culminates with competency
referenced evaluation suggestions The materials are designed
for usp by individuals or groups of guidance personnel who
are involved in training Resource persons should be skilled in
the guidance program competency being developed and
should be thoroughly oriented to the concepts and procedures
used in the total training package

The design of the materials provides considerable flexibility
for planning and conducting competency-based preSery Me
and miser vice programs to meet a wide variety of individual
needs and interests The materials are intended for use by
universities. stale departments of education. postsecondary
institutions intermediate eduCational service agencies. JTPA
agencies employment security agencies, and other Commu-
nity agencies that are responsible for the employment And
professional development of guidance pertionnel

T hecompetency-bined guidance program training packages
are products of a research effort by the National Center's
Career Development Program Area Many individuals. Institu-
tions and agencies participated with the National Center and
have made contributions to the systematic development,
testing and refinement of the materials

National consultants provided substantial writing and review
assistance in development of the initial module versions over
t300 guidance personnel used the materials to early stages of
their development and provided feedback to the National
Center for revision and refinement The materials have been
or are being used by 57 pilot community implementation sites
across the country

Special recognition for major roles en the direction develop-
ment. coordination of development. testing and revision of
these materials and the coordination of pilot implementation
sites is extended to the following project staff Harry N Drier
Consortium Director. Robert E Campbell. Linda Pfister.
Directors. Robert Shuman. Research Specialist Karen
Kimmel Boyle. Fred Williams. Program Associates. and Jame
B Connell. Graduate Research Associate

Appreciation also is extended to the subcontractors who
assisted the National Center in this effort Drs Brian Jones
and Linda Phillips-Jones of the American Institutes for
Research developed the competency base for the total pack-
age managed project evaluation, and developed the modules
addressing special needs Gratitude is expressed to Dr
Norman Gysbers of the University of MissouriColumbia for
his work on the module on individual career development
plans Both of these agencies provided coordination and
monitoring assistance for the pilot implementation sites
Appreciation is extended to the American Vocational Associ-
ation and the American Association toi Counseling and
Development for their leadership in directing extremely impor-
tant subcontractors associated with the twat phase of this
effort

The National Center is grateful to Mt U S Department of
Education. Oftice of Vocational and Adult Education IOVAE)
for sponsorship of threeContreets related to thiscompetency-
based guidance program training package In particular. we
appreciate the leadership and support olfered project stall by
David H Pritchard who served as the project officer for the
contracts We feel the investment of the OVAE in thiS training
package is sound and will have lasting effects in the field of
guidance in the years to come.

Robert E Taylor
Executive Director

National Center for Research
in Vocational Education

THE NATIONAL CENTER

FOR RESEARCH IN VOCATIONAL EDUCATION
NE OHIO SLATE ulizvERSitv
1960 KENNY 01010. co.uwauS OHIO 43210

The National Center for Research in Vocational Education's rms.
soon is to increase the ability of diverse agencies, institutions. and
organizations to solve educational problems relating to individual
career planning. preparation. and progression The National Center
ludas its mission by

Generating knowledge through research
Developing educational programs and products
Evaluating individual program needs and outcomes
Providing information for national planning and policy
Installing educational programs and products
Operating information systems and services
Conducting leadership development and training programs

BELL-HOWELL
Publication Systems WSW
Publication Products

Bell & Howell, Publication Products. is one of two operating units
that comprise Publication Systems Division Based in Wooster,
Ohio. P.IbliCatiOn Products specializes in the production and repro.
Chinon of newspaper,. periodicals, indesell. career information
materials and other widely used information sources in microform.
hard copy and electronic media
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ABOUT USING THE CBCG MODULES
COCCI Module Organisation

The training modules cover the knowledge. skills. and
attitudes needed to plan. support, implement, operate. and
evaluate a comprehensive career guidance program. They
are designed to provide career guidance program irn
pie mentors with a systematic means to improve their
career guidance programs. They are competency-based
and contain specific information that is intended to assist
users to develop at least part of the critical competencies
necessary for overall program improvement.

These modules provide information and learning ac-
tivities that are useful for both school-based and
nonschool-based career guidance programs.

