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FOREWORD

This connaphing and guidance Program senes 18 patterned
after the Pprlormance-Based Teacher Education modules
designed and developed at the Nahonat Center for Research
n Vocational Educaton underfFederal Number NE-C00-3-77
Because this model has been successtully and enthusiastcally
recieved ndnonally and internahonally this sénes of modutes
foliows the same basic format

Thismodule s one of & series otcompetency-based guidance
program traiming packagesfocusing upon speciic professional
and paraprolessional competencres ol guidance personnel
The competencies upon whichthese moc ules are based were
identfied and venhied through & project sfudy as being those
ofcnticalimportance forthe planning supporling rmplement.
Ing operating and evaluating of guidance programs These
modules are 8ddressed to professional and para professionat
gudance progrém statt in a8 wide vanety of educahonal and
community settings and agencies

Each module provides learning experiences that infegrate
theory and apphication each culminales with compelency
referencedevaluationsuggestions The malenals are designéd
for use Dy iIndividuals or groups ot guidance personnel who
arenvolvedin tréiming Résource persons should be skilled In
the guidance program competency being developed and
should be {horoughly oniented 1o the CconCepts and procedures
used n the tolal traiming package

The design of the matenals provides considerable flexbihity
for planning and condutting competency-based preservice
and mservice programs 10 meel a8 wide vanety ol indiwmiduat
needs &nd inferests The materidls Are inténded for use by
universinies. state departments of education. postsecondary
instifuthons intermediale educational service agencies. JTPA
agencies employment security agencies. and otheér Commu-
nity agencies that are responsible for the employment and
prolessional developmeni o gudance personnel

Thecompetency-based gu:dance program training pachages
are products of a research ettfory by the National Center's
Career Development Frogram Area Many yndividuals. institu-
tions and agencies pariicipated with ihe National Center and
nave made contribuhions to the systemalic devetopment,
testing and relinement of the malenals

THE NATIONAL CENTER
FOR RESEARCH N VOCATIONAL EQUCATION

THE OHIO STATE UNIVERSITY
1960 KENNY ROAD - COLUMBUS OMIQ 43210

The Natonal Cenler for Research i Vocational Educahon's mis-
8100 13 10 mcrease the abiity of diverse agancies, inshituhons. and
orgarmzations 1o solve educahional problems relabng to inthwidual
carear planning. preparation. and progression The National Cemer
tuililis 1ts rmisson by

* Generaling knowledge through research

+ Developing educationdl programs and products

+ Evalualing sndiviual program needs and oulcomes

+ Providhing information fof natenal planrung and policy

+ Instalkng educalional programs and products

¢ Opatating informaton systems and 8ervices

¢ Conduchng lpadership developtmenl and taming programs

National consultants provided substanhal writing and review
assistance in developmeni of the ins1id] module versions over
1300 guidance personnel usedthe matenais tnearly stages ol
therr development and prowided 1eedbachk 1o the National
Center 1or revision and relinement The materials have heen
orare being used by 57 pilol community )/mplementation sites
across the country

Special recognition for ma or roles tn the direction develop-
meni. coordination of development. 1esting and revision of
these matenials and the coordination of pilot implemeniation
sites 13 extended to the following project siaft Harry N Drier
Consortium Director. Robert E Campbell. Linda Phister.
Directors. Robert Bhaerman, Research Specialist Karen
Kimme| Boyle. Fred Wilhams, Program Assoc:ates. and Jame
B8 Connell. Graduate Research Associate

Appreciation also i3 extended to the subcontractors who
assisted the National Center in this efforl Drs Bnan Jones
and bLinda Phibips-Jones of the Amencan Inshtutes for
Research developed the compelency base for the total pachk-
age managed project evaluation. and déveloped the modules
addressing special needs Gratitude 13 expressed to Dr
Norman Gysbers of the Unwversity of Missoun-Columbia for
nis work on the module on individufl career developmenl
plans Both ot these agencies provided cHhordination and
monitonng assistance for the pilot /mplementation sites
Appreciation 18 extended to the Amerncan Vocalional Assoc-
ation and the Amencan Associalion tor Counseling and
Devetopment foriheirieadershipin directing extremely impor-
fant subcontractors associated with the tirst phase of this
etton

