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PURPOSE OF  
THE GUIDE 

 

This guide provides an overview of evaluation activities and resources that a state, county, tribal, or 
private child welfare agency can use to evaluate their delivery of the National Child Welfare Workforce 
Institute (NCWWI) Leadership Academy. Resources in this guide were developed by the NCWWI 
evaluation team, which is funded through a Cooperative Agreement with U.S. DHHS, Administration for 
Children and Families, Children’s Bureau, Award No. 90CT7008. All resources in this guide may be used 
free of charge. This guide is intended for use by personnel with basic knowledge about program 
evaluation methods, including interview and focus group facilitation, survey administration, 
quantitative data cleaning, and/or basic quantitative analysis. When possible, additional resources 
about topics mentioned in this guide are provided.  

Benefits of Conducting Your Own Evaluation of the Leadership Academy 
Since its inception, NCWWI has offered the Leadership Academy (LA) in different formats (in-person, 
virtual, and hybrid) to numerous organizations across the country, and evaluations of the different 
academies have consistently demonstrated that participants increase their leadership knowledge and 
skills. Conducting an evaluation of your own organization’s implementation of the LA can be beneficial 
for helping you: 

• Understand its impact on leadership development for participants from your organization 
• Collect information that will allow you to better tailor the LA to your organization’s needs 
• Improve and more effectively replicate the LA for subsequent participants 
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STEPS TO CONDUCTING  
YOUR OWN EVALUATION 

 

 

Next we describe the key activities that need to occur to conduct your own evaluation of the LA 
and offer examples and resources (see also Appendix A for a checklist). 

Evaluation Objectives 
It is important to first consider what your objectives are for evaluating the LA in order to 
develop effective evaluation questions and design your evaluation approach. Your objectives for 
evaluating the Leadership Academy (LA) may include: 

• Supporting continuous quality improvement (CQI) of LA implementation at your 
organization and with your staff  

• Collecting data that can be utilized for decision-making and replicating delivery of the LA 
with later participants or at different sites (implementation) 

• Monitoring return on investment (i.e., observing participants’ outcomes, or leadership 
development,  that occurs from attending the Leadership Academy) 

Evaluation Questions 
The LA evaluation should be guided by specific questions your organization develops. Consider 
your evaluation objectives and what aspect of the LA your organization is most interested in 
learning about. For example, are you looking to gather information on: 

• Ways the LA can be improved (CQI)? 
• How the LA was implemented (implementation)? 
• How it affected participants (outcome)? 
• All three (CQI, implementation, and outcome)?  
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Table 1 offers example questions for each of these, along with links to resources that explain 
each type of evaluation in more detail. 

Table 1: Sample Questions by Evaluation Objective 

Evaluation 
Objective 

Example Evaluation Questions For More Information 

CQI 1. To what extent were participants satisfied 
with the training? (This can be thought of 
as an opportunity for CQI or a marker of 
successful implementation.) 

2. How many participants engaged with 
and completed the LA? 

Frequently Asked Questions: 
Beginning CQI1 

Evaluation Resource Guide for 
Children’s Bureau Discretionary 
Grantees2 

Implementation 1. Is the LA being implemented as 
intended?  

a. Is the content being adequately 
covered?  

b. Is the LA moving at the desired pace?  

c. Are the right participants in the room 
(is the material relevant to them)? 

2. What are the facilitators and barriers to 
effectively implementing the LA? 

Evaluation Resource Guide for 
Children’s Bureau Discretionary 
Grantees3 (see especially p. 14: 
Assessment of Program 
Implementation and Fidelity)  

Formative Evaluation Toolkit4 

Outcome 1. Do LA participants increase their 
knowledge about leadership practices 
and principles? 

2. Do LA participants apply what they 
learned in their jobs? 

Basic Guide to Outcomes-Based 
Evaluation for Nonprofit 
Organizations with Very 
Limited Resources5 
Evaluate – Outcome Evaluation6 

 
1 https://www.tribaleval.org/cqi/beginning-cqi/ 
2 https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-
discretionary-grantees 
3 https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-
discretionary-grantees 
4 https://www.acf.hhs.gov/cb/training-technical-assistance/formative-evaluation-toolkit 
5 https://managementhelp.org/evaluation/outcomes-evaluation-guide.htm 
6 http://www.phf.org/programs/PHTI/PHTIguide/Pages/stages_evaluate_outcome_evaluation.aspx 

https://www.tribaleval.org/cqi/beginning-cqi/
https://www.tribaleval.org/cqi/beginning-cqi/
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/evaluation-resource-guide-childrens-bureau-discretionary-grantees
https://www.acf.hhs.gov/cb/training-technical-assistance/formative-evaluation-toolkit
https://managementhelp.org/evaluation/outcomes-evaluation-guide.htm
https://managementhelp.org/evaluation/outcomes-evaluation-guide.htm
https://managementhelp.org/evaluation/outcomes-evaluation-guide.htm
https://managementhelp.org/evaluation/outcomes-evaluation-guide.htm
http://www.phf.org/programs/PHTI/PHTIguide/Pages/stages_evaluate_outcome_evaluation.aspx
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Evaluation Design 
Once your organization has determined its LA evaluation objectives and questions, the next step 
is to design the evaluation. Design considerations should include:  

• The format and timeline of the LA delivery. For example, if the LA is conducted in person,
evaluation activities may occur in person. If the LA is offered virtually, this may impact
the resources and tools you need for evaluation, most of which will likely be online.

o See Effective Child Welfare Research and Evaluation Using Remote Methods7

for helpful information on collecting data virtually.

o The Zoom videoconferencing platform has many helpful tools for capturing
evaluation information, including polls, chats, annotations, and transcription
features. For more information on Zoom tools that can assist in your evaluation,
visit their support page.8

• Based on the type of evaluation you are conducting (CQI,
implementation, or outcome) and whether data collection efforts will
happen online or in person, identify which methods and measures 
(e.g., interview or survey questions) can be used to answer your
evaluation questions.

o For some questions, a survey that produces numeric
(quantitative) data will be most effective. Quantitative
measures gather responses rated on a number scale (e.g., “On
a scale of 1 to 5, please rate your satisfaction with the
training.”).

o For other questions, it may be more useful to collect
qualitative or descriptive information from participants by
asking open-ended questions on a survey or speaking with
participants in an interview or focus-group format (e.g., “How
can the training be improved?”).

o For examples of quantitative survey measures see Appendix B. For examples of
interview/focus group questions you can use, see Appendix C. For more

7 https://www.acf.hhs.gov/cb/training-technical-assistance/effective-child-welfare-research-and-
evaluation-using-remote 
8 https://support.zoom.us/hc/en-us 

Which methods 
and measures can 
be used to answer 

your evaluation 
questions? 

https://support.zoom.us/hc/en-us
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discussion of quantitative and qualitative data, see the Quantitative and 
Qualitative Data section.   

• You will also want to consider how many time points of data to collect based on your 
organization’s needs and resources. For example, a pre-/post-training survey allows you 
to evaluate the training’s immediate impact by administering a survey before and after 
the LA delivery. In some cases, you may also want to include a follow-up survey six or 12 
months after the training to observe how outcomes change over a longer period of time. 

For an example of an evaluation plan that includes evaluation questions, data collection 
methods, measures, and possible analyses, see Table 4 near the end of this guide.  

 

Evaluation Resource Requirements 

The resources required to conduct an evaluation will vary depending on the evaluation design. 
Early in the design phase, availability of and need for multiple resources should be considered: 

• Technical/material resources 
o Videoconferencing software 
o Digital recorders 
o Survey software (e.g., Qualtrics, SurveyMonkey) 
o Data-analytic software (e.g., Excel, SPSS, NVivo) 
o Travel-related expenses (if conducting evaluation in person) 

• Human resources 
o Are there any staff at your organization with previous evaluation experience or do 

you need to hire someone? 
o How much time can staff allocate to evaluation activities? 
o Are evaluation staff available to conduct the evaluation in person if that is the 

desired method? 
o What pieces of the evaluation can staff be responsible for? (e.g., primary points of 

contact, data collection, data analysis, data interpretation, results dissemination) 

• Organizational resources 
o Support from key leaders 
o Agency data management, communication, and dissemination protocols 
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While designing your evaluation, you can develop an evaluation budget to better assess the 
financial commitments your organization can make. Consider developing a cost-per-activity 
budget, including estimations of the amount of time required for conducting the evaluation. 
Your budget will vary greatly depending on your evaluation design and your organization’s 
existing and required resources. Download Checklist for Developing and Evaluating 
Evaluation Budgets 9 for an in-depth evaluation budget checklist.  

Being aware of your organization’s capacity to implement and manage an evaluation is key to 
knowing how you will design the evaluation. Download Building and Managing Your 
Evaluation Team10 - a template for exploring your existing resources. 

Your organization may also consider connecting with university partners to conduct or support 
your LA evaluation process. A university may be able to offer access to evaluation resources such 
as statistical software, data protection recommendations, and other forms of expertise.  
A university may also provide human resources to alleviate the evaluation burden on your 
organization’s staff, allowing for a more thorough evaluation of your LA. 

 

Protection of Evaluation Participants and Data Integrity 

Your organization may or may not have its own policies and practices regarding the protection 
of evaluation participants. If you do decide to launch an evaluation of your LA participants, it is 
imperative to come up with a plan to determine what (if any) sensitive or identifying data may 
be collected, who will have access to the data, where it will be stored, and how the data will (and 
will not) be used. If sensitive and identifying information will be collected, you may need to seek 
approval from an Institutional Review Board (IRB) before proceeding. Additionally, it is best 
practice to give participants sufficient information so they know: 

• What to expect from the evaluation (e.g., What is the purpose of the evaluation? What is 
being collected and how often?) 

• Acknowledgment that their participation is voluntary and they can choose to skip 
questions or not participate at all 

• Confirmation that their responses will be kept confidential (e.g., reports or other means 
of sharing results will NOT include their identifying information) 

 
9 https://wmich.edu/sites/default/files/attachments/u350/2018/budgets-horn.pdf 
10 https://vetoviolence.cdc.gov/apps/evaluaction/assets/pdf/Building-and-Managaing-Your-Evaluation-
Team.pdf 
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• Their feedback about the LA will not reflect back on them personally or professionally 
(e.g., will not be used against them in a performance review) 

• Contact information for people conducting the evaluation should they have any 
questions or concerns 

For evaluators, best practice is to de-identify data (remove names, email addresses, and any 
other identifying information) from the data file being used for analyses. If it is important to 
have identifying information, participants should be assigned an ID number for the analytic file 
while identifying information and ID are stored in a separate file away from responses). Only 
individuals properly trained in handling data should have access to the files, and files should be 
encrypted or password protected. The American Association for Public Opinion Research 
summarizes best practices for survey data protection11, including how to protect data long-
term.  

Attention to participant protections must occur before, during, and after any evaluation 
efforts, and evaluators should avoid asking for any sensitive or identifying information that is 
not necessary for the goals of the evaluation.  

Evaluation Data Collection Timeline 

The timing of the evaluation activities, such as sending out surveys, depends on whether you 
choose to collect traditional pre-training and post-training data, retrospective pre-post data, or 
post-retrospective data.  

• A traditional pre-post survey uses the same survey to collect (and compare) participant 
self-reported knowledge, skills, and abilities. It is administered before participants start the 
training and again after they complete the training.  

• A retrospective pre-post survey measures differences in participants’ knowledge, skills, and 
abilities only at the end of the training by asking them to assess what they knew before and 
after participating. 

• A post-retrospective survey is administered only after the training ends and asks 
respondents to rate their change in knowledge, skills, and abilities as a result of the training.  

 
11 https://www.surveypractice.org/article/4405-protecting-human-subjects-in-the-digital-age-issues-and-
best-practices-of-data-protection. 

https://www.surveypractice.org/article/4405-protecting-human-subjects-in-the-digital-age-issues-and-best-practices-of-data-protection
https://www.surveypractice.org/article/4405-protecting-human-subjects-in-the-digital-age-issues-and-best-practices-of-data-protection
https://www.surveypractice.org/article/4405-protecting-human-subjects-in-the-digital-age-issues-and-best-practices-of-data-protection
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For example, if your organization is following  
the sample training schedule in Figure 1, the 
pre-training survey is administered 
during the Pre-Work phase (but 
before Module 1), and the post-
training survey is administered after 
Module 5, approximately four to 
five months after participants 
began Module 1. A retrospective 
pre-post or post-retrospective 
survey would only be administered 
once, soon after Module 5 is 
completed.  

Another data collection strategy is 
to embed evaluation questions into 
the LA programming. For example, 
if evaluators want to explore how 
participants feel about a certain 
module, they can find time during 
the training for open discussion or 
a poll or brief survey to gather this 
information (see the section on 
Evaluation Design for guidance on 
collecting poll data through Zoom 
and Appendices B and C for ideas 
about questions to ask). This 
provides real-time feedback while 
the content is still fresh and lessens the post-training evaluation burden to participants.  

For a more in-depth evaluation of the impact of the LA on participants’ leadership behaviors, 
consider utilizing a 360° assessment. This process gathers participants’ self-perceptions of their 
leadership skills and also the perceptions of those with whom they work closely. The assessment 
can be utilized along with coaching as part of a leadership feedback and development process. 

Figure 1: Sample Training Schedule 
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To learn more about NCWWI 360° Leadership Feedback Process, please refer to this video12 and 
this brief overview. 

A pro-con list comparing the different evaluation approaches is in Table 2. The measures 
specified in the table can be found in Appendix B. 

Table 2: Evaluation Design Options 

Type Pros Cons Examples Timing of Survey Measures 

Tr
ad

iti
on

al
 P

re
-P

os
t 

• Easy to show 
changes over 
time/training 

• Most burden on 
evaluation staff, 
resources, and 
participants 

• Most data to match, 
analyze, and 
manage 

• Participants can 
over/underestimate 
knowledge/ability 
on the pre-test (“we 
don’t know what we 
don’t know”) 

Before the LA 
begins: 
•  “Please rate 
your knowledge 
about the topic.” 

After the LA ends: 
• “Please rate 

your knowledge 
about the 
topic.” 

Pre-Training: 
• Training Competencies 
• Leadership Competencies 
• Ideal-Self as Leader 

Post-Training: 
• Training Satisfaction 
• Learning Transfer Factors  
• Training Competencies 
• Leadership Competencies 
• Ideal-Self as Leader  
• Change Project 
• Coaching Assessment 

Optional 3- or 6-month follow up: 
• Leadership Competencies 
• Ideal-Self as Leader 
• Change Project 
• Coaching Assessment 
• Leadership Development Plan 

Pr
e/

Po
st

-R
et

ro
sp

ec
tiv

e 

 

• Relative to 
traditional 
pre-post, less 
burden on 
evaluation 
staff, 
resources, 
and 
participants  

• Relative to 
traditional 

• Relative to post-
retrospective, 
slightly more data 
management/ 
analytic burden on 
evaluation staff  

After the LA ends, 
both questions 
asked in one 
survey: 
• “Please rate 

your knowledge 
about the topic 
before the 
training.” 

Post-training: 
• Training Satisfaction 
• Learning Transfer Factors 
• Training Competencies (before and 

after) 
• Leadership Competencies (before 

and after) 
• Ideal-Self as Leader (before and 

after) 
• Change Project 

 
12 https://vimeo.com/433784255 

https://vimeo.com/433784255
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Type Pros Cons Examples Timing of Survey Measures 

pre-post, less 
data to 
analyze, 
match, and 
manage  

• “Please rate 
your knowledge 
about the topic 
after the 
training.” 

