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MANUAL OVERVIEW 
Welcome to the 21st Century Community Learning Centers (21st CCLC) Grant 

Program, funded through the Ohio Department of Education (ODE). In order to 

ensure Ohio’s children are receiving the best quality programming possible, the 

Ohio Department of Education requires each grant recipient to complete a local 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

evaluation (evaluation conducted internally by the program and an outside local 

evaluator). 

The purpose of this evaluation is to help your program continually examine 

your outcomes (Program Performance Objectives) and work collaboratively with 

your stakeholders to provide the best opportunities possible for your students. 

This manual offers a number of resources to help you: 

• Understand the purpose, scope, and sequence of a local evaluation 

• Choose a high quality local evaluator for your program 

• Create your strategy and timeline for ongoing data collection and 

analysis, stakeholder meetings, and continuous improvement 

• Understand how the state will use these evaluations to help highlight 

exemplary programming and support all 21st CCLC programs across Ohio 

• Design your local evaluation, using tools and ideas provided in this 

manual to help you through the entire process 

Provides an 

overview of the 

local evaluation 

and  sets the 

foundation for 

using evaluation 

results 

Describes the 

local evaluation 

process, including 

assembling your 

stakeholder team 

and  hiring a local 

evaluator 

Describes the 

reports that 

meet the 

requirements of 

the evaluation 
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INTRODUCTION TO THE 21S T CCLC LOCAL 

EVALUATION AND EXPECTATIONS 
 

Conducting a local evaluation will help you track your program’s 

implementation, fidelity, and success. It will also provide you with valuable 

information that will help you make changes to improve your program’s 

performance. 

The local evaluation is a team effort of all your stakeholders and your local 

evaluator. It is a collaborative and continuous process. Conducting a local 

evaluation will help your program highlight its successes and discover areas for 

future growth. 

Conducting a local evaluation is a complicated process. For an evaluation to be 

useful and effective, your program must hire a qualified program evaluator to 

conduct the local evaluation. This person will: 

• Collect and analyze data from your program 

• Make site visits and interview staff and students 

• Create an Evaluation Plan, Mid-Year Report, and Final Year Report for you 

and your stakeholders 

Using your Evaluation Plan and Logic Model as a guide (Phase 2), these reports 

will both document program outcomes and provide suggestions for 

improvement. Additionally, the ODE requires you to submit these reports. 

Choosing a reputable local evaluator is a critical decision. Section 2 offers 

suggestions about how to identify and select an effective evaluator. 

The local evaluation is just one part of the evaluation process. The graphic on 

the next page shows the entire evaluation process. 
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THE ENTIRE EVALUATION PROCESS 
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THREE ODE DELIVERABLES 
 

This manual presents the procedures required to conduct a yearly local 

evaluation of your program(s). The following list provides the reports that you 

are required to submit to ODE along with the deliverable dates. An outline that 

details the contents of each report can be found bellow, under each deliverable 

description. Your local evaluator should write these reports and your 

stakeholder team should approve them. If you have more than one grant you 

will need to submit a separate report for each. Do not simply replicate the same 

information across grants. Your local evaluation should be customized for each 

grant program and, thus, each report should contain information, findings, and 

recommendations for that specific grant’s program. 

DELIVERABLE 1:  LOGIC MODEL 
 

At the beginning of the program year, the stakeholder team and the local 

evaluator should meet to establish the standards and protocols for the 

evaluation. The Evaluation Plan that results from this should include the Logic 

Model. The logic model must be submitted to ODE by Friday, December 6th, 

2019.  Please send the logic model to AIR-Evals@education.ohio.gov.  

EVALUATION  PLAN OUTLINE 

All Evaluation Plans must include the following information: 

1. What does the program look like? 
a. Location 

b. Grade Levels 

c. Length/days 

d. Programming 

2. What are the Program Performance Objectives? These include your 
expected student academic outcomes and social development outcomes 

a. Include your Logic Model here 

b. Provide detailed information about measurements 

3. What are your Evaluation Questions 
a. What is your focus for your process evaluation? 

mailto:AIR-Evals@education.ohio.gov
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b. What is your focus for your outcome evaluation? 

4. How do you plan to answer each of your evaluation questions? 
a. What is your evaluation design? 

b. What are your target populations? 

c. How will you collect data/methods? 

d. What are your data sources? 

e. What is the timeline for data collection? 

f. How will data be analyzed?  (include both process and outcome data) 

5. Create an Evaluation Plan grid: 
 

 

Evaluation 
Question 

 

Indicator/Performance 
Measure 

 

Method 
 

Data 
Sources 

 

Frequency 
 

Responsibility 

      

      

      

      

Note: You will add on to this grid for your mid-year status report 

6. What are the roles and responsibilities of the people who will assist with 
the evaluation? 
a. The Evaluator 

b. Program staff (if applicable) 

c. Stakeholder team 

7. Who is on your Stakeholder team? 
a. Include name, title, affiliation 

8. How will you use and disseminate your evaluation findings? 
9. Name and contact information for the person who is responsible for 

answering questions regarding the Evaluation Plan 
10. Appendices 

a. Protocols and Survey Instruments 

b. Evaluator resume 
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DELIVERABLE 2: LOCAL EVALUATION MID-YEAR 

REPORT 

At the mid-year point, the stakeholder team should meet with your evaluator to 

discuss program progress. The local evaluator should present preliminary 

results and discuss how they connect with activities and grant goals. This is 

also the time to address any potential problems with data collection or analysis. 

This report is no longer due to the Ohio Department of Education.   

MID YEAR REPORT OUTLINE 

All Mid-Year Reports must include the following information: 

1. The Evaluation Table from the Evaluation Plan that is updated to show the status 
of each data collection activity 

 

 

Evaluation 
Question 

 

Indicator/Performance 
Measure 

 

Data 
Collection 
Method 

 

Data 
Sources/Targeted 
Population 

 

Timeline 
 

Responsibility 

      

      

      

      

2. What are the initial findings to date? 

3. Have there been any challenges to the evaluation? 

4. Will there be any changes to the Evaluation Plan? 

5. Have there been any changes to the Local Evaluator or Stakeholder Team? 

6. Name and contact information for the person who is responsible for 
answering questions regarding the Mid-Year Report 
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DELIVERABLE 3: LOCAL EVALUATION FINAL REPORT 

At the end of the year, the stakeholder team should meet with the local 

evaluator to discuss the final results of the evaluation. This should include the 

results of surveys, observations, interviews, and focus groups. It should also 

include any analysis the local evaluator conducted on existing data. This report 

must be submitted to ODE by Friday, September 4th, 2020.   