The Mationat Center 1s gratetul to the U S Oepariment of
Education. Ofuce of Vocationat and Adult Education (OVAE)
torsponsorship of threecontraCts related to thiscompetency-
based guidance program traiming package In parhcular. we
appreciate the leadership and support oifered project statf by
David H Pntchard who served as the project officer for the
contracts We teel the investment of the OVAE in this trarming
pachage is sound 8nd will have tasting effecis in the fiela ol
guidance in the years to Come.

Robert E Taylor

Executive Director

National Center for Research
in Vocatwonal Education

Publication Systems Division
Publication Products

Bell & Howell, Publication Products. 1S one of two operating units
that comprise Pyblication Systems Division Based n Wooster,
Ohe, Pubhcation Products speciahzes m the produciion and repro-
duchon of newspapers, penodicals. indexes. careet informeton
matanals and giher Widely used miormation 3ources N microform.
hard copy and electronic media
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ABOUT THIS MODULE

. Goal - .
. - After complating this mod ulo. career guldanoo per-
COIIIAIJNICA'I'! Ailb I.ISE * ;.- sonnel will- be batter able to report and disseminate”
ﬁ\rALIJA‘I'ION-MSED S theresultsofprogramevaluationactivitiestoappro- .
DEGMONS S - -priate audiences and to use évaiuation results to -
. T make key administrative dcclslone about the pro- -
gram am:l ity future durecllonq .

INTRODU T ON .. i it ittt ettt e s an it 5
READING

Competency 1. Clarify the decisions to wWhich evaluation data may contribute and the
characteristics and needs of various audiences interested in the evaluationresults. ............ 7

Competency 2. 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
LT deCISION MBAS . . . ... ottty ittt r et nn s an v et tan e er e ee s 8

Competency 3. Develop rules to be followed in making program decisions, and clarify
decisions to which formative and summative evaluation data may contribute

Competency 4. State the alteinatives to be considered in making program decisions. use the
decision-making rules and evaluation results to consider the various alternatives, and select
the most beneficial alternatives for the program

LEARNING EXPERIENCES

I Evaluating Results: Who Needs Them and Why
2 Commumicating Results Effectively . ... ... i it e e e
3 Deciding How to Use Evaluation Results
4 Identifying Alternatives for Change

EVALUATION . i e e

REFERENCES




ABOUT USING THE CBCG MODULES

CBCG Module Organization

The training modules cover the knowledge. skiils, and
attitudes needed to plan, support, implement, operate, and
evaluate a comprehensive carear guidance program. They
are designed to provide career guidance program irn-
plementers with a systematic means to improve their
career guidance programs. They are competen
and contain spegcific information that is intended to assist
users to develop at least part of the critical competencies
necessary for overal! program improvement.

These modules provide information and leaming ac-
livities that are useful for both schoolbased and
nonschool-based career guidance programs.

The modules are divided into five categories.

The GUIOANCE PROGRAM PLANNING category assists
guidance personnel in outlining In advance what is to be
done.

The SUPPORTING category -assists personnei 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 selecied career guidance program
activities.

The OPERATING category provides information on how
10 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
nesd more competence,

About This Modute, This section presents the foliow-
Ing intormation:
Module Goal; A statement of what one can ac-
complish by completing the rodule.

Competencies: A listing of the competency
statements that relate to the module’s area of con.
cern. These statements répresent 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 & 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 untii the end. You could then

complete the learning experiences that relate to
specitic 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 fearning experienve 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 leaming experience exists for
each competency (or a cluster of like competencies). and
each learning experience is designed to stand onits own.
Each |earning experience is preceded by an overview
sheet which describes what is to be covered in the leam-
ing experience.