The modules are divided into five categories.
The GUIDANCE PROGRAM PLANNING category assists
guidance personnel in outlining in advance what is to be
done.
The SUPPORTING category ossists personnel in know-
ing how to provide resources or means that make it possi-
ble for planned program activities to occur.
The IMPLEMENTING category suggests how to conduct.
accomplish, or carry out selected career guidance program
activities.
The OPERATING category provides information on how
to continue the program on a day-to-day basis once it has
been initiated.
The EVALUATING category assists guidance personnel
in judging the quality and impact of the program and either
making appropriate modifications based on findings or
making decisions to terminate It.

Module Format

A standard format is used in all of the program's
competency-based modules. Each module contains (1) an
introduction, (2) a module focus, (3) a reading, (4) learn-
ing experiences, (5) evaluation techniques, and (6)
resources.

Introduction. The introduction gives you. the module
user. an overview of the purpose and content of the
module. It provides enough information for you to deter-
mine if the module addresses an area in which you
need more competence.
About This Module. This section presents the follow-
ing information:

Module Goal: A statement of what one can ac-
complish by completing the module.
Competencies: A listing of the competency
statements that relate to the module's area of con-
cem. These statements represent the competencies
thought to be most critical in terms of difficulty for
inexperienced implementers, and they are not an
exhaustive list.

This section also serves as the table of contents for the
reading and learning experiences,
Reading. Each module contains a section in which
cognitive information on each one of the competencies
is presented.

1. Use it as a textbook by starting at the first page and
reading through until the end. You could then

complete the learning experiences that relate to
specific competencies. This approach is good if you
would like to give an overview of some competen-
cies and a more in-depth study of others.

2. Turn directly to the learning experiences(s) that
relate to the needed competency (competencies).
Within each learning experience a reading is listed.
This approach allows for a more experiential ap-
proach prior to the reading activity.

Learning Experiences. The learning experiences are
designed to help users in the achievement of specific
learning objectives. One teaming experience exists for
each competency (or a cluster of like competencies), and
each learning experience is designed to stand on its own.
Each learning experience is preceded by an overview
sheet which describes what is to be covered in the learn-
ing experience.
Within the body of the learning experience, the following
components appear.

Individual Activity: This is an activity which a person
can complete without any outside assistance. All of the
information needed for its completion is contained in
the module.
individual Feedback; After each individual activity
there is a feedback section. This is to provide users
with immediate feedback or 'valuation regarding their
progress before continuing. The concept of feedback
is alio intended with the group activities, but it is built
right into the activity and doss not appear as a separate
section.

Group Activity: This activity is designed to be
facilitated by a trainer, within a group training session.

The group activity is formatted along the lines of a
facilitator's outline. The outline details suggested ac-
tivities and information for you to use. A blend of
presentation and "hands-on" participant activities such
as games and role playing is included. A Notes column
appears on each page of the facilitator's outline. This
space is provided so trainers can add their own com-
ments and suggestions to the cues that are provided.

Following the outline is a list of materials that will be
needed by workshop facilitator. This section can serve
as a duplication master for mimeographed handouts
or transparencies you may want to prepare.

Evaluation Techniques, This section of each module con-
tains information and instruments that can be used to
measure what workshop participants need prior to train-
ing and what they have accomplished as a result of train-
ing. Included in this section area Pre- and Post-Participant
Assessment Questionnaire and a Trainer's Assessment
Questionnaire. The latter contains a set of performance
indicators which are designed to determine the degree of
success the participants had with the activity.
References. All major sources that were used to develop
the module are listed in this section. Also, major materials
resources that relate to the competencies presented in the
module are described and characterized.



The basic purpose of evaluation is to provide
information for planning and future action or
decisions. A program evaluation seeks to deter-
mine whether or not the program activities have
met their objectives. Practically, this means. "Did
your clients learn what you intended them to
learn?" Realistically, these results often have
substantial impact on both the direction and We
of your program. And in this age of accountabil-
ity. many audiences are interested in the findings.
These audiences range from your clients and
parents or guardians (where appropriate) to tax-
payers and legislatorsparticularly if your pro-
gram is being supported with state or federal
funds.

Evaluation is a key component in any career guid-
ance program. not an add-on. Although this
module and the module CG E-1, Evaluate Guid-
ance Activities. appear to complete the series.
they are topics and competencies that must be

4
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INTRODUCTION

undertaken as you plan your program. The care-
ful setting of objectives, making sure that they are
both important and measurable, will ensure that
you obtain information to refine and improve
your efforts.