Please send the End-of-the-Year Report to AIR-Evals@education.ohio.gov. 

FINAL REPORT OUTLINE 

All Evaluation Final Reports must include the following information: 

1. Description of the program including average number of students 
attending 

2. Description of the evaluation methodology 
a. How was data collected? 

b. If surveys or interviews were used what was the response rate (how many people 
were eligible for the survey/interview and how many people actually completed the 
survey/interview) 

c. If observations were conducted what was observed, length of observation, when 
was observations conducted? 

d. If student achievement data are included, describe the data. How was it collected? 

e. Include targeted population 

f. Data analysis procedures 

g. Limitation of the evaluation 

3. Executive Summary of Key Findings (1-2 page overview of findings) 
4. Findings (generally formatted by Evaluation Questions) 

a. Presented in textual and graphical representations—display and discuss 

b. Use easy to understand language 

c. Use quotes and vignettes to illustrate findings 

d. Interpret the findings.  What do they mean? 

5. Recommendations (action items) 
6. Lessons Learned including next steps and issues for consideration 
7. All instruments used should be included in the appendix. This includes 

questionnaires, protocols, focus group guides, and observation tools 
8. Have there been any changes to the Local Evaluator or Stakeholder Team? 

mailto:AIR-Evals@education.ohio.gov
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9. Name and contact information for the person who is responsible for 
answering questions regarding the Final Report 
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Any grant requires a certain degree of compliance. The 21st Century Community 

Learning Center (21st CCLC) grants have certain measures you need to submit. 

You should not see the local evaluation as a compliance measure, however. 

Rather, the local evaluation is a valuable tool to help design and implement 

effective program activities, monitor progress and successes, and communicate 

with stakeholders. The local evaluation should be a formative process that 

informs and improves your program. 

Your local evaluator can help you refine and 

monitor your program plan to ensure: 

• A clear, aligned, and replicable program 

• Appropriate goals and objectives based on 

your baseline and trend data 

• Identification of potential barriers 

• Realistic and measurable outcomes (PPOs) 

that are directly aligned to your goals and 

activities 

• Appropriately allocated resources 

The local evaluation is an ongoing process. Your 

local evaluator will collect and analyze data 

throughout the year to inform your program’s progress. This work can help you 

adjust your programming or operations. Additionally, conducting an evaluation 

can help all stakeholders focus on the goals and outcomes of the program’s 

plan. 

 

 

USES OF EVALUATION: BEYOND 

COMPLIANCE TO PROGRAM 

IMPROVEMENT 

 

You are not 

expected  to 

become an 

evaluator. Rather, 

the tools in this 

manual can provide 

foundational 

information you can 

use when selecting 

your  local 

evaluator. 
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THE LOCAL EVALUATION PROCESS 
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Your evaluation should follow a four-phase process: Preparation, Planning, 

Implementation, and Using Results. This method is simple to use and 

straightforward. In addition, by following this process, your evaluation will be 

easy to replicate in the future. 

Phase 2 Planning 

Phase 3 Implementation 

Phase 4 Using Results 

OVERVIEW OF EVALUATION PROCESS 

Phase 1 Preparation 
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ASSEMBLING YOUR STAKEHOLDER TEAM 

Building a strong stakeholder team is very 

important to a high quality local evaluation. A 

strong stakeholder team has representation 

from all areas of your program and offers 

multiple perspectives. The stakeholder team 

will provide valuable insight throughout the 

evaluation. 

Your stakeholder team should meet at least 

three times during the evaluation to: 

1. Review and approve the Evaluation Plan 

2. Review the Mid-Year Report and discuss 

its implications 

3. Review the Final Report and discuss its 

implications 

PHASE 1: PREPARATION 

Assembling a Stakeholder Team 

Phase 1 
Hiring a Local Evaluator 

School principals from the 
schools  you serve 

Staff members 

Student representatives 

Representatives from your 
business and community 
partners 

 

 

Parent representatives 

Your 21st  CCLC mentor 

Possible Stakeholder 

Team Members 
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HIRING A  LOCAL EVALUATOR 

The quality of your local evaluator has a huge impact on the success of your 

local evaluation. When selecting a qualified local evaluator, there are a number 

of key considerations. The local evaluator does not need to hold a specific 

license or degree, although the tasks and deliverables required need a 

background in research design and evaluation. 

Your local evaluator will need to work closely with you to document program 

activities, develop performance measures, and understand the context of your 

program. Along with a resume, the candidate should submit references, work 

samples, or any other documentation you feel would demonstrate their 

expertise in evaluation. 

Included at the end of each chapter is a list of resources that can direct you to 

informational materials about research design and methods. 

 

 

• Ask other 21st CCLC programs whom they are using. 

• Call your funders or other local agencies that administer human service 

grants and ask for  a  recommendation. 

• Inquire at  nearby colleges or  universities. Often college faculty  will 

have training in evaluation or research methods and are willing to do work  

outside of  their institutions. 

• National and state professional associations can also help to steer you 

toward potential candidates, such  as: 

• American  Evaluation  Association (www.eval.org) 

• Ohio  Program  Evaluators’ Group (www.opeg.org) 

How to Find a  Local Evaluator 
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Other  resources  available include: 

Finding  Grant  Evaluators (findgrantevaluators.com) 

The American Evaluation Association member directory has listings for 

program evaluators across the country. Program evaluators also list 

their specialty: AEA  Find an   Evaluator 

(http://www.eval.org/p/cm?fid=108) 

http://www.eval.org/p/cm?fid=108)
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Conduct  regular meetings with  the  program director to  create  an Evaluation 
Plan for the program that includes multiple growth and achievement outcome evaluation 
data points as  well as  process evaluation  data. 

Identify data to collect in order to obtain a complete picture of the program and 
provide a plan for data collection, analysis, and reporting. 

Manage the data collection process and ensure the program is meeting an 
established timeline. 

Produce formal reports and presentations for each stakeholder meeting, including 
a Final Report linked to program goals, evaluation results, and recommendations 
for  the  next year. 

Analyze data by demographic subgroups and attendance to determine if 
outcomes differ over time, and  provide  recommendations. 

Provide assistance to program directors to embed strategic thinking about program 
improvements into the  daily functions of  the  staff. 

Observe program activities and conduct structured (uniform, prearranged questions, 
asked during an interview to ensure research consistency) and unstructured 
interviews (questions asked develop conversationally during the  course of  the 
interview) with the staff and  other  stakeholders. 