Within the body of the Ieaming 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 complation 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 gvaluation regarding their
progress hefore continuing. The concept of feedback
is also Intended with the group activities, but it Is buiit
right into the activity and does not appear as a separate
sactlon.

Group Activity: This activity is designed to be
tacilitated 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 tor 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 b
neaded by workshop facilitator. This section can serve
as a duplication master tor mimeographad handouts
or transparencies you may want o prepare.

Evaluation Techniques. This section of each moduie con-
tains information and instruments that can be used to
measure what workshop participants need priof to train-
ing and what they have accomplished as a rasutt of train-
ing. Included in this section are a Pre- and Post-Participant
Assessment Questionnaire and a Trainer's Assessment
Questionnaire. The fatter contains a set of performance
indicators which are designed to determine the degree of
success the participante had with the activity.

Reterences. All major sources that were used to develop
the module are listed in this section. Also, major materiais
resources that relate to the competencies presented in the
module are described and characterized.




The basic purpose of evaluation i8S 10 provide
intformation 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 life
of your prcgram. And. in this age of accountabil-
ity. many audiences are interested in the tindings.
These audiences range from your clients and
parents or guardians {where appropriate) to tax-
payerss and legislators--particularly if your pro-
gram is being supported with state or federal
funds.

Evaluation 1s a key componentin 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

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 retine and improve
your efforts.

Communicating clearly isimportant in all aspects
of program development and imple mentation, 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.
Itties not only with the module CG E-1. Evaluate
Guidance Aclivities. but also with the first module
of the series, CG A-1, Identify 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

There are many people who believe that evalua-
tion reports are never read--only file¢. Unfortu-
nately. it does seem that all too often an evalua-
tion is conducted t0 meet the demands of a
funding agency and critics justifiably claim that
the report is simply a product t0 meet cuontract
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 lor your program. these
sponsors are. of course. a key audience. But. who
else needs information? Whatever the structure
of your agency s, 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
undoubtediy be involved in any modification of
the program--as well as possible providing the
basic evaluation data--they should also beviewed
as key audiences One often overlooked groupiis
the community The public is more interested
than we often credit them 1or in the results of our
programs. It is often their tax dollars and their

education or that of their chiidren that are affected.
In addition. many career guidance programs rely
onthe participation of the community to be truly
elfective. 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 1o make one or
both of the following decisions:

1. How can this program be improved?
2, Should this program be continued?

Thefirst 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 t0 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 madeby data gathered through a
summative evaluation study. Summative evalua-
tions are results oriented and seek t0 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.




The importance of being sensitive to the individ-
vality 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 visibir'ly should this program
evaluation receive: how many ditterent 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 resultsis important; however, the extent of
the dissemination process mustbe thoughtthrough
carefulty

Your communication strategies will differdepend-
Ing upon the type of evaluation resutts you have
to report Formative evaluation results which
address program components on an Ongoing
basis often are directed toward fewer audiences
than are the summative evaluation results and are
usually presented more informally and provide
suggestions that are useful primarity 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 resulis can take a variety of forms. but
shou!d include the fcilowing 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
1S 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 fFrom this. program staft and
others can suggest methods to act on the
recommendations

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 techruques as sSimply
and concisely as possible. There are always
several approaches that could be used in
Adesigning an evaluation study. Bethorough,
but dont “over justify” your design.

4. Findings. Use simple charts and tables o
present your results. As you are reporting
results--not makirg recommendations--
refrain from explaining the results. Also.
present your data in the most useful way
possible For example. use percentagessuch
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
commumcation and avoids any misinterpreta-
tions that staff are providing different information
to different audiences. Another approach--more
widely approved--is to develop a ditferent 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 ather than written reports to reach
even more [eople. Use of the news media--
newspapers. radio. and television--provides im-
mediate visibility. This type of coverage canserve
as a lead-in to a series of meetings to discuss the
study n detail

1y




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 datareveal 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
aparticularobjective, 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 hkely that as you examine the data. you will
find that some objectives were clearly met, some
were clearly not met, and some fallin between. To
deal with these sorts of mixed tindings. this set of
guidelines can be used o 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?

