[image: ]

Michigan 
21st Century Community Learning Centers
Local Evaluator Resource Guide



[image: ZDD0QCAG2W9W4CAXHG530CA1LBA4LCAMOS3F5CAP53FJYCAT8HNQLCAHGBM6NCAS60Y4KCAPYPFIOCAV73N2ZCA1CVV71CAETDJUNCA79AQATCAXXL49RCAE1UD7JCA3P0ZR7CABR34V2CALODZLRCAZAIDGK]


Michigan Department of Education
21st Century Community Learning Centers
Local Evaluator Resource Guide
www.michigan.gov/21stcclc



August 2012
Second Edition

[image: MDE transparent logo]

iv

1

Welcome to the 21st Century Community Learning Centers (21st CCLC) Grant Program, funded through the Michigan Department of Education (MDE).  Thank you for serving this important program.  MDE 21st CCLC staff are committed to supporting you in providing the highest quality experience for the children, parents, and staff in your programs.  We are hopeful that the resources contained in this guide will help you to take a closer look at the importance of your local evaluation and the role it plays in continuous program improvement.  
MDE requires that each 21st CCLC Grant Program have a local evaluator who will guide the process of continuous program improvement.  This Local Evaluator Resource Guide was created to help project directors and local evaluators to accomplish this requirement efficiently.  Whether a 21st CCLC program chooses to contract with an external evaluator (one not employed by the fiscal agent) or work with an internal evaluator (employed by the fiscal agent but may NOT be the project director or a site coordinator), the resources in this guide will be helpful as you develop a high-quality program.  
This Local Evaluator Resource Guide provides links to templates you can download and edit as needed.  The icon page (iii) contains quick links to the rest of the document.  Simply click (CTRL-click) an icon box and you will be taken directly to that section.  Providing this guide online (www.michigan.gov/21stcclc) offers program information to you in a manner that is easily downloaded to your computer.  All of the information and documents available to you at the 21st CCLC website can be most helpful when you have questions.  
[bookmark: _GoBack]The ideas in this guide represent the practices of your peers, in programs across the state and the nation.  The local evaluator guide committee members have collected resources from local evaluators and project directors around the state, as well as from national organizations that support or illustrate these practices.  In each section, you will find guidance about various elements of the local evaluation requirement.  
Resources displayed or presented in this guide are not official products of or endorsed by the Michigan Department of Education, but are provided as a starting place in creating and establishing a high-quality Michigan 21st CCLC program evaluation.
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As the old saying goes – “You get what you pay for.” This document provides information about what types of services you can expect from your evaluator based on what you are paying per program site.
[image: MC900441459[1]]
Local Evaluator Cost Guidelines

This is a great place to start when you’re trying to figure out:  1) where to look to find, or advertise for an evaluator, and 2) what types of questions to ask when you interview potential evaluators.
   Hir
Hiring      a Local Evaluator
The national standards for program evaluation are a helpful way to determine if your evaluation needs are being met in a quality way.
The Program Evaluation Standards (2010 National)
Working within a school system can sometimes be tricky.  These tips will help you think about relationships that you’ll need to develop in order to be successful.  Some veteran program director names are also provided in case you want to call someone for advice!
[bookmark: _Tips_for_Local]Tips for Local Evaluators and Project Directors for 
Working with    
a School 
system

To protect your organization as well as the evaluator, it’s wise to have a contract.  This template was created as a starting point to develop a contract between your organization and the evaluator.
[image: MC900056853[1]]
Local Evaluator Agreement TEMPLATE
This local evaluator job description template can be modified to fit your organization’s needs, but it provides a place for you to begin.
Local Evaluator Job Description TEMPLATE

i
[bookmark: _Hiring_a_Local]This how-to guide explains the usefulness of comparison data and illustrates step-by-step where to access schoolwide data online.  
Comparison Data Reports
Reviews the indicators for graduation success and makes recommendations on how this data can be used for evaluation and program improvement.

Helps grantees understand the overall focus of 21st CCLCs, locate their specific local grant goals, and revise them to be S.M.A.R.T.
Measuring Local Goals
Clearly defined steps that should be taken every year by the local evaluator, project director, and school representatives to ensure valid, reliable data collection.
Accessing Local School District Data
An explanation of the ethics and guidelines associated with the Family Educational Rights and Privacy Act and Institutional Review Boards.

FERPA and Institutional Review Boards
A summary of the overarching ideas all evaluators should adhere to when conducting evaluations.

American Evaluation Association’s Guiding Principles
Predicting High School Dropouts
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[bookmark: _Hiring_a_Local_]Hiring a Local Evaluator [footnoteRef:1] [1:  *These materials adapted from Orchowski, S., Carson, T., Trahan, M. (2002).  Hiring and Working with an Evaluator. Washington, DC: Juvenile Justice Evaluation Center.  Available May 5, 2010 http://www.ncjrs.gov/pdffiles1/nij/grants/196056.pdf.
] 

Who is an Evaluator?
An evaluator is someone who has received formal training in research and/or evaluation and has experience in conducting evaluations of programs.  Unfortunately, there is no easy way to identify a qualified program evaluator.  For example, there are no licensing or certification requirements for program evaluators.  Although many evaluators are members of professional evaluation organizations, such as the American Evaluation Association or the American Educational Research Association, membership in these organizations does not guarantee a qualified program evaluator. 

Locating an Evaluator
Not all evaluators will possess all the skills your project needs.  The more thorough your search, the more likely it is that you will find a good match for your project.  There are many methods you can use to locate qualified candidates, including the following:
· Contact programs similar to your own.  Other agencies that have implemented and evaluated similar after-school programs may be able to suggest evaluators who will be a good fit for your program.  Be sure to ask whether there is anyone with whom they were dissatisfied.
· Ask funders.  The Michigan Department of Education (MDE) and the Michigan State University (MSU) Community Evaluation and Research Center review many evaluation reports and can provide a list of local evaluators serving other Michigan 21st Century Community Learning Centers (21st CCLC) grantees.  Using an evaluator whom your funder knows and respects can go a long way in ensuring the funder will be satisfied with the evaluation report.
· Inquire at local colleges and universities.  Faculty in departments of sociology, social work, education, community psychology, public health, and in university-based research centers often have training and experience in program evaluation.  Some professors do work outside their institutions and might be willing to work on your evaluation.  They may also be able to recommend qualified graduate students.
· Work with professional associations.  Associations such as the American Evaluation Association (http://www.eval.org), the Evaluation Center (http://www.wmich.edu/evalctr), and the Michigan Association for Evaluation (http://maeeval.us) may be able to provide names of members in your area.
· Consult with local agencies.  Ask representatives from agencies responsible for administering related human services grants.  Most local government agencies, such as departments of public health and education, have planning and evaluation departments.  These people may be able to help you or direct you to local organizations or individuals who can provide evaluation expertise.
· Read the evaluation literature.  Find evaluation studies on programs like your own.  If the authors are local, they may be a good fit for your program.  If the authors are not local, they may know of qualified evaluators in your area.  By reading these articles, you will also learn a great deal about how evaluation studies are conducted.

Managing Interview Logistics
There are a number of things you can do before, during, and after the interview to ensure that the interview process runs smoothly and yields the information you need to make an informed hiring decision.  One of these is to talk with staff and key partners to develop an interview process.  Before you begin scheduling interviews, consider these questions:
· Who will sit on the hiring committee?  It is usually a good idea to create a hiring committee that includes a diverse group of program staff and other stakeholders such as members of your community advisory board, if your program has one.
· What kinds of materials should candidates bring to the interview?  Ask candidates to provide resumes, writing samples, especially copies of evaluation reports, and presentations.
· What kinds of questions will you ask?  Generate a list of four to seven questions that you will ask everyone.
· Will there be any other aspect to the interview besides conversation?  For example, will you take candidates on a tour of the school or community?  Will they meet with people other than the interview committee?  Will you ask them to demonstrate a competency, such as explaining evaluation concepts?