Participate as  an  integral part of the evaluation team and  help  the 
stakeholder team monitor and adjust its work to understand the full impact  
of  the program on  the students and the  community. 

POTENTIAL LOCAL EVALUATOR TASKS 
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PREPARING FOR THE INTERVIEW 

After you select a pool of applicants, it is time to prepare for the interview. 

Participating in the planning and selection phase of the evaluation allows the 

members of the stakeholder team to develop a better understanding of the 

expectations of the local evaluation. 

During the interview, the stakeholder team should have common questions for 

every applicant. These questions may vary from program to program but should 

cover some basic general topics. 
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EVALUATION PHILOSOPHY 

It is important to have an evaluator whose 

evaluation philosophy matches the 

philosophy of your program. Your program 

may prefer an evaluator who works as a 

collaborator rather than one who sees the 

evaluation from an outside perspective only 

meant to measure the program’s success or 

failure. Candidates should be able to 

articulate a vision of evaluation in a way that 

is similar to your own. 

CHARACTERISTICS TO 

CONSIDER 

EDUCATION  AND EXPERIENCE 

 

It is important that the candidate possesses 

the necessary knowledge and skills to 

conduct research of this nature. Often 

 
 

 

✓ Does the applicant’s 

education meet your 

requirements? 

✓ Does the  applicant have 

relevant  work experience? 

✓ Is there evidence that the 

applicant has the required 

skills to  conduct an 

evaluation  like this? 

✓ Are the applicant’s references 

credible  and relevant? 

✓ Are the applicant’s work 

samples professional and 

competent? 

graduate degree programs in the social sciences (e.g., psychology, sociology, 

education, public administration) provide statistics and research methods 

courses. Your evaluator should have experience with qualitative and 

quantitative research methods, as your local evaluation will include both types 

of data collection and analysis. 

Checklist of Potential Local 

Evaluator Traits 
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CONTENT KNOWLEDGE 

 

It is important that the candidate have an understanding of education and 

afterschool programs, if possible. Any experience with 21st CCLC programs or 

other grant-funded programs that support education is an advantage. In 

addition, previous experience on the staff of similar programs is very important 

and can help gauge what level of experience they have with programs like 

yours. 

CONTEXT KNOWLEDGE 

 

Your local evaluator should be sensitive to the 

context in which your program operates. The ideal 

evaluator should have experience working with 

the population your program serves. You may 

want to ask the evaluator to discuss any 

assumptions held about the population you work 

with and how those assumptions might affect the 

evaluation process. 

Examples of 

Quantitative 

and Qualitative 

Research 

Methods 

• Surveys 

• Assessments 

• Analysis of 

Student Test 

Data 

• Interviews 

• Focus 

Groups 

• Site 

Observation 

 

 

 
Evaluation Reports 

Journal Articles 

Conference 

Presentations 

Writing Samples 

Other Presentations 

Possible Work 

Samples 
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WRITING  AND ORAL SKILLS 

 

Excellent writing skills are essential for this 

position. It is important that the candidate can 

translate the findings of the evaluation into a 

report for many audiences. The stakeholder 

team should review work samples of candidates 

for clarity, conciseness, and content knowledge. 

Similarly, oral skills play an important role in 

presenting the findings of the evaluation. The 

evaluator should be comfortable presenting and 

explaining the evaluation findings to multiple 

audiences. 

TIME  AND ACCESSIBILITY 

 

Because a local evaluation will require at least 

three meetings and visits, your evaluator must 

be able to give sufficient time and attention to 

your program. The evaluator should be available 

for multiple meetings with stakeholders, site 

visits, and data collection. The evaluator should 

also be available for regular communication 

through either phone or email for stakeholder 

questions and concerns. 

 

 

 

 

 

 Does the evaluator have 

the  ability and skill to 

use the research 

methods required for 

this evaluation? 

 Does the evaluator have 

the ability to understand 

the focus of  the study? 

 Can  the evaluator 

effectively direct and 

manage  the evaluation? 

 Does the evaluator have 

appropriate ethical 

standards  (Appendix A)? 

 Can  the evaluator 

effectively communicate 

the  results of the 

evaluation to the desired 

audiences? 

Checklist of Questions 

to  Consider after 

Evaluator Interview 
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PLANNING STAGE 

After hiring your evaluator, you will begin developing your Evaluation Plan. The 

evaluator and the stakeholder team should work together closely during this 

time to develop a practical Evaluation Plan, resulting in two documents that will 

be submitted to ODE (Deliverable 1). 

The Logic Model is a component of the second document, which is the 

Evaluation Plan. The Logic Model represents your program in graphic form and 

displays investments in your program, activities your program provides, and the 

outcomes of these investments and activities. 

The second document is the Evaluation Plan. The Evaluation Plan is a document 

that details the data collection methods and procedures your local evaluator will 

use during the evaluation. It is important for your Evaluation Plan to anticipate 

challenges. The stakeholder team and your local evaluator should constantly 

update the Evaluation Plan to adjust for challenges and barriers to the 

evaluation. A good evaluator can predict and plan for problems that often occur 

during an evaluation and provide practical solutions. 

Full collaboration from all stakeholders will help your evaluation gain greater 

acceptance. Having multiple perspectives at each stage of the evaluation will 

help reveal previously unidentified issues with your program. 

PHASE 2: PLANNING 

Developing a Logic Model 

Phase 2 
Developing an Evaluation Plan 
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DEVELOPING THE  LOGIC MODEL 

A clear Logic Model is essential to the evaluation of your program. A Logic 

Model is a graphical representation of your program. A good Logic Model 

makes connections between the resources that go into your program and the 

outcomes that occur because of those resources. Most importantly, it will help 

your program better understand its impact on students. 

The creation of the Logic Model should be a collaborative effort between the 

stakeholder team and the local evaluator. If you have already created a Logic 

Model when you submitted the grant application, your local evaluator can use it 

to inform data collection and analyses. If you have not created a clear Logic 

Model, your evaluator should guide your stakeholder team through the process. 

LOGIC  MODEL ELEMENTS 
 

WHAT  ARE  THE INPUTS  OF YOUR PROGRAM? 
 

Inputs are the resources your organization has invested into programming and 

activities. This may include staff, money, supplies, and technology. For 

example, an input could be “five full-time, certified teachers.” 

WHAT  ARE  THE OUTPUTS OF YOUR PROGRAM? 
 

The outputs of your program are the activities and services offered and the 

level of participation your program receives because of those activities. The 

outputs of your program differ from the outcomes of your program. 