Communicating clearly is important in all aspects
of program development and implementation, It
is particularly essential to keep people up to date
with the progress your program is making in
reaching its goals. This module focuses on how
to communicate this progress as well as how to
use evaluation findings to improve your program.
It ties not only with the module CG E-1, Evaluate
Guidance Activities, but also with the first module
of the series, CG A-1, Identity and Plan for Guid-
ance Program Change. thus illustrating the cycli-
cal nature of program development and
impiementation,



READING

Evaluating Results: Who Needs Them and Why

fir

There are many people who believe that evalua-
tion reports are never read--only filed. Unfortu-
nately, it does seem that all too often an evalua-
tion is conducted to meet the demands of a
funding agency and critics justifiably claim that
the report is simply a product to meet contract
requirements. However. with increasing demands
on limited funds and heightened citizen concern
for use of tax monies. more and more people are
interested in whether or not the program that you
provide has a positive impact on your clients.

As you plan to communicate evaluation results to
your constituents, you need to identity the var-
ious audiences and determine what information
they need for decision making. If you are receiv-
ing external funding for your program, these
sponsors are. of course, a key audience. But. who
else needs information? Whatever the structure
of your agency is, certain administrators will need
evaluation information. If you have an advisory
committee (several members of whom might
serve as an evaluation team). you will want to
keep them advised of both progress and prob-
lems As both staff members and clients will
undoubtedly be involved in any modification of
the program - -as well as possible providing the
basic evaluation data--they should also be viewed
as key audiences One often overlooked group is
the community The public is more interested
than we often credit them for in the results of our
programs. It is often their tax dollars and their

7

education or that of their children that are affected.
In addition, many career guidance programs rely
on the participation of the community to be truly
effective. Depending upon the impact of the eval-
uation there may be additional audiences such as
legislative leaders or board of education members
that need to be advised of the findings. Also, be
sensitive to any "right-to-know" audiences--that
is. anyone who would be affected by the results.

Evaluation data are generally used to make one or
both of the following decisions:

1. How can this program be improved?

2. Should this program be continued?

The first question is usually the focus of a forma-
tive evaluation: that is, a study of the process of
program implementation. Such data are of par-
ticular use to program administrators as they
work to improve particular components of the
program. The second question is, of course. more
consequential to the life of the program. This
decision can be made by data gathered through a
summative evaluation study. Summative evalua-
tions are results oriented and seek to find the
effects that program efforts have on clients. A
variety of audiences are interested in these find-
ings because the resulting decision defines the
worth of the program.

9



Communicating Results Effectively
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The importance of being sensitive to the individ-
uality of your audiences is easy to acknowledge
but somewhat more complex if you intend to
carry it out fully. There are many things to con-
sider. how much trIsiblr:y should this program
evaluation receive: how many different audiences
must the results reach; how much time and
money should be devoted to disseminating the
research findings before beginning to make pro-
gram changes? In essence, communicating eval-
uation results is important; however, the extent of
the dissemination process must be thought through
carefully

Your comm unication strategies will differ depend-
mg upon the type of evaluation results you have
to report Formative evaluation results which
address program components on an ongoing
basis often are directed toward fewer audiences
than are the sum mative evaluation results and are
usually presented more informally and provide
suggestions that are useful primarily to program
staff Summative evaluations, however, often are
of interest to a wider variety of audiences as they
reflect end-of-program results. The reporting of
these results can take a variety of forms, but
should include the following elements:

1 Introduction A statement of purpose and a
brief description of the program should pro-
vide sufficient background for the reader to
make use of the study's recommendations.

2 Recommendations. The reader should know
what recommendations have been made
prior to reading the details of the study. This
is the most important section of the report.
Recommendations should be clear and con-
cise and directly related to the findings of
the study That is. if there are five major
recommendations. there should also be five
sets of findings to support those recom-
mendations From this. program staff and
others can suggest methods to act on the
recommendations

8

3. Evaluation Design and Procedures. This
section should describe the design, the
instrumentation. data sources, and any lim-
itations within the study Although this part
of the report will undoubtedly be quite tech-
nical, present your techniques as simply
and concisely as possible. There are always
several approaches that could be used in
designing an evaluation study. Bethorough,
but don't "over justify" your design.

4. Findings. Use simple charts and tables 'o
present your results. As you are reporting
results--not making recommendations--
refrain from explaining the results. Also.
present your data in the most useful way
possible. For example. use percentages such
as "85 percent agree and 15 percent dis-
agree" as opposed to using raw numbers.