• Coaching Assessment 
Optional 3- or 6-month follow up: 
• Leadership Competencies 
• Ideal-Self as Leader 
• Change Project 
• Coaching Assessment 
• Leadership Development Plan 

Po
st

-R
et

ro
sp

ec
tiv

e 

• Least burden 
on evaluation 
staff, 
resources 

• Least amount 
of data to 
analyze, 
match, and 
manage 

• Accounts for 
participants’ 
over/ 
underestimat
ion of 
knowledge, 
skills, and 
abilities 
before 
learning 
occurs (“you 
don’t know 
what you 
don’t know”) 

• No comparison data; 
difficult to assess 
magnitude of 
outcomes 

After the LA ends: 
• “Looking back 

on your 
knowledge of 
the topic before 
the training, 
how much 
would you say 
your knowledge 
has increased?” 
o “Not at all”; 

“Somewhat”; 
“Quite a Bit”; 
“A Lot” 

Post-training: 
• Training Satisfaction 
• Learning Transfer Factors 
• Training Competencies (modified) 
• Leadership Competencies 

(modified) 
• Ideal-Self as Leader (modified) 
• Change Project 
• Coaching Assessment 

Optional 3- or 6-month follow up: 
• Leadership Competencies 
• Ideal-Self as Leader 
• Change Project 
• Coaching Assessment 
• Leadership Development Plan 
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Quantitative and Qualitative Data 

To conduct a robust LA evaluation, NCWWI evaluators utilized a mixed-methods approach, 
meaning that both qualitative and quantitative data were collected. Some benefits and 
drawbacks of both types of data are listed in Table 3. Examples of questions that can be asked 
in interviews or focus groups appear in Appendix C. 

Table 3: Pros and Cons of Quantitative & Qualitative Data 

Quantitative Data 
Quantitative measures evaluators developed for the NCWWI LA evaluation have demonstrated 
reliability and validity and can be found in Appendix B and are designed to measure multiple 
aspects of the LA such as: 

• Leadership Competencies (leadership behaviors identified in the NCWWI Leadership 
Competency Framework13) 

• Learning Transfer (factors associated with application of learned knowledge and skills 
to the job) 

• LA Training Competencies (leadership knowledge addressed in the curriculum) 
• Ideal-Self as Leader (self-perception of leadership) 
• Training Satisfaction (satisfaction with various aspects of the LA) 

 
13 https://ncwwi.org/document/leadership-competency-framework-guide/ 

Data Type Pros Cons 

Quantitative 

 

• Minimizes evaluator 
interpretation bias 

• Some “free” data collection 
software options 

• Better for larger training groups 
• Responses are easy to interpret 

• Data analysis software can 
be expensive 

• Can overlook themes and 
relationships 

Qualitative • Gives context and details that 
might be missed in quantitative 
data 

• Better for smaller training 
groups 

• Time-consuming to collect 
and analyze 

• Interpretations heavily 
influenced by evaluator 

https://ncwwi.org/document/leadership-competency-framework-guide/
https://ncwwi.org/document/leadership-competency-framework-guide/
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• Change Project (development and implementation of change project) 

Depending on your organization’s needs and resources, surveys to collect quantitative data can 
be administered on paper or online through one of the free or subscription-based online survey 
platforms such as SurveyMonkey or Qualtrics. For more information on these two platforms, 
SurveyMonkey tutorials can be found here14 and Qualtrics tutorials can be found here.15  

Data analyses can be done using Excel or statistical software such as SPSS and are discussed 
further in the Data Analysis section. 

Qualitative Data 
Qualitative methods allow for a wide variety of rich responses. Qualitative 
data can help you gain context on what is working in the LA and how 
participants are applying training concepts to their jobs. Qualitative data 
collection methods could include:  

• A focus group at the end of the training with LA participants to learn 
about their experiences 

• Interviews with LA facilitators and/or coordinators to learn how LA 
implementation could be improved for your organization 

• Open-ended text boxes within a survey 

Some tips for conducting follow-up interviews and focus groups to collect 
qualitative data can be downloaded here.16 

Demographic Information 

Depending on the goals of your evaluation, it may be helpful to collect demographic 
information from participants to best understand and contextualize your qualitative or 
quantitative data. Your organization may already have much of this information about its staff. 
Potentially relevant information includes: 

• Personal characteristics such as age, gender, and race/ethnicity 
• Other characteristics such as education level; field of education; years in current job, 

unit, agency, or in the child welfare field 
• Whether a participant has completed other leadership trainings  

 
14 https://help.surveymonkey.com/?ut_source=homepage&ut_source3=megamenu 
15 https://www.qualtrics.com/support/ 
16 https://wmich.edu/sites/default/files/attachments/u350/2020/hunter-hillman-communication.pdf 

Qualitative 
methods allow for 
a wide variety of 
rich responses. 

https://help.surveymonkey.com/?ut_source=homepage&ut_source3=megamenu
https://www.qualtrics.com/support/
https://wmich.edu/sites/default/files/attachments/u350/2020/hunter-hillman-communication.pdf
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Collecting these data can help you learn whether the LA is a better fit for certain groups (e.g., 
more experienced staff) or if improvements could be made to better suit participants from your 
organization. Data about the personal characteristics of participants can also support efforts to 
promote equity and inclusivity in your organization’s staff development by showing whether 
participants are representative of your organization’s overall staff and whether there are any 
differences in the feedback from various groups. It is imperative that any such potentially sensitive 
data is handled ethically and is appropriately secured (please see the Protection of Evaluation 
Participants and Data Integrity section). 

Collaboration with Training Staff 
Evaluators should work closely with your organization’s Training Director and LA 
trainers/facilitators to plan and conduct data collection activities. For example, evaluators may 
need training staff’s help to:  

1. Understand the LA delivery timeline and structure to determine the best dates and 
methods for data collection 

2. Obtain participant contact information (e.g., emails, locations, etc.) 
3. Communicate with participants about the evaluation (e.g., sharing evaluation information 

and/or obtaining consent)  
4. Administer surveys 
5. Address concerns (e.g., low response rates) 

Data Analysis 
Once data have been gathered, you can begin preparing for analysis. This starts with cleaning, 
formatting, and de-identifying your data using a unique participant ID to maintain 
confidentiality as discussed briefly in the Protection of Evaluation Participants and Data 
Integrity section. Unique participant IDs can be as simple as sequential numeric values (e.g., 
001, 002, etc.) or they might include other relevant information (e.g., if a participant is part of a 
second LA cohort, the unique ID could indicate that as 2-001). The important thing is that each 
participant has only one ID number and that the list which identifies participants’ unique IDs is 
kept secure and confidential.  

If collecting participant demographic data separately, that information will need to be matched 
with evaluation responses before conducting analysis. This will help your organization learn 
whether the LA has been effective for various types of participants (e.g., those with different 
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levels of education or experience) and responsive to their personal backgrounds (e.g., race, age, 
gender). Steps to clean your data and prepare for analysis can be found here.17 

Quantitative Data Analysis 

In Table 4, we suggest various ways to analyze your data using descriptive statistics appropriate 
for the quantitative questions you are looking to answer and for your organization’s capacity. 
Descriptive statistics include: 

• Frequencies or percentages 
• Measures of central tendency (mean, median, mode) 
• Measures of variability (range, standard deviation, variance) 

Tips for utilizing descriptive statistics can be found here.18 You could also conduct inferential 
analyses such as t-tests or ANOVAs to explore changes over time (such as the change between 
pre- and post-tests) or differences between groups. Quantitative analyses can be conducted 
with statistical software programs like: 

• Excel Analysis Toolpak (no cost) 
• SPSS (subscription) 
• SAS (subscription) 
• R (no cost) 

It should be noted that many statistical software programs can be complex to use if you are not 
familiar with them or do not have staff in your organization who can conduct these types of 
analyses. If this is your first time conducting statistical analysis, we recommended starting with 
the Excel Analysis Toolkit. Instructions on how to access and use it can be found here.19  

Qualitative Data Analysis 

Qualitative data is not as widely utilized as quantitative data for evaluation purposes. According 
to the National Science Foundation, qualitative data is not guided by universal rules, is 
dependent on the evaluation context, and can evolve as data emerges. You can collect 
qualitative feedback many ways, including: 

• Open-ended questions at the end of a survey 

 
17 https://www.coordinationtoolkit.org/wp-content/uploads/130813-Data-cleaning.pdf 
18 https://cdn.shopify.com/s/files/1/0145/8808/4272/files/G3658-06.pdf 
19 https://support.microsoft.com/en-us/office/use-the-analysis-toolpak-to-perform-complex-data-
analysis-6c67ccf0-f4a9-487c-8dec-bdb5a2cefab6 

https://support.microsoft.com/en-us/office/use-the-analysis-toolpak-to-perform-complex-data-analysis-6c67ccf0-f4a9-487c-8dec-bdb5a2cefab6
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• In-session discussions during the LA 
• Follow-up interviews and focus groups 

The goal in analyzing qualitative data is to find themes and contextual information that can help 
you learn how the LA impacted participants and tailor the LA to the needs and expectations of 
your organization. For example, qualitative responses from previous LA evaluations have 
revealed that after the training, participants reported more frequently engaging in the 
leadership behaviors, increased understanding of using data for decisions, and improved 
collaboration and engagement with staff and partners.  

You can utilize qualitative software such as NVivo or ATLAS.ti for data analysis, or data can be 
analyzed manually by comparing qualitative feedback and looking for themes and patterns. An 
overview from the Centers for Disease Control and Prevention (CDC) on conducting qualitative 
data analysis can be found here.20 

This table offers an example evaluation plan that can be used as a template for thinking through 
and completing your own evaluation plan (implementation or outcome).  

Table 4: LA Example Evaluation Plan  

Focus Evaluation 
Question 

Data Collection 
Method 

Measures Analysis 

IM
PL

EM
EN

TA
TI

O
N

 

Is the LA being 
implemented as 
intended? 

What are the 
facilitators and 
barriers to 
implementing 
the LA? 

From training staff: 

• Records of training 
sessions (fidelity 
checklist of content 
that was covered, 
structure and 
timeline of training, 
attendance) 

• Post-training 
interview or focus 
group 

• Interview or 
focus group 
protocol 

• Summary of sessions 
delivered and attendance 

• Qualitative theme 
identification 

 

 

 
20 https://www.cdc.gov/healthyyouth/evaluation/pdf/brief19.pdf 
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Focus Evaluation 
Question 

Data Collection 
Method 

Measures Analysis 

To what extent 
were participants 
satisfied with the 
training? 

From participants: 

• Post-training 
satisfaction survey 

• Post-training focus 
group 

• Training 
Satisfaction 
(post-training) 

• Focus group 
protocol 

• Descriptive statistics  

• Qualitative theme 
identification 

Higher-level analyses: 

• t-tests and/or ANOVAs to 
look at differences in 
satisfaction between 
cohorts 
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Focus Evaluation 
Question 

Data Collection 
Method 

Measures Analysis 
O

UT
CO

M
E 

Do LA 
participants 
increase their 
knowledge 
about leadership 
practices and 
principles? 

Do LA 
participants 
apply what they 
learned in their 
jobs? 

From participants: 

• Pre-post training & 
optional 6- and 12-
month follow-up 
surveys 

• Post-training focus 
group 

• LA Training 
Competencies 
(pre, post-
training) 

• NCWWI 
Leadership 
Competencies 
(pre, post- & 
follow-up) 

• Ideal-Self as 
Leader (pre, 
post- & follow-
up) 

• Change Project 
(post-training & 
follow-up) 

• Open-Ended 
Questions 
(post-training & 
follow-up) 

• Learning 
Transfer Factors 
(post-training & 
follow-up) 

• Focus Group 
Protocol 

• Descriptive statistics 

• Qualitative theme 
identification 

 

Higher-level analyses: 

• t-tests and/or ANOVAs to 
look at changes over 
time, differences between 
cohorts 
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Communicating Findings 
Evaluators can be valuable contributors to LA implementation, so it is important to use a 
collaborative approach (e.g., periodic check-in meetings or written communication) with 
individuals who plan and implement the LA training for your organization. Communicating 
participant and facilitator feedback in a timely manner can serve as CQI to help address 
implementation challenges before the training is completed, potentially saving resources and 
increasing training effectiveness. Ideas about sharing findings, addressing your audience, and 
dissemination methods can be found here.21

 
21 https://www.cdc.gov/healthyyouth/evaluation/pdf/brief9.pdf 
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APPENDIX B: LA Evaluation Survey Measures 

Demographics 

Target Audience:  For everyone 

Time Points:    Pre-training 

Instructions:     We would like to know a little more about you so we can better understand how the  
Leadership Academy is serving a diverse workforce. Please enter your information in the 
fields below. Your personally identifying information, such as name and email address, 
will never be associated with any of the feedback you share for the Leadership Academy 
evaluation. 

First Name:         Last Name:        Work Email Address:    
Region/Area:        Job Role/Title:   
  

1. What is your gender? (select one)    
    __ Female   
    __ Male   
    __ Non-binary/ third gender  
    __ Prefer to self-describe: _________________________________________________________________   
    __ Prefer not to say   

Do you identify as transgender?  ☐ Yes              ☐ No               ☐ Prefer not to say  

2. What is your age? (Dropdown 18 to 65 and older) 

3. What is your highest educational degree (select one)    
    __ High School Diploma 
    __ Associate’s Degree 
    __ Bachelor’s Degree  
    __ Master’s Degree 
    __ Doctoral Degree   
    __ Other (please specify): _________________________________________________________________   

4. Do you have a social work degree? (select one) 
__ No (if your degree is not in social work, please specify your field of study: ________)   
__ BSW only   
__ MSW only   
__ BSW and MSW   
__ PhD in Social Work   
__ MSW and PhD in Social Work   
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5. Which best describes your race/ethnicity? (select one)  
    __ American Indian or Alaska Native  
    __ Asian  
    __ Black or African American  
    __ Hispanic or Latinx  
    __ Native Hawaiian or other Pacific Islander  
    __ White or Caucasian  
    __ Multiracial / Multiethnic: _______________________   
    __ Other (please describe): ________________________   
    __ Prefer not to say 

6. Do you identify as a person of color? (yes/no/unsure/prefer not to say) 

7. Approximately how many years have you worked in your current position? (Please round to the 
nearest year).  (Dropdown options: Less than 1 year, 1, 2, …  to 50) 

8. Approximately how many years have you worked at your agency? (Please round to the nearest 
year).  (Dropdown options: Less than 1 year, 1, 2, …  to 50) 

9. Approximately how many years have you worked in child welfare overall? (Please round to the 
nearest year).  (Dropdown options: Less than 1 year, 1, 2, …  to 50) 
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Training Satisfaction22 

• Target Audience: For everyone 
• Time Points: Post-training 
• Instructions: Please indicate the extent to which you agree with the following statements. Some 

questions ask about the online component of the Leadership Academy and others ask about the 
synchronous, or virtual trainer-facilitated, component. 

• Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree 
 
Online Modules  

1. The training goals and objectives were clear.  

2. The training content was well organized.  

3. The training engaged my interest.  

4. The information presented was relevant to the situations I encounter in my work.  

Virtual Trainer-Facilitated Component  

1. The goals and objectives of the facilitated sessions were clear.  

2. The small-group breakout sessions resulted in useful discussions with peers.  

3. The facilitated sessions engaged my interest.  

4. The trainers seemed knowledgeable about the content.  

Overall Leadership Academy  

1. I will be able to use the skills I learned in training in my work setting.  

2. Participating in the Leadership Academy was a good use of my time.  

3. Overall, I am satisfied with this training.  

4. What did you like most about this training?  (open-ended) 

5. How could this training be improved?  (open-ended) 

  
 
 
 
 
 
 
 

 
22 National Child Welfare Workforce Institute. (2021). Leadership Academy: Training Satisfaction [Unpublished measure]. 
Albany, NY. 
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Training Competencies23 

• Target Audience: All participants 
• Possible Time Points: Pre- and post-training 
• Instructions: Please select your level of agreement for each statement below. 
• Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree 

 
Fundamentals of Leadership  

1. I have a good understanding of my own leadership strengths and challenges.  
2. I understand the concept of Getting on the Balcony as a strategy for gaining perspective.  
3. I can utilize a racial equity lens to achieve outcomes that are inclusive and address disparity.  
4. I know how to develop a personal vision statement based on my values.  

Leading Change  
5. I understand how to inspire with vision and motivate a team to implement change.  
6. I can communicate a shared vision to promote successful change project implementation.  
7. I know how to develop a vision statement and design a change project using a systems perspective.  
8. I have a good understanding of the five stages of change and the needs of individuals at each stage.  
9. I know how to apply phased implementation to lead a change project.  