Preparing for the Interview
Be prepared with your key discussion points before the interview.  Key items that you should make a point of discussing with candidates are described below, along with suggested materials and questions.
· Evaluation philosophy.  Look for an evaluator who believes that the evaluation process is a collaborative one between the evaluator and program managers and staff.  In this philosophy, program managers and staff are seen as the experts, and evaluators work closely with them throughout the process of documenting program activities, developing performance measures, interpreting evaluation findings, and making recommendations for program improvement.  The goal of such evaluations is to improve the program, not to declare the program a success or failure.
· Ask the candidate to describe what he/she sees as the goal of evaluation. 
· Education and experience.  There are very few university degree programs in program evaluation, and program evaluators may have backgrounds in the social sciences, such as psychology, sociology, criminal justice, public administration, or education.  Most evaluators do have formal training in research methods; however, usually in a social science discipline such as psychology, education, or social work.  Graduate-level training should provide this knowledge; for example, someone with a master’s degree or Ph.D. in education or sociology should have the research knowledge required to conduct evaluations.  Some evaluators have expertise in qualitative methods such as interviewing and focus groups, while others are competent with quantitative methods required to analyze surveys and attendance data.  Evaluators also differ in their familiarity with different kinds of databases and computer programs.  It is critical to find an evaluator who has the kinds of experience you need.
· Ask the candidate to describe how he/she was trained as an evaluator.  Did he/she complete coursework specific to evaluation or research methods?  What kinds of methods (qualitative, quantitative, or both) is he/she comfortable with?  Did he/she work alongside an experienced evaluator prior to stepping out on his/her own?


· Content knowledge.  While evaluation as a process has a great deal in common with conducting research, there are also many differences between the two.  A qualified evaluator must not only have research skills, but must also have specific experience in working with programs like yours.  Perhaps he/she was a project director or site coordinator before becoming an evaluator.  Ask the candidate whether or not he/she has evaluated similar programs with similar target populations.  If he/she has, he/she may have knowledge and resources that will save time and money.  If the candidate has worked with programs that are somewhat similar, but may have differed in the group served (for example, he/she has not evaluated after-school programs, but have worked with early childhood programs), he/she may still be a reasonable choice as long as you help him/her understand the unique issues of your program.
· Carefully review the evaluator's résumé to determine if he/she has experience conducting evaluations of programs similar to yours.  Ask the candidate to describe his/her previous work. 
· Oral communication skills.  Evaluators must be able to communicate effectively with a broad range of people including parents, program staff, other evaluators, and the media.  They should be able to avoid or translate scientific jargon when necessary.  Someone who cannot clearly explain evaluation concepts to a lay audience is not a good candidate.  An evaluator needs to be able to connect comfortably with program staff and participants if he or she is going to successfully gather information from these people. 
· Determine if this is a person with whom you would be comfortable working. 
· Ask the candidate to explain a database and how it could be used for program improvement.
· Writing skills.  An evaluator must have strong writing skills.  Having to rewrite evaluation reports takes time.  The scientific integrity of evaluation results can be threatened if the report has to be rewritten by someone other than the evaluator.  Have candidates bring writing samples, including evaluation reports, articles, and the script or PowerPoint slides for presentations that they have developed to share findings.
· Ask for samples of the evaluator's work, including evaluation reports.  Review the materials to be sure they are written clearly, without a great deal of jargon, and in a way that would be understandable to you and to those with whom you would like to share the evaluation findings.
· Cultural sensitivity.  An evaluator needs to respect the cultures of the communities with which he or she works.  Mutual respect and some understanding and acceptance of how others see the world are crucial.  Genuine sensitivity to the culture and community will increase the comfort levels of program staff, participants, and other stakeholders.  It will also ensure that data collection tools are appropriate and relevant, thus increasing the accuracy of the findings.
· Ask the candidate tough questions, especially if you work with a population that has historically been stereotyped or treated unfairly.  Ask the candidate what experience he or she has with the population you serve.  Ask him or her to reflect on what assumptions he or she holds about that population and how he or she will handle those assumptions when evaluating your program.  
· Budget and cost.  Ideally, you should ask candidates to prepare a written proposal for your evaluation, including a budget.  You might want to reserve this request for your pool of finalists.  To get a good proposal, provide candidates with clear information about your program’s goals, activities, and audience.  Refer to the requirements outlined in the MDE 21st CCLC grant application instructions (http://www.michigan.gov/documents/mde/09-10_app_Instructions_294625_7.pdf).
· Present the candidate with your expectations for the job requirements and cost.  Be clear about what requirements you need to fulfill.  Allow the candidate time to consider and negotiate. 
· Time and access.  Make sure candidates have the time to complete the necessary work.  Site visits and regular meetings will be necessary.  The more contact your evaluator has with your program, the better he or she will understand how it works and the more opportunities he or she will have to monitor data collection activities.  Regular meetings also let you monitor the evaluator’s performance. 
· Ask the candidate what his/her other professional commitments are and how much time he or she will be able to devote to your project.  Compare the responses to your estimate of the time needed to do the work. 


· Data ownership and control.  Insist that the evaluator review data and reports with you prior to all public dissemination of results.  If you don’t, your evaluator may write articles about your program or make conference presentations on the data without your knowledge.  In addition, it is important to establish that the evaluator will be working for the project, not the funder.  It is essential that project staff review, in advance, all evaluation reports and presentations before they are released to the funder or other audiences.
· This is non-negotiable.  Be sure to be clear with the candidate about data ownership.
· References.  Ask for references and check them.  
· Be sure that references include directors of programs that the evaluator has worked with in the past, and ask those individuals about their experiences with the evaluator, including how well the evaluator worked collaboratively with the program managers and staff.

Finally, keep in mind that an important part of an evaluator’s job is to assist in building the skills, knowledge, and abilities of other staff and stakeholders.  It is critical that all parties can work together.  Make sure to invite finalists to meet project staff and others with whom they will be working to see who best fits with individual styles and your organizational culture.  If the fit is good, your evaluation is off to a great start.














[bookmark: _Local_Evaluator_Cost]Local Evaluator Cost Guidelines 
This section is intended to be used as a set of guidelines to assist 21st Century Community Learning Centers (21st CCLC) project directors in negotiating fair compensation for their external local evaluators.  Evaluation can be a significant cost for 21st CCLC sites, so it is important for project directors to know what to expect for a given amount of payment.  Programs that utilize internal evaluators can also use this document as a guideline of activities, but it may not be applicable as a guide for cost.

Basis for Recommendations
In spring 2010, the local evaluation guide committee conducted a survey of all the current 21st CCLC project directors and local evaluators.  The survey asked questions pertaining to the activities included in an evaluation and the rates paid for that work.  The data from the survey show that most 21st CCLC programs choose to either have a basic evaluation that meets the state minimum standards with a small amount of customization, or they choose a comprehensive evaluation that measures their own unique goals in addition to the state mandates.

The following sections outline the types of tasks a program director should reasonably expect for a given cost.  The costs for evaluation are calculated per site, so a director serving five sites should expect to pay within the range per site multiplied by the number of sites in the grant.  For example, a basic evaluation might cost $1,500 per site, and if there were five sites, the cost would be $7,500 a year.

As always, exceptions to these guidelines exist.  For example, it may be possible to receive a very comprehensive evaluation at a much lower cost by hiring students from a local university.  Also, programs with internal evaluators who work on several projects within a school system or other organization may be paid less per project than independent contractors, who work on individual projects.

Basic Evaluation ($1,000-$2,500 per site)
The basic evaluation category includes activities that meet Michigan Department of Education (MDE) statewide evaluation minimum requirements and may include minimal customization.  In general, program directors should expect a competent and involved evaluator at this level, but should not expect the evaluator to provide detailed analysis or to be an integral member of the program team.

The statewide evaluator for Michigan’s 21st CCLC program collects and analyzes data from a variety of sources:
· EZReports web-based attendance database; 
· student outcomes spreadsheet; and 
· surveys of students, teachers, parents, and staff. 

All local evaluators are required to assist sites to be compliant with the statewide evaluation and other MDE requirements.  The statewide evaluator reports most of the statewide data back to grantees and sites through the data tables that accompany the Annual Report Form (ARF).  The statewide evaluator also provides the raw data files back to each grantee so that local evaluators can perform additional analyses if included in the contracted expectations between the grantee and the local evaluator.