Some evaluators believe that the same report
should be provided to all audiences with an exec-
utive summary listing key findings and recom-
mendations for those who are either not inter-
ested or sufficiently skilled to analyze the full
report. This approach minimizes the expense of
communication and avoids any misinterpreta
tions that staff are providing different information
to different audiences. Another approach- -more
widely approved--is to develop a different report.
as well as a different style of presentation. for
each audience. In adopting this approach. you
should receive more attention from the audiences
you wish to reach.

If you decide that your evaluation report should
receive wide dissemination and that the implica-
tions of the findings and recommendations merit
interaction with various audiences. you may wish
to use means ether than written reports to reach
even more people. Use of the news media- -
newspapers. radio. and television -- provides im-
mediate visibility. This type of coverage can serve
as a lead-in to a series of meetings to discuss the
study in detail

10



Deciding How to Use Evaluation Results

The true impact of an evaluation depends on
whether or not the results are used to improve
programs. A great deal of data are generated in
most evaluations--some positive. some negative- -
and it may be your job to sort out the information
and make sense of it. Although the data reveal to
you how clients perform, you and others have to
set the standards to interpret the results accu-
rately For example. if you use portions of instru-
ments to measure how well your clients achieved
a particular objective, what percentage of achieve-
ment will prove attainment--50 percent, 75 per-
cent. 90 percent? In short. how well do your
clients have to perform in order for you to be
satisfied that they have met the program goals?

It is likely that as you examine the data. you will
find that some objectives were clearly met. some
were clearly not met, and some fall in between. To
deal with these sorts of mixed findings, this set of
guidelines can be used to analyze the results;

1. Examine all of the program objectives and
separate your findings into two areas: those
that met the criteria for success and those
that did not.

2 Analyze the program objectives that were
met Are there clues as to why they were
achieved? Could activities be improved to
either reach more clients or be more cost -
effective?

9
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3. Analyze the program objectives that were
not achieved. Are these objectives realistic?
Should they be revised or discarded? Or,
should other activities be undertaken to
meet the objectives?

4. Determine a revised set of objectives, per-
haps including some objectives that were
not reached.

5. Plan activities which are likely to achievethe
desired outcomes.

Using this framework. or a similar one. can help
you in analyzing results from either formative or
summative evaluations as the process for making
decisions does not change. Decisions resulting
from formative evaluations are incorporated into
the program as it is developing. If it is discovered
that particular objectives are not being achieved,
activities may be changed or new ones imple-
mented. Decisions made from sum mative evalua-
tions usually involve more extensive modifica-
tions such as continuing or discontinuing certain
program objectives.

As you begin planning for program modifica-
tions, be sure to look beyond the recommenda-
tions listed in the report. Evaluate the evaluation
itself to make certain that the decisions you make
for change have sufficient data to support the
actions you take.



Identifying Alternatives for Change
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It is rare to ever find an evaluation report that does
not make recommendations for program improve-
ment This does not mean that most programs are
of poor quality nor does it reflect on the useful-
ness of evaluation. but rather on the vast number
of objectives that are present in most programs- -
and the near possibility of perfection'

When conclusions are offered as to program
effectiveness. there ,s a variety of alternatives that
are available to improve the effort. Even if a pro-
gram meets all of its objectives, alternatives may
need lobe examined to see if there are other ways
to meet the objectives and yet reach additional
clients--perhaps without using additional funds.

On the other hand. if a program meets none of its
objectives. there are alternatives to consider
besides discarding the entire effort. Would the
program have worked if there had been additional
resources to support it? Were the objectives
attainable or. with revisions. are they still
important/

Often the objectives we establish for programs
are a setup for failure because they are so idealis-

tic that they are nearly impossible to attain, They
should be reexamined before final decisions are
made as to the future of the program.

What typically appears in evaluation findings is
something less dramatic than total success or
total failure. Regardless of the positive or nega-
tive finding, you should examine each objective
and the activities undertaken to achieve it as out-
lined in the previous section. Analyze the data
thoroughly before generating alternatives for
change. In addition. it is important to analyze how
ready your organization is to undertake change.
If resistance is likely to be met regardless of the
content of the change, work must begin there.
You cannot implement change within your agency
by yourself or with a small staff. It takes the com-
mitment of the administration and staff, and this
is more likely to occur by involvement rather than
mandate. In essence, the same process that you
undertook to initiate the programplanning,
supporting. implementing, operating, and
evaluating--must once again be undertaken as
you make program changes.

