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1. Ghecklist Form & Function

2. Using Checklists to Improve
Evaluation Practice
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] ETFF

-------------- Before patient leaves operating room

[ COMFIRM ALL TEAM MEMBERS HAVE HURSE VERBALLY CONFIRMS WITH THE
INTRODUCED THEMSELVES EY NAME AND Team:
ROLE

O THE NAME OF

: O SURGEON, ANAESTHESIA PROFESSIONAL
EHECKLIST AND NURSE VERBALLY CONFIRM [0 THAT INSTRUMENT, SPONGE AND NEEDLE

ner COUNTS ARE CORRECT (08 NOT

HOW T0 GET THINGS RIGHT i es o commETED 1 pri— s
[0 HOW THE SFECIMEN IS LABELLED
EVENTS (INCLUDING PATIENT NAME)
O sunceon aeviews: wiAT ane THe O wrereR THERE ARE ANy & quemenT
CRITICAL OR UNEXPECTED STEPS, FPROBLEMS TO BE ADDRESSED
rireo

OPERATIVE DURATION, ANTICI
BLOOD LOSS:

] AMAESTHESIA TEAM REVIEWS: ARE THERE
ANY PATIENT-SPECIFIC CONCERNS?

(m]
(INCLUDING INDICATOR RESULTS) BEEN
CONFIRMED? ARE THERE EQUIPMENT
ISSUES OR ANY CONCERNS?

WITHIN THE LAST 60 MINUTES?
Es

5
NOT APPLICABLE

0o oo

15 ESSENTIAL IMAGING DISPLAYED?
s

NOT APPLICABLE

bit.ly/WHO-check
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Checklist Form
and Function

Lori Wingate

Memory Task Decision .
Aid  Completion Making Evaluation
Laundry \/
list
Procedural
checklist ‘/ ‘/
Diagnostic
checklist ‘/ ‘/ ‘/
Criteria
of merit \/ \/ \/ \/
checklist
based on Scriven’s (2007)
"The Logic and Methodology of Checklists”
bit.ly/check-logic
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Laundry List

A nonordered list of items or tasks,
sometimes grouped into categories

EvaluATE evalu-ate.org 8
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Recommended Items to Include in
a Basic Emergency Supply Kit:

Water, one gallon of water per person per day for at least three days,
for drinking and sanitation

Food, at least a three-day supply of non-perishable food

Battery-powered or hand crank radio and a NOAA Weather Radio with
tone alert and extra batteries for both

Flashlight and extra batteries
First aid kit
Whistle to signal for help

Dust mask;, to help filter contaminated air and plastic
sheeting and duct tape to shelter-in-place

Moist towelettes, garbage bags and plastic ties for personal sanitation
Wrench or pliers to turn off utilities
Can opener for food (if kit contains canned food)

Local maps

'DDDD ololclol ool o

Through its Ready Campaign,
the U.S, Department of Homeland Security
educates and empowers Americans to take
some simple steps to prepare for and
respond to potential emergencies, including
natural disasters and terrorist attacks. Ready
asks individuals to do three key things: get
an emergency supply kit, make a family
emergency plan, and be informed about the
different types of emergencies that could
occur and their appropriate responses.

All Americans should have some basic
supplies on hand in order to survive for at
least three days if an emergency occurs.
Following is a listing of some basic items that
every emergency supply kit should include.
However, it is important that individuals
review this list and consider where they live
and the unique needs of their family in order
to create an emergency supply kit that will
meet these needs. Individuals should also
consider having at least two emergency
supply kits, one full kit at home and smaller
portable kits in their workplace, vehicle or
other places they spend time.

Ready

Prepers. lan.Stxy Informaed &

Federal Emergency Management Agency
Washington, DC 20472

Recommended Items to Include in
a Basic Emergency Supply Kit:

@ —_—

Water, one gallon of water per person per day for at least three days,
for drinking and sanitation

Food, at least a three-day supply of non-perishable food

Battery-powered or hand crank radio and a NOAA Weather Radio with
tone alert and extra batteries for both

Flashlight and extra batteries
First aid kit
Whistle to signal for help

Dust mask, to help filter contaminated air and plastic
sheeting and duct tape to shelter-in-place

Moist towelettes, garbage bags and plastic ties for personal sanitation
Wrench or pliers to turn off utilities
Can opener for food (if kit contains canned food)

Local maps

evalu-ate.org

Is there
anything on
this list you
wouldn’t have
thought of on
your own?

Get ready to
use your
markers...
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edications and glasses

and diapers
water for your poi

(1 prescription ™
) infant formula

() pet food and extra
) important family docu! ments such 2
ldanﬂﬂ:a‘l on and ba bank acc count recor

(1 cash of traveler's check

] Emargancy reference

ﬁumanm \toms to Consider Aadding to an Emergenc

s and change
maitl'lal such as

y SuppPlY Kit:

copies © Ilnsuranco policies,
d sina a waterprooh port: ablecunt,a‘lna:
rln!ormallnn

afirstaid book o

from eady.gow

Q sleeping b pag or W planket for each person- consider additional peddingd
if you live ina :olﬂ w thar climate.