Leading in Context  
10. I understand how to partner with stakeholders who have diverse viewpoints to facilitate positive 

relationships.  
11. I can use an ecomapping process to identify and assess partner relationships for change projects.  
12. I know how to manage and resolve conflicts in a constructive manner and create a safe environment for 

the expression of diverse opinions.  
13. I can effectively negotiate, influence, and partner with team members.  
14. I know how to build relationships with partners while applying cultural humility and the Principles of 

Partnership.   
Leading for Results  

15. I know how to use data in decision-making.   
16. I understand how to use data to evaluate racial disparities in service delivery and workforce 

development.  
17. I can describe how the Plan-Do-Study-Act (PDSA) cycle is used in implementation.   
18. I can identify data source(s) to measure the progress and outcomes of change efforts.  

Leading People  
19. I understand the role leaders have in creating a stable, committed, and competent workforce.   
20. I can describe strategies for helping to build resilience in my staff.  
21. I know how to create a culture that supports leadership at all levels.  
22. I can foster an inclusive workplace where diversity and individual differences are valued.  

 
23 National Child Welfare Workforce Institute. (2020). Leadership Academy: Training Competencies [Unpublished measure]. 
Albany, NY. 
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Leadership Competencies24 

• Target Audience: All participants 
• Possible Time Points: Pre- and post-training, follow up 
• Instructions: This assessment allows you to reflect on your own leadership style, approach, and skills 

through the lens of the NCWWI Leadership Competency Framework. It is designed to help you better 
understand your leadership strengths and areas for development. Please indicate, on a 5-point 
scale, how frequently you engage in the following behaviors at work.    

• Rating Scale: 1 = Almost Never, 2 = Sometimes, 3 = About Half the Time, 4 = Usually, 5 = Almost 
Always, 0 = Have Not Had the Opportunity to Do 

 
Leadership Fundamentals 

1. Listen carefully to input and feedback from others   
2. Communicate effectively with all levels of staff   
3. Influence others in the agency to translate vision into action   
4. Treat others with courtesy, sensitivity, and respect   
5. Set a personal example of what you expect from others   
6. Behave in an honest, fair, and ethical manner   
7. Consider how a policy, practice, or procedure impacts racially diverse individuals   
8. Promote equity by engaging staff with diverse perspectives in organizational decision-making   

Leading in Context 
1. Collaborate internally and externally to build relationships and achieve common goals   
2. Operate skillfully within the political environment to address issues   
3. Advocate for a position and gains cooperation   
4. Manage and resolve conflicts and disagreements in a constructive manner   
5. Solicit diverse perspectives to foster an inclusive organizational culture   

Leading People 
1. Stay calm and clear-headed under high stress or during a crisis   
2. Provide opportunities for staff development and growth   
3. Give people the right amount of freedom and choice in determining how to do their work   
4. Encourage people to work collaboratively to achieve goals   
5. Foster an inclusive environment that values all types of diversity and opinion   
6. Contribute to a positive organizational climate   
7. Encourage dialogue and learning opportunities to advance equity and inclusion among the 
workforce   

Leading for Results 
1. Hold staff accountable for high-quality and timely results   
2. Use data to inform strategies for racially equitable service delivery   
3. Make data-informed and timely decisions   
4. Set high standards of performance and strives to achieve them   

 
24 Rienks, S. L., Leake, R., Grenier, A., & Armendariz, S. (2020). Leadership Academy 360 Feedback Assessment: Leadership 
Competencies [Unpublished measure]. National Child Welfare Workforce Institute: Albany, NY. 
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5. Set work priorities while considering resource requirements   
6. Engage in dialogue to explore alternative solutions to problems   

Leading Change 
1. Encourage new ideas and innovations   
2. Willing to question or improve upon existing processes or approaches   
3. Demonstrate awareness of how local, state, and national policies and trends might affect the 
agency   
4. Readily adapt to new information, changing conditions, or unexpected obstacles   
5. Monitor progress on change efforts (or initiatives) and makes course corrections as needed   
6. Take action to improve policy, practice, or procedures to positively impact racially diverse staff   
7. Generate buy-in with staff around proposed system or practice changes   

Open-Ended Questions 

1. What do you consider to be your greatest leadership strengths?  

2. What areas of your leadership would you like to work on or improve?  

 

Ideal Self as Leader 

• Target Audience: All participants 
• Possible Time Points: Pre- and post-training; 6- or 12-month follow up 
• Instructions: Indicate on the sliding scale how closely you resemble your ideal self as a leader. 

 
0= I am not at all close to my ideal self as a leader  10= I very closely resemble my ideal self as a leader  

0  1  2  3  4  5  6  7  8  9  10  
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Change Projects25 

• Target Audience: Participants who developed or implemented a change project 
• Possible Time Points: Post-training, follow up 

 
Change Projects (post-training version) 

1. Did you develop or implement a change project as part of your participation in the Leadership 
Academy?  

(if “no”) If you did not develop or implement a change project, what barriers prevented you 
from doing so? (open-ended then skip the rest of the change project questions and go to 
Coaching) 

2. Please briefly describe your change project in a few sentences. (open-ended) 

Instructions: Please indicate the extent to which you agree with the following statements. 
Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree, -99 = N/A  

3. There was adequate time to plan the details of my change project. 

4. I am satisfied with the support I have received from my supervisor about implementing my change 
project. 

5. I don’t know how to move forward with implementing my change project. (Reverse code for analysis) 

6. At work, I have the supports that I need to implement my change project. 

7. I’m too busy at work to focus on implementing my change project. (Reverse code for analysis) 

8. I will be able to successfully implement my change project.   

9. What is your top concern about implementing your change project? (open-ended) 

10. What additional information would have been helpful to make the process of developing or 
implementing your change project easier? (open-ended) 

 
 
  

 
25 National Child Welfare Workforce Institute. (2021). Leadership Academy: Change Projects Assessment [Unpublished 
measure]. Albany, NY. 
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Change Projects (version to administer at follow up) 

1. Did you develop or implement a change project as part of your participation in the Leadership 
Academy? (yes/no; if “no”  skip all questions about change project) 

2. (if “yes” ) Has the focus of your change project changed since you first developed it? (yes/no) 

3. (if “yes” ) When did it change and why? (open-ended) 

4. Please briefly describe your change project in a few sentences. (open-ended) 

Instructions: Please indicate the extent to which you agree with the following statements. 
Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree, -99 = N/A  

5. I am satisfied with the support I have received from my supervisor about implementing my change 
project. 

6. I don’t know how to move forward with implementing my change project. (Reverse code for analysis) 

7. At work, I have the supports that I need to implement my change project. 

8. I’m too busy at work to focus on implementing my change project. (Reverse code for analysis) 

9. I was able to successfully implement my change project.   

10. When you consider your work on implementing your change project, what have been your greatest 
successes? (open-ended) 

11. Since completing the Leadership Academy, what have been your greatest challenges and/or barriers 
in implementing your change project? (open-ended) 
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Coaching Assessment26 

• Target Audience: Participants who received at least one coaching session during the LA 
• Possible Time Points: Post-training, follow up 
• Instructions: We would like to hear about your experience with the coaching you have received since 

you began the Leadership Academy and up to the time you concluded the final learning module.   
 

1. Approximately how many coaching sessions have you had? (if “none,” skip all questions on 
this section)  

        None      One      Two      Three      Four      Five      Six        Seven      Eight      Nine or more  
  
2. Approximately how long did each coaching session last on average?  
_____ Less than 30 minutes  
_____ 30 minutes  
_____ 60 minutes  
_____ 90 minutes  
_____ More than 90 minutes  
  
3. When averaging over all coaching sessions, what percentage of time would you say you spent 

on each of the following (percent of time should add up to 100%):  
_____% Development of my change project (action plan, logic model, thinking through issues)   
_____% Issues related to implementation of my change project   
_____% Development of adaptive leadership skills  
_____% Discussing how to practice self-awareness and/or use of self  
_____% Other (please describe):  ____________________  
 

Instructions: Please indicate, on a 4-point scale, the extent to which you agree with the following statements.  
Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree, -99 = N/A 

Coaching Assessment 

1. Participating in the 360˚ Assessment was helpful for my leadership development. If applicable 
2. I am satisfied with the coaching I received around my 360˚ Assessment results. If applicable 
3. The coaching sessions supported me in creating a Leadership Development Plan.  
4. The coaching sessions helped me understand my strengths/challenges as a leader.  
5. My coach checked in to see how I was applying what I learned in the Leadership Academy to my 

work.   
6. The coaching sessions helped me develop and implement my change project.   
7. The coaching sessions were a good use of my time.  
8. Overall, I am satisfied with my coaching experience.    

Open-Ended Questions 
9. Please describe what was most helpful about your coaching experience in general.  

 
26 National Child Welfare Workforce Institute. (2020). Leadership Academy: Coaching Assessment [Unpublished measure]. 
Albany, NY. 
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10. Please share your suggestions for how coaching could be more helpful.  

Leadership Development Plan 

• Target Audience: Participants who received at least one coaching session during the LA 
• Potential Time Points: Post-training, follow-up 

 
Leadership Development Plan 

1. Did you discuss leadership development goals with your coach?  
(yes/no; if “no” skip all Leadership Development Plan questions) 

2. (if “yes”) Did you put your goals into a written plan?  
(yes/no; if “no” skip all Leadership Development Plan questions) 

3. (if “yes”) To what extent was that Leadership Development Plan helpful for your leadership growth?  
(1 = Not Very Helpful; 2 = Somewhat Helpful; 3 = Very Helpful) 

4. I have achieved the goals I set for myself in my Leadership Development Plan.  
(1 = Strongly Disagree; 2 = Disagree; 3 = Agree; 4 = Strongly Agree) 

5. (if “strongly disagree” or “disagree”) I am confident that I can achieve the goals I set for myself in my 
Leadership Development Plan. (1 = Strongly Disagree; 2 = Disagree; 3 = Agree; 4 = Strongly Agree) 

 

Learning Transfer Factors27 

• Target Audience: All participants 
• Potential Time Points: Post-training 
• Instructions: This section asks about your experience using what was taught in the Leadership 

Academy. Please indicate your level of agreement with the following statements. 
• Rating Scale: 1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree 

 

Learning Transfer Factors  
Relevance/Applicability/Motivation  
1. The Leadership Academy was relevant to my job.  
2. During the training, I was thinking of ways I could apply the training content to the job.  
3. During the training, it was useful to discuss ideas with other people.  
4. As a result of participating in the Leadership Academy, I have developed new skills.  
5. As a result of participating in the Leadership Academy, I have been (or will be) more effective in my 

work.  
 

27 National Child Welfare Workforce Institute. (2021). Leadership Academy: Learning Transfer Factors [Unpublished 
measure]. Albany, NY. 



NCWWI.ORG 2022 
 

33 
Leadership Academy 

Evaluation Guide 

6. I am motivated to use what I learned in the Leadership Academy.  
7. I have already used some of what I learned in the Leadership Academy on the job.  
Workplace Transfer Support  
8. I feel supported by my supervisor in developing my leadership skills.  
9. My co-workers are supportive of my efforts to become a better child welfare leader.  
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APPENDIX C:  
LA Evaluation Interview and Focus Group Questions 

Participant Experience 

Target Audience: All participants 
Potential Time Points: Post-Training or Follow-Up 
Instructions: This set of questions is designed to understand participants’ experience broadly: how they 
liked the format, whether content was relevant and was new or familiar, what helped or hindered 
participation, and whether it was helpful to go through the LA with colleagues.   

 

 Can you share about your experience going through the Leadership Academy? 

Follow-up Questions if not already addressed: 

a. What worked well or didn’t work well about the format (both the online learning and face-to-face 
interaction)?  

b. What worked well or didn’t work well about the facilitation? 
c. What did you think about the content? Was it relevant to the work you do? What was already 

familiar and what would you have liked to spend more time on?  
d. Were there any agency-related factors that supported or hindered your participation? 
e. How was your experience going through the Leadership Academy with colleagues? Where did you 

have the most opportunity to interact, and was there anything you learned from others? 
f. Is there anything else you’d like to share about your experience?   

Coaching 

Target Audience: All participants 
Potential Time Points: Post-Training or Follow-Up 
Instructions: This set of questions is designed to understand participants’ experience with coaching and 
360s (if applicable). 

 

 Can you tell me about your experience with your Coach?  

Follow-up Questions if not already addressed: 

a. To what extent was coaching helpful for understanding and growing your strengths as a leader and 
for implementing a change project? 

b. How could coaching be improved? 
c. How helpful for your leadership development was it to participate in the 360 Feedback process?  
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Change Project 

Target Audience: All participants 
Potential Time Points: Post-Training or Follow-Up 
Instructions: This set of questions is designed to learn more about participants’ change projects. 

 

 Please tell me about the change project you developed as part of the Leadership Academy. What 
workforce issue does it address? 

Follow-up Questions if not already addressed: 

a. To what extent have you been able to implement your change project and what are the indicators of 
successful implementation?  

b. To what extent have others at work (peers, supervisor) supported you in implementing your change 
project? 

c. Have you experienced any barriers to implementing your change project? If so, how have you (or 
how do you plan to) address them? 

 

Learning Application 

Target Audience: All participants 
Potential Time Points: Follow-Up 
Instructions: This set of questions is designed to understand whether participants are using what they 
learned. 

 

 In what ways have you applied Leadership Academy teachings/content to your work in general or to 
your change project? 

Follow-up Questions if not already addressed: 

a. Do you feel that attending the Academy was a good use of your time and why? What role has it 
played in your professional development? 

b. Have you shared anything you learned with others at work? Can you give an example? 
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Introduction to This Guide 
Organizations that receive federal grants to implement child welfare programs are generally required 
to conduct systematic program evaluations of their funded projects. Those that are new to the world 
of federal funding or have limited evaluation experience may need resources to help design and 
implement comprehensive, high-quality evaluations. Moreover, experienced researchers and 
program evaluators who have not worked in the child welfare field may also benefit from information 
about how to design evaluations specific to the child welfare context.  


Since the original publication of the Evaluation Resource Guide in 2011, the quantity and quality of 
resources on program evaluation and related fields has grown considerably. This revised and 
expanded guide offers an up-to-date list of resources that can be used to inform and enhance the 
evaluations of child welfare initiatives funded through the Children’s Bureau discretionary grant 
program.1


1 See https://www.acf.hhs.gov/cb/grants/discretionary-grant for more information about CB’s discretionary grants program. 


 While the guide includes information that is particularly relevant to grantees and others in 
the child welfare field, it also serves as a general resource for researchers and evaluators in a range 
of health and human service fields.  


The guide’s user-friendly format allows readers to easily locate resources of interest: 


• Click in the table of contents to navigate to a specific topic. 


• Each section lists free, online resources, followed by widely available print publications, if 
applicable. Most resources are listed alphabetically, except where resources that are particularly 
pertinent to child welfare audiences are listed first. 


• Titles of online resources are hyperlinked; click on a title to visit the resource. 


• The appendix includes a summary matrix of all online resources included in the guide. 


______ 



https://www.acf.hhs.gov/cb/grants/discretionary-grant
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Understanding Program Evaluation 
This section includes resources on program evaluation and applied research. It begins with 
resources that provide an overview of program evaluation, followed by resources specific to the child 
welfare field. It then lists resources on key components of a high-quality program evaluation or 
related research activities: needs assessments, logic models, theories of change, evaluability 
assessments, assessment of program implementation and fidelity, cost analyses/cost studies, and 
building evidence of program effectiveness.  


General Resources on Program Evaluation  
The resources in this subsection provide a general overview of program evaluation concepts and 
activities, including design guidelines and toolkits. These resources are most relevant to 
nonresearch audiences, such as program staff and managers, interested in building their personal or 
organizational evaluation knowledge and capacity. 


Electronic Resources 
Program Manager’s Guide to Evaluation, 2nd Edition 


U.S. Department of Health and Human Services, Administration for Children and Families, Office of 
Planning, Research and Evaluation, 2010 


This comprehensive guide reviews the purpose and roles of program evaluation and strategies for 
identifying an evaluator and managing the evaluation process, developing a logic model and 
evaluation plan, reporting evaluation findings, and using evaluation results to improve programs that 
benefit children and families. 