 

WHAT  ACTIVITIES DOES YOUR PROGRAM OFFER? 
 

Activities are the classes and events your program provides to students using 

inputs (i.e., resources). For example, using a software package is a specific 

activity your program is using as part of teaching mathematics. The Logic 

Model should align program activities with 21st CCLC program goals. 
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WHOM DO  YOU INTEND TO  REACH AND  HOW  DO  YOU  INTEND TO  SERVE THEM? 
 

Who are your target participants? What is the number of participants you expect 

your program to serve if successful? This could include the number of classes 

offered, number of students served, or number of parents reached. 

Participation outputs are concrete and tangible, such as “150 students attend 

program 30 days or more.” 

WHAT OUTCOMES DO YOU EXPECT YOUR STRATEGY  TO  ACHIEVE? 
 

Outcomes are the results you expect if your program is successful. You should 

link your outcomes to the goals of your program. There are three categories of 

outcomes, based on time: short-term, medium-term, and long-term outcomes. 

Outcomes can be tangible, like “Students reading scores improve by five 

percent” or less concrete, like “Parents have increase awareness of educational 

opportunities.” 

WHAT  EXTERNAL FACTORS  AFFECT YOUR PROGRAM? 
 

External factors are environmental elements that affect your program that you 

have little to no control over. They include political, demographic, or 

environmental factors, amongst others. For example, an external factor might 

be “21st CCLC grant funding decrease between the fourth and fifth program 

years.” 

WHAT  ARE YOUR ASSUMPTIONS ABOUT  THE PROGRAM? 
 

Assumptions are the beliefs you have about the program and how the program 

will work. An assumption might be that “computer software for reading 

improves student reading performance” or “increased parent participation in an 

afterschool program improves student academic performance.” 
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WHAT  EXTERNAL FACTORS  AFFECT YOUR PROGRAM? 
 

External factors are environmental elements that affect your program that you 

have little to no control over. They include political, demographic, or 

environmental factors, amongst others. For example, an external factor might 

be “21st CCLC grant funding decrease between the fourth and fifth program 

years.” 

WHAT  ARE YOUR ASSUMPTIONS ABOUT  THE PROGRAM? 
 

Assumptions are the beliefs you have about the program and how the program 

will work. An assumption might be that “computer software for reading 

improves student reading performance” or “increased parent participation in an 

afterschool program improves student academic performance.” 

 

 

There are multiple forms of Logic Models. Your local evaluator 

may use a different logic model than the one shown. However, 

all logic models have three basic elements: Inputs, Outputs, and 

Outcomes. 
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The following websites contain helpful information that may be used referencially: 
 

• Developing an effective Evaluation Plan. This resource is fairly general in its 

approach, with a slight bent toward public health evaluation, it is very thorough: 

(http://www.cdc.gov/obesity/downloads/cdc-evaluation-wprkbook-508.pdf) 

 

 
• This is a book chapter from Sage Publications on how to create a program logic 

model: (http://www.sagepub.com/sites/default/files/upm- 

binaries/23938_Chapter_3  _Creating_Program_Logic_Models.pdf) 

 

 
• The University of Wisconsin Logic Model Guide offers a step-by-step plan for how 

to create a Logic Model. It includes worksheets and templates that explain each 

component and how they are interconnected: 

(http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html) 

 

Evaluation Plan  and  Logic Model Resources 

http://www.cdc.gov/obesity/downloads/cdc-evaluation-wprkbook-508.pdf
http://www.sagepub.com/sites/default/files/upm-binaries/23938_Chapter_3___Creating_Program_Logic_Models.pdf
http://www.sagepub.com/sites/default/files/upm-binaries/23938_Chapter_3___Creating_Program_Logic_Models.pdf
http://www.sagepub.com/sites/default/files/upm-binaries/23938_Chapter_3___Creating_Program_Logic_Models.pdf
http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html


 

 

SAMPLE  LOGIC MODEL 
 

ASSUMPTIONS 
Beliefs and expectations about the  program 

 
 
 

 

What do we 

invest? 
ACTIVITIES PARTICIPATION SHORT-TERM MEDIUM-TERM LONG-TERM 

• Staff 

• Space 

• Money 

• Time 

• Technology 

(Computers 

& Kid’s 

College Math 

Software) 

What do we do? 

• Afterschool 

Math 

Tutoring 

• Youth 

Development 

• Parental 

Literacy 

Programs 

Who do we 

reach? 

• Program 

Participants 

(Students) 

• Parents 

What are our 

immediate 

results? 

• Students’ 

Better 

Knowledge 

of and Skill in 

Addition & 

Subtraction 

What are our 

intermediary 

results? 

• Students 

Achieve a 15% 

Increase on 

Math Tests 

What do we 

ultimately 

impact? 

• Increase in 

Number of 

Students 

Passing OAAs 

 
 

 

EXTERNAL FACTORS 
Uncontrollable outside elements that affect the program 

30 

INPUTS OUTPUTS OUTCOMES 
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DEVELOPING THE EVALUATION PLAN 

Your local evaluator and stakeholder team should work together to create an 

Evaluation Plan for your program. The Evaluation Plan is a document that 

describes the methods the evaluator will use to assess the program. It is the 

road map of the evaluation for the stakeholder team and local evaluator. It also 

establishes responsibilities of each party. The Evaluation Plan builds on your 

Logic Model. 

An outline detailing the required items to be 

included in your Evaluation Plan is located in 

the ODE Deliverables section of this manual. 

EVALUATION FOCUS 

The first step when writing your Evaluation Plan 

should be to determine the focus by defining 

the questions you feel are important for the 

evaluation to answer. You should base your 

evaluation questions on your Logic Model 

outcomes. For example, if you assume that 

students in your program will have a 15 percent 

increase in math test scores because of 

computer programs, an evaluation question 

might be, “What impact do math computer 

programs have on student math scores?” 

Evaluation questions may be simple or complex 

depending on the information they seek. 

Your evaluation questions will come from a 

number of sources and may differ each year. Questions will be specific to each 

 

 

 

✓ Is  the question 

answerable using data 

collection methods? 

✓ Is the question of interest 

to  key audiences? 

✓ Is the question of lasting 

concern to  the program? 

✓ Does the question reduce 

present ambiguity about 

the program? 

✓ Does the question provide 

important information? 