1) complet nange o1 c\otm giw:ludlng jong steeved shirt, long
pants and s(urdv shoes. onal clothing 1 YO ou live ina
cold-W w eatherl climate.

a Household ch no bleach and ™ medicine drol n diluted nin® parts watef
1o one part ‘u\aach‘ b'leach can be use edas 2 d\sm(e-‘lam 0r inan arnerga\c.y you c nuseitto
{reat water by L using 16 drops of regular nousehold iy uid bleach per gallon @ of water. Do not
use scented, © color safe of pleaches W with added cleaners:

A Fire Extinguisher

() matches ina waterpreul container

) Feminin® supplies and personal hygiene items

1 Mess Kits, paper cups plates and plastic utensils; paper towels
() paper and pencil
0 BookS, gamos, puzzles or other activities for children

FEMA

www.ready.gov

Procedural Checklist

S orissue
ad ) sthatm
dressed in a particular orderUSt ¢

EvaluATE

evalu-ate.org
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bit.ly/WHO-check . ;

World Health
Organization

TIME OUT

SURGICAL SAFETY CHECKLIST (FirsT EDITION)

Before induction of anaesthesia »»»»»»»»» Before skin incision »sssssrrrrrrrs Before patient leaves operating room

SIGN OUT

DIFFICULT AIRWAY/ASPIRATION RISK?

oo

NO
YES, AND EQUIPMENT/ASSISTANCE AVAILABLE

RISK OF >500ML BLOOD LOSS
(7ML/KG IN CHILDREN)?

NO

YES, AND ADEQUATE INTRAVENOUS ACCESS
AND FLUIDS PLANNED

oo

EvaluATE

[J  PATIENT HAS CONFRMED [ CONFIRM ALL TEAM MEMBERS HAVE NURSE VERBALLY CONFIRMS WITH THE
= IDENTITY INTRODUCED THEMSELVES BY NAME AND TEAM:
= SITE ROLE
= PROCEDURE [] THE NAME OF THE PROCEDURE RECORDED
« CONSENT |
AND NURSE VERBALLY CONFIRM [J  THAT INSTRUMENT, SPONGE AND NEEDLE
[]  SITE MARKED/NOT APPLICABLE = PATIENT COUNTS ARE CORRECT (OR NOT
*SITE APPLICABLE)
[ ANAESTHESIA SAFETY CHECK COMPLETED  PROCEDURE
[ HOW THE SPECIMEN IS LABELLED
[] PULSE OXIMETER ON PATIENT AND FUNCTIONING ANTICIPATED CRITICAL EVENTS (INCLUDING PATIENT NAME)
DOES PATIENT HAVE A: [ SURGEON REVIEWS: WHAT ARE THE (u] Q
CRITICAL OR UNEXPECTED STEFS, PROBLEMS TO BE ADDRESSED
KNOWN ALLERGY? OPERATIVE DURATION, ANTICIPATED
O No BLOOD LOSS? (u]
O ves AND NURSE REVIEW THE KEY CONCERNS
[0 ANAESTHESIA TEAM REVIEWS: ARE THERE FOR RECOVERY AND MANAGEMENT

ANY PATIENT-SPECIFIC CONCERNS? ‘OF THIS PATIENT
NURSING TEAM REVIEWS: HAS STERILITY

(INCLUDING INDICATOR RESULTS) BEEN

CONFIRMED? ARE THERE EQUIPMENT

ISSUES OR ANY CONCERNS?

oo

oo

HAS ANTIBIOTIC PROPHY LAXIS BEEN GIVEN
WITHIN THE LAST 60 MINUTES?

1S ESSENTIAL IMAGING DISPLAYED?
YES
NOT APPLICABLE

ezl

~

evalu-ate.org

6/10/2015
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Diagnostic Checklist

A series of questions or considerations
that lead the user to a descriptive
conclusion about the status of something

bit.ly/think-ehola

ik

EBOLA

Early recognition is critical for infection control

IDENTIFY

Assess your patient for:
= Travel to a mmwwlmwidupruﬂ
transmission or uncertain control measures (Guinea,
Liberia, or Sierra Leone) within the last 21 days
OR

INITIATE s

= Al 'uiﬂl'ndrd
wm o B Ave

® Had a orhasa

= Contact with sameone with Ebola within the last 21 days

ISOLATE

MM. Ebol- m: 4I

L] Ilo!lhthlpaham mlpﬁvmemmvwm
a private bathroom or covered, bedside
commode and close the door

= Wear appropriate personal protective
equipment (PPE): http:/igo.usa.goviszgB.

= e
lﬁﬂ'&fm 1004 (-58°C)
the M = Other symptoms:
- Severe headache
~ Muscle pain
- Weakness
- Fatigue
- Diarrhea
- Vomiting
~ Abdominal (stomach) pain
- Unexplained hemorrhage [hkodingm' bruising)

jent has both

= if the patient
m%miamly isolate the pmemam inform others (see
INFOR

For more information, visit: www.cdc.gov/vhf/ebola/hcp

® Limit who
enter the room

. Kaeﬁaloaofmrvumwhc enters and
eaves the

's room

L] Ccmhler alternative diagnoses, and
evaluate appropriately

Ll OMv perform necessary tests and

procedures

= Avoid asrosol-generating procedures

= Follow CDC guidelines for cleaning,
disinfecting, and managing waste: http:/
go.usa.gov/szYA

INFORM
Almemm. mummmm
health authoriti

® Notify ynur fum'lW- infection
control program and other
appropriate staff

= Contact your state or local
public health autharities

® Consult with state or local
public health authorities
about testing for Ebola

~ W Fora list of state and local

health department numbers,
wisit: http:/igo.usa.gov/{74V.

EvaluATE

evalu-ate.org
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bit.ly/think-ebola

Think

EBOLA

arly recognition Is critical for infection _

For more information, visit: www.cdc.gov

Criteria of Merit Checklist

A list of characteristics that define
quality for a particular product or
phenomena to aid the user in reaching
an evaluative judgment

EvaluATE evalu-ate.org 13



This is a checklist
to be utilized by
authors, report
developers, and
other interested
parties to aid in the
development and
maximization of
readability of
written documents.

EvaluATE Webinar: Checklists for Improving Evaluation Practice

a
a

a
a

a

a

o
]

5]

Q

o

[F]
o

-]

]

o

IN MY DOCUMENT

identified a purpose and stuck o .
Tnote for my ot

CLEAR WRITING CHECKLIST

Use the following checklist to create clear, organi

ed, and effective documents.