Activities that are most commonly included in a basic evaluation include:
· Meeting with the program director to design the local evaluation and determining what additional data, if any, are going to be collected in addition to state-level evaluation.
· Meeting with the program director for program planning three to four times a year (aligned with dates in grantee improvement plans).
· Meeting with program staff for program planning in January, using the improvement plans.
· Training staff to implement the Youth Program Quality Assessment (YOUTH PQA) process, scoring, and analyzing data.
· Helping staff create improvement plans based on YOUTH PQA findings.
· Assisting sites in administering statewide evaluator student, parent, and teacher surveys.
· Providing semi-annual written reports that include YOUTH PQA data, updated improvement plan data, statewide evaluator survey data, and student outcomes data.
· Providing an annual report, supplementing the ARF, linked to program goals.
· Helping complete the ARF, including interpreting the data tables.
· Conducting unstructured or structured observations of program activities.
· Conducting informal conversations with staff.

Reporting at the basic evaluation level typically includes the following elements:
· Results from surveys.
· Changes in outcomes over time.
· Data from the YOUTH PQA process.
· Demographics data.
· Enrollment data.
Comprehensive Evaluation ($4000-$6000 per site)
A comprehensive evaluation is one that goes above and beyond the state required minimums to provide a more complete picture of the program's effectiveness on the local level.  It may include measuring goals tailored to the unique aspects of the local site and measuring the state goals in more depth.  At the comprehensive evaluation level, the project director should expect the local evaluator to provide an in-depth, customized evaluation and be an integral part of the program’s team.  A local evaluator conducting a comprehensive evaluation will help teams monitor and adjust their work to fully understand the program’s impact on students and the community.

In addition to performing most or all of the tasks listed at the basic evaluation level, comprehensive evaluations often include the following:
· Collecting comparison group data (such as the general student population within a school system).
· Developing an evaluation plan that includes reading and math grades, MEAP reading and math scores, locally-administered test scores (such as DIBELS, Ed Performance, ACT, WorkKeys, etc.), school attendance, school discipline, and socio-economic status.  
· Conducting interviews (individual or group) with students, program staff, site coordinators, teachers, principals, and project directors.
· Integrating program improvement into the daily functions of staff through an improvement plan process.
· Helping program directors and site coordinators use data to plan professional development, hire staff with different skills and interests, and link personnel evaluation with YOUTH PQA.
[bookmark: _Tips_for_Local_]
Tips for Local Evaluators and Project Directors for Working with a School System
School systems have their own distinctive structures and procedures for accomplishing their work.  If you understand these procedures, you will be able to develop more successful partnerships that accomplish your goals.

Access to Data  
It’s important to understand the Family Educational Rights and Privacy Act (FERPA) as well as Institutional Review Boards (IRB), if the district has an IRB.  FERPA protects student and family data from being identified in any analyses and IRBs protect the rights of the individual participants.
· The FERPA regulations allow external evaluators to have access to student data if the evaluations are designed to “conduct studies for, or on behalf of, educational agencies or institutions for the purpose of developing, validating, or administering predictive tests, administering student aid programs, and improving instruction, if such studies are conducted in such a manner as will not permit the personal identification of students and their parents by persons other than representatives of such organizations and such information will be destroyed when no longer needed for the purpose for which it is conducted, and contractual partners with (Name of District) schools.”
· IRBs ensure the evaluator will take every precaution to adhere to the three basic ethical principals that guide the rights of human subjects as derived from the Belmont Report[footnoteRef:2]:  respect for persons, beneficence, and justice.  [2:   National Commission for the Protection of Human Subjects of Biomedical and Behavioral Research
The Belmont Report, Ethical Principles and Guidelines for the Protection of Human Subjects of Research, April 18, 1979
http://www.uwgb.edu/irb/Current%20IRB%20Pages/BelmontReport.pdf.] 


Decision Making
School systems typically operate with a “top down” decision making structure.  Generally, you must obtain permission from a top-level administrator to work in the schools, gather data, or obtain access to school records.  To be successful in this area:
· Develop your own relationships directly with the superintendent or assistant superintendent as well as other administrators.  Do not rely on the site coordinators to build these relationships for you.
· Find out who manages access to school records and develop a relationship directly with that person (or committee).  You may need his/her permission to collect the data you will need for your evaluation.
Administrative Procedures
Understanding administrative procedures and timelines will help you to get work done in a timely manner.
· Learn the administrative procedures of the local school district or intermediate school district in which you will be working.  These include the contract approval process/timeline, district payment procedures, board of education regulations, single purpose contract limitations, payment limitations, etc.  
· Make sure administrators, 21st CCLC program directors, and other responsible staff understand what data are needed, the timeline, the format, etc.  By the end of the first semester, identify those responsible for the school outcomes template components: 
· Who/how/when to ask for data about students.
· The process to request data.
· The process or system requirements to receive data.
· Internal Institutional Review Board (IRB) regulations (typically only large school districts or universities have these).
· Find out the district calendars/timelines to provide reports in a timely manner.  
· Find out who in the district has the Level 4 or higher access to the Michigan Electronic Grants System (MEGS) and build a relationship. 

Who to Call for More Tips 
If you have evaluation questions, we suggest you start with the current statewide evaluation team at Michigan State University (MSU).  Visit the website at: http://outreach.msu.edu/cerc/21cclc/default.aspx.  Laurie Van Egeren leads the team and may be contacted via e-mail at vanegeren@msu.edu.  

The project directors listed below have agreed to serve as resources for new project directors (or returning project directors who want to talk to someone more experienced).


Jennifer Bonner
Battle Creek Public Schools
jbonner@battle-creek.k12.mi.us 
(269) 965-9680

Kiesha Guy
Newaygo County Community Services (NCCS)
KGuy@nccscares.org
(231) 924-0641 x. 120
Joanna Christophersen
Muskegon Public Schools
jchristo@mpsk12.net  
(231) 720-2536

Carol Westjohn
Clare-Gladwin RESA
cwestjohn@cgresd.net 
(989) 386-8673 
[bookmark: _The_Program_Evaluation]
[bookmark: _The_Program_Evaluation_]The Program Evaluation Standards[footnoteRef:3] [3:  Joint Committee on Standards for Educational Evaluation
The Program Evaluation Standards: A Guide for Evaluators and Evaluation Users, 3rd Edition; Copyright 2010 by SAGE Publications, Inc.  
The 3rd edition is available at: http://www.sagepub.com/booksProdDesc.nav?prodId=Book230597& ] 

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.

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.
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.

A5-Information Management:  Evaluations should employ systematic information collection, review, verification, and storage methods.
A6-Sound Designs and Analyses:  Evaluations should employ technically adequate designs and analyses that are appropriate for the evaluation purposes.
A7-Explicit Evaluation Reasoning:  Evaluation reasoning leading from information and analyses to findings, interpretations, conclusions, and judgments should be clearly and completely documented.
A8-Communication and Reporting:  Evaluation communications should have adequate scope and guard against misconceptions, biases, distortions, and errors.

Evaluation Accountability Standards

E1-Evaluation Documentation:  Evaluations should fully document their negotiated purposes and implemented designs, procedures, data, and outcomes.
E2-Internal Metaevaluation:  Evaluators should use these and other applicable standards to examine the accountability of the evaluation design, procedures employed, information collected, and outcomes.
E3-External Metaevaluation:  Program evaluation sponsors, clients, evaluators, and other stakeholders should encourage the conduct of external metaevaluations using these and other applicable standards.  















[bookmark: _21st_Century_Community]
21st Century Community Learning Centers (21st CCLC)
Local Evaluator Job Description TEMPLATE
The following are suggested items that may be included in an evaluator job description or request for proposal.  Customize this document to create a job description for your local program evaluation.  The yellow box contains the minimum Michigan Department of Education (MDE) requirements for the 21st CCLC grant local evaluation.
Summary
Responsible for data acquisition and analyses in order to provide timely, useful, credible, and fair reports based on the 21st CCLC program grant.  

Education and Qualifications
Minimum:  Bachelor’s Degree with experience as a professional evaluator.