10
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Learning Experience 1
Evaluating Results: Who Needs Them and Why

OVERVIEW

COttiPETENCY Cisrify.thedetliibais to whii1,.evaluation data may contribute
, . iotd.tittithltraidterlsticiLand needs of various audiences inter

.'. *Mit IV't the; eriV01.11 Maul".
. I., *,

.

READitfe.' ftelici'compfteptyl: OA page 7.

INDIVIDUAL
ACTIVITY

. .

Jet the illudieroces to be serveclihrough evaluation efforts,

INDIVIDUAL identify the venous audiences to whom you plan .to distribute,

FEEDBACK your evaluationlirfdings.

INDIVIDUAL
LEARNING
OBJECTIVE

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

Compare Your ideas with notes provided.

Verbalize the potential impact that evaluation results have on
various decisionmaking audiences,

Identify decisions that will be made as a result of a program
evaluation.

1 1



INDIVIDUAL
ACTIVITY

`'Identify the various Audiences to whom you pion to distribute
YOU, MmiustiOn:findiegs. .

I
o

Review the reading for Competency 1 on page 7, and then complete the following activity:

As director of your agency's career guidance program, you have decided that-after 3 years--it is
essential that a comprehensive sum mative evaluation be performed. Your program's efforts have been
guided by detailed objectives ant' formative evaluations have been conducted periodically.

Your program has had high visibility both inside and outside your agency. List those audiences whom
you would communicate findings and rank them in order of importance.

Audiences Rank

..11

.11..,,i ..
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INDIVIDUAL :
FEEDBACK CimPariYouridm.

Did you list the following audiences?

Yes No

1. Funding Sponsor
2. Advisory Committee
3. Board of Education/Board of Directors
4. Advisory Committee
5. Staff (including adminstrators)
6. Clients
7. Parents or Guardians (if appropriate)
8. Community Leaders
9. Legislators

10. Professional Colleagues

In ranking for importance, there is one "right" answer. However, your listing will indicate your own
values and may reflect the audience(s) to whom you are most responsive.

GROUP
ACTIVITY

. Identity decisions that will be SOO III I.
*valuation.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A Introduction

1. Indicate that this activity is designed
to aid participants in identifying
decisions made by various groups
as a result of program evaluation
data.

13
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Facilitator's Outline Notes

2 Explain that this activity requires
participants to role play in small
groups.

3. Have participants review the read-
ing for Competency 1 on page 7.

B. Process

1. Ask participants to break into three
groups.

2. Assign each group a simulated iden-
tification label such as: (1) agency.
(2) staff. or (3) community. Ask par-
ticipants to assume the roles of
representatives of these audiences.

3. Have participants assume that they
have received an interim evaluation
of a career guidance program indi-
cating positive evidence of change
in the types of learning activities
provided for clients. but no evidence
of significant change in the clients'
knowledge or skills.

4. Have each group list ways in which
their decision-making roles could
impact the future of the program.

5. Reassemble as a total group and
share findings. comparing and con-
trasting decision-making powers of
each group.

Encourage cis 4...ups to go beyond obvious actions
such as eliminating funding to listing positive
actions they could take.

14
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Learning Experience 2
Communicating Results Effectively

OVERVIEW

COMPETENCY Choose a content, format, and level of sophistication for the
evaluation report or presentation that is appropriate to the
Characteristics of the target audiences and their decision
needs.

READING ftead'ComPetency.2 on page 8.

INDIVIDUAL
ACTIVITY

INDIVIDUAL
LEARNING
OBJECTIVE

GROUP
ACTIVITY

GROUP
LEARNING
ACTIVITY

GROUP
ACTIVITY

Design* riding form to evaluate the content and format of your
evaluation report.

,

Prepare a rating form to evaluate the content and format of
your evaluation effort.

Check your form with the sample provided.

Design a plan for communicating your evaluation results..

Discuss various approaches for communicatin ) your evalua-
tion results.

i5



formform to evaluate the content and format of
evaluation report.

As you review the reading for Competency 2 on page 8, you will note that your basic elements of a
report are listed.

1. Introduction
2 Recommendations
3. Evaluation Design and Procedures
4. Findings

Prepare a form that lists the criteria, components. etc., you would look for within each element of a good
evaluation report. In other words what would be the review criteria you would use to measure the
quality of a report.