The Administration for Children and Families Common Framework for Research and 
Evaluation 


U.S. Department of Health and Human Services, Administration for Children and Families, Office of 
Planning, Research and Evaluation, 2016 


This document outlines approaches to conducting research and evaluation to generate knowledge 
and answer empirical questions about human service programs and services. It describes two broad 
categories of research and evaluation—descriptive research and impact research—including their 
purposes, empirical and theoretical justifications, and quality of evidence that can be generated from 
them. 



https://www.acf.hhs.gov/opre/resource/the-administration-for-children-families-common-framework-for-research-and-evaluation

https://www.acf.hhs.gov/opre/resource/the-program-managers-guide-to-evaluation-second-edition
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The Step-by-Step Guide to Evaluation: How to Become Savvy Evaluation Consumers 


W. K. Kellogg Foundation, 2017 


This updated guide is designed for grantees, nonprofits, and community organizations with little or 
no formal evaluation experience. It covers evaluation basics such as selecting an appropriate 
research design, understanding the importance of community engagement and racial equity in the 
evaluation process, and communicating evaluation findings. 


Basic Guide to Program Evaluation 


McNamara, C., Authenticity Consulting LLC, adapted from the Field Guide to Nonprofit Program 
Design, Marketing and Evaluation, n.d. 


Helpful to both for-profit and nonprofit programs, this web-based document offers strategies to plan 
and implement evaluations. The guide discusses when program evaluation is most helpful, who 
should carry out the evaluation, basic components of an evaluation plan, how to select the most 
effective methods, and how to avoid common evaluation pitfalls. 


BetterEvaluation  


Australia and New Zealand School of Government 


The BetterEvaluation website was developed to improve the practice and theory of evaluation by 
creating and curating information on evaluation methods and processes to strengthen evaluation 
capacity. The website supports three connected areas of activity: evaluation practice, evaluation 
capacity strengthening, and research and development in evaluation.  


Building Evaluation Capacity in Human Services Organizations 


James Bell Associates, 2013 


This brief offers steps to improve an organization’s internal capabilities in data collection, analysis, 
and reporting. It also offers suggestions for increasing buy-in to the evaluation process among 
frontline staff and managers and for enhancing the credibility of evaluation findings. 


Evaluative Thinking 


The Bruener Foundation 


Developed and supported by the Bruener Foundation for nonprofit funders and their partners, 
Evaluative Thinking is a portal to resources on evaluation capacity building and evaluative thinking to 
promote better organizational planning and decision making. Resources include an Evaluation 



https://www.wkkf.org/resource-directory/resource/2010/w-k-kellogg-foundation-evaluation-handbook

https://managementhelp.org/evaluation/program-evaluation-guide.htm

https://www.acf.hhs.gov/cb/resource/building-evaluation-capacity

http://www.evaluativethinking.org/

https://www.betterevaluation.org





 


Evaluation Resource Guide for Children’s Bureau Discretionary Grantees 4 


Capacity Building Clearinghouse and instructional bulletins on topics such as survey development, 
interviews, observational techniques, and case record reviews. 


Introduction to Program Evaluation for Public Health Programs: A Self-Study Guide 


Centers for Disease Control and Prevention, Program Performance and Evaluation Office, 2011 


This web-based resource is based on the Centers for Disease Control and Prevention Framework 
for Program Evaluation in Public Health. It links to a 100-page manual with chapters on how to 
engage stakeholders, clarify a program, design an evaluation, gather credible evidence, draw 
conclusions, and share findings. 


The 2002 User-Friendly Handbook for Project Evaluation 


National Science Foundation, Division of Research, Evaluation, and Communication, 2002 


This handbook defines program evaluation, identifies key components of an evaluation, and 
explores important issues to consider when planning an evaluation. The handbook is divided into 
four main sections: (1) evaluation and types of evaluation, (2) steps in conducting an evaluation, (3) 
overview of qualitative and quantitative methods, and (4) strategies for implementing a culturally 
responsive evaluation. The handbook also includes a glossary of commonly used evaluation terms. 


Web Center for Social Research Methods 


Cornell University, Cornell Office for Research on Evaluation 


This comprehensive portal links to information on a range of design and methodological topics for 
social science researchers and evaluators. Highlights include (1) a research and evaluation 
“knowledge database” that covers topics such as defining a research question, sampling, 
measurement, research design, and data analysis; (2) research method tutorials on subjects such as 
sampling, internal and external validity, and construct validity; (3) an online statistical advisor that 
helps users select appropriate statistical tests for their data; (4) a resource guide for concept 
mapping; and (5) a “simulation handbook” that includes a manual and computer exercises for 
researchers interested in running simple computer simulations as part of applied social science 
research designs. 


  



https://www.cdc.gov/eval/guide/introduction/index.htm

https://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf02057

http://www.socialresearchmethods.net/
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What’s the Difference? Understanding Process and Outcome Evaluation 


James Bell Associates, 2007 


This brief defines the key differences between a process evaluation (which focuses on early startup 
and program implementation) and an outcome evaluation (which focuses on longer term program 
results), and outlines the steps to conduct each in a systematic manner.  


Print Resources 
Bamberger, M., Rugh, J., Church, M., & Fort, L. (2004). Shoestring evaluation: Designing impact 


evaluations under budget, time, and data constraints. American Journal of Evaluation, 25, 5–37. 
doi.org/10.1177%2F109821400402500102 


Barrett, N. F. (2015). Program evaluation: A step-by-step guide (Revised ed.). Springfield, IL: 
Sunnycrest Press. 


Davidson, E. J. (2005). Evaluation methodology basics: The nuts and bolts of sound evaluation. 
Newbury Park, CA: Sage Publications. 


Engel, R. J., & Shutt, R. K. (2017.) The practice of research in social work (4th ed.). Thousand Oaks, 
CA: Sage Publications. 


Fraser, M. W., Richman, J. M., Galinsky, M. J., & Day, S. H. (2009). Intervention research: 
Developing social programs. New York, NY: Oxford University Press. 


National Institutes of Health Office of Behavioral and Social Sciences Research. (2018). Best 
practices for mixed methods research in the health sciences (2nd ed.). Bethesda, MD: Author. 


Newcomer, K. E., Hatry, H. P., & Wholey J. S. (2015). Handbook of practical program evaluation 
(3rd ed.). Hoboken, NJ: John Wiley & Sons. 


Patton, M. Q. (2008). Utilization-focused evaluation: The new century text (4th ed.). Thousand Oaks, 
CA: Sage Publications. 


Rossi, P., Lipsey, M. W., & Freeman, H. E. (2004). Evaluation: A systematic approach (7th ed.). 
Thousand Oaks, CA: Sage Publications. 



https://www.jbassoc.com/resource/whats-difference-understanding-process-outcome-evaluation/

https://doi.org/10.1177%2F109821400402500102
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Evaluation in Child Welfare Contexts 
While extensive resources are available for designing and implementing program evaluations in an 
array of human services fields, this section emphasizes resources that are especially relevant to 
evaluating child welfare services and programs. Additional resources relevant to child welfare may 
also be found in other sections of the guide, and the matrix at the end of the guide highlights 
resources that are particularly relevant to child welfare evaluation. 


Electronic Resources 
Building Capacity to Improve Program Evaluation in Child Welfare 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau 


This website provides links that help answer important questions about program design, capacity, 
collaboration, implementation, participation, service delivery, and effectiveness. Many resources 
offer practical tools specifically for program directors and evaluators of Children’s Bureau-supported 
grants, and others offer a broader view for practitioners, faculty, community members, students, and 
agency leadership.  


Child Welfare Evaluation Virtual Summit Series 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau 


This series of 17 videos combines illustration, animation, motion graphics, and content to tackle 
evaluation-related topics that are pertinent to the child welfare field, including cost analysis, 
constructing meaningful comparison groups, and conducting evaluations in tribal communities. The 
videos propose solutions to common evaluation challenges, such as overcoming concerns about 
data sharing, and direct viewers to additional tools and resources. The videos are intended to build 
evaluation capacity among child welfare organizations and promote dialogue among Children’s 
Bureau discretionary grantees and other evaluation stakeholders. 


Critical Issues in Evaluating Child Welfare Programs 


James Bell Associates, 2009  


This brief compiles lessons learned from evaluations of Children’s Bureau discretionary grant 
programs. It outlines common challenges in designing and implementing evaluations in a child 
welfare context and identifies strategies to overcome barriers and strengthen evaluations. 



https://www.acf.hhs.gov/cb/capacity/program-evaluation

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit

https://www.acf.hhs.gov/cb/resource/evaluating-child-welfare-programs
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Evaluating Systems and Organizational Change in Child Welfare Settings 


James Bell Associates, 2016 


Child welfare improvement efforts often occur in complex organizational environments. This brief 
draws on the current evaluation literature and the experiences of Children’s Bureau discretionary 
grantees to outline strategies to evaluate system-level and organizational changes in child welfare 
settings. An At-a-Glance supplemental resource for this brief is also available. 


FRIENDS Evaluation Toolkit 


FRIENDS National Center for Community-Based Child Abuse Prevention  


This toolkit can help program managers, administrators, and other interested parties develop and 
implement evaluation processes that are useful in daily practice and provide evidence that the 
programs positively affect the lives of children and families. Toolkit topics include designing an 
evaluation plan, building a logic model, and identifying outcomes and indicators. The toolkit also 
includes a compendium of annotated measurement instruments for evaluating child abuse 
prevention-related outcomes. 


FRIENDS Online Learning Center 


FRIENDS National Center for Community-Based Child Abuse Prevention 


The FRIENDS Online Learning Center provides high-quality, subject-specific training free of charge 
for National Center for Community-Based Child Abuse Prevention state lead agencies, their 
grantees, and other child welfare organizations. It offers access to continuing education and 
professional development opportunities on topics such as continuous quality improvement (CQI), 
data collection and analysis, logic models, and building evidence for effective maltreatment 
prevention programs. 


A Roadmap for Collaborative and Effective Evaluation in Tribal Communities 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau, Child Welfare Research and Evaluation Tribal Workgroup, 2013 


This document presents an approach to program evaluation in tribal communities that is culturally 
relevant, is driven by the needs and interests of tribal nations, and draws on effective evaluation 
methods informed by indigenous practices. The accompanying video shows representatives from 
the Children’s Bureau Tribal Workgroup unveiling the document’s roadmap to an audience at the 
Tribal Early Childhood Research Center Summer Institute at Johns Hopkins University. 



https://www.acf.hhs.gov/cb/resource/evaluating-systems-change-brief

https://www.acf.hhs.gov/cb/resource/evaluating-systems-change-infographic

https://www.friendsnrc.org/evaluation-toolkit

https://friendsnrcelearning.remote-learner.net/

https://www.acf.hhs.gov/cb/resource/tribal-workgroup

https://www.youtube.com/watch?v=dRDHpKYZOmY&feature=youtu.be
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Needs Assessments 
This subsection highlights resources on conducting a needs assessment for a target population or 
community and identifying gaps in an existing service continuum. Needs assessments are typically 
conducted before a program is designed and implemented, and they often employ the same 
research and data collection tools as a program evaluation, which assesses the degree to which a 
program has addressed the identified needs. 


Electronic Resources 
Community Needs Assessment 


Child Welfare Information Gateway 


This website compiles resources on conducting needs assessments and includes examples of 
community and statewide needs assessments, such as the following:  


• Early Childhood Needs and Resources Community Assessment Tool, National League of Cities 


• Planning and Program Development: Community Needs Assessment, Office for Victims of 
Crime, U.S. Department of Justice 


Program Assessment 


FRIENDS National Center for Community-Based Child Abuse Prevention  


This web page includes a brief overview of the benefits of conducting a needs assessment. It also 
provides links to resources to help jurisdictions conduct systematic self-assessments and use their 
findings to encourage CQI, including the following:  


• Selecting a Family Support and Strengthening Program Assessment Tool: An Overview for 
Program Leaders and Funders, by the Center for the Study of Social Policy, FRIENDS, and the 
National Network of Family Support and Strengthening Networks 


• Understanding the Role of Program Assessment in Child Abuse Prevention: Tools for Peer 
Review and Beyond, by FRIENDS 


• Standards of Quality for Family Strengthening and Support: Program Self-Assessment, by 
California Network of Family Strengthening Networks 


• The Strengthening Families Self-Assessment Tool for Community-Based Programs, by the 
Center for the Study of Social Policy 


  



https://www.childwelfare.gov/topics/systemwide/assessment/community/

https://www.friendsnrc.org/program-assessment
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Assessing Community Needs and Resources  


University of Kansas, Center for Community Health and Development  


This free online resource offers tips and tools to build healthier communities and foster social 
change. It includes guidance on assessing community needs and resources and provides concrete 
examples of needs assessments completed both in the United States and abroad. 


Best Practices for Conducting a Needs and Resource Assessment: Tip Sheet 


Healthy Teen Network, 2011 


This tip sheet reviews best practices for conducting a community needs assessment. The document 
outlines the essential steps in the needs assessment process, including establishing a needs 
assessment workgroup, developing a data collection plan, and linking assessment findings to a logic 
model.  


Checklist for Conducting Needs Assessment Surveys 


U.S. Department of Health and Human Services, Administration for Children and Families, Early 
Childhood Learning and Knowledge Center, 2018 


This checklist helps users determine when and how to conduct a needs assessment. 


Community Needs Assessment: Participant Workbook  


Centers for Disease Control and Prevention, 2013 


This free, downloadable workbook provides guidance on assessing community needs and 
resources. The workbook consists of several modules that instruct users on each phase of the 
needs assessment process, including initial planning, reviewing available data, and creating a 
community action plan. 


Conducting a Community Assessment 


U.S. Department of Health and Human Services, Administration for Children and Families, Office of 
Community Services, Compassion Capital Fund National Resource Center, 2010 


This resource reviews the benefits of conducting a community needs assessment and the process 
for conducting one. The appendices include examples of a memorandum of understanding, 
worksheets for planning an assessment, tips on locating secondary information sources and 
determining key findings, and an action plan template. 



https://ctb.ku.edu/en/assessing-community-needs-and-resources

https://www.healthyteennetwork.org/resources/tip-sheet-needs-and-resource-assessment/

https://eclkc.ohs.acf.hhs.gov/fiscal-management/article/checklist-conducting-needs-assessment-surveys-developing-plan-identifying

https://www.cdc.gov/globalhealth/healthprotection/fetp/training_modules/15/community-needs_pw_final_9252013.pdf

http://www.strengtheningnonprofits.org/resources/guidebooks/Community_Assessment.pdf
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Print Resources 
Altschuld, J. W. (2010). The needs assessment kit. Thousand Oaks, CA: Sage Publications. 


Kaufman, R., & Guerra-Lopez, I. (2013). Needs assessment for organizational success. Alexandria, 
VA: American Society for Training and Development. 


Royse, D., Staton-Tindall, M., Badger, K., & Webster, M. (2009). Needs assessment: Pocket guide 
to social work research methods. New York, NY: Oxford University Press. 


Sleezer, C. M., Russ-Eft, D. F., & Gupta, K. (2014). A practical guide to needs assessment (3rd ed.). 
San Francisco, CA: John Wiley & Sons. 


Stoecker, R. (2013). Research methods for community change (2nd ed.). Thousand Oaks, CA: Sage 
Publications. 


Logic Models 
This subsection lists resources on logic models, which can serve as “roadmaps” for designing a 
program evaluation and assessing its progress. Logic models typically identify key program inputs 
and activities, their outputs and short-term outcomes, and intermediate and long-term outcomes for 
the program’s target population.  


Electronic Resources 
Developing a Logic Model 


James Bell Associates, 2007 


This brief describes the purpose and components of logic models. It outlines reasons for developing 
a logic model, identifies key logic model components, and provides examples of both client- and 
systems-level logic models in child welfare program contexts. 


Logic Model Builder 


FRIENDS National Resource Center for Community-Based Child Abuse Prevention and the Child 
Welfare Information Gateway 


The Logic Model Builder, a component of FRIENDS’ comprehensive Evaluation Toolkit, is a step-by-
step guide through the process of developing a logic model to facilitate program evaluation activities 
for child abuse and neglect prevention, family support, parenting, and postadoption services 



https://www.jbassoc.com/resource/developing-logic-model-2/

https://www.childwelfare.gov/topics/preventing/evaluating/toolkit/





 


Evaluation Resource Guide for Children’s Bureau Discretionary Grantees 11 


programs. It includes the following components: program vision, target populations, population 
needs, services offered, resources, assumptions, outcomes, indicators, and measurement tools. 