Preferred: 
· graduate degree in evaluation or related field
· experience with 21st CCLC Programs
· experience with evaluation of federally-funded grants
Responsibilities of the Local Evaluation as Defined by the MDE in the 21st CCLC Grant Application 
Page 8, Part 5. Local Evaluation.  Each grantee is required to hire a local evaluator.  The project director or site coordinator may not serve as the local evaluator.  At a minimum, the local evaluator will:
a. Coordinate the collection and monitor the quality and completeness of required federal and state data.  The instruments and collection systems that have been identified, include:
i. program data, such as enrollment, demographic, attendance, and activity information, to be entered into the EZReports web-based tracking system on an on-going basis;
ii. surveys from parents, students, teachers, and staff at the end of each school year; and
iii. school records data, including student grades, MEAP/MME/MiACCESS scores, school attendance, and disciplinary actions at the end of each school year.
b. Guide the Youth Program Quality Assessment (YPQA) process.  
c. Assist the program with initial implementation.  
d. Use local data and the YPQA to guide a performance improvement process and a sustainability plan.  
e. Review with program staff the 21st CCLC On-site Monitoring Documentation Form.  
f. Assist with the completion and submission of the Annual Report Form (ARF).  
g. Collect any additional data requested by the local grantee.  

Responsibilities (recommended)
· Become and remain aware of the social, political, and educational context of the community as identified in the grant.  
· Provide support in gathering quantitative and qualitative data on students in the program from EZReports, school student data systems, YOUTH PQA, and surveys/focus groups.  
· Analyze all gathered data and provide recommendations for continuous program improvement.
· Support and participate in on-site monitoring by state consultants.
· Collect data in a way that disrupts the program as little as possible.
· 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.
· Solicit feedback from project directors and site coordinators to better understand data by determining contextual issues that might impact data or reporting.
· Prepare a local evaluation plan on grant specific goals, as well as the Federal and State 21st CCLC goals and guidelines.  
· Describe and document procedures, data sources, and rationales in detail to ensure reliable and valid conclusions and/or recommendations without bias.
· Correct report errors in a timely manner.
· Provide “next steps” with each conclusion.
· Analyze quantitative and qualitative data on students in the general population (comparison group data) from EZReports, student data systems, and surveys/focus groups to identify specific areas for program improvement.
· 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.
· Assist project directors with Institutional Review Board (IRB) rules and regulations as well as the rules and regulations of the local school, if necessary.
· Develop survey questions that are useful but also sensitive to culture, socio-economic status, and family situations.
· Make executive summaries of reports available to parents, volunteers, staff, and board members.
· Provide assistance in developing assessment tools, as needed.

Required Reports
· Annual report due in the summer following the school year.
· State outcomes file provided to state evaluation team in June.

Additional Local Reports (recommended)
· Report focused on targeting (e.g., demographics, academic need) in October/November.
· Report focused on changes over summer in October/November.
· Report focused on academic growth during 1st semester and targeting (e.g., demographics, academic need, attendance) in February/March.
· Report focused on targeting for summer school in April/May.
· School board presentation reports. 
· Community stakeholders presentation reports.
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21st CCLC Local Evaluator Agreement (TEMPLATE)
Items in red [ ] MUST be customized to meet specific grant needs and the level of evaluation service purchased based on the Local Evaluator Cost Guidelines.  Items in red ( ) are suggestions and instructions not to be included in the final document.

Charge
The local evaluator, [Evaluator/Agency Name], has been engaged by the [21st CCLC Grantee] to evaluate the implementation of the 21st Century Community Learning Centers (21st CCLC) grant from the Michigan Department of Education (MDE). 

Contact Information
[Evaluator/Agency Name] can be contacted at [address, phone, fax, e-mail].  [Evaluation contact name] will be the evaluation contact for this project.  [21st CCLC Grantee] can be contacted at [address, phone, fax, e-mail].  [21st CCLC contact name] will be the grantee contact for this project.

Audiences
The primary audiences for this evaluation will be:
[List audiences to which the evaluator and/or grantee will share evaluation data; i.e., school districts, MDE, Statewide Evaluators, potential new funders, and parents/students/community.]

Reporting and Dissemination
The evaluator will be solely in charge of developing and editing evaluation reports as outlined in the Evaluation Focus including:  interim reports, the state outcome data file, and a comprehensive annual evaluation report.  The [21st CCLC Grantee] will be responsible for completing reporting requirements indicated by MDE, with evaluator support.  It is understood that the evaluation report will be as concise as possible, but additional information can be provided by the evaluator upon request.  

The evaluator will release the evaluation report to the [21st CCLC Grantee] with the understanding that the report, along with any accompanying statement, will be forwarded to other key stakeholders.  The evaluator will work with key [21st CCLC Grantee] members to help in the interpretation of data.  The evaluator may be requested to assist in presenting findings to and facilitating discussions with key stakeholders in understanding the data.  The grantee may choose to endorse or not endorse the report depending on his/her judgment of the quality and appropriateness of the report.
Evaluation Focus
The chart below illustrates the various goals of the project, the ways the goals will be evaluated, the data needs from each school district, and the additional support the evaluator will provide. 
 
	

Goals
	District Roles
	Evaluator Roles

	[List major goal categories from 21st CCLC grant] (typically three to six rows in this chart, one row to represent each goal area)


	· [What data the district(s) will provide] (e.g., grades, attendance, district testing)
· [How those data will be accessed] (e.g., e-mailed, paper copies)
· [What format the data will be in] (e.g., Excel, SPSS, csv)
· [Timeline for accessing data]
· [Primary contact person for each element] 
	· [How evaluator will work with district to access data] (e.g., in-person meeting, phone, e-mail)
· [What additional data evaluator will collect] (e.g., surveys, focus groups, observations)
· [What type of analysis will be done with data] (e.g., point-in-time, growth data, comparison group)
· [What reports will come out of the data use] (e.g., interim, school outcomes, annual evaluation report)
· [Timeline for providing data and reports]



Resources
It is expected that sufficient resources will be made available to the evaluator by the [21st CCLC Grantee] for this evaluation.  The [21st CCLC Grantee] key staff and district staff will be available to the evaluator to answer questions and provide support for the evaluation.  The local evaluator will attend relevant conferences, meetings, and conference calls in order to understand and collect data.  The total cost of the evaluation of the [number of 21st CCLC sites] for the time period of July 1, [year] to June 30, [year] will be [total amount of contract].  Additional years of evaluation may be negotiated upon receipt of future funding and mutual consent.  Payments will be made to the evaluator in the amount of [list payment schedule – amount and dates], (tying payment to deliverables).
Report Delivery Schedule
The tentative reporting timeline is as follows (these are examples):

[September/October – report focusing on the demographics of students currently enrolled in the 21st CCLC program compared to the demographics of the rest of the school and summer school growth data]

[November/December – report focusing on review of EZReports highlighting potential problems with data]

[January/February – report focusing on 1st semester data including grades and district testing, including comparison to the rest of the school]

[March/April – report focusing on MEAP analysis and final EZReports review]

[June – school outcomes report prepared for the Statewide Evaluation Team]

[July/August – comprehensive annual evaluation report aligned to project goals (to supplement, not replace, state and federal data shared by the statewide evaluator in the Annual Report Form (ARF))]

The evaluator will deliver updates as information warrants and is always available by phone or e-mail for consultation.  Additional, informal data updates by the evaluator will be available upon the request of the [21st CCLC Grantee].  The evaluator will also be available to help with the interpretation, completion, and use of Youth Program Quality Assessment (YOUTH PQA) and ARF data as needed.

Recommended Reports (these are examples)
· [Annual report due in summer] 
· [End of 1st semester growth report]
· [Spring targeting/growth report]
· [Summer growth report]  
· [Community stakeholders meeting]
· [Executive summaries] 
· [Preliminary targeting report in fall] 
· [State outcomes report in June]
· [School board presentation reports] 

Key Report Elements
The reports provided by the evaluator will include, at a minimum, the following information:
· Data collection methodology
· Description of data sources
· Description of analysis procedures

Evaluation Use
The evaluator will present the evaluation reports and findings in such a manner that [21st CCLC Grantee] members will understand and be able to use the data to make program improvements and decisions.  Presentation of findings may include (these are examples):
· [One-on-one meetings with project director, site coordinators, school representatives, etc.]
· [Group meetings with site coordinators, site staff, school staff, etc.]
· [Workshops designed to understand and use data resulting in action plans]
· [Site visits during program time]
· [Formal presentations to key stakeholder groups such as the advisory group, boards of education, community groups, etc.]