3. Analyze the program objectives that were
notachieved. 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. Planactivities which are likely to achieve the
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 trom summative evalua-
tions usually involve more extensive modifica-
tions suchas continuing or discontinuing certain
program objectives.

As you begin planning for program modifica-
tions, be sure t0 100k 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.



Identitying Aiternatives for Change
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ltisraretoever find an evaluation reportthat 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 avariety of alternatives that
are available to improve the effort. Even if a pro-
gram meets all of its objectives, alternatives may
need tobe examined t0see if there are other ways
to meet the objectives and yet reach additional
clients--perhaps without using additional funds.

On the otherhand. if a program meets none of its
objectives, there are allernatives to consider
besides discarding the entire effort. Would the
program have worked if there had been additional
resources to supporl it? Were the objectives
attainable or. with revisions, are they still
mportant?

Often the objectives we establish for programs
are a setup for failure hecause they aresoidealis-

10

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. Regardiess 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. itisimportant to analyze how
ready your organization is 10 undertake change.
If resistance is likely to be met regardless of the
content of the change, work must begin there.
Youcannot 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 program--planning,
supporting. implementing, operating, and
evaluating--must once again be undertaken as
you make program changes.




Learning Experience 1
Evaluating Results; Who Needs Them and Why

OVERVIEW

COH‘-PETENCY

e ésteﬂ m tha eyaluation resuts.

REAGING -

molvmuaL o

| Histite ﬁ#!@!ﬂt_:bea to be served through evaluation etforte.

ACTIVITY

INC:VIDUAL
FEEDBACK

INDIVIDUAL
LEARNING
OBJECTIVE

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

_your evoiuatlon ﬂawings

Olaruy ihe dactalsbrla to wh'sh.evaluation data may contribute
. ‘gnd the charactertstics and nasds of various audlences inter-

..‘..-'..I" “ ;’ S

LT

i
»I‘

Identify tho various audlonces fo whom you plan to dlstrnbu:e,
Compare your ideas with notes provided.

Verbalize the ﬁoténtlal 3mpact that evaluation results have on
various decision-making attdiences,

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

ti

FY——
e,




lNDWlDUAI- - ldcnmy lho various wdlanm 10 whom you plan to diatribute
ACTIVITY.. i 1y yowr mlunuon ﬂndlm |

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
essentialthata comprehensive surnmative evaluation be performed. Your prograr’s efforts have been
guided by detailed objectives an:’ formative evaluations have been conducted periodically.

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

Audiences Rank
12
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lNDlVlDUAl- .
FEEDB ACK. CO'I“_PII‘. VOIIWIM mmwm

Did you list the following audiences?
Yes No

. Funding Sponsor

. Advisory Committee

. Board of Education/Board of Directors
. Advisory Commitiee

. Staff {including adminstrators)

Clients

. Parents or Guardians (if appropriate)
Community Leaders

. Legislators

. Professional Colleagues

1
|
|
1
1 1

!
CO®IDM H W =

ol

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

GROUP | . Identity doclalom thal will bc imdq .. a
ACTIVITY : mmation. Rt s

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

FacHitator's Outline Notes

A Introduction

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

13
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Faciiitator’'s Outiine Notes

? 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.

8. Process

1. Ask participants to break into three
groups.

2. Assigneach group asimulated iden-
tification label such as: (1) agency.
(2) staff, or (3) communily. 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 | Encourage g:wups togobeyond obviousactions
their decision-making roles could | such as eliminating funding to listing positive
impact the future of the program. actions they could take.