I considered using lustrations.

for myself or the topic),

s {bold print o shading, for
‘&xampl) o highlight Importent concegts.

| didn't use jargon or unnecessary technical
terms.

1 used shor,simple words.
| did't cluster a bunch of nouns together

lorganized content to meet my readers’ needs. 0 | used terms consistently.
I selected and focused on s imited numbar ol ©3 | minimized my use of abbrevietions and
Key pomts fdeally 310 5. aconyms.
I selected a imited number of supporting O I designed the layout and structse for easy
detals (daly 1 to 3 for each key point, reading
1useda kot of usstul, meaninglul headings.
IN MY PARAGRAPHS

Iinchuded oy one topic i sach paragraph, 0 1 sad examples whire appropdiat.

1 used a topic sentence af the beginring of 2 | used bulkted and numbered st b bezk up
ench paragragh, whare possible. dens information and add whits spece.

o O lusedmbiesto

the next o understend

wrote shart parograghs (no mors than 5

sertences or 7 lives per paragaph)

IN MY SENTENCES

1 made sure o o

11 o VS oné puTpase. P——

fuod peiginia Neryou®eind et wtery I wiote Shert Sentenoes (no mare then
appropriate 0 spenk directy 10 reagers o words po s

e st i ot asie e, O Vieptthe et vt cose gete i
| made sure the action of each sentence s my sentences

clear through use of a clea, strong ver, © Lavolded double nagaties and exceptons o
T use the simplest form of verbs (e.g, “use” ot excagtions in my sentences.

vz’ O I placad the main idsa before excaptions and
T aveided using hiden verts (e, " anayze conditons in my sentences

R o ol il T I placed moifiers nent o the words fhey

f used “must” o indicate requirements (not modity.

“shalf’) 3 I placed the subjectin the topic psition at he
I used contractons when appropeiate. beginaing of my serencs.

O | paid attenton to what I placed et the end

of each sentenc (becauss | understand that
readars tand to remember that,

Division of Health Studies

ritten docu

(Will help you
avoid writing
terrible sentences
like this one!)

a
a

a
a

a

a

o
E]

-]

Q

-]

a

Division of Health Studies

for Environmental Health
|
H
i
Use the following checklist to create clear, organized, and effective documents.
IN MY DOCUMENT
dantified & purpose and stuck to . O | considered using Hustrations
Twrote for my ot {bold print o shading,for
for mysel o te togic, exampe) o highlight important concepts
\organized coment to meet my readers' needs. 00 | ussd terms consistently.
I selcted and focused on & imited numbar ol C3 | minimized my Lse of anbreviations &nd
key points ideally 310 5. acronyms.
1 selected a imited number of suppotiag O | designed the layou and structurefor easy
detais ideally 1 to 3 for each ey point, reading.
Iuseda lot f usstul, meaninghl headings
IN MY PARAGRAPHS
Hincluded orky o topic in sach paragraph. 00 fused examples whare appropsiate.
used a topic sertence atthe beginning of 0 1used bulleed and numbered fiss to reak up
each paragragh, where possible ense information and add whis spece
[l O lusedtables to
the neat. to understand
I wrote short paragraghs {no more than §
seitences or 7 lnes per paragiaph)
IN MY SENTENCES
| made sure one o
{hing o serves one purpose B ——
1 veed pronauns e “sou” end “we” whers O Iwiote short sentances (no mar than
appropriate 0 speak diractly 0 readers 20 words Derulﬂ!r’:!]r
1 act velon ot pasahi soe) 2 IKeptthe sublect and verb cose together in
| made surs the action of sach semtence s my sentances
clar through uaa of @ cleas, strong vart). 3 I awoided doubis negatives and exceptions 1o
T use the simpiest form of verbs (2., “use” ot excapiions in my sentnces
i) O I placad the main dea befone exceptions and
I avcided using hidden vers (e, *analyze” conditons in my sentences,
Nt “conduct an andlysis') O I placed modifisrs next to the words they
f used “must” o indcate requirements (not modity
). O I placed the subjectin the tapic position at the.
| e contractions when approgeiate. begimming of my sentences.
I did't use jargon or unnecessary technical I paid atention to what | placed o the end
e, of gach Samence (because | understand that
i G SR ok eaders tand to remernber that
I did't cluster a bunch of nouns together
1 Environmental Health
i
]
ki

EvaluATE

evalu-ate.org

6/10/2015
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This is a checklist
to be utilized by
authors, report
developers, and
other interested
parties to aid in the
development and
maximization of
readability of
written documents.

CLEAR WRITING CHECKLIST

Use the following checklist to create clear, organized, and effective documents.

IN MY DOCUMENT

O igentified 2 purpose and stuck 1o . D | considered using Hlustrations.

O Wrots shart paragrapns (no mors than 5.

e
o lu
to understand
{ N MY SENTENCES ‘
Q | made sure a
a Ididn

one

This is a checklist
to be utilized by
authors, report
developers, and
other interested
parties to aid in the
development and
maximization of
readability of
written documents.

/"IN MY SENTENCES N\

0O | made sure that each sentence is about one
thing or serves one purpose.

0O | used pronouns like “you” and “we” where
appropriate to speak directly to readers.

0O | used active voice (not passive voice).

0O | made sure the action of each sentence is
clear {through use of a clear, strong verb).

O | use the simplest form of verbs (e.g., “use” not
“utilize™).

O lavoided using hidden verbs (e.g., “analyze”
not “conduct an analysis").

O |used “must” to indicate requirements (not
“shall”).

0 | used contractions when appropriate.

0O |didn’t use jargon or unnecessary technical
terms.

0O |used short, simple words.

\D | didn’t cluster a bunch of nouns together. /

evalu-ate.org

6/10/2015
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Checklists Distill Complex Content

Checklist Form & Function

TAKE 1 STEP
TAKE 155EP
AT LINE?