Logic Model Development Guide 


W. K. Kellogg Foundation, 2004 


This guide provides practical assistance to nonprofits that seek to demonstrate the effectiveness of 
their programs by conducting outcome-oriented evaluations. The guide reviews the basic principles 
of logic models and their role in enhancing program planning, implementation, and dissemination 
activities. 


Logic Models 


University of Wisconsin-Extension, Program Development and Evaluation Unit 


This website offers a comprehensive set of resources on developing and interpreting logic models, 
including templates and a teaching and training guide. It also hosts an online course that instructs 
program practitioners on how to build and apply logic models. 


Print Resources 
Epstein, D., & Klerman, J. A. (2012). When is a program ready for rigorous impact evaluation? The 


role of a falsifiable logic model. Evaluation Review, 36(5), 375–401. 
doi.org/10.1177%2F0193841X12474275 


Frechtling, J. A. (2007). Logic modeling methods in program evaluation. San Francisco, CA: John 
Wiley & Sons. 


Knowlton, L. W., & Phillips, C. C. (2013). The logic model guidebook: Better strategies for great 
results (2nd ed.). Los Angeles, CA: Sage Publications. 


Theories of Change 
Often regarded as a precursor to logic models, theories of change articulate the theoretical 
underpinnings of an intervention by describing how it addresses the needs of a target community or 
population and by formulating the logical linkages between specific activities and desired results. 
These linkages and results can then be operationalized into the evaluation “language” of outputs and 
outcomes in a subsequent logic model.  



https://www.wkkf.org/resource-directory/resource/2006/02/wk-kellogg-foundation-logic-model-development-guide

https://fyi.uwex.edu/programdevelopment/logic-models/

https://doi.org/10.1177%2F0193841X12474275
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Electronic Resources 
Theory of Change 


Capacity Building Center for States, 2018 


This monograph—targeted to child welfare agency leaders, managers, and service partners—
defines a theory of change and explains its importance for implementing effective programs and 
systems change. It outlines the steps to create a theory of change that addresses an identified 
problem or opportunity for improvement, charts pathways of change, and articulates assumptions 
regarding why and how a chosen intervention or strategy is expected to succeed. 


Mapping Change: Using a Theory of Change to Guide Planning and Evaluation 


Mackinnon, A., & Amott, N., Grantcraft, 2006 


This document describes the difference between logic models and theories of change, explains the 
role of theories of change in evaluation planning, provides a detailed example of a theory of change 
developed by a grantee organization, and addresses commonly asked questions about theories of 
change.  


Theory of Change: Methodological Briefs 


Rogers, P., UNICEF, 2014 


This document helps international aid organizations understand and develop theories of change. It 
describes an ongoing process for revisiting and modifying a theory of change over time in response 
to implementation challenges and evolving organizational and systems contexts.  


What Is Theory of Change?  


ActKnowledge 


The website of the Center for Theory of Change, a nonprofit organization established by 
ActKnowledge, explains the creation and use of theories of change in the context of international 
development, education, and human rights campaigns. It includes information on an online software 
tool for developing theories of change. 


Print Resources 
Dhillon, L., & Vaca, S. (2018). Refining theories of change. Journal of Multidisciplinary Evaluation, 


14(30), 64–87. 



https://capacity.childwelfare.gov/states/focus-areas/cqi/change-implementation/theory-of-change/

http://www.grantcraft.org/guides/mapping-change

https://www.unicef-irc.org/publications/747-theory-of-change-methodological-briefs-impact-evaluation-no-2.html

http://www.theoryofchange.org/what-is-theory-of-change/





 


Evaluation Resource Guide for Children’s Bureau Discretionary Grantees 13 


Funnell, S. C., & Rogers, P. J. (2011). Purposeful program theory: Effective use of theories of 
change and logic models. San Francisco, CA: Jossey-Bass/Wiley. 


Evaluability Assessments 
This subsection provides resources on evaluability assessments, a process through which 
evaluators, program staff, and other stakeholders review and clarify program models to ensure their 
core components are clearly articulated and ready to undergo more rigorous program evaluation. An 
evaluability assessment is a critical step in building the evidence base for effective child welfare 
programs and practices. 


Electronic Resources 
Evaluability Assessment: Examining the Readiness of a Program for Evaluation 


Office of Juvenile Justice and Delinquency Prevention, Juvenile Justice Evaluation Center and 
Justice Research and Statistics Association, 2003 


This document introduces the concept of evaluability assessment to program managers and details 
a process to help programs determine whether service models are ready for evaluation, and what 
type of evaluation is most appropriate. 


Evaluability Assessment for Impact Evaluation: Guidance, Checklists, and Decision Support 


Peersman, G., Guijt, I., & Pasanen, T., The Methods Lab, 2015 


This online guide describes the process of conducting an evaluability assessment to determine 
whether a program is ready for an impact evaluation, along with key steps in planning an impact 
evaluation. It includes checklists for use during the evaluability assessment process and 
recommendations for using the results from an evaluability assessment.  


Planning Evaluability Assessments: A Synthesis of the Literature With Recommendations 


United Kingdom Department of International Development, 2013 


This report describes the results of a review of evaluability assessment research. It compares, 
contrasts, and identifies commonalities in different approaches to evaluability assessment, and 
offers recommendations for conducting future assessments. 


 



http://www.jrsa.org/pubs/juv-justice/evaluability-assessment.pdf

https://www.odi.org/publications/9442-evaluability-assessment-impact-evaluation-guidance-checklists-and-decision-support

https://www.gov.uk/dfid-research-outputs/planning-evaluability-assessments-a-synthesis-of-the-literature-with-recommendations-dfid-working-paper-40
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Program Evaluability Assessment Checklist 


Clearinghouse for Military Family Readiness, n.d. 


This brief checklist guides program and evaluation staff through a series of questions to support the 
assessment of a service model’s strengths and potential areas for improvement. It can be used to 
assess a program model’s readiness to undergo a comprehensive outcome evaluation by 
determining the degree to which the program model has been fully operationalized. 


Assessment of Program Implementation and 
Fidelity 
This subsection includes resources on measuring program implementation and fidelity. Fidelity 
examines the degree to which a program has been implemented as intended. The assessment of 
implementation and fidelity is a critical part of a comprehensive evaluation because it identifies 
important mediating variables and implementation factors that affect short- and long-term program 
outcomes. 


Electronic Resources 
National Implementation Research Network (NIRN) 


University of North Carolina at Chapel Hill, FPG Child Development Institute 


NIRN seeks to improve the implementation of evidence-based programs and practices. Its website 
provides a variety of resources on measuring implementation and program fidelity, including briefs, 
white papers, presentations, and videos. 


Measuring Implementation Fidelity 


James Bell Associates, 2009 


This brief provides an overview of implementation fidelity and underscores its importance in 
identifying and understanding client, program, organizational, and contextual factors that influence 
program outcomes. Fidelity is explored across five dimensions: adherence, exposure, quality of 
delivery, participant responsiveness, and program differentiation. 


 



https://militaryfamilies.psu.edu/wp-content/uploads/2017/11/Program_Evaluability_Assessment_Checklist-9-9-17.pdf

https://nirn.fpg.unc.edu/

https://www.acf.hhs.gov/cb/resource/measuring-implementation-fidelity
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Fidelity 101: How to Develop, Validate and Use Fidelity Measures to Inform Implementation in 
Child Welfare 


Kaye, S., & Holder, T., University of Maryland, 2011 


This presentation explains the importance of measuring fidelity, illustrates the development of fidelity 
criteria, and suggests data collection strategies to support the assessment of fidelity during the 
implementation of child welfare interventions. 


Lessons Learned Through the Application of Implementation Science Concepts to Children’s 
Bureau Discretionary Grant Programs 


James Bell Associates, 2013 


This report explores over 100 organizational characteristics, processes, and activities, including 
several factors outlined in the National Implementation Research Network implementation science 
framework, that facilitate the successful implementation of Children’s Bureau discretionary grant 
programs.  


Print Resources 
Barbee, A. P., Christensen, D., Antle, B., Wandersman, A., & Cahn, K. (2011). Successful adoption 


and implementation of a comprehensive casework practice model in a public child welfare 
agency: Application of the getting to outcomes (GTO) model. Children and Youth Services 
Review, 33(5), 622–633. 


Bartley L. H., Bright, C. L., & DePanfilis, D. (2017). Contributors to fidelity of child welfare-related 
interventions: A review. Journal of Public Child Welfare, 11(4–5), 433–463. 
doi.org/10.1080/15548732.2017.1340222 


Dariotis, J. K., Bumbarger, B. K., Duncan, L. G., & Greenberg, M. T. (2008). How do implementation 
efforts relate to program adherence? Examining the role of organizational, implementer, and 
program factors. Journal of Community Psychology, 36, 744–760. 


Cost Analyses/Cost Studies 
This subsection lists resources for designing and implementing cost analyses and studies, including 
resources on methods to quantify and measure the costs of implementing child welfare and other 
human service programs. Cost analysis approaches include descriptive studies (e.g., measuring 
total program costs or costs per case); cost-effectiveness analysis (e.g., the cost of achieving a 



https://www.acf.hhs.gov/sites/default/files/cb/es2011_session_108.pdf

https://www.jbassoc.com/resource/lessons-learned-application-implementation-science-concepts-childrens-bureau-discretionary-grant-programs/

https://doi.org/10.1080/15548732.2017.1340222
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successful outcome for an individual case); and cost-benefit analysis (e.g., the net financial benefits 
of a program or service as measured by its total monetized benefits minus its total costs). 


Electronic Resources 
Cost Analysis in Program Evaluation: A Guide for Child Welfare Researchers and Service 
Providers 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau, Child Welfare Research and Evaluation Cost Workgroup, 2013 


This guide supports child welfare service providers and evaluators interested in conducting cost 
analyses as part of broader evaluations of child welfare services. It presents a framework for 
integrating cost analysis into program evaluations, presents key cost analysis principles and 
concepts, explains core steps to conduct a cost analysis, and describes the advantages and 
disadvantages of specific methods for collecting and analyzing cost data. 


Cost Analysis in Program Evaluation Video Series 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau 


This two-part video series provides an overview of key cost analysis concepts and discusses why 
and how to perform cost analysis in child welfare program settings. The target audience includes 
agency directors, program managers, frontline staff, and evaluators.  


Waiver Demonstration Cost Evaluation Toolkit 


James Bell Associates, 2017 


This toolkit, designed primarily for state child welfare agencies implementing Title IV-E waiver 
demonstrations, helps program managers, financial staff, and evaluators conduct cost evaluations. 
The toolkit currently consists of two modules:  


Module A: Program-Level Cost Analysis 


This module provides guidance on capturing program-level costs by expenditure category and 
program activity type. It outlines a five-step process for planning, implementing, and reporting on 
a program-level cost analysis, and it includes numerous tools and worksheets. 


 


 



https://www.acf.hhs.gov/cb/resource/cost-workgroup

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit/cost-analysis-videos

https://www.jbassoc.com/resource/cost-evaluation-toolkit/
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Module B: Case-Level Cost Analysis 


This module guides evaluators and program and financial staff in conducting a case-level 
analysis of the cost of serving individual families. It describes a four-step process for planning, 
implementing, and reporting on a case-level analysis, and it includes an appendix with 
worksheets, spreadsheets, a glossary, frequently asked questions, and other resources. 


Benefit-Cost Analysis in the Evaluation of Child Welfare Programs 


Foster, E. M., & Holden, E. W., 2004 


This article presents a framework for designing a benefit-cost analysis of child welfare programs, 
describes the structure of the analysis, identifies potential data sources, and notes potential 
challenges in conducting the analysis. 


Cost-Benefit Analysis 


Child Welfare Information Gateway 


This web page briefly describes cost-benefit analysis from the perspective of child welfare 
organizations and includes links to several studies that examine the cost-effectiveness of child 
welfare programs across the county.  


Economic Evaluation Research in the Context of Child Welfare Policy: A Structured Literature 
Review and Recommendations 


Goldhaber-Fiebert, J. K., Snowden, L. R., Wulczyn, F., Landsverk, J., & Horwitz, S. M., 2011 


This article examines the economic evaluation literature on interventions to improve outcomes for 
children at risk for, and currently involved with, the child welfare system; identifies areas where 
additional research is needed; and discusses the use of decision-analytic modeling to advance child 
welfare policy and practice. 


Building the Evidence Base for Child Welfare 
Programs and Practice 
Child welfare systems and programs have historically been characterized by a lack of conclusive 
evidence of their effectiveness in improving safety, permanency, and well-being outcomes for 
children and families. In response to increased expectations from federal and state agencies for 
accountability and demonstrable impacts on child welfare populations, a growing body of resources 



https://www.irp.wisc.edu/publications/focus/pdfs/foc231g.pdf

https://www.childwelfare.gov/topics/preventing/developing/economic/cost-benefit/

https://www.ncbi.nlm.nih.gov/pmc/articles/PMC3230248/pdf/nihms327811.pdf
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has emerged that seeks to improve the quality and rigor of child welfare evaluations. This section 
lists some of the most salient resources on building evidence in the child welfare field, including both 
recent tools and older resources that remain relevant and useful. 


Electronic Resources 
A Framework to Design, Test, Spread, and Sustain Effective Practice in Child Welfare 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau, Child Welfare Research and Evaluation Framework Workgroup, 2014 


This document describes a framework for exploring problems in child welfare, developing 
interventions, building evidence for their effectiveness, integrating effective interventions into routine 
child welfare practice, and continually improving their implementation. The framework is designed to 
promote better integration of evaluation with program and policy decision making and encourage 
stronger partnerships among child welfare program managers, funders, and evaluators. The related 
video series can be found on the Children’s Bureau website. 


Getting to Outcomes: Improving Community-Based Prevention 


The RAND Corporation 


Getting to Outcomes is a 10-step model to help organizations plan, implement, evaluate, and 
improve prevention programs. Incorporating concepts from traditional evaluation, empowerment 
evaluation, results-based accountability, and CQI, the model enhances practitioners’ skills and 
empowers them to plan, implement, and evaluate their own programs. The website includes 
resources for applying the model to a range of programs, such as teen pregnancy prevention, home 
visiting, underage drinking prevention, and services for homeless veterans. 


Measurement Tools for Child Welfare 


California Evidence-Based Clearinghouse for Child Welfare  


This section of the California Evidence-Based Clearinghouse for Child Welfare website informs 
users about screening and assessment tools commonly used in the child welfare field and rates 
them on the strength of their psychometric properties (e.g., validity, reliability, sensitivity) and 
relevance to child welfare programs and practice.  


 


 


 



https://www.acf.hhs.gov/sites/default/files/cb/pii_ttap_framework.pdf

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit/framework?utm_source=Framework_Videos&utm_medium=Crosslink&utm_campaign=Program_Evaluation

https://www.rand.org/health/projects/getting-to-outcomes.html

http://www.cebc4cw.org/assessment-tools
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Outcome Measurement in Nonprofit Organizations: Current Practices and Recommendations  


Morley, E., Vinso, E., & Hatry, H. P., 2001 


This report surveys the state of outcome measurement as implemented by private nonprofit service 
organizations and offers examples of strategies used by these organizations to implement and use 
results from outcome measurement. The appendices include examples of outcome measurement 
surveys developed by selected nonprofits.  


Print Resources 
Aarons, G. A., & Palinkas, L. A. (2007). Implementation of evidence-based practice in child welfare: 


Service provider perspectives. Administration and Policy in Mental Health and Mental Health 
Services Research, 34(4), 411–419. 


Magura, S., & Moses, B. S. (2004). Outcome measures for child welfare services: Theory and 
applications. Washington, DC: Child Welfare League of America. 