Access to Data and Rights of Human Subjects
It is understood that the [21st CCLC Grantee] will make available to the evaluator any and all data/reports required by the evaluator to do the job.  The Family and Educational Rights and Privacy Act (FERPA) regulations allow local evaluators to have access to student data if the evaluation is designed to “conduct studies for, or on behalf of, educational agencies or institutions for the purpose of developing, validating, or administering predictive tests, administering student aid programs, and improving instruction, if such studies are conducted in such a manner as will not permit the personal identification of students and their parents by persons other than representatives of such organizations and such information will be destroyed when no longer needed for the purpose for which it is conducted, and contractual partners with [Name of District] schools.”
 
In the implementation of this evaluation, the evaluator will take every precaution to adhere to the three basic ethical principles that guide the rights of human subjects as derived from the Belmont Report²:  respect for persons, beneficence, and justice.  Evaluation data will be collected in a manner representing these principles, and evaluation reporting will respect human dignity, providing constructive feedback without bias.  
The evaluation will be conducted adhering to the American Evaluation Association’s Guiding Principles (www.eval.org/Publications/GuidingPrinciples.asp), specifically “Evaluators respect the security, dignity and self-worth of respondents, program participants, clients, and other evaluation stakeholders.”

Signatures
This evaluation agreement has been reviewed by both the [21st CCLC Grantee] and the local evaluator.  The signatures and dates below signify that the agreement is satisfactory to all parties and that there are no conflicts of interest on behalf of the evaluator in conducting this evaluation.
 
 
			
 [Evaluator Contact and Agency Name]		Date


			
 [21st CCLC Grantee Contact and Agency Name]	Date












AMERICAN EVALUATION ASSOCIATION’S GUIDING PRINCIPLES
Simplified Evaluation Principles [footnoteRef:4]  [4:  For more information on the AEA Guiding Principles for Evaluators, please visit http://www.eval.org/Publications/GuidingPrinciples.asp.] 

A. Systematic Inquiry:  Evaluators conduct systematic, data-based inquiries.  Evaluators should discuss relevant values, assumptions, theories, methods, results, and analyses that affect interpretation of evaluation findings. 
B. Competence:  Evaluators provide competent performance to stakeholders.
· Evaluators (or evaluation team) have the education, abilities, skills and experience appropriate to undertake the evaluation.
· Evaluators and members of the evaluation team collectively demonstrate cultural competence. 

C. Integrity/Honesty:  Evaluators display honesty and integrity in their own behavior, and ensure the honesty and integrity of the entire evaluation process.
· Evaluators should negotiate honestly with clients and relevant stakeholders concerning the costs, tasks, methodological limits, findings, data uses, and any conflicts of interest resulting from a specific evaluation. 
· Evaluators should not misrepresent their procedures, data or findings.  

D.  Respect for People:  Evaluators respect the security, dignity and self-worth of respondents, program participants, clients, and other evaluation stakeholders.

E.  Responsibilities for General and Public Welfare:  Evaluators express and consider the diversity of general and public interests and values that may be related to the evaluation.
· Evaluators should allow all relevant stakeholders access to evaluative information in forms that respect people and honors confidentiality.
· Evaluators should present results clearly and simply in ways that allow clients and other stakeholders to easily understand the evaluation process and results.
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FERPA AND INSTITUTIONAL REVIEW BOARDS

FERPA Regulations
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a federal law that protects the privacy of student education records.  The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education.  More information about FERPA can be found at: http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html.  
While FERPA regulations are designed to protect the privacy of students, the same regulations also allow external evaluators to have access to student data if the evaluation is designed to “conduct studies for, or on behalf of, educational agencies or institutions for the purpose of developing, validating, or administering predictive tests, administering student aid programs, and improving instruction, if such studies are conducted in such a manner as will not permit the personal identification of students and their parents by persons other than representatives of such organizations and such information will be destroyed when no longer needed for the purpose for which it is conducted, and contractual partners with (Name of District) schools.”  It is critical that the evaluator use data in a manner that aligns with FERPA:  storing data in password protected files, not sharing data with any unauthorized sources, and reporting data in unidentifiable ways (i.e., only in aggregate form[footnoteRef:5]). [5:  Note:  Aggregate form refers to reporting student groups of no fewer than ten students.  Subgroups in reporting must also contain ten or more students.] 

Institutional Review Boards 
Not all evaluations are required to submit their evaluation plan and instruments to Institutional Review Boards (usually located at universities), but all evaluations should still adhere to the three basic ethical principles that guide the rights of human subjects as derived from the Belmont Report:  respect for persons, beneficence, and justice.  
· Respect for Persons – Individuals have the right to make decisions about their participation in any part of the evaluation should they deem it harmful in any way.  Those individuals who do not have decision-making power (i.e., those who are immature or incapacitated) need to be protected from harm, as they do not have the ability to protect themselves.


· Beneficence – Information should be shared with participants, when appropriate, about possible harm that may incur because of participation in the evaluation, and every effort should be made by the evaluator to ensure that participants benefit from the evaluation activities.  Benefits may be short-term (program improvement) or long-term (impact).

· Justice – This principle focuses on ensuring quality of treatment.  An injustice may occur when some benefit to which a person is entitled is denied without good reason or when some burden is imposed unduly.  There are several widely-accepted formulations of just ways to distribute burdens and benefits:  1) to each person an equal share, 2) to each person according to individual need, 3) to each person according to individual effort, 4) to each person according to societal contribution, and 5) to each person according to merit.

Evaluation data should be collected in a manner representing these principles, and evaluation reporting should be done with respect to human dignity, providing constructive feedback without bias.  More information about the Belmont Report can be found at: http://www.hhs.gov/ohrp/policy/belmont.html. 
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ACCESSING LOCAL SCHOOL DISTRICT DATA


[bookmark: h.ilguytcrhdv6][bookmark: _MEASURING_LOCAL_GOALS]MEASURING LOCAL GOALS
Each 21st Century Community Learning Centers grantee fills out the Annual Report Form (ARF).  The ARF collects data related to the federal targets for all 21st CCLC grantees.  Those targets change annually.  For the most up-to-date targets, visit the Community Evaluation and Research Collaborative’s 21st CCLC website.  The current targets will also be discussed at the annual Kick-Off held at the beginning of each school year.  In general, those targets relate to:
· Improvements in reading, language arts and math grades.
· Proficiency in reading, language arts and math on the Michigan Educational Assessment Program (MEAP) tests.
· Improvement in homework completion and class participation.
· Improvement in behavior.
· Programming areas such as technology, academics, and non-academic enrichment.

What questions do you have that the ARF does not answer?
Each 21st CCLC grantee is also responsible for identifying and measuring progress towards local goals.  If you do not know your local goals, they are in your original funding application.  You can also find them in EZReports (see example below).
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The local evaluator is responsible for helping a grantee measure and report on these goals.  He or she might do this using many types of data such as:
· Analyzing data from the school outcomes files, Youth PQA results, EZReports, and ARF in different ways than required by the state and federal evaluations.  
· Sharing results from custom designed surveys, focus groups, interviews, or program observations.  
· Analyzing school or program data that is not required for the state and federal evaluations (e.g., DIBELS, ITBS, STAR Math).  

S.M.A.R.T. Goals
Your local goals will be most helpful to your program when they follow the S.M.A.R.T. goal format of:  Specific, Measurable, Attainable, Relevant, Time-Bound.  Programs have the opportunity to change local goals at the end of each fiscal year during Phase I closing, so take that opportunity to work with your local evaluator to make sure your local goals are S.M.A.R.T.
Specific - Specific goals are clear and unambiguous.  They answer the five "W" questions:
· What:  What do I want to accomplish?
· Why:  Specific reasons, purpose or benefits of accomplishing the goal.
· Who:  Who is involved?
· Where:  Identify a location.
· Which:  Identify requirements and constraints.