Photo from NSF Flickr st

EvaluATE evalu-ate.org 17



EvaluATE Webinar: Checklists for Improving Evaluation Practice 6/10/2015

bit.ly/cg-checklists

Checklists for the Commen Guidelines for Education Research and
Development

Common Guidelines for
Education Research and Development

Foundational feseacch 0 cance the ot of e
b Py a0 -

A Report from the Institute of Education Sciences,
U, D cation

[AND

E 1 STEP
August 2013 E“ iTiP
T LINE?

and the National Science Foundation

[T

EvaluATE seemmme
YR A L B

15 pages

S

Checkiists for the Common Guidelines for Education Research and
Development

hundation
o
ation
e Mdamery

EvaluATE evalu-ate.org 18
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Practice

O iew of the L R EFFICACY RESEARCH SS RESE. SCALE-UP RESEARCH
s RESEARCH EXPLORATORY RESEARCH determines whether an ates the s estimates the 0
Common frontiers of
for Education education and learning; education problems to
Researchand | develops and Y G
i , |and and  and new
F provides provide
See bity/nsk-ies_guide ieachie
EvaluATE and/or leaming. established intervention is
evalu-ate.org gachtohe thsted i an
efficacy study.
z Policy and/or important ations for policy and practi y the research is needed
2 Practical — —
5 Significance Explain how the research | Describe how the intervention differs from current practice
g Il generate important " 7
£ IS Identify implementation setting(s) and population
= Explain why and how intervention will improve education outcom

RUCLICL LT EL SR O eccribe the theoratical and empirical rationale for the study
Bl < iain how the study will [lif researching existing I justification rests on
advance knowledge and  intervention, explain why it | evidence related to
understanding about jshould be studied through | individual components,
education and/or extand

research methodologies  fithan an Efficacy study them will lead to outcomes

Describe theary of action

Project 2 " mentarion of
Outcomes

]
2
&
]
o

appropr
th

LEEE Ve NI Describe research questions, hypotheses, objectives, design, setting, data collection plan,
Describe plan for collecting
pilot data
Describe plan for collecting

data on feasibility of
implementation

Explain why the plain why the Explain why the
Intervention will be studied | intervention will be studied ~ interventios
under ideal condition: under typical conditions  under typical condi

Include evidence from prior studies and /or
evidence of wide use of the Intervention and/or

e Impact estimates from either (a} one study that Includes
Include evidence of posi-  MUIe stes or settings or (b] two studies that include

tive impacts and rationale | One site or setting
for new study population

ns for theory of action

instru sampling, analysis, and reporting
Identify outcomes of interest; minimum impact size for policy or practical relevance
Describe how validity and reliability wil be sssured

Data collection on implementation, context, and comparison conditions

developed by the Institute . Department of Education

his cvarvi tod by EvaluATE, is a disti) v poi el

Checklists Support Quality Control

evalu-ate.org

6/10/2015
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EvaluATE’s Wehinar Checklist

]

[ Day Before Webinar . .
[ Send email to presenters including:
‘\ [ Revised slides
‘\ [ Webinar timing schedule
‘\ [ Webinar reminder li +leaabelow)
‘\ [ Ensure the feedback sur
. working
‘\ [ Create PDF of slides (2
‘\ builds, question and a
‘\ O Upload webinar mater
[ Slide PDF
‘\ 0 Webinar Hando
‘\LD Post webinar announ

Post on social media

Reming Presenters:
Get water

bit.ly/webinar-check

Day of Web{n:;lr I

O login
to webj
Inar (1 hoyr prior to Webinar Start tj
ime)

_!r\l/Jlute and stow cej phone
Sta:;?oonff Computer Speakers
Mute wheneye
/ ryo !
don t forget to unmute yo fSPeakin&

6/10/2015

evalu-ate.org

EvaluATE
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v" Key Evaluation Checklist

Michael Quinn Patton

Michael Scriven

v Utilization-Focused Evaluation
Checklist

v Qualitative Evaluation
Checklist

Daniel Stufflebeam

v Evaluation Plans and
Operations Checklist

v' CIPP Evaluation Model
Checklist

v/ Evaluation Design Checklist

v' Evaluation Contracts
Checklist

Students began pressing me to explain what exactly |
was doing in designing project evaluations.

Answering their questions proved difficult.

In retrospect, 1 was developing and exercising a kind of
personal art of evaluation design rather than laying out
and following any particular systematic approach.

When the students persisted in pressuring me to give
them an evaluation planning protocol, | decided to try to
respond.

Thus, | developed my first evaluation checklist.

Daniel Stufflebeam (2000)

“Guidelines for Developing Evaluation Checklists:
The Checklists Development Checklist”
www.wmich.edu/evalctr/checklists

Daniel Stufflebeam

v' Evaluation Plans and
Operations Checklist

v" CIPP Evaluation Model
Checklist

v Evaluation Design Checklist

v Evaluation Contracts
Checklist

evalu-ate.org

6/10/2015
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EvaluATE

- ] ]
www.wmich.edu/evaluation/checklists
WESTERN MICHIGAN UNIVERSITY Az FindPoople ~ GOWMU  Contact

About WMU
The Evaluation Center
About
Checklists
Acceptable Use
Reviewers
Evaluation Cafe
Projects
Services
Strategic Planning
Directory

Contact Us

Academics | Admissions thletics | StudentLife | News Arts Events Alumni

Evaluation Checklists

The Evaluation Center at Western Michigan University improves the quality and consistency
of ions by p g high-quality targeted to specific evaluation tasks and
approaches that enhance evaluation capacity.

Before using the checklists, please review the acceptable use policies.