Plantz, M. C., Greenway, M. T., & Hendricks, M. (1997). Outcome measurement: Showing results in 
the non-profit sector. New Directions for Evaluation, 75, 15–30. doi.org/10.1002/ev.1077 


Testa, M. F., & White, K. R. (2014). Insuring the integrity and validity of social work interventions: 
The case of the subsidized guardianship waiver experiments. Journal of Evidence-Based Social 
Work, 11, 157–172. doi.org/10.1080/15433714.2013.847260 


Research Design and Methodology 
This section provides resources on approaches to designing an evaluation or research study. It 
discusses methodologies such as randomized controlled trials and matched case comparison 
designs that seek to measure the impact of programs on discrete outcomes. It also discusses 
“interpretative” designs, such as case studies, that seek insight into perceptions about a program, 
service, or social phenomenon. The selection of an appropriate design or methodology is generally 
guided by the specific questions a researcher seeks to answer. 



https://www.issuelab.org/resource/outcome-measurement-in-nonprofit-organizations-current-practices-and-recommendations.html

https://doi.org/10.1002/ev.1077

https://doi.org/10.1080/15433714.2013.847260
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Case Studies 
Electronic Resources  
Case Study Research: Foundations and Methodological Orientations 


Harrison, H., Birks, M., Franklin, R., & Mills, J., 2017 


This online article offers a historical perspective on case study methodology and describes how case 
study theory has been adapted over time and varies across diverse disciplines. It summarizes 
the evolution of case study research, discusses methodological variations, and offers guidance on 
various approaches to conducting case studies. 


Preparing a Case Study: A Guide for Designing and Conducting a Case Study for Evaluation 
Input 


Pathfinder International, 2006 


This guide defines case studies, highlights the advantages and limitations of case study research, 
describes key steps in the case study process, and identifies potential data sources. 


Qualitative Case Study Guidelines 


Baškarada, S., The Qualitative Report, 2014 


This article discusses methodological problems associated with qualitative case-based research and 
offers guidelines for overcoming them. It describes a six-stage case study process and integrates 
and explains additional principles from the wider methodological literature.  


Qualitative Case Study Methodology: Study Design and Implementation for Novice 
Researchers 


Baxter, P., & Jack, S., The Qualitative Report, 2008 


This article reviews various case study designs and offers general recommendations for writing case 
study research questions, developing propositions, and determining the case under study. It also 
discusses case study data sources and data triangulation. 


 


 


 



http://www.qualitative-research.net/index.php/fqs/article/view/2655/4079

https://www.pathfinder.org/publications/preparing-case-study-guide-designing-conducting-case-study-evaluation-input/

https://nsuworks.nova.edu/tqr/vol19/iss40/3

http://nsuworks.nova.edu/tqr/vol13/iss4/2/
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Writing Guide: Case Studies 


The Writing Studio, Colorado State University, n.d. 


This guide provides detailed information on case study designs and research methods. Using 
several well-documented examples, the guide describes techniques for case study data collection 
and analysis; discusses validity, reliability, and generalizability in the context of case studies; and 
examines the strengths and weaknesses of case studies as a research method. 


Random Assignment and Matched Case 
Comparison Designs 
Electronic Resources 
Random Assignment Evaluation Studies: A Guide for Out-of-School Time Program 
Practitioners 


Anderson Moore, K., & Metz, A., Child Trends, 2008 


Developed by Child Trends, this online resource describes the steps for conducting random 
assignment studies and addresses concerns service providers and practitioners might have about 
experimental research designs. 


Commonly Asked Questions About Random Assignment 


James Bell Associates, 2007 


This brief answers commonly asked questions and addresses concerns about implementing random 
assignment designs in human service practice settings. It also summarizes critical steps to 
successfully implement random assignment.  


Conducting Randomized Controlled Trials in Child Welfare Practice Settings: Challenges and 
Solutions 


James Bell Associates, 2013 


This brief seeks to familiarize child welfare professionals and evaluators with randomized controlled 
trials and the value of implementing them in child welfare practice settings. It highlights common 
challenges in implementing these trials in actual practice settings and offers solutions informed by 



http://writing.colostate.edu/guides/research/casestudy/

https://www.childtrends.org/publications/random-assignment-evaluation-studies-a-guide-for-out-of-school-time-program-practitioners

https://www.jbassoc.com/resource/commonly-asked-questions-random-assignment/

https://www.jbassoc.com/resource/conducting-randomized-controlled-trials-child-welfare-practice-settings-challenges-solutions/
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the experiences of and lessons learned from current and former Children’s Bureau child welfare 
discretionary grantees.  


Propensity Score Matching: Quasi-Experimental Alternative to Random Assignment 


James Bell Associates, 2017 


As part of the Children’s Bureau Resource Library, this webinar discusses propensity score 
matching as a methodologically rigorous alternative to randomized controlled trials. Using examples 
from grantees funded through the federal Permanency Innovations Initiative, the webinar discusses 
the theoretical foundations of propensity score matching, along with techniques for implementing it 
and validating results. The presenter also reviews caveats and limitations of this statistical 
technique. 


Other Resources 
Electronic Resources 
Qualitative Evaluation Checklist 


Patton, M. Q., Western Michigan University, 2003 


This checklist helps evaluators determine when to use qualitative methods and highlights factors to 
consider when using qualitative methods in an evaluation. 


Qualitative Research Methods: A Data Collector’s Field Guide 


Family Health International, 2005 


This guide to qualitative research methods includes chapters on participant observation, in-depth 
interviews, focus groups, and data documentation and management. The guide also contains 
exercises for training data collectors and tools for data managers. 


Selecting an Evaluation Approach 


James Bell Associates, 2009 


This brief provides an overview of how to develop an overarching evaluation design to guide data 
collection activities and ensure that the evaluation plan is implemented in a reliable and coherent 
manner. It highlights programmatic and contextual factors to consider when selecting an evaluation 



https://www.acf.hhs.gov/cb/resource/administrative-data-program-sustainability-series

https://wmich.edu/sites/default/files/attachments/u350/2014/qualitativeevalchecklist.pdf

https://www.fhi360.org/resource/qualitative-research-methods-data-collectors-field-guide

https://www.jbassoc.com/resource/selecting-evaluation-approach-2/
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approach, summarizes the most common types of evaluation designs, and critiques common myths 
and misconceptions about various evaluation designs and research methods. 


Using Qualitative Data in Program Evaluation: Telling the Story of a Prevention Program 


FRIENDS National Resource Center for Community-Based Child Abuse Prevention, 2009 


This webinar discusses the value of qualitative research and provides guidance on designing and 
conducting qualitative research methods, including ethnographies, case studies, and oral histories. 


Working With Small Samples 


James Bell Associates, 2015 


This brief presents recommendations for designing a small sample study and for working with 
unplanned small samples in the context of real-life program implementation. It discusses a range of 
statistical analysis techniques that may be used with small samples and the assumptions and 
minimum requirements for each. 


Print Resources 
Corbin, J., & Strauss, A. L. (2015). Basics of qualitative research (4th ed.). Thousand Oaks, CA: 


Sage Publications.  


Creswell, J. (2013). Qualitative inquiry and research design: Choosing among the five approaches 
(3rd ed.). Thousand Oaks, CA: Sage Publications. 


Denzin, N. K., & Lincoln, Y. S. (Eds.). (2018). The SAGE handbook of qualitative research (5th ed.). 
Thousand Oaks, CA: Sage Publications. 


Flick, E. (2018). The SAGE qualitative research kit: Collection (2nd ed.). Thousand Oaks, CA: Sage 
Publications. 


Given, L. M. (2008). The SAGE encyclopedia of qualitative research methods. Thousand Oaks, CA: 
Sage Publications. 


Glaser, B., & Strauss, A. (2017). The discovery of grounded theory: Strategies for qualitative 
research. New York, NY: Routledge. 


Goodyear, L., Jewiss, J., Usinger, J., & Barela, E. (2014). Qualitative inquiry in evaluation: From 
theory to practice. San Francisco, CA: Jossey-Bass.  



https://www.acf.hhs.gov/cb/resource/fediawg-using-qualitative-data

https://www.jbassoc.com/resource/working-small-samples/
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Hancock, D. R., & Algozzine, B. (2017). Doing case study research: A practical guide for beginning 
researchers (3rd ed.). New York, NY: Teachers College Press.  


Maxwell, J. A. (2013). Qualitative research design: An interactive approach (3rd ed.). Thousand 
Oaks, CA: Sage Publications. 


Merriam, S. B., & Tisdell, E. J. (2016). Qualitative research: A guide to design and implementation 
(4th ed.). San Francisco, CA: Jossey-Bass. 


Patton, M. Q. (2015). Qualitative research and evaluation methods: Integrating theory and practice 
(4th ed.). Newbury Park, CA: Sage Publications. 


Posavac, E. J. (2016). Program evaluation: Methods and case studies (8th ed.). New York, NY: 
Routledge. 


Ulin, P. R., Robinson, E. T., & Tolley, E. E. (2005). Qualitative methods in public health: A field guide 
for applied research. San Francisco, CA: Jossey-Bass. 


White, C. R., O’Brien, K. W., Davis, C. W., Rogg, C., Rudlang-Perman, K., Morgan, L. J., & Houston, 
M. (2016). Challenges in using comparison data in child welfare evaluations. Research on Social 
Work Practice, 26(5), 572–582. doi.org/10.1177/1049731514556683 


Yin, R. K. (2018). Case study research and applications: Design and methods (6th ed.). Thousand 
Oaks, CA: Sage Publications. 


Data Collection  
This section informs the reader about quantitative and qualitative data collection methods, tools, and 
resources. Quantitative resources include online and print materials on data collection instruments, 
survey design, and commonly used administrative databases and datasets. Qualitative resources 
include information on conducting interviews, case studies, and focus groups. 



https://doi.org/10.1177%2F1049731514556683
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Data Collection Instruments, Tools, and 
Measures 
Electronic Resources 
This subsection provides links to online and print collections of standardized screening and 
assessment instruments for measuring change in child and family outcomes. It also includes print 
resources on methodological considerations in the selection of appropriate measurement tools. 


Child Trends 


Child Trends has produced an assortment of tools for measuring child functioning and well-being 
across multiple domains and contexts. 


Early Childhood Measures Profiles 


This 2004 report profiles commonly used instruments to measure change in several early 
childhood domains, including cognitive skills, social-emotional development, learning progress, 
literacy, and math skills. 


Early Childhood Developmental Screening: A Compendium of Measures for Children 
Ages Birth to Five 


This 2014 compendium reviews developmental screening tools designed for use with infants and 
young children. 


Quality in Early Childhood Care and Education Settings: A Compendium of Measures, 2nd 
Edition 


This 2010 compendium profiles assessment tools that measure the quality of early childhood 
care and education settings. 


Sources for Screening and Assessment Tools, Instruments, and Measures 


Child Welfare Information Gateway 


This web page lists sources for screening and assessment tools, instruments, and measures in the 
categories of children/youth, parents, family, and trauma. 


 


 



https://www.childtrends.org/publications/early-childhood-measures-profiles

https://www.childtrends.org/publications/early-childhood-developmental-screening-a-compendium-of-measures-for-children-ages-birth-to-five-2

https://www.childtrends.org/publications/quality-in-early-childhood-care-and-education-settings-a-compendium-of-measures-second-edition-2

https://www.childwelfare.gov/topics/systemwide/assessment/family-assess/sources/
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Compendium of Annotated Measurement Tools 


FRIENDS National Center for Community-Based Child Abuse Prevention  


This online compendium serves as a resource for the child abuse prevention community. It 
summarizes commonly used tools that measure outcomes in community-based child abuse 
prevention programs. Outcomes and indicators measured by these tools are organized by domain, 
including child and family health, parenting skills, child development, family relationships, and formal 
and informal supports. The website also includes measurement tools organized by protective 
factors, including parental resilience, concrete supports for parents, social connections, nurturing 
and attachment, and knowledge of parenting and child/youth development. 


Interagency Partnerships: A Compendium of Measurement Instruments 


James Bell Associates, 2012 


This brief reviews key concepts related to measuring organizational partnerships, including levels of 
partnership (e.g., networking, coordination, cooperation, collaboration) and the benefits of 
partnerships. It provides an overview of several instruments and analytical techniques to assess the 
depth or quality of interagency partnerships, and the benefits and limitations of each.  


Measuring Child Welfare Outcomes: A Compendium of Standardized Instruments 


James Bell Associates, 2015 


This compendium summarizes standardized child-, caregiver-, family-, and organization-level 
instruments commonly used to measure change in child welfare outcomes. Information on each 
instrument includes its name, target respondents, administration format (e.g., self, trained 
practitioner), number of items, and topics/domains covered. 


Test Link: The Test Collection at ETS 


Educational Testing Service (ETS) 


Test Link is a database of more than 25,000 tests and other measurement instruments developed by 
both ETS and outside authors. The database includes information on standardized tests and 
research instruments for researchers, graduate students, and teachers. While ETS has permission 
to distribute over 1,200 tests in the collection, users must contact the publisher, individual, or other 
source listed in the database to obtain permission to use the other instruments. 



https://www.friendsnrc.org/evaluation-toolkit/using-the-compendium-of-annotated-measurement-tools/compendium-of-annotated-tools

https://www.jbassoc.com/resource/interagency-partnerships-compendium-measurement-instruments-2/

https://www.jbassoc.com/resource/measuring-child-welfare-outcomes-compendium-standardized-instruments/

http://www.ets.org/test_link/about
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Print Resources 
Braverman, M. T. (2013). Negotiating measurement: Methodological and interpersonal 


considerations in the choice and interpretation of instruments. American Journal of Evaluation, 
34, 99–114. doi.org/10.1177/1098214012460565 


Halle, T., Whittaker, J. V., & Anderson, R. (2010). Quality in early childhood care and education 
settings: A compendium of measures (2nd ed.). Washington, DC: U.S. Department of Health and 
Human Services. 


Maddox, T. (2008). Tests: A comprehensive reference for assessments in psychology, education, 
and business (6th ed.). Austin, TX: PRO-ED. 


Weitzman, B. C., & Silver, D. (2013). Good evaluation measures: More than their psychometric 
properties. American Journal of Evaluation, 34, 115–119. doi.org/10.1177/1098214012461628 


Survey Design and Administration 
This subsection highlights several resources on survey design and administration. 


Electronic Resources 
Conducting Research Surveys via E-mail and the Web 


The RAND Corporation, 2002 


This free, downloadable e-book discusses the advantages and disadvantages of email- and web-
based surveys and suggests ways to design and implement them. It includes real-life case studies to 
explain the process of designing and implementing Internet-based surveys. 


Education/Resources for Researchers 


American Association for Public Opinion Research  


The American Association for Public Opinion Research, the leading association of public opinion and 
survey research professionals, includes producers and users of survey data from a variety of 
disciplines. To disseminate sound and ethical survey research, the website includes tools and 
resources on best practices in survey research, survey response rates, and survey methods and 
statistics. 


 



https://doi.org/10.1177%2F1098214012460565

https://doi.org/10.1177%2F1098214012461628

http://www.rand.org/pubs/monograph_reports/MR1480/index.html

https://www.aapor.org/Education-Resources/For-Researchers.aspx
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Smart Survey Design 


SurveyMonkey, n.d. 


This guide provides information on developing effective survey questions, improving survey flow and 
layout, calculating response rates, and understanding the advantages and disadvantages of online 
surveys. 


What Is Market Research? 


Qualtrics 


The website of Qualtrics, a technology firm offering web-based survey and analysis tools, includes 
online articles on topics such as survey question sequence, flow, and style tips; determining sample 
size; and best practices in survey analysis and reporting. 


Print Resources 
Dillman, D. A., Smyth, J. D., & Christian, L. M. (2014). Internet, mail, and mixed-mode surveys: The 


tailored design method (4th ed.). Hoboken, NJ: John Wiley & Sons. 


Fink, A. (2017). How to conduct surveys: A step-by-step guide (6th ed.). Los Angeles, CA: Sage 
Publications. 


Fowler, F. (2014). Survey research methods (5th ed.). Los Angeles, CA: Sage Publications. 


Rea, L. M., & Parker, R. A. (2014). Designing and conducting survey research: A comprehensive 
guide (4th ed.). San Francisco, CA: Jossey-Bass. 


  



http://s3.amazonaws.com/SurveyMonkeyFiles/SmartSurvey.pdf

https://www.qualtrics.com/experience-management/research/
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Qualitative Research and Data Collection 
Methods 
This subsection provides resources on qualitative research and data collection methods, specifically 
interviews and focus groups. 


Electronic Resources 
Interviews 


Are You Really Listening? Tips for Conducting Qualitative Interviews 


McNiff, K., 2017 


This article, written by a contributor to the NVivo user community, includes eight simple strategies to 
prepare for conducting qualitative interviews: make a plan, ask the right kinds of questions, practice, 
use active listening techniques, listen between the lines, consider the setting, respect participants, 
and keep control of the interview. The article includes links to other NVivo resources on organizing 
and analyzing qualitative interview data. 