✓ Is the question important 

to  the study’s 

Good Evaluation 

Question Checklist 



32 
 

 

 

 

 

 

 

 

 

 

 

 

 

Evaluation and assessment are important components to assure that programs 

are meeting their intended objectives. Evaluation can help you identify 

emerging challenges and barriers to program success by conducting process 

evaluations and assessing the extent to which the program or policy is having 

the desired impact on the targeted population by conducting outcome 

evaluations. These evaluations, particularly when conducted simultaneously, 

provide a comprehensive picture of a program’s effectiveness. 

Because each evaluation will be tailored to fit the specifics of the grant 

program, it is important that your program hire an expert researcher who can 

develop an evaluation plan that uses all of the different types of methodologies 

required to conduct evaluation. Many evaluations require multiple modes of 

data collection; these may include both quantitative techniques such as web, 

mail, and telephone surveys, and qualitative techniques such as observations, 

focus groups, and interviews. 

For your local evaluation, you should conduct both a process and 

outcome evaluation each year. 

A process evaluation helps programs to identify unsuccessful organizational 

and implementation strategies and assists staff in developing successful 

strategies for program improvement. Components may include measuring 

fidelity to evidence-based practices, evaluating the implementation of 

procedures, or examining participant perceptions of established practices and 

participant satisfaction. The methodology for your process evaluation will be 

 

 

 
program. The stakeholder team and local evaluator should select the evaluation 

questions that will best determine the success of your program. Writing good 

evaluation questions makes the rest of your evaluation easier. 

PROCESS AND  OUTCOME EVALUATION 
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An outcome evaluation measures how well a program has produced its 

intended impact on the targeted population. In the case of the 21st CCLC 

program, your program’s intended outcomes will include your Program 

Performance Outcomes (PPOs) that you provided in your initial proposals. 

Performance outcomes often compare current outcomes with the original 

student outcomes prior to entering your program. For example, if one of your 

PPOs state that as a result of your program the number of students who pass 

the math proficiency test will increase by 25 percent, you will need to determine 

how many students passed the proficiency exam at the beginning of the year 

and the number who passed at the end of the year to see if there is a 25 

percent increase. Your local evaluator can design an outcome evaluation for a 

program using existing measures or by creating new measures to capture the 

data needed to understand a program’s impact. Outcome measures should be 

reported in your Final Report each year. 

 

 

 
dependent on your evaluation questions. Your local evaluator can help 

determine which program components are being implemented properly, and 

which areas still need to be addressed. The findings from your process 

evaluation will be reported in your Final Report each year. 
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DATA COLLECTION 

Data collection is a tradeoff between cost 

and quality. The more in-depth the data 

collection method, the more expensive it 

will be. When you create a data collection 

plan, you must consider the methods the 

evaluator will use to collect data and how 

intensive the process is. 

Quantitative research methods focus on 

measurement and numerical data. The 

methods of collecting this data include 

 
It is highly recommended 

that you and your 

evaluator use pre-existing 

surveys and assessments. 

Creating a valid and 

reliable survey is a 

difficult process that may 

be beyond your budget 

and time. 

 

 
surveys, questionnaires, and 

assessments. 

 

 

 

✓ What types of data do you 

need (e.g., perceptual data, 

school  data, attendance 

data)? 

✓ Are the data available now 

or  do  they need to be 

collected? 

✓ How will the data be 

collected  (e.g., online 

survey, paper  and pencil)? 

✓ Who will be responsible for 

collecting data? Who will 

collect what? 

✓ When should data  be 

collected? Is there a specific 

time schedule or will it be 

collected continuously? 

✓ When will the local evaluator 

visit, observe, and interview 

program stakeholders? 

✓ Will site visits be 

announced? 

The benefit of using these methods is the researcher can easily collect and 

compare the results. They are relatively easy to administer because they are 

usually standardized and unobtrusive. 

Data  Collection Checklist 

A
 N

o
te

 a
b

o
u

t 
S

u
rv

e
y

s 
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Possible Existing 

Sources  of Data 

 

Qualitative research focuses on individual responses. Your evaluator can collect 

qualitative data with interviews, focus groups, or 

observations. Qualitative data can be difficult to 

interpret and more expensive to collect than 

quantitative methods. It can also provide more in- 

depth responses than quantitative data alone. In 

addition, the researcher can use the results to fill in 

gaps that quantitative methods may have missed. For 

example, a survey question may ask students if they 

like using a computer math program, but a focus 

group can find out why they like it. 

Your evaluator should be knowledgeable in using 

both methods. Depending on the scope of your 

evaluation, the evaluator should use a combination of 

methods when collecting data. 

EXISTING DATA 

Existing sources of data, like student records, test 

scores, or grades, are very important to the success of 

your evaluation. Existing data can be the backbone of 

your evaluation by showing the history of your 

program. Your evaluator and the stakeholder team 

should thoroughly investigate all potential sources of 

existing data to determine its value to the evaluation. 

There are a number of important things to consider 

• Student 

demographic data 

• Attendance data 

• Math and literacy 

data from 

software programs 

or  lessons taught 

during the 

program 

• Math and literacy 

data  from the 

student’s home 

school 

• Behavioral data 

• Social/emotional 

or  assets data 

• Data on parent 

training and 

programming 

when using existing data, however. The format of the data is important to its 

usefulness. The data may be in a format that is difficult to use and requires 
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extra effort to be usable. It is important to plan time and resources to make this 

data suitable. 

Additionally, your program may need special permission to share data with the 

evaluator. You and your evaluator should 

careful review any data sharing requirements 

your program is subject to before data 

changes hands. 

DATA ANALYSIS 

Like data collection, data analysis can be a 

tradeoff between qualitative and quantitative 

methods. An evaluation heavy with 

quantitative data, like test scores and 

attendance data, will tell you if your program 

is having an impact on students, but may be 

less likely to tell you why. On the other hand, 

qualitative data may clarify what a program is 

doing, but not whether it is working. 

REPORTING 

Finally, your Evaluation Plan should detail 

how the evaluation will report its findings to 

each stakeholder group. For example, 

Data Ownership: 

Be clear with the 

evaluator  that the 

evaluation data belongs to 

your program. This is a 

non-negotiable and should 

be  included in 

the contract. 

Sensitive Data: 

Data may include 

sensitive data, like 

student academic 

records. It is important 

that  the evaluator 

explicitly states how 

they  will handle 

sensitive data and how the 

program will handle data  

at  the  completion of  the 

evaluation. 

parents and community members may only want a short summary or 

presentation of the evaluation results, whereas the state would require a full 

evaluation report. Be sure to establish your reporting expectations with your 

local evaluator. 