Use the checklists on this site to facilitate your evaluation work. There is no restriction on or
charge for printing the checklists for personal or organizational use. Use of the checklists for
i resale, is i

You must rely on your own judgment in determining whether a checklist fits your particular
need. No representation or warranties are made that the checklists are fit for the particular use

contemplated by the user and any such orr ions are di
About checklists
- [ ines for Checklist Dt and by Daniel
+ [4) The Evaluation Checklist Project: The Inside Scoop on Content, Process, Policies,
Impact, and Challenges by Lori Wingate
« [4) The Logic and of Checklists by Michael Scriven
+ [dTheTenC Constituti its and Other 1 Checklist:
by Daniel Stufflebeam
+ [) Usability ion Report for the ion Checklist Project Web Site by Barbara
Bichelmeyer
Categories

Evaluation capacity building and institutionalization

valuation Capacity Building by Boris Volkov and Jean King
« [{] Institutionalizing Evaluation by Daniel Stufflebeam

Donors | Parents

Interdisciplinary Ph.D.
in Evaluation

Evalu-ATE.org

Evaluation Cafe

JMDE

Journal of
MultiDisciplinary
Evaluation

evalu-ate.org

6/10/2015
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Using Checklists
to Improve
Evaluation
Practice

Lori Wingate

WESTERN MICHIGAN UNIVERSITY
About WMU | Academics | Admissions | Athletics

The Evaluation Center

Find People GowMu Contact

Student Life | News Arts Events Alumni

. Gategories =
@e 7 ¥ Evaluation Capacity Building
== v Evaluation Design and
e , Management
- . v Evaluation Models
S v" Evaluation Values and
it Criteria

v Metaevaluation

v" Checklist Development
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valuation
ontracts
hecklist

by Daniel
Stufflebeam

hit.ly/eval-contracts

EVALUATION CONTRACTS CHECKLIST
9

Daniel L. Stufflebeam, 199

This checklist designed to help evaluators and clients to identify key contractual issues and make and
record their ts for ion. Advance these matters can mean
the difference between an evaluation’s success and failure. Without such agreements the evaluation
process is constanlly subjec fo misunderstanding, disputes, efforts to compramise the findings, attack,
‘andfor withdrawal-by the client--of cooperation and funds.

Mark each tem as important and incorporated _v_of not applicable _na_or leave it blank ___,

indicating not agreed to though important.

Basic Considerations
Object of the evaluation

Purpose of the evaluation

Client

Other right-to-know audiences.
Authorized evaluator(s)

Guiding values and crileria
Standards for judging the evaluation
Contractual questions

Information

Required information

Data collection procedures
Data collection instruments and

Information sources
Participant selection
Provisions 10 obtain needed permissions.
1o collect data
Follow-up procedures 1o assure
adequate information
Provisions for assuring the quality of
obtained information
Provisions to store and maintain security
of collected informaticn

Analysis
Procedures for analyzing quantitative

information

Procedures for analyzing qualitative

information

Reports.
Deliverables and due dales

Interim report formats, contents, lengths,
audiences, and methods of delivery
Final report format, contents, length,
audiences, and methods of delivery
Restrictions/permissions 1o report via
diskettes, web site, etc
Restrictions/permissions 1o publish
information from or based on the

Reporting Safeguards
Anonymity/confidentiality
Prerelease review of reports
Rebuttal by evaluatees

Editarial authority

Final authority to release repors

Protocol
Comtact persons
Rules for contacting program personnel
Communication channels and assistance

Evaluation Management
ime line for evaluation work of both clients
and evaluators
Assignment of evaluation responsibilties

Client Responsibilities
Access ta information
Services

Personnel

Information

Facillies

Equipment

Waterials

Transportation assistance

rk space

Evaluation Budget
yment amounts and dates
Canditions for payment, including
delivery of required reports.
Budgel limitsirestrictions.
Agreed-upon indirectoverhead rales
Gontracts for budgetary maters

Review and Control of the Evaluation
Contract amendment and cancellation
provisions

Provisions for periodic review, modification,
and renegotiation of the evaluation design
as needed

evaluation Provision for evaluating the evaluation
‘against professional standards of sound
evaluation
Preparer. Date

Evaluation Chechlists Project @

www wmich edulevalctrichecklists/

Evaluation
ontracts
Checklist

by Daniel
Stufflebeam

hit.ly/eval-contracts

EvaluATE

evalu-ate.org
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EVALUATION CONTRACTS CHECKLIST

Daniel L. Stufflebeam, 1999

This checklist designed to help evaluators and clients to identify key contractual issues and make and
record their . Advance ‘matters can mean
the difference between an evaluation’s success and failure. Without such agreements the evaluation
process is constanily subject to misunderstanding, disputes, efforts to compromise the findings, attack,
andor withdrawal--by the client--of cooperation and funds.

Mark each item as impartant and incarporated _w_ or nof applicable _na_ or leave it blank __
indicating not agreed o though important,

Basic Considerations Reporting Safeguards
Object of the evaluation Anonymitylconfidentiaity
Purpose of the evaluation Prerelease review of reports

Glient Rebuttal by evaluatees

Evaluation
Contracts
Checklist

Reporting Safeguards

Anonymity/confidentiality
Prerelease review of reports

Rebuttal by evaluatees
Editorial authority

Final authority to release reports

Qo e e
information Conditions for payment, including
delivery of required repons.
Reports Budgel limitsirestrictions

Deliverables and due dates Agreed-upon indirecyoverhead rates

Interim report formats, contents, lengths. Conlracts for budgelary matters
audiences, and methods of delivery

Final report formal, contents, length, Review and Control of the Evaluation
audiences, and methods of delivery Contract amendment and cancellation
Restrictions/permissions 1o report via provisions

diskettes, web site, elc. Provisions for periodic review, modification,
Restrictions/permissions 1o publish and renegotiation of the evaluation design

information from of based on the as needed
evaluation Provision for evaluating the evaluation
against professional standards of sound
evaluation
Preparer. Date

Evaluation Checklists Project @
www wmich.edulevalctrichecklists!

by Daniel
Stufflebeam

hit.ly/eval-contracts

EVALUATION CONTRACTS CHECKLIST
Daniel L. Stufflebeam, 1393
This checklist designed to help evaluators and clients to identify key contractual issues and make and
record their 1 ion. Advance these matters can mean
the difference between an evaluation’s sucoess and failure, Without such agreements the evaluation
process is constanily subject to misundersianding, disputes, efforts to compromise the findings, attack,
andlor wathdrawl--by the olient--of cooperation and funds.