Non-Specific Goal - Students will do better in school.
Specific Goal - Students regularly attending after school will improve on district mathematics assessments.
Measurable - To determine if your goal is measurable, ask questions such as:
· How much?
· How many?
· How will I know when it is accomplished?

Non-Measurable Goal - Students will improve their grades.
Measurable Goal - On average, after-school students will improve by ½ grade or more in reading/language arts during the academic year.

Attainable - Goals must be realistic and attainable, but the best goals require a bit of stretching to achieve.  Easy goals do not inspire action and commitment, but goals that are so difficult they seem impossible do not motivate people.  To set an attainable goal, you must answer the "H" question:
· How:  How can the goal be accomplished?

Non-Attainable Goal – After-school students will have perfect attendance for the school year.
Attainable Goal – After-school students will have 25 percent fewer absences during the school year than students not participating in after-school programs.
Relevant - To be relevant, a goal must represent an objective toward which you are both willing and able to work.  If you have the resources to accomplish a goal and it falls within the mission of your program, then it is probably relevant.  It is possible to write a goal that is very important and worthy of being accomplished, but not relevant to your program.
Non-Relevant Goal – 21st CCLC students will study an additional one hour every weekend during the school year.
Relevant Goal – 21st CCLC students and their parents will report higher rates of homework completion after one year of program attendance.
Time-Bound - Your goals should have deadlines and time frames.  To set a timely goal you must answer the sixth "W" question:
· When:  Establish a time frame.

Non-Time-Bound Goal – 21st CCLC students will improve by 10 percent on MEAP Reading Scale Scores.
Time-Bound Goal - After one year of program attendance, 21st CCLC students will improve by 10 percent on MEAP Reading Scale Scores.


Putting It All Together
The following is a non-S.M.A.R.T. goal pulled from EZReports:
Activities and service learning projects will be publicized in local media.
This goal is neither Specific nor Measurable.  It may be Achievable, but we will have no way of knowing if it is achieved as it is written.  It could be Relevant to the program, but we don’t have enough information to know why.  It is definitely not Time-Bound.
Fortunately, we can write a S.M.A.R.T. version of this that gives us much better information:
Staff will issue press releases to a minimum of three local media outlets prior to 12 notable activities and service learning projects throughout each school year.
This version of the goal puts the conditions of achievement within the hands of program staff.  For example, they will not be penalized by a lack of media coverage due to a major news event that monopolizes journalists’ time on the same day a program is scheduled.
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PREDICTING HIGH SCHOOL DROPOUT
What are behavioral predictors of high school dropout? 
Recent studies in Chicago[footnoteRef:6] and Denver[footnoteRef:7] have examined early predictors of high school dropout among sixth to ninth graders.  Instead of focusing on background characteristics of students, such as race/ethnicity or gender, which schools have no ability to affect, these studies have identified behavioral predictors of dropout that can be observed through school data.  Key indicators that predict high school dropout include: [6:  What Matters for Staying On-Track and Graduating in Chicago Public High Schools, report by The Consortium on Chicago School Research at the University of Chicago (2007).]  [7:  Dropouts in the Denver Public Schools: Early Warning Signals as Possibilities for Prevention and Recovery, report by Johns Hopkins University (2009).] 

· Absences (ten or more per year)
· Getting an E/F in at least one semester of a core course
· Having a GPA under 2.5 (C+)
· Having at least one suspension

How can we use this type of analysis in evaluation reporting and program improvement? 
Calculating risk of dropout, even among younger students, can be helpful in a number of ways.  Programs can use these data to:
· Identify students in the general school population to target for enrollment in the program, working with counselors, teachers, the principal, and parents.
· Identify students in the 21st CCLC program for individualized supports.
· Assess change in 21st CCLC students from year to year to see if their risk of dropout has decreased.
· Describing the proportion of students in the general school populations and/or served by the 21st CCLC program who are at risk for high school dropout to show need and context for grant proposals and community reports. 

What data are needed to calculate risk of high school dropout?
To calculate risk, you need the following data sources: 
· Record of school absences
· Grades in core classes for each marking period 
· Record of suspensions/expulsions




Other things to consider in getting data: 
· To look at risk among 21st CCLC students, these data are already collected through the regular school outcomes template required by MSU each year. 
· To look at risk among students in the general school population, you would need to work with the school to obtain the data for all students.
· To look at change in risk associated with your 21st CCLC program, you need these data for the year the student attended the program and for the year prior to attending the program (even though the student wasn’t in the program).


How to calculate risk of high school dropout
There are many ways to calculate risk.  It can be easily done using simple Excel formulas or SPSS/JMP/SAS.  Here is one way to do so using the data in the school outcomes template.  For each student and for each school year examined, create three variables: 
· ATT = 1 if the student missed at least ten days of school
· FAIL = 1 if the student got at least one E/F on a report card in math or language arts
· SUSP = 1 if the student was suspended or expelled at all

Then sum the three variables into a new variable called RISK.  Scores on this variable will range from 0 (no risk) to 3 (all risk factors). The higher the score, the greater the risk of high school dropout.  Students with a score of 3 are at very high risk of dropout.
IMPORTANT:  To comply with FERPA regulations, do not identify the specific risk factors for an individual student in any reports or communications.  That is, you can note the number of risk factors for a student, but not the specific risk factors that he/she has.

















How do we use these data to answer questions? 
These data can be used in a variety of ways.  Here are a few step-by-step guidelines for some common ways to use these data in evaluation reports and for program improvement.
Identify individual students in the general school population to target for enrollment in the program, working with counselors, teachers, the principal, and parents.

· Calculate risk for all students in the school. 
· Identify those with high risk levels (3, 2, or even 1, depending on what the program decides).
· Work with school staff and parents to enroll the students in the program. 

For a group report:  Calculate the percent of students in the entire school by risk level or at the highest risk level (3).



Note:  N = 956 students attending School A in 2009-10.  Risk factors are (a) at least ten days of school absence; (b) at least one E/F in a marking period in a math or language arts class; (c) any suspension or expulsion.  [The data presented above is made up.  This information is not available for statewide analysis and will need to be obtained directly from the district you are working with.]

Identify individual students already enrolled in the 21st CCLC program for individualized academic/social supports.

· Calculate risk for all students in the program. 
· Identify those with high risk levels (3, 2, or even 1, depending on what the program decides).
· Develop a plan of individualized academic and/or social supports designed to increase academic performance and decrease absences.  IMPORTANT:  To comply with FERPA regulations, do not identify the specific risk factors for an individual student in any reports or communications.  That is, you can note the number of risk factors for a student, but not the specific risk factors that he/she has.

For a group report:  Calculate the percent of students in the 21st CCLC program by risk level:


Note:  N = 12,333 students attending Michigan 21st CCLC in 2009-10.  Risk factors are (a) at least 10 days school absence; (b) at least one E/F in a marking period in a math or language arts class; (c) any suspension or expulsion.  [This sample shows actual data for all Michigan 21st CCLC programs in 2009-10.]

Assess change in 21st CCLC students from year to year to see if their risk of dropout has decreased.

· For students attending the 21st CCLC program this year, calculate risk from last year’s data.  Identify the students who were at risk for dropout last year.
· For those students who were at risk for dropout last year, calculate their risk scores for this year.  See whether they are still at risk for dropout.