16
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INDIVIDUAL
FEEDBACK

As you compare your form to the sample provided. note that by using the categories "well stated."
"needs better statement." and "not stated," you can evaluate not only whether or not an element was
included. but also how well it was presented.

Sample Evaluation Report
Rating Form

Introduction

1. Purpose of study

2. Program objectives

3 Program activities

4. Client description

Recommendations

1. Related to findings

2 Viability

Evaluation Design and Procedures

1 Framework explanation

2 Data collection procedures

3 Analysis process

Findings

1 Data presentation

2 Accomplishment of objectives

3 Outcome. summary

Needs
Well Setter Not
Stated Statement Stated

17
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Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A Introduction

1. Explain that the purpose of this
activity is to discuss effective ways
to communicate evaluation findings.

2 Discuss with participants items tor
consideration when disseminating
findings, e.g.. number of audiences,
time and funds available, need for
visibility. Use the reading for Comp-
etency 3 on page 9, as a basis for the
discussion.

B. Process

1. Have participants list possible dis-
semination techniques (e.g., formal
report. executive summary, separate
reports. news releases. audiovisual
presentations).

2 Ask participants to discuss strengths
and weaknesses of each strategy.

3 Have participantswrite brief outlines
of their preferred communication
design.

4. Ask participants to share the ration-
ale for their decisions.

18
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Learning Experience 3
Deciding How to Use Evaluation Results

OVERVIEW

COMPETENCY. .Develop.ruiektobi foilowealn making program decisions, and
°Wily decisions to which formitive,and suMmatIve evaluation

.., data,:rrMy Contribute,' ... .- . ,... :

READING

INDIVIDUAL
LEARNING
OBJECTIVE

. . .

Determine an aPpropriate proCeie*to analyze ,p?ogratritVal 00-
'thin' retults.:: .

INDIVIDUAL
ACTIVITY

INDIVIDUAL
FEEDBACK

GROUP.
LEARNING
OBJECTIVE

GROUP
ACTIVITY

.

Design_
. ,

. . s a 'method by:which. a group can exaM160.1iValuation
.restilts and 'make decisions.- . .

. ,,. .. .

CoMpareyotir ideas with.theixtesind sample chariprovided:

. ,

,..

Discuss the utility of fOrniatiiioapd summitive evaluation data
in making prow* deCisions. . :

Brainstorm questions' that can and cannot be answered as a
result of formative and summative evaluations,

19



ion a method by which 'a group can examine evaluation
Maultivand maks program decisions: ,

Before you start this activity. review the reading for Competency 3 on page 9. You have been assigned
the responsibility of chairing a task force of agency and community representatives whose purpose is
to make recommendations for improving your agency's career guidance program. A summative
evaluation has recently been completed, and you and other members of the task force have received the
complete report. How would you plan to lead the group in analyzing the results? Remembernot allot
your task force members are educators, nor are all educators evaluation experts.

.

20
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1

INDIVIDUAL
FEEDBACK

It is important that you make it as easy as possible for people to use the data listed in the report. The
recommendations should serve as support but should not limit the group's actions.

As was listed in the reading. look initially at the objectives that were accomplished and those that were
not. From that point. determine what activities affected the achievement or lack of such before having
the group suggest changes. If the process is carried out in a step-by-step manner. confusion- and
overreactionshould be kept to a minimum. A sample analysis chart follows.

Career Guidance Activities Evaluation
Analysis Chart

Grade Level Teacher/Counselor Career Development Area

Age Level

Developmental Goal

Time Cost

No. of
Resource
Person:

No of
Clients

Activity
Dates

Career
Domain:
Develop-
ment
Needs Comment:

Objective 1

, .

Measurement
Date

Degree of
Success

Activity 1.
. --.

Activity 2.

Activity 3.

21
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Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Introduction

1. Explain that the purpose of this
activity is to aid participants in
determining types of questions that
can and cannot be answered through
formative and summative evaluations.

2. Indicate that this activity will require
participants to be involved in brain-
storming in one of two groups.

3. Have participants review the read-
ing for Competency 3 on page 9.

B. Process

1. Divide the participants into groups- -
Formative and Summative.

2. Have each group brainstorm ques-
tions that can be answered in using
that particular type of evaluation.

3. Atter each group has a list of ques-
tions, have them list the types of
data that would need to be gathered
to answer each question

4. Reconvene as a total group and
share problems that occurred in the
process, having members of the
opposite group assist in determin-
my ways to obtain data for the
unanswered questions.