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

14




Learning Experience 2
Communicating Results Effectively

OVERVIEW

COMPETENCY

READING

INDIVIDUAL
ACTIVITY

INDIVIDUAL
LEARNING
OBJECTIVE

GROUP
ACTIVITY

GROUP
LEARNING
ACTIVITY

GROUP
ACTIVITY

Choose a cantent, format. and leval of sophistication for the
evaluation- report or presentation that is appropriata to the
¢haracteﬂstics of the target audiances and their- decision

ﬁ neﬁds

Beég'Comﬁe_tqn'cy.z onpages.

| Design a rating ton'n to evaluate the contentand !ormat of your

evaluation report. -

Prapare 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 resuits.

-




¥ ynur wnlunlion upon

P ¥ u l fl!lng form to evaluate tha contont and format of

report are listed'
1. Introduction
2 Recommendations

3. Evaluation Design and Procedures
4. Findings

quality of a report.

16

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

Prepare a form that lists the critena, 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

Qs




'mmvmﬂgi. RN VR s
FEEDBACK = - S*whyouriamnvininessmels srovos

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 oniy whether or not an element was
included. but also how well it was presented.

Sample Evaluation Report
Rating Form

Needs
Well Better Not
Stated Statement Stated
Introduction

1. Purpose of study

2. Program objectives

3 Program activities

4 Client description

Recommendations

1. Related to tindings

2 Viability

Evaluatlion Design and Procedures
1 Framework explanation e, ——_— R
2 Data collection procedures e e e
3 Analysis process e D e
Findings

1 Data presentation e e e

2 Accomphshment of objectives

3 OQutcomes summary

17
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1.

iy

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 evaluationfindings.

Discuss with participants items tor
consideration when disseminating
findings, e.g9.. number of audiences,
time and funds available, need for
visibility. Use the reading for Comp-
etency3on page$, asabasis forthe
discussion.

B. Process

1. Have participants list possible dis-

semination techniques {(e.g., format
report. execulive summary, separate
reports. news releases, audiovisual
presentations).

Ask participantstodiscuss strengths
and weaknesses of each stratzgy.

Have participantswrite brief outlines
of their preferred communication
design.

. Ask participants to share the ration-

ale for their decisions.

18




Learning Experience 3
Deciding How to Use Evaluation Results

OVERVIEW

COMPETENCY

- dma may comribute. L

READING .

INDIVIDUAL
LEARNING .

OBJECTIVE

INDIVIDUAL
ACTIVITY

INDIVIDUAL
FEEDBACK

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

5 ind Gigariny Sonpge®, |

_ Determine an appropriata procesq to analyze pn‘ogmm éval ua- SO
.. tion results . . ‘| '

| .Design ] memod By which a group can examlne avalualion R
.resulw and make progam docisions , N

L cqmpgce’ydq; ideas with tha'hoiea,.éhd sarnpfe chaﬂ 'ﬁf0§*§8ds ”

Diacuss the utilhy oﬂormatwe and eqmmmive evaluatlon deta .

.Davelop mias tobhe followed in making pragram decisions, and
clariiy decisions to whilch Iormative and summative evaluation

e

y, o -]' Lot
. ]
1

in making program decisnons

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




o | ... Dasign a mathod by which a group _cinn examine evaluation
. R .1‘u‘pm and maka program decisions. .

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

-

20
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INDIVIDUAL ° Cempare
FEEDBACK .~ = provided

Itis 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 lisied 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
overreaction--should be kept to a minimum. A sample analysis chart follows.

Career Guidance Activities Evaluation

Analysis Chart
Grade Level Teacher/Counselor Career Oevelopment Area
Age Level
Oevelopmental Goal
Career
Oomains
No. of Oevelop-
Resource | No.of Activity | ment
Time Cost Persons | Clients Oates Needs Comments
Objective 1
Measurement Degree of
Date Success
Activity 1.
Activity 2.
Activity 3. ;
1 L |
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 cannotbe answered through
formative and summative evaluations.

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

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

8. Process

1.

Divide the participants into groups--
Formative and Summative.