Note:  N = 1,058 students attending Michigan 21st CCLC who had at least one risk factor for dropout in 2008-09 and who attended 21st CCLC in 2009-10.  Risk factors are (a) at least ten days of school absence; (b) at least one E/F in a marking period in a math or language arts class; (c) any suspension or expulsion.  [This sample shows actual data for Michigan.  However, we only had access to risk factor data for students who attended 21st CCLC in both 2009-10 and 2010-11.  By working with the school district, you may be able to calculate last year’s risk levels for students attending the 21st CCLC program this year, even if they did not attend last year.]
The chart on page 34 does not include students who had no risk factors in 2009-10.  To include information on those students, you might do a table like below.  The right section (gray) indicates students who have declined over time, the middle section (black) indicates students who have maintained, and the left section (white) indicates students who have improved over time.
Change in Percent of Michigan 21st CCLC Students At Risk for High School Dropout from 2009-10 to 2010-11 (ACTUAL DATA) 
	
	Number of Risk Factors in 2009-10

	Number of Risk Factors in 2008-09
	0
	1
	2
	3

	0
	60%
	33%
	6%
	.4%

	1
	27%
	44%
	26%
	3%

	2
	10%
	33%
	50%
	7%

	3
	5%
	21%
	42%
	33%


Note:  N = 1,972 students attending Michigan 21st CCLC with complete information on risk factor variables in 2008-09 and 2009-10.  Risk factors are (a) at least ten days of school absence; (b) at least one E/F in a marking period in a math or language arts class; (c) any suspension or expulsion.  White = no change; green = improved (few risk factors); red = declined (more risk factors) in 2009-10 compared to 2008-09.
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Comparison Data Reports
Why are comparison reports useful?
Comparing the students in your program to the students in the host school can provide insight into whether or not your program is serving those students who are most at risk of failure or dropout.  Comparison reports may also be useful in describing the relationship between your program and school success. 
How do you access school-wide data for comparison reports?
In Michigan, the public has access to raw data for individual schools, districts, and the state.  The Michigan Department of Education website, http://www.michigan.gov/mde holds data for the Michigan Educational Assessment Program (MEAP) and the Michigan Center for Educational Performance and Information website, http://www.michigan.gov/cepi holds data about headcounts, free and reduced lunch, special education, expulsion, school safety, dropout rates, and more. 
How do you access MEAP data? 
To access MEAP data from http://www.michigan.gov/mde click on the Assessment and Accountability tab on the left-hand menu.
[image: ]
You are now presented with a menu of all the state assessments given in Michigan.  Click on the Michigan Educational Assessment Program (MEAP) tab on the left-hand menu.  This opens a sub-menu where you can click “Downloadable Data Files.”  

[image: ]
Each of the files is labeled with an icon.   means either that the file is large or that more than one file has been compressed into a folder.  Once the folder is downloaded, you will need to extract the files before you open them.   means that the data is in an Excel file.  Oftentimes, in an Excel file, the first tab provides definitions or instructions on how to use the file.ZIP
XLS

For example, to gather the MEAP Reading scores for the sixth grade students at XYZ Middle School, you would download and extract the file called Fall 2010 3-9 Public Results.  The first tab holds instructions for using the workbook.  You make your selections in the Selection tab (use the search boxes on this sheet to locate the codes you need).
[image: ]

The report automatically gathers the data into charts that compare to the state average. Select a tab to see the results for a particular subject area.  Raw data is provided in the tabs labeled (#)th_Grade_Public. 
So, sixth grade MEAP Reading performance at XYZ Middle School is as follows: 
	REPORT OF PERCENT IN EACH PERFORMANCE LEVEL FOR

	DISTRICT:  XYZ PUBLIC SCHOOLS

	SCHOOL:  XYZ MIDDLE SCHOOL

	Grade
	Performance Level

	
	Not
Proficient
	Partially
Proficient
	Proficient
	Advanced
	Proficient or
Advanced

	3
	-
	-
	-
	-
	-

	4
	-
	-
	-
	-
	-

	5
	-
	-
	-
	-
	-

	6
	6.8
	13.5
	49.3
	30.4
	79.7



To compare these results to the students you serve, gather the same data for the students in your program.  This is data that you are required to report to the statewide evaluators, who in turn report it to the federal government.  Speak with the principal of your school or the superintendent of your district to gain access to this data.  Below is a sample chart that could show the comparison of students in the program to the larger student body at XYZ Middle School.[footnoteRef:8]  [8:  The program level data is fictional, and is provided only to show what a report might look like.] 


How do you access data about headcounts, free and reduced lunch, special education, expulsion, school safety, dropout rates, and more?
To access data on students, school personnel, schools, and finances, go to http://www.michigan.gov/cepi and click on Data and Reports in the left-hand menu.
[image: ]
Next, select the category of data you would like to retrieve (i.e., Students, School Personnel, Schools, or Finances). 
Free and Reduced Lunch Data
Data for Free and Reduced Lunch counts can be used to determine whether the program is targeting students who are at risk due to income status.  Select Free and Reduced Lunch Counts under Students to access this data. 
[image: ]
Now use the grid to select which year and which entity level of data you would like.  For this example, Fall Building 2010-11 was chosen by clicking on the [image: ] icon. 
[image: ]
The file will download onto your computer (if you have difficulty downloading, try right-clicking and opening the link in a new window, or checking to see that pop-ups are blocked).  The Excel file contains a count of all of the students in each building who are eligible for Free or Reduced-Price lunch.  Knowing your district and building code will be helpful.  The example below is for XYZ Middle School.  After finding XYZ Middle School in the tab marked Bldg_K-12, the percent of students who are eligible for Free or Reduced-Price lunch is calculated by dividing the sum of the Free and Reduced lunch counts by the total count. 

Compare this percent to the percent of students in your program who are eligible for Free or Reduced Lunch.  Below is a sample chart that could show the comparison of students in the program to the larger student body at XYZ Middle School.[footnoteRef:9]  This chart could help determine whether the program targets those youth who are most at risk due to their income status. [9:  The program level data is fictional, and is provided only to show what a report might look like.] 


Special Education Enrollment
Data for Special Education Enrollment can be used to determine whether the program is targeting students who are in need of additional services.  Select Special Education Counts under Students to access this data. 
[image: ]
There is only one file for this data set, and it includes district-level data only.  Click on  to download the file. XLS

[image: ]
The first tab of the file provides a description for the column headings.  For this example, we will look at the column labeled DEC1_0910 which is the 2009 - 2010 December 1 Count (Special Education Enrollment) and K12_0910 which is the 2009 - 2010 Total K-12 Enrollment. 


The example below is for XYZ Public Schools.  Calculate the percent of students who are eligible for Special Education Services by dividing the DEC1_0910 by K12_0910. 

Compare this percent to the percent of students in your program who are eligible for Special Education Services.  Below is a sample chart that could show the comparison of students in the program to the larger student body from XYZ Public Schools.[footnoteRef:10]  This chart could help determine whether the program targets those youth who are most in need of services. [10:  The program level data is fictional, and is provided only to show what a report might look like.] 



School Safety and School Expulsion Data
Data on school safety and expulsions might provide context for the need for a 21st CCLC program, or might be used to show the possible impact of the program on school culture over time, though not in isolation of other factors.  School safety data might also provide information about areas to focus programming.  Select these files under Schools.
[image: ]
Select the file for the type of data and the year you are interested in by clicking on the [image: ] icon.  For this example, School Safety 2009-10 was selected.

[image: ]
The first tab provides a key to the column labels and identification fields.  A summary of the values for XYZ Middle School reveals that bullying and fighting (physical assaults) are school-wide issues.  This might suggest to after-school program staff that this idea be addressed and that a safe and supportive environment be encouraged during the program and school time. 



Components of Quality Reports and Presentations
In order for reports to be useful, they need to be understood by all stakeholders.  The following guidelines may be helpful in determining the usefulness of a specific report.  Additional suggestions about presenting data in reports and presentations (specifically focused on comparisons, causality, multivariate analysis, integration of evidence, documentation, and content) can be found at www.edwardtufte.com.  
Data should be displayed in the simplest and most appropriate form.  
Change over time data would likely be shown in a scatter/line graph, comparisons between groups would likely be shown with a bar graph, and parts of a whole would likely be shown as a pie graph, etc.  Below is the same data displayed in a pie chart and an inappropriate scatter plot.  A bar graph could also be used to convey the information.
Appropriate

Inappropriate



Local evaluation reports should enhance those provided by the state evaluation team, they should not repeat them.  
Ways to enhance reports already provided include redefining the sample groups, adding other measurements to the report, and combining data from multiple years to look at long-term trends.
Graphs of similar data should have the same scale to avoid exaggeration of differences.  
For example, the first graph has an appropriate scale for comparisons, while the second graph has a different scale making visual comparisons of data between the two points in time impossible. Appropriate


Inappropriate




The criteria used to segregate students into different groups should be clearly and specifically explained either on the graph or in the narrative, which was not done in the above example.  Examples of specific labels could include: 
· Program participants who attended 30 days or more. 
· Students who attended the Homework Help session five or more times.
· District average, including program attendees and non-program attendees.

