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A complete description of evaluation activities in which you have engaged
might look like the following:

National service participants used a Homework Assignment Form to define and
document successful homework completed for each student during a semester.

National service participants documented successfully completed homework assignments
daily and gave copies of their formsto their supervisor weekly.

V. Describe relevant evaluation data.

Describe the results of your analysis of your evaluation data. This should be related to the
standard you set in your objective. What quantitative statistics did you find? What
qualitative information did you find? What stories do you have that relate to your
guantitative or qualitative data? Compare the results of your evaluation with the standard
set in your objective. Did you meet the standard you stated in your objective? What isthe
importance of this statistical or qualitative information? How does this service address an
existing need? (Relate to baseline data)) What does thisimply about your success?

A complete description of relevant evaluation data might look like the
following:

Fifty percent of the students who participated in the national service Tutoring Program
successfully completed 95 percent of their homework during the semester.

Based on our level of success described in our evaluation plan, we succeeded in assisting
50 percent of the students tutored in successfully completing at least 80 percent of their
homework assignments, 10 percent |ess than we had hoped to reach. However, of those
students who successfully completed at least 80 percent of their homework, the average
completion rate of homework assignments during the semester was 95 percent; 15
percent more then was originally expected.

V. State ideas for improvement in your program, or any next steps.

What do your results mean in terms of what you will do next? What improvements do
you plan? Will you expand this service?

A complete description of ideas for improvement in your program, or any
next steps might look like the following:

We plan to continue providing tutorial services to high risk students using the same
tutoring services program; however, we will develop a system to identify students who
begin to fall behind in successfully completing their homework and provide these students
with additional support.

It's Your Turn

Turn to the blank Reporting Form (page 8) and compl ete the form for one of your
national service objectives.
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Step 3
Reviewing Your Report
Use the checklist provided below to determine if your report is complete.
Doesyour report restate the objectives of your program? Yes O No

To determineif your report describes progress toward achieving your objectives during
thisreporting period, answer the following questions.

Does your report describe your activity? Yes O No
Does your report describe your beneficiaries? Yes O No
Does your report describe the number of people served? Yes O No
Does your report describe your desired result of the program? Yes O No
Does your report describe the indicators you used to measure your Yes O No
desired result?
To determineif your report notes evaluation activities, in which your program has
engaged, answer the following questions.
Does your report describe how you measured your desired result? Yes O No
Does your report describe who administered the instruments? Yes O No
Does your report describe who completed the instruments? Yes O No
To determineif your report describesrelevant evaluation data, answer the following
questions.
Does your report describe the results of the analysis of the Yes O No
evauation data? (Results relate to the standard set in your
objectives and include statistics and quaitative information.)
Does your report describe stories that illustrate the statistics or Yes O No
qualitative information?
Does your report compare the results of your evaluation with the Yes O No
standard set in your objectives?
Doesyour report state ideas for improvement or any next steps? Yes O No

It's Your Turn

Use this checklist to review the Reporting Form (page 8) you created for one of
your national service objectives.

Reporting Your Results - 6
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Sample Report for One Objective

Operating Site 1.D. #:
Summary of Progress This Reporting Period Toward Accomplishing Annual Objectives:

In each section below, briefly restate you objectives and describe progress toward
achieving them during this reporting period. Where available, describe relevant
evaluation data. Note evaluation activities in which you have engaged.

Community Service Objectives:

Objective: To improve the school success skills of forty, seventh-grade
students, through tutoring. This is measured by 60 percent of the students
successfully completing 80 percent of their homework and documentation of
homework successfully completed to be administered for one semester.

Ten national service participants were placed at two middle schools, five participants at
each school, to provide tutoring three days per week for high-risk seventh grade students. Each
national service participant tutored four students each semester. A total of forty students have
been tutored. Our expectation of tutoring services provided was for students to increase their
successful completion of homework to a minimum of 80 percent complete. We used the
successful completion of homework as an indicator for increasing their school success skills.
National service participants used a Homework Assignment Form to document homework
successfully completed for each student. National service participants documented successfully
completed homework assignments daily and gave copies of their forms to their supervisor weekly.

We found that at the end of the 1997 fall semester, our tutorial services resulted in 50
percent of the students participating in the program successfully completing at least 80 percent of
their homework. The following bar chart indicates the results of all students participating in the
national service Tutoring Program. Based on our level of
success stated in our evaluation plan, we were striving for 60

National Service Tutoring Program
Actual Vs. Goal for

percent of students to successfully complete 80 percent of Homework Completion
their homework. We were short by 10 percent this semester Fall Semester, 1997
with only 50 percent of the students successfully completingat | 100
least 80 percent of their homework. However, of these ﬁ < 90
students, the average completion rate of homework g % 80
assignments during this semester was 95 percent, 15 percent |8 € -4
greater than what we anticipated. A mentor stated, “At the § © 60
beginning of the semester, one student hardly ever finished his |a £ 50
homework. By the end of the semester, not only did he § B 40
complete most of his homework, his test grades wentup afull |2 5
grade level!” 5 E 30

For the next semester, we will continue to provide < 20
tutoring services using the same system. However, we will ° 3 10

o

develop a process within our system to identify students who Actual Goal
begin to fall behind in successfully completing their homework
and train national service participants to provide additional
support to these students.