Five Tips for Conducting Effective Qualitative Interviews 


Duke University, Global Health Institute, 2018 


This article offers insights on conducting in-depth qualitative interviews to ensure data are clear and 
unbiased, doing interview test runs, and making time for post-interview reflection. 


Strategies for Qualitative Interviews 


Harvard University, Department of Sociology, n.d. 


This brief outlines several helpful strategies for conducting qualitative interviews. It reviews the pros 
and cons of recording and transcribing interviews, summarizes the characteristics of a successful 
interviewer, provides tips for ensuring a positive interpersonal encounter, offers guidelines for 
developing interview questions, and includes step-by-step guidance for writing interview questions.  


Using Structured Interviewing Techniques 


U.S. General Accounting Office, Program Evaluation and Methodology Division, 1991 


This publication defines structured interviews; describes appropriate situations in which to use them; 
and offers detailed guidance on the steps in planning and conducting structured interviews, including 



http://www.qsrinternational.com/nvivo/nvivo-community/blog/are-you-really-listening-tips-for-conducting-qual

https://globalhealth.duke.edu/media/news/five-tips-conducting-effective-qualitative-interviews

https://sociology.fas.harvard.edu/files/sociology/files/interview_strategies.pdf

https://www.gao.gov/products/PEMD-10.1.5
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designing and pretesting an interview protocol, training interviewers, contacting and interviewing 
respondents, and analyzing interview data. 


Focus Groups 


Conducting Focus Groups 


University of Kansas, Center for Community Health and Development 


This online resource reviews the steps to plan, prepare, conduct, and use focus group results to gain 
a deeper understanding of community issues and needs. It includes several checklists, examples of 
successful and failed focus groups, and a PowerPoint presentation that summarizes the information 
provided on the website. 


Guidelines for Conducting a Focus Group 


Eliot & Associates, 2005 


This brief monograph offers guidelines for conducting high-quality focus groups, including step-by-
step instructions for making sense of the information collected in the group. It includes checklists for 
defining a focus group, designing focus group questions, recruiting and preparing for participants, 
conducting the focus group, and analyzing data. It also includes examples of focus group questions, 
a recruitment flyer, an invitee tracking form, introductory remarks, a sample consent form, data 
analysis formats, and a reporting template. 


Print Resources 
Bloor, M., Frankland, J., Thomas, M., & Robson, K. (2002). Focus groups in social research. 


Thousand Oaks, CA: Sage Publications. 


Fujii, L. A. (2018). Interviewing in social science research: A relational approach. New York, NY: 
Routledge. 


Gubrium, J. F., Holstein, J. A., Marvasti, A. B., & McKinney, K. D. (Eds.). (2012). The SAGE 
handbook of interview research: The complexity of the craft (2nd ed.). Los Angeles, CA: Sage 
Publications. 


Krueger, R. A., & Casey, M. (2015). Focus groups: A practical guide for applied research (5th ed.). 
Los Angeles, CA: Sage Publications. 


Rennkamp, R., & Nall, M. (n.d.). Using focus groups in program development and evaluation. 
Lexington, KY: University of Kentucky Department of Agriculture. 



https://ctb.ku.edu/en/table-of-contents/assessment/assessing-community-needs-and-resources/conduct-focus-groups/main

https://irep.olemiss.edu/wp-content/uploads/sites/98/2016/05/Trinity_Duke_How_to_Conduct_a_Focus_Group.pdf
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Seidman, I. (2013). Interviewing as qualitative research: A guide for researchers in education and 
the social sciences (4th ed.). New York, NY: Teachers College Press. 


Wolcott, H. F. (2009). Writing up qualitative research (3rd ed.). Newbury Park, CA: Sage 
Publications. 


Child Welfare Information Systems, Databases, 
and Datasets 
This subsection highlights administrative data systems and sources that compile information about 
children, families, and communities at the local, state, and national levels. Some of these resources 
offer public access to aggregate-level data. 


Electronic Resources 
Adoption and Foster Care Analysis and Reporting System (AFCARS) 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau  


AFCARS is a federal reporting system that collects and aggregates case-level information from 
states and tribal governments on all children in out-of-home placement, and on children who are 
adopted under the auspices of a state or tribal public child welfare agency. This website also 
includes information on foster and adoptive parents. It contains detailed information regarding the 
purpose and uses of AFCARS data, AFCARS data reporting requirements, AFCARS resources for 
states (e.g., technical bulletins), and adoption and foster care statistics from recent AFCARS reports. 


National Child Abuse and Neglect Data System (NCANDS) 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau  


NCANDS is a voluntary national data collection and analysis system created in response to the 
requirements of the Child Abuse Prevention and Treatment Act (Public Law 93-247) that gathers 
information from all 50 states, the District of Columbia, and Puerto Rico about reports of child abuse 
and neglect. This website includes links to more detailed information regarding the NCANDS survey 
instrument completed by states, and child welfare statistics and outcome reports that include 
NCANDS data. 


 



https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/afcars

https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/ncands
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National Data Archive on Child Abuse and Neglect (NDACAN) 


Cornell University, College of Human Ecology 


A service of the Children’s Bureau provided through Cornell University, NDACAN facilitates the 
secondary analysis of research data relevant to the study of child abuse and neglect. By making 
data available to increasing numbers of researchers, NDACAN seeks to provide an accessible and 
scientifically productive means for researchers to explore important issues in the child maltreatment 
field. Specifically, NDACAN offers researchers access to datasets derived from the National Survey 
on Child and Adolescent Well-Being, AFCARS, and NCANDS, among others. 


National Youth in Transition Database (NYTD) 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau  


Developed in response to the establishment of the John H. Chafee Foster Care Independence 
Program (CFCIP), NYTD collects case-level information on youth in foster care who receive services 
paid for or provided by state child welfare agencies that administer CFCIP, along with outcome 
information on youth who are in or who have aged out of foster care. Pursuant to regulations 
developed by the Administration for Children and Families to comply with CFCIP, states began 
collecting data for NYTD in October 2010 and report data on a semiannual basis. The website 
includes links to more detailed information, including technical bulletins, informational memoranda, 
and other technical assistance resources. 


State and Tribal Information Systems 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau  


States and tribes maintain child welfare information systems, including the Comprehensive Child 
Welfare Information System and legacy State/Tribal Automated Child Welfare Information Systems, 
that serve as case management tools for child welfare professionals and as data sources for federal 
reporting systems such as AFCARS and NCANDS. This website provides information regarding the 
Comprehensive Child Welfare Information System final rule, training resources for developing and 
maintaining information systems, and information about legacy systems.  


 


 


 



http://www.ndacan.cornell.edu/

https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/nytd

https://www.acf.hhs.gov/cb/research-data-technology/state-tribal-info-systems
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KIDS COUNT 


Annie E. Casey Foundation 


KIDS COUNT is a premier source of data on the welfare of children and families nationwide. Each 
year, the Annie E. Casey Foundation produces an annual comprehensive report, the KIDS COUNT 
Data Book, that assesses child and family well-being in the United States. The indicators featured in 
the Data Book are also available in the KIDS COUNT Data Center, which has additional state-by-
state data. Data elements include demographics, economic well-being, educational achievement, 
family and community well-being, health, safety, and risky behaviors. 


American Community Survey 


U.S. Census Bureau 


The American Community Survey is distributed to 3.5 million U.S. citizens annually and provides 
year-by-year data from 2005 to the present. Results are summarized in data profiles about broad 
social, economic, housing, and demographic characteristics and are available by census tracks to 
present a granular view of local communities. The U.S. Census Bureau offers technical assistance 
and support for accessing and interpreting the data.  


Mining Administrative Data: Identifying and Understanding At-Risk Populations 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau, 2017 


As part of the Children’s Bureau Resource Library, this webinar discusses strategies for mining 
administrative data to assess the characteristics and needs of at-risk child welfare populations. 
Using examples from the federally funded Permanency Innovations Initiative, the webinar identifies 
the key requirements of productive data mining, steps in the data mining process, and useful 
statistical techniques for analyzing and making sense of administrative data. 


Data Analysis 
This section lists tools and resources for understanding and conducting quantitative and qualitative 
data analysis as part of program evaluation or social science research. It also includes technical 
assistance resources and information on free and fee-based data analysis software packages. 



https://datacenter.kidscount.org/

https://datacenter.kidscount.org/publications

https://datacenter.kidscount.org/rankings

https://www.census.gov/programs-surveys/acs

https://www.acf.hhs.gov/cb/resource/administrative-data-program-sustainability-series
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Quantitative Data Analysis 
Electronic Resources 
Center for State Child Welfare Data 


University of Chicago, Chapin Hall Center for Children 


The Center for State Child Welfare Data provides membership-based education, training, and 
technical assistance to help child welfare professionals and leaders make sense of administrative 
data. Its course, Advanced Analytics for Child Welfare Administration, teaches agency 
administrators methods to analyze longitudinal administrative data and apply these techniques to 
programmatic decision making, fiscal planning, program evaluation, CQI, and ongoing performance 
monitoring. 


40 Excel Tutorials to Change Your Life 


Digital.com 


This website presents tutorials about how to use Microsoft Excel for data management, analysis, 
and visualization. 


Introduction to Databases  


Stanford University Online 


This free, online course on database design includes video lectures and demonstrations with 
quizzes to check mastery of new material, interactive program exercises, midterm and final exams, 
and links to additional resources.  


Predictive Analytics in Child Welfare 


U.S. Department of Health and Human Services, Office of the Assistant Secretary for Planning and 
Evaluation  


This online resource contains links to several products that focus on the use of predictive analytics in 
child welfare, including successes and challenges encountered by early adopters of predictive 
analytics, the potential of predictive analytics to improve child welfare outcomes, and factors to 
consider when selecting vendors to conduct predictive analytics. 


 


 



https://fcda.chapinhall.org/

https://digital.com/blog/excel-tutorials

https://lagunita.stanford.edu/courses/Engineering/db/2014_1/about

https://aspe.hhs.gov/predictive-analytics-child-welfare
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Using Excel for Analyzing Survey Questionnaires 


Leahy, J., University of Wisconsin-Extension, 2004 


This guide includes step-by-step instructions for analyzing survey data using Microsoft Excel. It 
provides detailed information about creating an Excel database and coding, entering, cleaning, and 
analyzing Excel data. 


Print Resources 
Bors, D. (2018). Data analysis for the social sciences: Integrating theory and practice. Thousand 


Oaks, CA: Sage Publications. 


Bryman, A., & Cramer, D. (2011). Quantitative data analysis with SPSS 17,18 and 19: A guide for 
social scientists. Sussex, England: Routledge. 


Levin, J., Fox, J. A., & Forde, D. R. (2013). Elementary statistics in social research (12th ed.). New 
York, NY: Pearson. 


Montcalm, D., & Royse, D. (2002). Data analysis for social workers. Boston, MA: Allyn & Bacon. 


Vogt, W. P., & Johnson R. B. (2016). The SAGE dictionary of statistics & methodology: A 
nontechnical guide for the social sciences. Thousand Oaks, CA: Sage Publications. 


Weinbach, R. W., & Grinnell, R. M. (2015). Statistics for social workers (9th ed.). New York, NY: 
Pearson Press.  


Qualitative Data Analysis 
Electronic Resources 
Analyzing Qualitative Data 


Taylor-Powell, E., & Renner, M., University of Wisconsin- Extension, 2003 


This article outlines a basic approach for analyzing and interpreting narrative data. It begins by 
describing various types of narrative data and then offers a step-by-step guide to content analysis. 
The article provides tips for organizing and sorting qualitative data, offers examples of coding and 
documenting emerging themes, and highlights common pitfalls to avoid when analyzing qualitative 
data. 



http://learningstore.uwex.edu/assets/pdfs/G3658-14.pdf

http://learningstore.uwex.edu/Assets/pdfs/G3658-12.pdf
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Demonstrating Rigor Using Thematic Analysis: A Hybrid Approach of Inductive and 
Deductive Coding and Theme Development 


Fereday, J., & Muir-Cochrane, E., 2006  


This article describes a hybrid process of inductive and deductive thematic analysis used to interpret 
raw interview data and data extracted from organizational records. The methodological approach 
integrates data-driven codes with theory-driven codes based on the tenets of social phenomenology. 


Reducing Confusion About Grounded Theory and Qualitative Content Analysis: Similarities 
and Differences 


Cho, J. C., & Lee, E., 2014 


This article identifies similarities and differences between grounded theory and qualitative content 
analysis based on a literature review and critical reflection of the authors’ own research. Areas of 
difference that are explored include their background and philosophical base, goals and rationale, 
data analysis processes, research outcomes, and approaches to evaluating trustworthiness. 


Print Resources 
Baker, C. D. (2002). Ethnomethodological analyses of interviews. In J. Gubrium & J. Holstein 


(Eds.), Handbook of interviewing: Context and method (pp. 777–795). Thousand Oaks, CA: 
Sage Publications. 


Grbich, C. (2013). Qualitative data analysis: An introduction (2nd ed.). Thousand Oaks, CA: Sage 
Publications.  


Hsieh, H. F., & Shannon, S. E. (2005). Three approaches to qualitative content analysis. Qualitative 
Health Research, 15(9), 1277–1288. 


Miles, M. B., Huberman, A. M., & Saldana, J. (2014) Qualitative data analysis: A methods 
sourcebook (3rd ed.). Thousand Oaks, CA: Sage Publications. 


Roulston, K. (2014). Analyzing interview data. In U. Flick (Ed.), The SAGE Handbook of qualitative 
data analysis (pp. 297–312). London, England: Sage Publications. 


 



http://journals.sagepub.com/doi/10.1177/160940690600500107

https://nsuworks.nova.edu/tqr/vol19/iss32/2/
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Data Analysis Software 
This section provides links to information about free and fee-based quantitative and qualitative data 
analysis software packages. 


AM Statistical Software 


American Institutes for Research 


This free software is designed to analyze large-scale assessment datasets. It offers tools for running 
simple statistics such as frequencies, and more complex procedures such as regression analysis 
and statistical weighting. Users can import data from a variety of sources (e.g., Excel, SPSS) and 
display output in a text file or web browser.  


ATLAS.ti 


This commercially available software segments, sorts, and analyzes information from a range of 
qualitative data sources in formats including text, graphics, audio, and video. 


Dedoose 


This commercially available software analyzes qualitative and mixed methods data sources such as 
text, photos, audio and video, and spreadsheets. 


NVivo 


QSR International 


This commercially available software consists of a series of tools for classifying, sorting, and 
arranging qualitative information to efficiently identify themes in the data and arrive at meaningful 
conclusions. 


SAS 


SAS Institute  


This commercially available software offers basic and advanced statistical analysis tools for 
descriptive analyses, hypothesis testing, and predictive analytics. 


  



http://am.air.org/

https://atlasti.com/

https://www.dedoose.com/

https://www.qsrinternational.com/nvivo/home

https://www.sas.com/en_us/home.html
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SPSS Statistics 


IBM 


This commercially available software from IBM offers basic and advanced statistical analysis tools 
for descriptive analyses, hypothesis testing, and predictive analytics. 


Reporting and Using Evaluation 
Findings 
This section offers resources on communicating, reporting, and disseminating evaluation findings 
effectively to diverse audiences. It also includes subsections on data-driven decision making 
(DDDM) and CQI, which incorporate methods for using research and evaluation data in an iterative 
fashion to drive ongoing program and organizational improvements. 


Communicating and Disseminating Evaluation 
Findings 
Electronic Resources 
10 Tips for Writing Up Results 


American College Personnel Association Commission for Assessment and Evaluation, 2007 


This brief tip sheet provides guidelines on writing up results in an evaluation report and includes 
references to additional resources. 