Mark each tem as important and incorporated _v_of not applicable _na_ or leave it blank ___,

indicating not agreed to though important.

Basic Considerations

Object of the evaluation

Purpose of the evaluation

Client

Other right-to-know audiences.
Authorized evaluator(s)

Guiding values and crileria

Standards for judging the evaluation
Contractual questions

Information
Required information

Data collection procedures
Data collection instruments and

Information sources

Participant selection

Provisions 10 obtain needed permissions

1o collect data

Fallow-up procedures 1o assure

adequate information

Provisions for assuring the quality of

obtained information

Provisions to store and maintain security
of callected information

Analysis

Procedures for analyzing quantitative
il

information

Reporting Safequards
Anonymitylconfidentiality
Prerelease review of reports
Rebuttal by evalualees
Edilorial authority

Final authority to release reports

Protocol
Contact persons
Rules for contacting program personnel
Communication channels and assistance

Evaluation Management
Time line for evaluation work of both clients
and evaluators
Assignment of evaluation responsibilities

Client Responsibilities
Access 1o infarmation

Services
Personnel

Information

Facilities

Equipment

Materials

Transportation assistance
Work space

[T

Evaluation Budget

valuation Budget
Payment amounts and dates
Conditions for payment, including
delivery of required reports
Budget limits/restrictions

Agreed-upon indirect/overhead rates

Evaluation
Contracts
Checklist

by Daniel
Stufflebeam

hit.ly/eval-contracts

Contracts for budgetary matters

EvaluATE

evalu-ate.org
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—_vaaTYyY
Evaluation

A CHECKLIST FOR DEVELOPING AND EVALUATING
EVALUATION BUDGETS

Jerry Horn
December 2001

: | This checklist is designed to assist evafuators and others think through the many issues that should be
7’ considered when developing an evaluation bucget. This instrument is divided into several categories of
typical cast items for conducting evaluations, and questions or statements are used as prompts for

Fchecklist

users fo consider, In some cases, an ilem on the checklist may not be applicable, Full consideration
should be given to the following two Program Evaluation Standards' in all cases:

F 3-Cost Effectiveness The evaluation should be efficient and produce information of sufficient
value, so that the resources expended can be justified.

P 8-Fiscal Responsibility The evaluator's allocation and expenditure of resources should
reflect sound accountability procedures and otherwise be prudent and ethically responsible, so
that expenditures are accounted for and appropriate.

I.  Basic Considerations. In developing a budge!, basic considerations or information will guide
form and nature of your work. Therefore, the issues should be known before attempting to
construct eilher a prefiminary or final budget.

O Type of agreement for the | Will this evaluation be funded by a grant, contract, or cooperative

evaluation agreement?

0 Condition of payment Will payment be on the basis of cost reimbursement or a fixed price?

O Funding source Is the funding source a govemnment agency, private foundation
private sector or nonprofit entity?

O Funding period Qver what period of time will the budget be applicable? Does this
include more than one fiscal year?

O Budget contact Who are the designated contacts for budget matters in the funding
organization and in the proposer’s organization?

O Budget limits Has a limit for the evaluation budget been established, such as
percentage of tolal budgel or maximum amount?

[0 Condition of payment Will monies from the funding agency be made available as a lump
sum, periodically (€.9., manlnly quarterly, or on the basis of
submission of based on of

invoices with required

0 Preaward costs Are costs allowable that are directly refated to the evaluation
activities but are incurred before the official effective date of the.
grancontract?

), Evaluations Checklist Project @
www.wmich.edu/evalctrichecklists/

Evaluation
FBudget
¥ Checklist

Basic Considerations
Travel

Supplies and Materials
Communications
Copying Printing
Equipment
Consultants
Subcontracts

In-kind or Cost-sharing
Indirect/Overhead

6 pages of checkpoints
across 10 categories —>

AN NN U U N N N NN
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Utilization-Focused Evaluation Checklist

Utilization- e
Focused ==
Evalllﬂtlﬂﬂ R proermitietts

Steps  Consdar and bl i pr0coss Lass I sppioprate.
7 Focus priedty evslustion questions

s
Ny ol
th Edition | Steps oo s everion madetor ey ofshags s g el
supto
P
At seora e
- 9 | Sep13
v AL o o s S
o’ seots
- > ;
X # - Step 16 Followup: ry rs 1 faciitato and ennance.
spt? o

-

[

= A e ‘ -~ \, R _::'.'J?'.'
g sd  Michael Quinn Patton
.- 2

—g

;fi\"’ T
N g;):" " . ; ;
o hit. Iy/ufe-check .

Utilization-Focused Evaluation Checklist

Step 12. Simulate use of findings

v Fabricate findings based on the proposed design and
measures of implementation and outcomes

v" Guide primary intended users in interpreting the potential
(fabricated) findings.

v Interpret the simulation experience to determine if any
design changes, revisions, or additions to the data
collection would likely increase utility.

v" As a final step before data collection, have primary
intended users make an explicit decision to proceed with
the evaluation given Ilkely costs and expected uses.