. Have each group brainstorm ques-

tions that can be answered in using
that particular type of evaluation.

. After each group has a list of ques-

tions. have them list the types of
data that would need to be gathered
10 answer each question

. Reconvene as a total group and

share problems that occurred in the
process, having members of the
opposite group assist in determin-
INg ways to obtain data for the
unanswered questions,

You may wish to note that some of 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.




Learning Experience 4
Identifying Alternatives for Change

OVERVIEW

COMPETENCY stato the alternatives to be considered in making program
- decisions, usethe dacision-rnaldng rules and evaluation results
to consider the various alternatives, and select the rnost bene~
ficial alternatives ior the prograrn -

READING | Iﬂead- Co_rantency 4 on pége‘,‘lo'. -
:_NER||¥ 'Ntl,#g L - _ State altern:;:?s t? be consldered in making decisions about-‘ | |

v : progrArnrn caions o s
OBJECTIVE
INDIVIDUAL Listconcernsandalternatives rega-ﬂing pmgrarn changaa to' o
ACTIVITY be considered in axpanding your program - ,
IFNEE}‘;;DA%?(L Compare your notes with the statements provid.ed.‘ o
GROUP RO
LE ARUN|NG F:rovide : ration‘ale supporting your recommendation to con-

N tinue or discontinue a program. ~ , : :

OBJECTIVE
GROUP Analyze resuits of program evaluations and make decisions as
ACTIVITY tc whether or not they should be continued.

03
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-uu aonoarm and almmtlm roomling progum changea to
H uomldorod in expandlng your program. .

Review the reading for Competency 4 on page 10, You have just received the good news--the 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 them?

24
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INDIVIDUAL .- - Compare jer fotes sith 1 slatimments ppavy
FEEDBACK .- % .. 0o oo

L

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 firstconcern €venif asubstantial amount.s allocated, itis likely that you will not have the same
dollars perchentto useas youdid inyour 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 maae of the objectives in your program :hat 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 others of these implications, 100, 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 Qutiline Notes

A_ Introduction

1. Indicate that the purpose of this
acavity 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.

25
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Facllitator's Outline

Notes

3. Have participants review the read-

ing for Competency 4 on page 10.

B. Process

1.

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

Invite partiCipants to ask questions
of the "presenter” to gain additional
information as 10 the details of the
program and the evaluation process.

Have participants vote astowhether
or not they would continue the
program,

Ask participants to justify their deci-
sions. and invite the "“presenter” to
react.

Repeatthe process withtwotothree
additional presentations.

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

26




a4 Cailege University

EVALUATION

PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE

1 Nanw {Optionab)

2 Posihian Tidle

& Etrmenlary School 10 JTPA
7 Secondary School 11 Velerans
8 Prstancondary School 12 Church

13 Corrections

3 Dal

4 Module Number

Agency Setting (Circle the appropriate number)

14 Youth Services
15 Business tndustry
Management
16 Business Indusiry

17 Parent Sroup

18 Municipal Oflice
19 Service Organization
20 Siate Government

Labor 21 Other

Workshop Topics

PREWORKSHOPNEED FOR TRAIN-
ING Degroe of Need {circle one tor
each workshop topic)

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

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

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

Designinga r'ating form torev~'uating the
evaluation report.

Designing a plan for communicating eval-
vation results.

Determining an appropriate process 0
analyze program evaluation results.

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

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

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

& ®
$ #ﬁ &“’Q j
6“ 3 - ~ & 03
S S &8 &
o v+ 2 3 4 o v+ 2 3 4
o v 2 3 4 o v+ 2 3 4
0o v+ 2 3 4 o 1 2 3 4
0o 1+ 2 3 4 o v 2 3 4
o 1+ 2 3 4 o v 2 3 4
o 1+ 2 3 4 o v 2 3 4
o v 2 3 4 o 1+ 2 3 4
o 1 2 3 4 o 1 2 3 4
0 1 2 3 4 o v 2 3 4




Comments:
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Trainer's Assessment Questionnaire

Traner ... .. .._.c_.._. Date _. __ Module Number:
Title of Module:

Tratning Time to Cuinplete Workshop: hrs. min.