Data labels should explain if data is based on one measurement (point-in time data) or more than one measurement over time (growth data).  
It should be explained if data would be appropriate to use to evaluate student targeting or to determine student growth.  
Color should be used consistently throughout the report.
For example, regular participants may always be represented in blue.  It can also be used to draw attention to the area of interest.  In the following example, color has been used to emphasize the time spent in tutoring, while other areas have been left without color.  Red and green are the most difficult colors for someone with color blindness to distinguish between and should not be used together.




If an evaluation is to be presented to a large group, keep the following tips in mind (based on Stephanie Evergreen’s presentation at the American Evaluation Conference):
· Font size is critical for readability - use nothing less than 24 pt. font.
· Font style is also very important - sans serif fonts are easier to read, but serif fonts are okay in the body text.
· Font count can be overwhelming and distracting.  Use no more than two fonts per page.
· Clarity of message - repeat the main point several times.
· Don’t lose the message in special effects or noises.
· Less text, more talk - do not read everything word for word.
· Do not use 3D charts - they are difficult to read and print out.
· No clipart - use only real pictures or hand-drawn pictures (scanned in).     
· Asymmetry is good for spacing – don’t make everything left justified in a report or presentation.
· Alignment is important - same number of spaces between lines, etc.
· Spacing between lines, paragraphs, and titles must be the same.
· Use scale and orientation for emphasis.
· Try it out before the presentation to ensure it is clear.

1


2


3


4


5


Make sure the local evaluator and project director understand FERPA, IRBs, & AEA Guiding Principles.
Include access to data clause in local evaluator contract.
Meet with local evaluator, project director, and superintendent to review evaluation plan and sign evaluation contract in July or August.
Schedule data meetings at each site in September that include the project director, local evaluator, site coordinator, and school representatives to review the data that needs to be collected and how that will be accomplished.
Use data collection template at September data meetings (see Excel file), and everyone gets a copy of the completed form.  The local evaluator also sends regular updates/reminders to school personnel about data collection needs.










Percent of Students in School A by 
Number of Risk Factors for High School Dropout
2009-10 (FABRICATED DATA)
Alma Middle School Students	
0	1	2	3	0.54	0.23	0.19	0.04	Alma 21st CCLC Students	0	1	2	3	
Percent of Students in Michigan 21st CCLC  by  Number of Risk Factors for High School Dropout
2009-10 (ACTUAL DATA)
Alma Middle School Students	
0	1	2	3	0.35	0.36	0.24	0.05	Alma 21st CCLC Students	0	1	2	3	
Change in Percent of  Michigan 21st CCLC Students At Risk for High School Dropout from 2009-10 to 2010-11 (ACTUAL DATA)
Column1	
Risk level stayed same	Risk level decreased	No longer at risk	0.46	0.34	0.2	
Performance Levels of Students (%)
XYZ Middle School Students	Not Proficient	Partially Proficient	Proficient	Advanced	Proficient or Advanced	6.8	13.5	49.3	30.4	79.7	XYZ 21st CCLC Students	Not Proficient	Partially Proficient	Proficient	Advanced	Proficient or Advanced	3	11.2	57.3	28.5	85.8	Percentage of Students Eligible for Free or Reduced Lunch
XYZ Middle School Students	Free Lunch	Reduced Lunch	Free or Reduced Lunch	0.46421267893660534	5.7259713701431493E-2	0.5214723926380368	XYZ 21st CCLC Students	Free Lunch	Reduced Lunch	Free or Reduced Lunch	0.34693877551020408	6.1224489795918366E-2	0.40816326530612246	
Percentage of Students Eligible for Special Education Services
XYZ Public Schools	0.15260000000000001	XYZ 21st CCLC Students	0.12	
Frequency of School Safety Incidents
Sum of Alcohol Possession	Alma Middle School                                                                                                                                                                                                                                             	1	Sum of DrugUse	Alma Middle School                                                                                                                                                                                                                                             	1	Sum of Larceny	Alma Middle School                                                                                                                                                                                                                                             	1	Sum of Truancy	Alma Middle School                                                                                                                                                                                                                                             	6	Sum of Weapons	Alma Middle School                                                                                                                                                                                                                                             	3	Sum of Student Bullying	Alma Middle School                                                                                                                                                                                                                                             	55	Sum of Physical Assaults	Alma Middle School                                                                                                                                                                                                                                             	39	Sum of Illegal Possession	Alma Middle School                                                                                                                                                                                                                                             	1	
Average Time (min) Students Attended Each Session
Tutoring	Homework	Music	Recreation	45	30	42	67	
Average Time (min) Students Attended Each Session
Tutoring
Homework
Music
Recreation

Tutoring	Homework	Music	Recreation	45	30	42	67	
Fall Math Grades 
55	58	Student Subgroup
Grade % in Math Class

Spring Math Grades 
55	58	Student Subgroup
Grade % in Math Class

Average Time (min) Students 

Attended Each Sessio
Tutoring	Homework	Music	Recreation	45	30	42	67	
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Objective/Short Term Performance Measure

100% of referred students will receive individualized
tutorial/nomework assistance.

25% of students recovering credit will be seniors needing credit
to graduate on time.

45 percent of regularly participating students will improve by 1/2
grade in math

45 Percent of regularly participating students will improve by 1/2
grade in reading/language arts

50% of participants wil foster a sense of responsibility and
community through participation in service learning projects.
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that more than one file has been compressed into a folder. Once the folder is

downloaded, you will need to extract the files before you open them. -m
that the data is in an excel file. Oftentimes, in an excel file, the first tab provides
definitions or instructions on how to use the file.

For example, to gather the MEAP scores for the sixth grade students at Alma Middle
School, I would download and extract the file called Fall 2010 3-9 Public Results.
The first tab holds instructions for using the workbook. I make my selections in the
Selection tab (use the search boxes on this sheet to locate the codes you need):

CODE by entering part or all of the d

District Search: alma

Top Matches Code Name

Match 129010 ALMA PUBLIC SCHOOLS

Match 2:_Error: No additional match found

Match 3:_Error: No additional match found

Match 4:_Error: No additional match found

Match 6:_Error: No additional match found

earch for a BUILDING CODE by entering part or all of the school name below:

School Search: aima
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ol 34
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36
37
38
39
40
]

42

Top Matches Code Name

Match 105774 ALMA SENIOR HIGH SCHOOL

Match 205801 ALMA MIDDLE SCHOOL

Match 307242 ALMA ADULT/ALTERNATIVE EDUCATION

Match 4:_Error: No additional match found

Match 6:_Error: No additional match found

W < » W[ Instructions | Selection Al Subjects ~ Reading .~ Math ~Science .~ Socalstudies

Viriting

3rd_Grade_pubiic

4th_Grade_pubic

Sth_Grade_Pubic
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Next, select the category of data you would like to retrieve (.e., Students, School
Personnel, Schools, or Finances). The example below uses data for Free and
Reduced Lunch Count, which is found under Students.
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Next, select the category of data you would like to retrieve (i.e., Students, School
Personnel, Schools, or Finances). The example below uses data for Free and
Reduced Lunch Count, which is found under Students.
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Next, select the category of data you would like to retrieve (i.e., Students, School
Personnel, Schools, or Finances).

Free and Reduced Lunch Data

Data for Free and Reduced Lunch counts can be used to determine whether the
program is targeting students who are at-risk due to income status. Select Free and
Reduced Lunch Counts under Students to access this data
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Now use the grid to selact which year and which entity level of data you viould like
For this example, Fall Building 2010-11 was chosen by clicking on the Elicon.
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Data for Special Education Enrollment can be used similarly to determine whether
the program is targeting students who are in need of additional services. Select
‘Special Education Counts under Students to access this data.
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