A
 N

o
te

 a
b

o
u

t 
D

a
ta
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Listed below are helpful websites to consult throughout the evaluation process: 
 

• This website provides all of the information needed to plan for and develop an 

evaluation. The Pell Institute and Pathways to College Network Evaluation Toolkit: 

(toolkit.pellinstitute.org) 

 
• A PDF document created by NSF that outlines each step in an evaluation process 

including types of evaluation steps in an evaluation, data collection methods, 

strategies, and tips on finding an evaluator. The 2002 User-Friendly Handbook for 

Project Evaluation: (http://www.nsf.gov/pubs/2002/nsf02057/start.htm) 

 
• The CDC offers a number of excellent resources for conducting evaluations. It 

includes resources on engaging stakeholders, focusing the evaluation, gathering 

evidence, and sharing results. CDC’s Evaluation Efforts: 

(http://www.cdc.gov/eval/steps/index.htm) 

 
• Research Methods Knowledge Base is an excellent primer for understanding the 

research methods your evaluator may use. It includes resources on engaging 

stakeholders, focusing the evaluation, gathering evidence, and sharing results. 

CDC’s Evaluation Efforts: (http://www.cdc.gov/eval/steps/index.htm) 

 

Evaluation  Methods Resources 

http://www.nsf.gov/pubs/2002/nsf02057/start.htm
http://www.cdc.gov/eval/steps/index.htm
http://www.cdc.gov/eval/steps/index.htm
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Although the local evaluator should conduct the data collection, your program 

can improve the efficiency of the data collection process. 

First, consider the data collection methods your evaluation will be using. For 

example: 

• Surveys and questionnaires need to be printed or uploaded online for 

distribution to participants. 

• Your evaluator may need to meet with an IT person or have access to 

student, staff, or parent email addresses. 

• Your evaluator and the stakeholder team may need to create support 

documents. These could include survey invitations, permission forms, 

posters, or other documents that explain the research to students, staff, 

and parents. 

• Programs that serve families in which English is a second language may 

need documents translated into additional languages. The stakeholder 

team and the local evaluator must address the time and costs associated 

with translating such materials in the contract and Evaluation Plan. 

PHASE 3: IMPLEMENTATION 

Data Collection 

Phase 3 
Data Analysis 
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• If the data collection period takes place during program hours, you need 

to inform staff that students will be leaving the program during that time. 

• Your program must inform staff and parents when the evaluator will be 

conducting research to ensure smooth data collection. 

 
Your evaluator should be working from a realistic data collection timeline. A 

short, rushed data collection period will be inadequate to answer your 

evaluation questions and may overlook critical information. Common sense can 

help you create an appropriate timeline. Leave plenty of time for survey 

responses, follow-up, and unexpected challenges. Give staff and parents plenty 

of lead-time when telling them about events or any interruptions to class. 

 

 

 
Second, consider the logistics of the data collection methods. For example: 

Certain data collection methods, like interviews or focus groups, require 

a space to conduct. 
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OVERCOMING BARRIERS TO 

DATA COLLECTION 

Your evaluation will only be successful if 

you get maximum participation from staff, 

students, parents, and other stakeholders. 

Lack of participation will bias or negate the 

results of your evaluation and have 

potentially damaging effects on your 

evaluation. There are many ways to improve 

your data collection response rate, 

including: 

• Obtain strong support from program 

administration at your host school 

• Provide incentives for participation 

• Keep surveys and assessments short 

• Send reminders and follow-up 

communications 

• Use fun, high-participation events to 

reach parents and community 

members 

 

 
 

✓ Do  surveys or other 

assessments need translation 

for  non-English speaking 

students  or parents? 

✓ Are  rooms available for 

conducting interviews or focus 

groups? 

✓ Have parents been informed 

about data collection and been 

provided  any required 

permission forms? 

✓ Has staff been informed of 

classroom disruptions (e.g., 

interviews, observations)? 

✓ Are there procedures in place 

to  secure sensitive data? 

 

DATA ANALYSIS AND  INTERPRETATION 

At the completion of the data collection phase, your evaluator should begin 

analyzing and interpreting the data. You still play an important role in the data 

analysis phase because you and the stakeholder team provide valuable insight 

and context about the evaluation results. Using your outcome goals from the 

Logic Model as a guide, the evaluator and stakeholder team should discuss the 

Data Administration 
Checklist 



40 

 

progress in each area. 
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MID-YEAR  STATUS/FINDINGS REPORT 

It is important to have regular communication with your local evaluator and 

your stakeholder team. You and your stakeholder team should be kept up to 

date regarding initial findings and challenges to the evaluation. Therefore, your 

program should have a mid-year stakeholder meeting to review and discuss the 

local evaluation. A formal status report should be finalized following a meeting 

between you, your stakeholder team, and your local evaluator to discuss the 

progress of the evaluation and whatever findings are available at that time. At 

this time you can review your Evaluation Plan to determine if it needs any 

revisions, and make adjustments to your programming if warranted. The result 

of this meeting will be a local evaluation mid-year status/findings report that is 

submitted to the state (Deliverable 2). 

FINAL REPORT 

The final results of your local evaluation should be provided to your stakeholder 

team and to the state in a Final Report (Deliverable 3). Findings include the 

actual results of the analyses conducted. Quantitative findings should be 

presented in both textual and graphical form. Qualitative data should be 

reviewed for patterns and discussed. The findings from the local evaluation 

should be reviewed with your stakeholder team prior to finalizing and 

submitting the report. An executive summary should be included to present the 

key findings from your evaluation. At this time you, the evaluator, and the 

stakeholder team should identify recommendations for program improvement 

 

 

 
Additionally, data analysis can identify potential reasons for student 

performance improvement or decline. This process can help your program 

identify best practices, discuss ways to overcome problems, and develop 

solutions. 
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These websites will be helpful in delineating the sections of an evaluation report 

and what should be  covered in  each: 

 
 

• The University of Kansas Community Tool Box; Evaluation Report Outline: 

(http://ctb.ku.edu/en/table-of-contents/evaluate/evaluation-to- 

understand-and-improve/funder-support-accountability/tools) 

 

• Evaluation Reporting; A guide to help ensure use of evaluation findings: 

(http://www.cdc.gov/dhdsp/docs/Evaluation_Reporting_Guide.pdf ) 

 
 

 
• Reporting Evaluation Findings to  Different Audiences: 

(http://www.cdc.gov/dhdsp/pubs/docs/cb_december_13_2011.pdf) 

Evaluation  Report Resources 

 
 
 
 

which will be included in the Final Report. Recommendations should be specific 

to that grant program. 