Participant Characteristics

NumberinGroup ......__.____ Number of Males Number of Females

Distribution by Position

v —eeeu--—— Elementary School Youth Services

Secondary School ——— Business/Industry Management

. .. - Postsecondary School Business/Industry Labor
oo e . College/University Parent Group
ieeee—— JTPA Municipal Office
e e oreee. Veterans Service Organization
vemors —weee. Church State Government
.. -w--. Corrections Other

PART |

WORKSHOP CHARACTERISTICS—Instructions: Please provide any comments on the methods and
materials used. both those contained in the module and others that are not listed. Atso 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 Matenails: (Compare 10 those suggested in Facilitator's Outline)

3 Reaction: (Participant reaction to content and activities)

29




PART |l

WORKSHOP IMPACT—instructions: Use Pertormance 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
Not LHlle Some Good Oulstanding
Taught (25% or less) {26%,-50%) (51%-75%) (over 75%)

Nole: Clrele the pumber thai best rellecis your opinion of group masiery.

Learning Experience 1

Group 0 1 2 3 4

Individual 0 1 2 3 4
Learning Experlence 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:

Litle: wathnoconcernior ime of circumstances within training setting v it appears that less thap 25% ot the learners
achieved what was Intended to be achieved

Some: With no concernfor hime or circumstances within the training setting if it appears that less thanclose tohaltof
the learners achieved the learning expenence

Good: With no concerniortime or circumstances within the training sethng it it appears that 50%-75% have achieved
as expected

Oulstanding: t more than 75% of learners mastered the content as expected

30

32




PART Il

SUMMARY DATA SHEET—Instructions: In order to gain an overall idea as o mastery impact
achieved acrnss 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 10 the columns below. Add the subtotals 1o obtain your total module score.

GRDUP INDIVIDUAL

Learning Experierice Learning Experience

1 - score(1-4) 1 = score (1-4)

2 - score (1-4) - 2 = score {1-4}

3 - score {1-4) ———— 3 = score (1-4})

4 - score (1-4) 4 = score (1-4)

Total Total

{add up) {add up)

Total of the GROUP learning experience scores and INDIVIDUAL learning experience scores =
 mmeeume— -—. Actual Total Score Compared to Maximum Total’

"Maximum total is the number of learning experiences taught times tour (4).
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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: Communicale and Use Evaluation-Based Decisions

Module Number: CG E-2

Group Learning Activity

Performance Indicators 10 Be Used tor Learner Assessment

Group Activity Number 1:

Identify decisions that will be made
as aresult of aprogram evaluation.

1. Can participantslist three audiences for evaluation reports.

e Funding agency
e Staft
e Community

. List kinds of things each group would like 10 know as a

result of an evaluation.

. Listtwodecisions which each group might make as a result

of an evaluation report.

Group Activity Number 2

Discuss various approaches for
communicating evaluation results.

. Listitems to be considered prior to disseminating evalua-

tion tindings.
¢ Number of audiences
¢ Time and funds available

. List dissemination technigues.

Formal repont
¢ Execulive summary
* News releases
e presentations

Group Activity Number 3:

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

. Can participants articulate the difference between forma-

tive and summative evaluation.

. Examinelist of questions which formative evaluation answers.
. Examine list of questions which summative evatuation

answers,

. Can the participants identily the data sources needed {0

answer the above guestions?

33




Group Learning Activily Performance indicators to Be Used for Learner Assessment

Group Activity Number 4

Analyze the results of program 1. Given an evaluation report. the group should be able to
evaluations and makingdecisions identify program strengths and weaknesses.
whether or not they should be

continued 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?

- - - e - - - - e e e e e — e —— e —— —— J—
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