You may wish to note that some ot the same
questions may be raised by both groups.

Inform participants that they can eliminate
questions for which they have no feasible way
of gathering data.

22
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Learning Experience 4
Identifying Alternatives for Change

OVERVIEW

COMPETENCY State the alternathies to be considered in making program
decisions, usethe.decisionmaking-rules and evaluation results
to consider the :various alternatives. ant:110W the most.bene
finial alternativeS for' the program.

READING Read Competency 4 on page 10.

INDIVIDUAL
LEARNING
OBJECTIVE

State alternatives to be considered in making.deCisionaabout..
program modifications.

. .

INDIVIDUAL List concerns:and alternatives regagling ppigrain Changes' to

ACTIVITY be considered in expanding your.program

INDIVIDUAL
FEEDBACK

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

Compare your notes with the statements provided.

Provide a rationale supporting your recommendation to con-
tinue or discontinue a program.

Analyze results of program evaluations and make decisions as
tc whether or not they should be continued.

73



,poi oorns and alternatives regarding program changes to
tionilideredfin expanding your, program. ,

Review the reading for Competency 4 on page 10. You have just received the good newsthe positive
evaluation results of your "model" program have reached your chief executive, and you have been
given the responsibility to expand your program - -as is-- throughout your agency within the next 6
months. What immediate concerns arise in your mind, and what alternatives do you visualize that might
alleviate them9

24
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Regardless of the type of program or the client group(s) it serves, certain concerns probably come to
your mind. As tnere was no mention of increased funding in the plans to expand your program, this may
be your first concern cven if a substantial amount is allocated, it is likely that you will not have the same
dollars per client to use as you did in your model program. Before attempting to replicate your program,
you might be advised to look at ways in which activities can be accomplished at a lower cost.

No mention was maoe of the objectives in your program that were not met--and there undoubtedly were
some. Analyses of these objectives and their related activities should be undertaken at once before
expansion begins.

You also may have concerns about implications for increased staffing needs, additional materials to
reach a larger range of clients, and other problems that arise when providing a program that serves a
wide range of audiences. Advise othersof these implications, too, so that a later evaluation can reflect
the major changes that have been undertaken.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Introduction

1. Indicate that the purpose of this
activity is to apply participants'
learnings to "real-life" situations.

2. Explain that the success of this
activity depends upon the involve-
ment and sharing of group members.



Facilitator's Outline Notes

3. Have participants review the read-
ing for Competency 4 on page 10.

8. Process

1. Ask for volunteers to share expe-
riences of program evaluations and
the decision alternatives that were
available as a result.

2. Invite participants to ask questions
of the "presenter" to gain additional
information as to the details of the
program and the evaluation process.

3. Have participants vote as to whether
or not they would continue the
program.

4. Ask participants to justify their deci.
sions. and invite the "presenter" to
react.

5. Repeat the process with two to three
additional presentations.

You may wish to provide the first example as a
model.

26



EVALUATION

PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE

1 MM. tOptionati

POciillift Titifb

Agency Setting (Circle the appropriate number)

3 Dale

4 Module Number

6 Eienienlaty School 10 JTPA 14 Youth Services 18 Municipal Office
7 SPCMIllialy School 11 veterans 15 Bosinessindustry 19 Service Organization

Pt:1- esecontlaty School 1? Church Management 20 Stale Government
College University 13 Corrections 16 Business industry Labor 21 Other

17 Parent Group

Workshop Topics

PREWORKSHOP NEED FOR TRAIN-
ING Degree of Need (circle one for
each workshop topic)

e
4qvtt t? 47 44'

POSTWORKSHOP MASTERY OF
TOPICS Degree of Mastery (circle
one for each workshop topic).

gir0*I IP /
1 Listing the audiences to beserved through

evaluation efforts for disseminating eval-
uation reports to a variety of audiences.

2 Verbalizing the potential impact that eval-
uation results have on various decision-
making audiences.

3 Designing a rating form for ev^,uating the
evaluation report.

4 Designing a plan for communicating eval-
uation results.

5 Determining an appropriate process to
analyze program evaluation results.

6 Discussing the utility of formative and
summative evaluation data in making
program decisions.

7 Stating alternatives to be considered in
making decisions about program
modifications.

8 Providing a rationale supporting your
recommendation to continue or discon-
tinue a program

Overall Assessment on Topic of Communi-
cate and Use Evaluation-Based Decisions

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4



Comments:
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Trainer's Assessment Questionnaire

Trainer .......... - ----- - .. _ .. Date. Module Number:

Title of Module:

Training Time to Complete Workshop. hrs. min.