An outline detailing the required items to include in your Final Report is located 

in the ODE Deliverables section of this manual. 

http://ctb.ku.edu/en/table-of-contents/evaluate/evaluation-to-understand-and-improve/funder-support-accountability/tools
http://ctb.ku.edu/en/table-of-contents/evaluate/evaluation-to-understand-and-improve/funder-support-accountability/tools
http://ctb.ku.edu/en/table-of-contents/evaluate/evaluation-to-understand-and-improve/funder-support-accountability/tools
http://www.cdc.gov/dhdsp/docs/Evaluation_Reporting_Guide.pdf
http://www.cdc.gov/dhdsp/pubs/docs/cb_december_13_2011.pdf)
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Stakeholder meetings are very valuable during the evaluation. At the meetings, 

the evaluator can update stakeholders on the evaluation progress and refocus 

the team on evaluation goals. Your evaluator may also revise the Evaluation Plan 

based on barriers and challenges suggested by the stakeholder team. 

Involvement in stakeholder meetings will also help build evaluation aptitude 

among program staff or other stakeholders. Stakeholders may have had no 

experience with program evaluation. By participating in activities like writing 

the Evaluation Plan or developing a communication plan, stakeholders will be 

better prepared for continuous improvement of your program. 

MID-YEAR  STAKEHOLDER MEETING 

The mid-year stakeholder meeting is an opportunity for the stakeholder team 

and the evaluator to meet and discuss the evaluation. The evaluator should 

present preliminary findings and discuss any barriers or additional challenges 

the evaluator has encountered. 

The stakeholder team should present any questions to the evaluator about the 

results. They should also assist in identifying and addressing any barriers or 

challenges that might undermine the success of the evaluation. After the 

meeting, stakeholders should share preliminary results with outside audiences. 

PHASE 4: USING THE RESULTS 

Stakeholder Meetings 

Phase 4 
Communicating Results 
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Stakeholder 

Meetings 

 

 

 

 

At this point, your evaluator should review and update the Evaluation Plan to 

reflect any needed changes. Changes should 

directly address any issues identified by the 

evaluator or stakeholder team. 

 

ANNUAL STAKEHOLDER 

MEETING 

Your program should hold an annual 

stakeholder meeting at the end of the 

program year. The evaluator will present the 

Final Report to the stakeholder team, which 

should contain all evaluation findings. 

Your program should hold an annual 

stakeholder meeting at the end of the 

program year. The evaluator will present the 

Final Report to the stakeholder team, which 

should contain all evaluation findings. 

Mid-Year Meeting: 

• Develop strategies for 

addressing gaps and 

barriers 

• Revise  Evaluation Plan 

Annual Meeting: 

• Develop strategies for 

implementation next 

year 

• Revise  Evaluation Plan 

• Communicate findings 

and implications 

The evaluation findings should address the expected outcomes of your Logic 

Model. Were the findings what you expected or do you need to modify the 

program? What were the unintended consequences? Were your assumptions 

true, and did the external factors affect your program like you expected? 

Your evaluation findings can help improve the program, set new goals, and 

anticipate challenges. 
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There are several methods for disseminating the results, including: 

• Short summaries of findings 

• Brown bag events 

• Presentations to parent group 

 

 
 

COMMUNICATING RESULTS 

In addition to reports submitted to ODE, you may wish to issue reports to 

additional interested audiences (e.g., parents, community members, staff). 

Tailoring the message to each audience is very important. 
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UTILITY STANDARDS 

The utility standards are intended to ensure that an evaluation will serve the 

information needs of intended users. 

• U1-Evaluator Credibility: Evaluations should be conducted by qualified 

people who establish and maintain credibility in the evaluation context. 

• U2-Attention to  Stakeholders:  Evaluations should devote attention to the 

full range of individuals and groups invested in the program and affected 

by its evaluation. 

• U3-Negotiated Purposes: Evaluation purposes should be identified and 

continually negotiated based on the needs of stakeholders. 

• U4-Explicit Values:  Evaluations should clarify and specify the individual and 

cultural values underpinning purposes, procedures, and judgments. 

• U5-Relevant Information: Evaluation information should serve the 

identified and emergent needs of stakeholders. 

• U6-Meaningful Procedures and  Products:  Evaluations should construct 

activities, descriptions, and judgments in ways that encourage participants 

to rediscover, reinterpret, or revise their understandings and behaviors. 

• U7-Timely and Appropriate Communicating and Reporting: Evaluations 

should attend to the continuing information needs of their multiple 

audiences. 

• U8-Concern for  Consequences and Influence:  Evaluations should promote 

responsible and adaptive use while guarding against unintended negative 

consequences and misuse. 

 

 

APPENDIX A: THE PROGRAM EVALUATION 

STANDARDS 

Joint Committee on Standards for Educational Evaluation 
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FEASIBILITY STANDARDS 

The feasibility standards are intended to ensure that an evaluation will be 

realistic, prudent, diplomatic, and frugal. 

• F1-Project Management: Evaluations should use effective project 

management strategies. 

• F2-Practical Procedures:  Evaluation procedures should be practical and 

responsive to the way the program operates. 

• F3-Contextual Viability: Evaluations should recognize, monitor, and 

balance the cultural and political interests and needs of individuals and 

groups. 

• F4-Resource Use:  Evaluations should use resources effectively and 

efficiently. 

PROPRIETY STANDARDS 

The propriety standards are intended to ensure that an evaluation will be 

conducted legally, ethically, and with due regard for the welfare of those 

involved in the evaluation, as well as those affected by its results. 

• P1-Responsive and Inclusive Orientation: Evaluations should be responsive 

to stakeholders and their communities. 

• P2-Formal Agreements:  Evaluation agreements should be negotiated to 

make obligations explicit and take into account the needs, expectations, 

and cultural contexts of clients and other stakeholders. 

• P3-Human Rights and Respect: Evaluations should be designed and 

conducted to protect human and legal rights and maintain the dignity of 

participants and other stakeholders. 

• P4-Clarity and Fairness:  Evaluations should be understandable and fair in 

addressing stakeholder needs and purposes. 
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• P5-Transparency and Disclosure: Evaluations should provide complete 

descriptions of findings, limitations, and conclusions to all stakeholders, 

unless doing so would violate legal and propriety obligations. 

• P6-Conflicts of Interests:  Evaluations should openly and honestly identify 

and address real or perceived conflicts of interests that may compromise 

the evaluation. 