] 3 i MO T il
- DTS i it .
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Photo from CDC Global Health
Flickr stream

Framework for Program Evaluation in Public Health:
A Checklist of Steps and Standards

Goidie MacDonakd
‘Gantars for Dissasa Contro and Pravartion
Atlanta, Gacrgia

WEEKLY REPORT feports

Framework for Program Evaluation
in Public Health

Inside: Continuing Education Examination

US. DEPARTMENT OF HEALTH & HUMAN SERVICES
‘Canteraor o P i (COC)

Diseaso Conteoland Provontion (COC)
Atlants, Georgh 30333 i f
NS

58 pages

¥ Photo from CDC Global Health
hit.ly/cdc-eval Flickr stream
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Soptambar 17, 1999 / Vo, 18 No. RR 11
Framework for Program Evaluation in Public Health:

" A Checklist of Steps and Standards
‘Recommendations

Gaie MacDonsid
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f Photo from CDC Global Health
hit.ly/cdc-eval Flickr stream

Framework for Program Evaluation in Public Health:
A Checklist of Steps and Standards

Step 2. Describe the Program

O Need

O Expected effects

[0 Activities

0 Resources

O Stage of development
O Context

O Logic Model
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Framework for Program Evaluation in Public Health:
A Checklist of Steps and Standards

Step 3. Focus the Evaluation Design

What is the missing checkpoint?

Purpose
Users
Uses
Questions

Methods
Agreements

OO0o0Oo0a0ad

Framework for Program Evaluation in Public Health:
A Checklist of Steps and Standards

Goldie MacDonald

Centers for Disease Control and Prevention
Atlanta, Georgia

gim2@cde.gov

The U.S. Centers for Disease Control and Prevention (CDC) released the Framework for
Pragram Evaluation in Public Health in 1999 to aid in evaluation planning, implementation, and
use of findings. The Framework summarizes the basic elements of program evaluation via
interrelated steps and standards of practice (Figure 1)." This checklist is a distillation of the
content of the Framework with important clarifications or considerations for each of the steps.
The purpose of the chacklist is two-fold: (1) extract the core content from a forty- page
publication and present the information in a format usable at the front lines of public health: and
(2) enhance users’ understanding of the essential content of the original publication. The only
way in which the content of this checklist deviates from the original publication is the inclusion of
the most recent addition to the Program Evaluation Standards: Evaluation Accountability.” Users.
of this checklist can read the original in its entirety at

and access the Program Evaluation Standards at www csee 01g.

Steps
1. Engage
¥ stakeholders

«
/6 Ensure use e\
[ and share Standards e\
[ tessons learmed Usity \
| 4 Foasibilty
. Propriety |
\ \ Accuracy A
Evaluation 3 Foamthe |
5 Jussly | accountabiliy prcerigy
conclusions roglf
v

4. Gather cradible &
evdence

Figure 1. Framework for Program Evaluation in Public Health

EC Fiamework for rogram Euatuation in Public Heatt: A Checkist of Steps and Standards
ATI% www wimich.edulevalctichecklists

evalu-ate.org
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Framework for Program Evaluation in Public Health:
A Checklist of Steps and Standards
Goldie MacDonald
Centers for Disease Control and Prevention
Atlanta, Georgia
gim2@cde gov
/,_\\
Bt Steps o
user N
int \
1. Engage \
/ _~Y¥ stakeholders \ Y
e A
/ 4
6. Ensure use 2. Describe
i Stan@ards e progren
lessons leared| Utility
Feasibility
Propriety
Accuracy
\ Evaluation 3. Focus the
5. Justify accountability evaluation
conclusions design
A\ 4 oS
.\\ /,’
= 4. Omendi®
evidence
Ec Framework for Program Evaluation in Public Health: A Checklist of Steps and Standards
u/'-le;:r; www wmich.edulevaletrichecklists

meewc_rk for P"’gram Evaluation i The Program Evaluation Standards’ include thirty statements in five categories: utility, feasibility,
A Checklist of Steps and Standards || propriety, accuracy, and evaluation accountability. The standards names and statements are
Gokdie MacDonald produced below with permission of the Joint C: i on Standards for Educational
Genters for Disease Control and Prevention Evaluation. For more information, go to jcsee.org.
Atlanta, Georgia
g Utility Standards
The utility standards are intended to increase the extent to which program stakeholders find
;t‘:gya'rs;V Steps evaluation processes and products valuable in meeting their needs.
‘:‘f‘ s [0} Credibility: E should be conducted by qualified people who establish
’ 3 1. Engage and maintain credibility in the evaluation context.
V4 stakeholders U2 Attention to Stakeholders: Evaluations should devote attention to the full range of
//v individuals and groups invested in the program and affected by its evaluation.
P U3 Negotiated Purposes: Evaluati should be identified and continually negotiated
5 based on the needs of stakeholders.
U4 Explicit Values: Evaluations should clarify and specify the individual and cultural values
6. Ensure use Sta ndards underpinning purposes, processes, and judgments.
and share L US Relevant Information: Evaluation information should serve the identified and emergent
lessons learned|] Utility needs of stakeholders.
Feasibiliiy U6 Meani Pi and P Evaluations should construct activities,
. di iptions, and jud, in ways that participants to rediscover, reinterpret, or
Pmpﬂe'y revise their understandings and behaviors.
Accuracy U7 Timely and Appropriate Communicating and Reporting: Evaluations should attend to
E valualion the continuing information needs of their multiple audiences.
\ . e U8 Concern for Ci and Infl Evaluations should promote responsible and
. adaptive use while guarding against gati and misuse.
5. Justif accountability ki W e Al o ik
conclusions Feasibility Standards
“ The ibility are intended to increase { it and Y.
\ F1 Project Management: Evaluations should use effective project management strategies.
4. Gather credible] | F2 Practical Procedures: Evaluation procedures should be practical and responsive to the
evidence way the program operates.
F3 Contextual Vial y: 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.
EC Fiamework for program Euatuston in Public esth: & ch
AT wwiwmich edulevaltrichecklists
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Criteria for Selection
of High-Performing

Indicators
by Goldie Machald

Criteria for Selection of High-Performing Indicators

Criteria for Selection
» - A Checklist to Inform Menitoring and Evaluation
of High-Performing
lﬂ use in monitoring

Atlanta, Georgia
I aim2@cde.gov
ndicators —
= suming task_In some cases. this process Isml lmme up«m for stakehoiders.
H Voraover is work
bv Goldle Macnonald b Invmsﬂmﬂaﬂgummmlﬂmmwmmmd Mlulhm Therefore. amﬂnwanxmslhs aid
4 qualty

Salohckdrs (1) aidin

in indicators

estabiishing a rocabulary for dialog: the
‘selection of Indicaiors: (2) reinforce

questions and ign of data colleciion
activilies more ciearly litked 10 infended uses of findings.