Participant Characteristics

Number in Group ._ .._______ Number of Males Number of Females

Distribution by Position

. __ ___ _ __ Elementary School Youth Services

. Secondary School Business/Industry Management

_ __ Postsecondary School Business/Industry Labor

. College/University Parent Group

_._. JTPA Municipal Office

... _____ . Veterans Service Organization

...._ ..._... _____ Church State Government

Corrections Other

PART 1

WORKSHOP CHARACTERISTICSInstructions: Please provide any comments on the methods and
materials used, both those contained in the module and others that are not listed. Also provide any
comments concerning your overall reaction to the materials, learners' participations or any other
positive or negative factors that could have affected the achievement of the module's purpose.

1. Methods: (Compare to those suggested in Facilitator's Outline)

2 Materials: (Compare to those suggested in Facilitator's Outline)

3 Reaction: (Participant reaction to content and activities)

29
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PART II

WORKSHOP IMPACT instructions: Use Performance indicators to judge degree of mastery. (Com-
plete responses for all activities. Those that you did not teach would receive 0.)

Group's Degree of Mastery

Nol Little Some Good Outstanding
Taught (25% or less) (211%50%) (51%75%) lower 75%)

Note: Circle the number that best reflects your opinion of group mastery.

Learning Experience I
Group 0 I 2 3 4
Individual 0 I 2 3 4

Learning Experience 2
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 3
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 4
Group 0 1 2 3 4
Individual 0 1 2 3 4

Code:

Little: With no concern f or time or circumstances within training setting il it appears that lesS than25%ot the learners
achieved what was intended to be achieved

SWINK With no concern for time or circumstances within the training setting if I appears that less than close to halt of
the learners achieved the learning experience

Good: With no concern for time or circumstances Within the training setting it it appears that 50% -75'4 have achieved
as expected

Outstanding: tf more than 75% of learners mastered the content as expected

30
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PART III

SUMMARY DATA SHEETInstructions: In order to gain an overall idea as to mastery impact
achieved across the Learning Experiences taught, complete the following tabulation. Transfer the
number for the degree of mastery on each Learning Experience (i.e., group and individual) from the
Workshop Impact form to the columns below. Add the subtotals to obtain your total module score.

GROUP
Learning Experience

1 score (1-4)

2 : score (1-4)

3 score (1-4)
4 , score (1-4)

Total
(add up)

INDIVIDUAL
Learning Experience
I = score (1-4)

2 z score (1-4)
3 = score (1-4)
4 .= score (1-4)

Total
(add up)

Total of the GROUP learning experience scores and INDIVIDUAL learning experience scores
...._____. Actual Total Score Compared to Maximum Total*

'Maximum total is the number of learning experiences taught times four (4).



NOTES

.._.._...._.
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Performance Indicators

As you conduct the workshop component of this training module. the facilitator's outline will suggest
individual or group activities which require written or oral responses. The following list of performance
indicators will assist you in assessing the quality of the participants' work:

Module Title: Communicate and Use Evaluation-Based Decisions

Module Number: CG E-2

Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number 1:

Identify decisions that will be made 1. Can participants list three audiences for evaluation reports.
as a result of a program evaluation. Funding agency

Staff
Community

2. List kinds of things each group would like to know as a
result of an evaluation.

3. List two decisions which each group might make as a result
of an evaluation report.

Group Activity Number 2:

Discuss various approaches for
communicating evaluation results.

1. List items to be considered prior to disseminating evalua-
tion findings.

Number of audiences
Time and funds available

2. List dissemination techniques.
Formal report
Executive summary
News releases
presentations

Group Activity Number 3:

Brainstorm questions that can and
cannot be answered as a result of
formative and summative
evaluations.

1. Can participants articulate the difference between forma-
tive and summative evaluation.

2. Examine list of questions which formative evaluation answers.

3. Examine list of questions which summative evaluation
answers.

4. Can the participants identify the data sources needed to
answer the above questions?
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Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number

Analyze the results of program
evaluations and making decisions
whether or not they should be
continued

1. Given an evaluation report, the group should be able to
identify program strengths and weaknesses.

2. Follow the logic to see if solid prograr modifications can
be suggested as a result of evaluation report.

3. Should certain components be discontinued? Which ones?
On what basis?
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