• P7-Fiscal Responsibility:  Evaluations should account for all expended 

resources and comply with sound fiscal processes and procedures. 

ACCURACY STANDARDS 

The accuracy standards are intended to ensure that an evaluation will reveal 

and convey technically adequate information about the features that determine 

worth or merit of the program being evaluated. 

• A1-Justified Conclusions and Decisions: Evaluation conclusions and 

decisions should be explicitly justified in the cultures and contexts where 

they have consequences. 

• A2-Valid Information:  Evaluation information should serve the intended 

purposes and support valid interpretations. 

• A3-Reliable Information: Evaluation procedures should yield sufficiently, 

dependable and consistent information for the intended uses. 

• A4-Explicit Program  and  Context Descriptions:  Evaluations should 

document programs and their contexts with appropriate detail and scope 

for the evaluation purposes. 
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APPENDIX B:  EVALUATION RESOURCES 

 

 

 

 

 

 

 

 

 

BOOKS 

Bamberger, M., Rugh, J., & Mabry, L. (2006). Real world evaluation: Working 

under budget, time, data, and political constraints. Thousand Oaks: Sage 

A superb resource on conducting high quality evaluation with limited 

resources and time. 

 
Davidson, J. (2005). Evaluation methodology basics: The nuts and bolts of 

sound evaluation. Thousand Oaks: Sage. 

An excellent book written for the layman offering step-by-step evaluation 

instructions. 
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APPENDIX C: GLOSSARY 

 

 

 

 

 

 

 

 

 

 

 

 

Assumptions The beliefs about the program and the people involved 

and the way the program will work 

Baseline Data collected about a situation or condition prior to a 

program or intervention 

Data Analysis The process of reviewing raw data from the evaluation, 

looking for patterns or trends that indicate impact or 

change caused by the program 

Data Collection The process of collecting information about the program 

to understand it more completely 

Deliverable A document to be submitted to the program by the local 

evaluator which indicates completion of contracted tasks 

Evaluation The systematic collection of information about activities, 

characteristics, and outcomes of programs used to make 

judgments, improve effectiveness, add to knowledge, 

and/or inform decisions about programs in order to 

improve programs and be accountable for positive and 

equitable results and resources invested 

Evaluation Philosophy The attitude or methodology an evaluator ascribes to 

when conducting evaluations 

Evaluation Plan A document detailing the focus of an evaluation, the 

questions that will be answered about a program, how 

data will be collected and analyzed, and how the findings 

will be reported 

Evaluator An investigator with a background in research methods 

Executive Summary A short summary of the findings of research 

Existing Data Data that has been previously collected for other purposes 
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External Factors Uncontrollable outside elements that can affect the 

success of a program 

Federal Evaluation Evaluation of 21st CCLC programs by the federal 

government 

Fidelity A measure of how closely a program follows a set of 

standards when implemented 

Focus Group An interview conducted with a group of participants who 

share their opinions on a subject 

Implementation The methods and standards used when beginning a 

program 

Local Evaluation Evaluation conducted internally by the program and an 

outside local evaluator 

Local Program 
Evaluator 

An evaluator contracted by the program to evaluate only 

that program 

Logic Model Graphic representation of a program showing the 

intended relationships between investments and results 

Observations Data collection method where participants are observed 

interacting with program activities 

Outcomes Results or changes from the program such as knowledge, 

awareness, skills, attitudes, opinions, aspirations, 

motivation, behavior, practice, decision-making, policies, 

social action, condition, or status 

Outputs The activities, products, and participation created through 

the investment of resources 

Qualitative Data Numeric information that is subject to statistical analyses 

that can be used to compare outcomes associated with an 

intervention 

Quantitative Data Text-based information, collected systematically, which 

can be used to understand how a program operates and 

how participants experience the program 
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Reliability The overall consistency of a data collection measure 

 

Replicability The extent to which a program could be recreated at 

another site 

Research Design The collection of procedures employed to conduct 

scientific research 

Stakeholder Team The collection of administrators, staff, parents, students, 

and community members in charge of representing the 

program during the evaluation 

Stakeholders A person, group, or organization with an interest in the 

program 

State Evaluation Evaluation of the state 21st CCLC program 

Structured Interviews An interview where prearranged, uniform questions are 

asked during an interview to ensure research consistency 

Survey A method of collecting data by using a standard form 

asking questions about program perception or opinion 

Unstructured 
Interviews 

An interview in which questions are not prearranged, 

allowing for questions to develop during the course of the 

interview 

Validity The extent to which a data collection measure actually 

assesses what it claims to measure 

Youth Development The process which children develop cognitive, social, and 

emotional skills 
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APPENDIX D: SAMPLE JOB  DESCRIPTION 

21ST CCLC LOCAL EVALUATOR JOB  DESCRIPTION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Summary  of Responsibilities: 

• Responsible for data collection and analyses in order to provide timely, 

useful, credible, and fair reports based on the 21st CCLC program grant. 

• Analyze data and prepare reports and recommendations for program 

improvement to be shared in formal presentations at a minimum of three 

stakeholder meetings per year. 

• Complete at least two site observations. 

• Meet with the director to discuss data, case studies, and observations, so 

a contextual understanding can inform reports to stakeholders. 

• Provide support in gathering quantitative and qualitative data for state 

reporting. 

• Work with district technology departments to collect and handle data in a 

confidential way, adhering to Family and Educational Rights and Privacy 

Act (FERPA) guidelines. 

• Detail and document procedures, data sources, and rationales to ensure 

reliable and valid conclusions and recommendations without bias. 

• Correct report errors in a timely manner. 

• Design the evaluation to provide both point-in-time data to assess 

recruitment success, as well as change-over-time data to assess program 

effectiveness that will guide continued program improvement. 

• Make executive summaries of reports available to parents, volunteers, 

staff, and board members. 

• Provide assistance in developing assessment tools, such as survey 

questions, that are useful but also sensitive to culture, socio-economic 

status, and family situations. 
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Preferred: 

• Graduate degree in evaluation or related field 

• Experience with 21st CCLC programs 

• Experience with evaluation of federally-funded grants 

 
Required  Reports  and Presentations: 

 

• Evaluation Plan with Logic Model 

• Stakeholder Mid-Year Report in December 

• Final annual report due in the summer following the school year 

• Executive Summary reports for school boards, community organizations, 

and parents 

• Presentations that examine data and provide recommendations at each 

stakeholder meeting 

 

 

 
Education  and Qualifications: 

 

Minimum: 

Bachelor’s Degree 

Experience as a professional evaluator 