As @ staring point, whatis an indicator? The term is used widely with variation in meaning
For this checklist, isa

measureable piece of information regarding some aspect of the program in guestion (...
‘eharacterstics of thé program, facets of implementation or Séndce delivery, outcomes). In
mary cases, meaningful marker of stalus of

program or monitoring an
indicator requires an operational definfion and methodalogically sound. ngorous data
callection, An indicator may use qualitative of quanttative information.

tohelp i
Pigh performing, rescurce-efficient Idicalers in collboration #ith stakenolders, espedalty
thasein e pestion ta meke dodsions regording e progen i based on fmngs o e sty

plan
stmuate diaiogue Mgtnng aptors o hcatars, ncyading 8 braclca plisl-
relevant to data collection

The criterla that follow order, not in order the
relevance and utity of each criterion wil vary by sefing and user. This tool does not incude
all critera that coud be considered when seiecting Indicators.

| o ——
v adats
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of High-Performing

Indicators
by Goldie MachaId

O Accepted Practice and History of Use
{iogree to WICh se of an indicatay consistent with current and previous
practices
reqoneE C25E8 e select o incistorbocause Previousty This enterion
requres e 21 Imitalions of an indicator pachg 1o Preves use,
b s OMMBbon Shouid b ysee e crue seiecting an
indicator e 8S2USe N e et i g pern LK@ mony ofthe creria fo g
il 1 oo pepcte. DSCUSn of accopta prscion
mmmwmm.nuammmqmmo»gwumm, n
(€5, to sdtess, Pacatan 2128 MHOMESE togarang he peogr imorove the pecision or
SenSiiviy of the incscatar)

O Applicability in Different Settings
The degree to which an indicaior % relevant in diverse settings
(o, LA 8 especityimporart i g o Sala colecton i st ocations o st
ang

planne
o5, Cusles or muSste evatiston conmasy, 2855, ihe 3ty (0 colle compyare:
CONNHErd 0o actoss shes is o key conmapiens FEHVaNt 0 the ity of an eseaty.

o Availnb"irycf Data
The degree to which data e accessible for use ag part of the. study
s o0 requites enificaton of o ortat sources of o (primary g
Emnor. The Sscusson shouid s gar 818 single point in teng (o .
baseie. site, P OPE However, on incicato syt o e used soleyy
Bévase cata are accessioiy

o

Burden of pata Collection on Participants

The degree to which data collectioy, IMPOSes burden on partieipants

oy asesemert oftheturdenof o cotcton aman and fiscal) shosi be compietsc b
72 o o Ut a1 incosior o et of xkecsn Yanen B for montorngor Sramareer
g e f OV o relted rogy e o0 & Séfting, the cacussion ghacsy
orouse OEpOMMEeS for Colaboratr oo relevant donors or
Organcza he tburden of st cotection on paripons and mavimze kseq
rESoutces forthe sty

o Clarity of Focus and Mean ing
earee to which a single indicarty and reflects or
‘aluand aceuratety

Otjenmioter shonk 5t e uae ¥ it ot o o aapresent the evalusnd e, the fasus o
mitonahe evalusion) nckring the corsrr o cortext in which the prograrn
2 statn AP S0k i 1 g TG decrptor or marker of
o O % evaband n aaitio, oy ooy consicer whether or rat sadgarsy
lormaton s rqueed 1 apprepmany o lly it cata for s speciic nccate

O cCultural Appmplfamnesl and Relevance
e degree Lo which an indicator 1
foc activities
&‘Am‘ﬁvcnmmnmclmnrwwwumlwmﬁcxw (Le.. the constuct and metho of
Sotarealecton) & appropese and reevacs o Coext o setting Typscaly, these
SeRIMINGtons roquie ty ape R3O B30 wit stakehorer,

of content o

R eiator Selecton of High-erorming Indicators;
A Checkist 1o Inform Monkaring ang £t

B)

Indicator Selection Criterion

Nondirectional Lal]guage
- The indicator is written as neutral, not

defined as positive or npgative in
advance of data collection
Which indicator meets this criterion? |
A) Retention rate among first generation
college students |
Increased retention among first generation
college students

6/10/2015
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Indicator Selection Criterion

O Nondirectional Language
The indicator is written as neutral, not
defined as positive or negative in
advance of data collection

Which indicator meets this criterion?

A) Percentage of participants who attended
75% or more of program events

B) Mean number of events attended by
participants

evalu-ate.org
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O Data Quality a Relevam:aw Evaluation Questions
The degree to which infarmation colleted will be complete, reliable, and valid helps to address
Thestvoks for ¥ - llu:llvulu
rpor Y. Those ingeators o
v ax
aqualty ther of ot n additon,
O Investment of He‘soun:s
The amount of e saoact o deranaer g, e , compietion of
cellction, analysi, .mumm.m.mm ¥ il o
Selecton o imglementaon o outguts of the program
1o use an indicatar In many cases, AscLESI0A O INvestment of resources resufts O Strength of Evidence or Substantive Merit®
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EvaluATE’s Blog:

Read and Be Read

EvaluATE = B I S
*

New today!

Corey Smith on ATE program
recruitment and retention strategies

Next Wehinar

00000000000

Don't Submit Your ATE Proposal Without It

August 19 | 1-2:30 p.m. EDT
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