Students Completing
80% of Homework
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Reporting Form

Using the outline provided, please complete the following information about progress towards
your objectives during this reporting period.

l. Restate your objective:

I. Describe your progress toward achieving this objective during this
reporting period.

A. Describe your activity, beneficiaries, and the number of people served this quarter and
year to date.

B. Describe your desired result and indicators used to measure the desired result.

[ll.  Note evaluation activities in which you have engaged.
A. Describe how you measured your desired result.
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B. Describe who administered and completed the instruments.

IV. Describe relevant evaluation data

A. Describe the results of your analysis of your evaluation data. (This should be related to
the standard you set in your objectives.)

1. Results (include statistics and qualitative information).

2. Storieswhich illustrate your statistics or qualitative information.

B. Compare the results of your evaluation with the standard set in your objective.

V. State ideas for improvement in your program, or any next steps.

Reporting Your Results - 9
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Reporting Checklist

Doesyour report restate the objectives of the program? Yes No

To determineif thereport describes progresstoward achieving their objectivesduring this
reporting period, answer the following questions.

Does the report describe the activity? Yes No
Does the report describe the beneficiaries? Yes No
Does the report describe the number of people served? Yes No
Does the report describe the desired result of the program? Yes No
Does the report describe the indicators used to measure the Yes No

desired result?

Todetermineif thereport notes evaluation activitiesin which the program has engaged
answer thefollowing questions.

Does the report describe how the program measured their Yes No
desired result?

Does the report describe who administered the instruments? Yes No
Does the report describe who completed the instruments? Yes No

Todetermineif thereport describesrelevant evaluation data, answer the following
questions.

Does the report describe the results of the analysis of the evaluation Yes No
data? (This should be related to the standard set in the objectives and
include both statistics and qualitative information.)

Does the report describe stories that illustrate the statistics Yes No
or qualitative information?

Does the report compare the results of the evaluation with Yes No
the standard set in the objectives?

Doesthereport stateideasfor improvement or any next steps? Yes No

September 1997

Reporting Checklist
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Seniorsfor Schools, Lake County — Tutor Progress Report

Date Report Submitted Period this report covers: From To
Student Age Grade School
Tutor Planned Hours per Week

Number of Sessions Completed (from the Log) Number of Hours Tutored (from Log)

GOALS: Please list al goals worked on this reporting period. Write the status of each goal listed. Thisis the section where you write what you have “observed”
and “measured.”

Number of active goals at beginning of the reporting period: Number of goals completed during this period:

Meetings and Reports: Please give date and very brief summary of any meetings and reports during this reporting period for this student.

Comments: Please write about significant issues that may have come up during this reporting period. Include successes not already listed, concerns, questions,
problems, missed tutoring sessions, etc.

Next steps. Briefly explain your course of action for the next reporting period.

Report reviewed by: Date:

Reporting - Tutor Progress Report
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SENIORS FOR SCHOOLS
Quarterly Statistical Report for Volunteers Serving 15 or More Hours a Week
for

Quarter/Y ear

This report should be e-mailed or faxed on the 10" day of the month immediately following the end of the
quarter. Sent to John Keller —fax 206-553-4415 or jekller@cns.gov (Telephone 206-220-7737)

Submitted by: (Project Information)

Volunteers #Started | #Carried | #Dropped | #Inservice | Total Year
this over from Out this | at end of the to Date
Quarter Previous Quarter Quarter
Quarter

Total # of volunteers
serving 15 or more
hour s/week

A, Age

Under 55

55-64

65-74

75+

B. Sex

Mae

Femde

Race/
Ethnic Group

Black/African
American

Hispanic/Latino

White

Asian/Pacific
Idander

Native American

Other

TOTALS

* On a separate page, please list reasons why volunteers dropped out.

Reporting to the National Senior Service Corps - Quarterly Reports - 1
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SENIORS FOR SCHOOLS
Quarterly Statistical Report for Volunteers Serving 14 or Fewer Hours a Week
for

Quarter/Y ear

This report should be e-mailed or faxed on the 10" day of the month immediately following the end of the
quarter. Sent to John Keller —fax 206-553-4415 or jekller@cns.gov (Telephone 206-220-7737)

Submitted by: (Project Information)

#Started | #Carried | #Dropped | #In service
this over from Out this | at end of the

Quarter Previous Quarter Quarter

Quarter

Total Year
to Date

Volunteers

Total # of volunteers
serving 14 or fewer
hour s’'week

A, Age

Under 55

55-64

65-74

75+

B. Sex

Mae

Femde

Race/
Ethnic Group

Black/African
American

Hispanic/Latino

White

Asian/Pacific
Idander

Native American

Other

TOTALS

* On a separate page, please list reasons why volunteers dropped out.

Reporting to the National Senior Service Corps — Quarterly Reports - 2
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SENIORSFOR SCHOOLS
Monthly Narrative Report
for: (Month[Year)

Please E-mail or fax on the 1st of each month for the previous month's activities.
This report need not be more than two or three pages. Send to John Keller
FAX 206-553-4415, or e-mail to jkeller@cns.gov) Telephone: 206-220-7737

Submitted By: (Project Information)

1

Statistics

e # of volunteers who served 15 or more hours a week:

e # of volunteers who served 14 or fewer hours aweek:

e #of unduplicated children assisted with literacy and reading this month:

Inputs - What Resour ces Were Needed to Do the Job ThisMonth ?

e Briefly summarize activities related to : Volunteer recruitment; meetings with parents; teachers,
and school administrators, etc. (Feel free to use a combination of narrative and short bullets to
describe your project's inputs).

e Briefly describe volunteer training. Please include: hours of training; number of volunteers
trained; who provided the training; general nature of the content.

Accomplishments - What Got Done This Month ?

e Report how children were assisted with reading and literacy activities this month. Be as specific
as possible (e.g. fifteen first graders received 25 hours of one-to-one tutoring, or books were
provided to 25 second graders).

e Report anything new related to reading and literacy that occurred in the schools because of the
activities of the senior volunteers (e.g. an after-school reading club was started and 10 third
graders spent 25 hours and read four new books).

e Report anything related to literacy and reading that was in danger but was preserved because of
the activities of the senior volunteers (e.g. a one-to-one tutoring program that was to be
eliminated was preserved because of the Seniors for Schools project).

e Any other accomplishments - especially those related to reading and literacy, that can be
attributed to the Seniors for Schools project.

Challenges and Technical Assistance Needs

e Briefly identify challenges and how they were handled

e Briefly identify any assistance that is needed

The Seniorsfor Schools Peer Networ k

e Please describe any contact with sister Seniors for Schools sites

Reporting to the National Senior Service Corps - Monthly Narrative Report
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DATE: June 23, 1998
TO: Seniors for Schools Project Directors
FROM: John Keller

National Senior Service Corps CORPORATION
SUBJECT: DataAnaysisPlanfor
Principal and Teacher Surveys

FOR NATIONAIL

Blscrvice

l. Summary:
The Seniors for Schools Program Surveys 1997-98

The standardized Seniors for Schools survey questionnaires for teachers and principals were
developed with your input to achieve two primary objectives:

To allow each individual Seniorsfor Schools site to collect information from these key
partners to assess its success during Y ear One, and to and guide each individual project in
the coming year.

To allow the Seniors for Schools national demonstration to collect common types of data
that can be analyzed nationally for a broad snapshot of one dimension of the overall
demonstration.

| am confident that your survey of teachers and principalsis well underway. By now, |
anticipate that you have received individual surveys from teachers and principals and are
beginning the process of analyzing the responses. Please find enclosed the Data Analysis Plan
that | referenced in an e-mall earlier this month. Please use this plan as a guide when analyzing
the data you have collected with the Seniors for Schools Principal and Teacher program
surveys. The"Data Analysis' technical assistance packet developed by STAR that you
received during our last meeting should aso be a helpful tool.

. The Level of Analysis Required
The Data Analysis Plan provides a number of methods for analyzing data:

Method 1: A school-by-school basis

Method 2. Aggregating data across schools for principals/staff i
Method 3: Aggregating data across schools for teachers et 2025065000
Method 3: Aggregating data across schools for teachers and principal §/staff

The Fil[u-rimnl'n- mf a Lifetime

Fraler Grardpment Program

Because we believe you have enough on your plate with analyzing program data, ..., v e
we are not asking you to complete every step outlined in the Data Analysis Plan. Rt e B Volunteer
Instead, we ask that you perform the following analysis. .

Reporting to the National Senior Service Corps - Memo on Principal and Teacher Surveys - 1
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1. Analysis of Each School Analyze data for each school, as outlined in the

chart on page 2 of the Data Analysis Plan.

2. Analyzing data acr oss schools Aggregate responses from the principal s/staff
for principalg/staff following the guidance on pages 1-3 of the

Data Analysis Plan. If your siteis one of the few

that recelved responses from a principa plus
other staff (multiple surveys) from the same
school, please see the section on page 1 of the

Data Anaysis Plan called "Cleaning Y our Data’

and select one respondent who can best
represent the principal’s response.

We are not requiring you to aggregate data across schools for teacher s and
principalg/staff as described on page 4 of the Data Analysis Plan. However, if you have
time and are so inclined, we encourage you to perform this step, as the results can be
valuable and informative.

[1. Results To Submit and Deadline

When you complete the two analyses described in section 11 above, please send a copy of
your results to my attention. The deadline for submitting thisinformation is August 14,
1998, which is the date established for the evaluation report. If you have any gquestions,
please call me at (202) 606-5000, extension 285.

Thank you for al of your hard work. | look forward to seeing the results of your
analysis.

Reporting to the National Senior Service Corps - Memo on Principal and Teacher Surveys - 2