Analysis and Reporting of Evaluation Results 


Corporation for National and Community Service 


This free, online course is designed to help state and national AmeriCorps programs communicate 
and disseminate evaluation results to stakeholders, offer guidance in writing an evaluation report, 
familiarize users with other reporting tools and resources, and help users use evaluation findings to 
foster program development and improvement. This site also provides links to other evaluation 
courses developed by the Corporation for National and Community Service. 



https://www.ibm.com/analytics/spss-statistics-software

http://acpacommissiononassessment.pbworks.com/f/Report+Writing+Tips.pdf

https://www.nationalservice.gov/resources/evaluation/analysis-and-reporting-evaluation-results
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Communicating Evaluation Findings  


Hearn, S., BetterEvaluation, 2012 


This blog post informs the reader about communicating evaluation results, emphasizing new ways to 
communicate evaluation findings and free and low-cost tools for data visualization and reporting. 


Communicating Evaluation Results 


Substance Abuse and Mental Health Services Administration, Center for the Application of 
Prevention Technologies 


This web page informs users about communicating evaluation results from prevention interventions 
to promote their implementation and sustainability. The site also provides links to additional 
resources on reporting evaluation findings, including an overview of the elements of a good data 
report. 


Stories 


BetterEvaluation 


This web page explores the use of personal stories in evaluation, offers examples of how stories 
have been used to inform program improvement and adaptation, and provides guidance on 
collecting and communicating stories. The site also includes additional resources on storytelling 
methods. 


Data Visualization: What It Is and Why It Matters 


SAS Institute  


This page on the SAS website informs the reader of the history of data visualization, factors to 
consider when adopting data visualization technology, tips for choosing a visualization format, and 
links to additional resources. 


Evaluation Reporting: A Guide to Help Ensure Use of Evaluation Findings  


Centers for Disease Control and Prevention, 2013 


This guide was developed as part of a series of evaluation tools to help federal grantees promote the 
use of evaluation findings. It highlights key elements of a high-quality report and offers 
recommendations for disseminating findings. The guide also includes an extensive resource list and 
evaluation report checklist to help ensure that the results are used. 


 



https://www.betterevaluation.org/en/blog/communicating-findings

https://www.samhsa.gov/capt/applying-strategic-prevention-framework/step5-evaluation/communicating-evaluation-results

https://www.samhsa.gov/capt/tools-learning-resources/elements-good-data-report

https://www.betterevaluation.org/en/evaluation-options/stories

https://www.sas.com/en_us/insights/big-data/data-visualization.html

https://www.cdc.gov/dhdsp/evaluation_resources/guides/evaluation-reporting.htm
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Reporting and Presenting Evaluation Findings 


James Bell Associates, 2013 


This brief reviews factors to consider when reporting and presenting evaluation results to various 
audiences, including the identity and needs of the audience, the nature of the findings, and effective 
techniques for presenting findings.  


Making Evidence Matter: Tips for Researchers 


Mathematica Policy Research, 2018 


This blog post on Mathematica Policy Research’s website provides information and tips on how to 
make information accessible, meaningful, and relevant to policy makers to promote more informed 
decision making. 


The One-Pager: A Practical Policy Advocacy Tool for Translating Community-Based 
Participatory Research Into Action 


Izumi, B. T., Schulz, A. J., Israel, B. A., Reyes, A. G., Martin, J., Lichtenstein, R. L., Wilson, C., & 
Sand, S. L., 2010  


This article describes a community-based participatory research process to develop and use a one-
page summary of research findings that engages stakeholders and translates findings into concrete 
action. The article includes a template for a one-pager and an example of a one-pager presented to 
federal policy makers. 


Print Resources 
Evergreen, S. (2017). Presenting data effectively: Communicating your findings for maximum impact 


(2nd ed.). Los Angeles, CA: Sage Publications. 


  



https://www.acf.hhs.gov/cb/resource/reporting-and-presenting-findings

https://mathematica-mpr.com/commentary/making-evidence-matter-tips-for-researchers?utm_source=Facebook

https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2921614/
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Data-Driven Decision Making  
This subsection highlights online resources on data-driven decision making (DDDM), a systematic 
process for deciding on a course of action based on data. 


Electronic Resources 
Data-Driven Decision Making Toolkit 


Los Angeles County Department of Children and Family Services and Center for the Study of Social 
Policy, 2013 


This toolkit was designed to support the consistent integration of DDDM principles and strategies 
into the Los Angeles County Department of Children and Family Services day-to-day operations, 
and to evolve as new organizational learning occurs. The guide is divided into two parts: section one 
provides background on the context, purpose, and lessons learned from the initial DDDM process; 
section two contains practical tools for implementing DDDM.  


Guide to Data-Driven Decision Making: Using Data to Inform Practice and Policy Decisions in 
Child Welfare Organizations 


James Bell Associates, 2018 


This guide explains DDDM and the steps to apply DDDM concepts to organizations and service 
systems. It features tools, such as memorandums of understanding and confidentiality agreements, 
that can be adapted and used in various organizational settings. The guide is accompanied by a 
three-part video series that shows how a fictional child welfare agency set out to improve 
permanency outcomes for children using DDDM. 


How States Use Data to Inform Decisions: A National Review of the Use of Administrative 
Data to Improve State Decision-Making  


The PEW Charitable Trusts, 2018 


This report highlights ways in which government leaders have used data analytics to craft policy 
responses to complex problems, improve service delivery, manage existing resources, and examine 
policy and program effectiveness. The authors identify key actions state leaders can take to build the 
capacity of stakeholders to use data effectively, ensure access to quality data, and analyze data to 
create meaningful information that drives decision making. 


 



https://www.cssp.org/publications/general/WPIC_DCFS_Data_Driven_Decision_Making_Toolkit.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.acf.hhs.gov/cb/resource/data-driven-decision-making-series

https://www.pewtrusts.org/en/research-and-analysis/reports/2018/02/how-states-use-data-to-inform-decisions
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Using Evaluation Data to Promote Program Sustainability 


U.S. Department of Health and Human Services, Administration for Children and Families, 
Children’s Bureau, 2017 


This webinar reviews strategies for using evaluation findings to sustain program and evaluation 
activities after federal discretionary grants have ended. It reviews and discusses the sustainability 
planning and activities of two grantees funded through the federal Permanency Innovations Initiative. 


Continuous Quality Improvement 
This subsection includes links to online resources on CQI, a systematic approach to using data 
collection and change strategies to improve the performance of a program or practice. 


Electronic Resources 
Continuous Quality Improvement 


Child Welfare Information Gateway 


This toolkit provides an overview of CQI concepts and principles and links to resources developed 
by local child welfare agencies for engaging in the CQI process. 


Continuous Quality Improvement Toolkit: A Resource for Maternal, Infant, and Early 
Childhood Home Visiting Program Awardees 


James Bell Associates, 2017 


Developed for the Administration for Children and Families in partnership with the Health Resources 
and Services Administration within the U.S. Department of Health and Human Services, this toolkit 
features nine modules that cover key CQI concepts and skills, including the Plan-Do-Study-Act 
process and root cause analysis. While developed for home visiting projects, its contents may also 
be relevant to other human service programs. 


Spotlight on Continuous Quality Improvement 


Children’s Bureau Express, 2013 


This edition of the Children’s Bureau Express discusses a number of CQI resources, including the 
Administration for Children and Families Information Memorandum “Establishing and Maintaining 
Continuous Quality Improvement Systems in State Child Welfare Agencies.”  



https://www.acf.hhs.gov/cb/resource/administrative-data-program-sustainability-series

https://www.childwelfare.gov/topics/management/reform/soc/communicate/initiative/ntaec/soctoolkits/continuous-quality-improvement/#phase=pre-planning

https://www.acf.hhs.gov/opre/resource/cqi-toolkit-a-resource-for-miechv-awardees?utm_source=ACF+OPRE+News+8%2F30%2F18&utm_campaign=OPRE+News+8%2F30%2F18&utm_medium=email

https://cbexpress.acf.hhs.gov/index.cfm?issueId=149

https://www.acf.hhs.gov/sites/default/files/cb/im1207.pdf
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Using Continuous Quality Improvement to Improve Child Welfare Practice: A Framework for 
Implementation 


Casey Family Programs and National Child Welfare Resource Center for Organizational 
Improvement, 2005 


This document synthesizes a convening of CQI experts to develop a comprehensive framework to 
guide development and implementation of CQI systems in child welfare agencies. It offers strategies 
for agencies to develop and implement CQI systems and processes to improve child welfare 
programs and practices. 


 



http://muskie.usm.maine.edu/helpkids/rcpdfs/CQIFramework.pdf





 


Evaluation Resource Guide for Children’s Bureau Discretionary Grantees 44 


Summary Matrix of Online Evaluation Resources 
This matrix provides an at-a-glance summary of the online resources included in this guide. Resources in bold are especially relevant to 
research and evaluation conducted in child welfare organizations and practice settings. 


Title Source/Author Link Page 


Understanding Program Evaluation 


General Resources on Program Evaluation  


Program Manager’s Guide to 
Evaluation, 2nd Edition 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, Office 
of Planning, Research and 
Evaluation, 2010 


https://www.acf.hhs.gov/opre/resource/the-program-
managers-guide-to-evaluation-second-edition  


2 


The Administration for Children and 
Families Common Framework for 
Research and Evaluation 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, Office 
of Planning, Research and 
Evaluation, 2016 


https://www.acf.hhs.gov/opre/resource/the-administration-
for-children-families-common-framework-for-research-and-
evaluation 


2 


The Step-by Step Guide to Evaluation:  
How to Become Savvy Evaluation 
Consumers 


W. K. Kellogg Foundation, 2017 
https://www.wkkf.org/resource-directory/resource/2010/w-k-
kellogg-foundation-evaluation-handbook 


3 


Basic Guide to Program Evaluation 
McNamara, C., Authenticity 
Consulting LLC  


https://managementhelp.org/evaluation/program-evaluation-
guide.htm 


3 


BetterEvaluation 
Australia and New Zealand 
School of Government 


http://www.betterevaluation.org 3 



https://www.acf.hhs.gov/opre/resource/the-program-managers-guide-to-evaluation-second-edition

https://www.acf.hhs.gov/opre/resource/the-administration-for-children-families-common-framework-for-research-and-evaluation

https://www.wkkf.org/resource-directory/resource/2010/w-k-kellogg-foundation-evaluation-handbook

https://managementhelp.org/evaluation/program-evaluation-guide.htm

http://www.betterevaluation.org/
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Building Evaluation Capacity in 
Human Services Organizations James Bell Associates, 2013 


https://www.acf.hhs.gov/cb/resource/building-evaluation-
capacity  


3 


Evaluative Thinking The Bruener Foundation http://www.evaluativethinking.org/ 3 


Introduction to Program Evaluation for 
Public Health Programs: A Self Study 
Guide 


Centers for Disease Control and 
Prevention, Program 
Performance and Evaluation 
Office, 2011 


https://www.cdc.gov/eval/guide/introduction/index.htm 4 


The 2002 User-Friendly Handbook for 
Project Evaluation 


National Science Foundation, 
Division of Research, Evaluation, 
and Communication, 2002 


https://www.nsf.gov/publications/pub_summ.jsp?ods_key=n
sf02057  


4 


Web Center for Social Research 
Methods 


Cornell University, Cornell Office 
for Research on Evaluation 


http://www.socialresearchmethods.net 4 


What’s the Difference? Understanding 
Process and Outcome Evaluation 


James Bell Associates, 2007 
https://www.jbassoc.com/resource/whats-difference-
understanding-process-outcome-evaluation/  


5 


Evaluation in Child Welfare Contexts 


Building Capacity to Improve 
Program Evaluation in Child Welfare 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/capacity/program-evaluation 6 


Child Welfare Evaluation Virtual 
Summit Series  


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/capacity/program-
evaluation/virtual-summit 


6 


Critical Issues in Evaluating Child 
Welfare Programs James Bell Associates, 2009  


https://www.acf.hhs.gov/cb/resource/evaluating-child-
welfare-programs  


6 



https://www.acf.hhs.gov/cb/resource/building-evaluation-capacity

http://www.evaluativethinking.org/

https://www.cdc.gov/eval/guide/introduction/index.htm

https://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf02057

http://www.socialresearchmethods.net/

https://www.jbassoc.com/resource/whats-difference-understanding-process-outcome-evaluation/

https://www.acf.hhs.gov/cb/capacity/program-evaluation

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit

https://www.acf.hhs.gov/cb/resource/evaluating-child-welfare-programs
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Evaluating Systems and 
Organizational Change in Child 
Welfare Settings 


James Bell Associates, 2016 
https://www.acf.hhs.gov/cb/resource/evaluating-systems-
change-brief   


7 


FRIENDS Evaluation Toolkit 
FRIENDS National Center for 
Community-Based Child Abuse 
Prevention  


https://www.friendsnrc.org/evaluation-toolkit 7 


FRIENDS Online Learning Center 
FRIENDS National Center for 
Community-Based Child Abuse 
Prevention  


https://friendsnrcelearning.remote-learner.net/ 7 


A Roadmap for Collaborative and 
Effective Evaluation in Tribal 
Communities 


(Includes related video) 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau, Child Welfare 
Research and Evaluation Tribal 
Workgroup, 2013 


https://www.acf.hhs.gov/cb/resource/tribal-workgroup  


Related Video: 
https://www.youtube.com/watch?v=dRDHpKYZOmY&featur
e=youtu.be 


7 


Needs Assessments 


Community Needs Assessment  
Child Welfare Information 
Gateway 


https://www.childwelfare.gov/topics/systemwide/assessment
/community/ 


8 


Program Assessment  
FRIENDS National Center for 
Community-Based Child Abuse 
Prevention  


https://www.friendsnrc.org/program-assessment  8 


Assessing Community Needs and 
Resources 


University of Kansas, Center for 
Community Health and 
Development 


https://ctb.ku.edu/en/assessing-community-needs-and-
resources 


9 


Best Practices for Conducting a Needs 
and Resource Assessment: Tip Sheet 


Healthy Teen Network, 2011 
https://www.healthyteennetwork.org/resources/tip-sheet-
needs-and-resource-assessment/  


9 



https://www.acf.hhs.gov/cb/resource/evaluating-systems-change-brief

https://www.friendsnrc.org/evaluation-toolkit

https://friendsnrcelearning.remote-learner.net/

https://www.acf.hhs.gov/cb/resource/tribal-workgroup

https://www.youtube.com/watch?v=dRDHpKYZOmY&feature=youtu.be

https://www.childwelfare.gov/topics/systemwide/assessment/community/

https://www.friendsnrc.org/program-assessment

https://ctb.ku.edu/en/assessing-community-needs-and-resources

https://www.healthyteennetwork.org/resources/tip-sheet-needs-and-resource-assessment/





 


Evaluation Resource Guide for Children’s Bureau Discretionary Grantees 47 


Title Source/Author Link Page 


Checklist for Conducting Needs 
Assessment Surveys 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, Early 
Childhood Learning & Knowledge 
Center, 2018 


https://eclkc.ohs.acf.hhs.gov/fiscal-
management/article/checklist-conducting-needs-
assessment-surveys-developing-plan-identifying 


9 


Community Needs Assessment: 
Participant Workbook 


Centers for Disease Control and 
Prevention, 2013 


https://www.cdc.gov/globalhealth/healthprotection/fetp/traini
ng_modules/15/community-needs_pw_final_9252013.pdf 


9 


Conducting a Community Assessment 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, Office 
of Community Services, 
Compassion Capital Fund 
National Resource Center, 2010 


http://www.strengtheningnonprofits.org/resources/guidebook
s/Community_Assessment.pdf 


9 


Logic Models 


Developing a Logic Model James Bell Associates, 2007 
https://www.jbassoc.com/resource/developing-logic-model-
2/  


10 


Logic Model Builder 


FRIENDS National Resource 
Center for Community-Based 
Child Abuse Prevention & Child 
Welfare Information Gateway 


https://www.childwelfare.gov/topics/preventing/evaluating/to
olkit/ 


10 


Logic Model Development Guide W. K. Kellogg Foundation, 2004 
https://www.wkkf.org/resource-
directory/resource/2006/02/wk-kellogg-foundation-logic-
model-development-guide 


11 


Logic Models 
University of Wisconsin-
Extension, Program Development 
and Evaluation Unit 


https://fyi.uwex.edu/programdevelopment/logic-models/ 11 



https://eclkc.ohs.acf.hhs.gov/fiscal-management/article/checklist-conducting-needs-assessment-surveys-developing-plan-identifying

https://www.cdc.gov/globalhealth/healthprotection/fetp/training_modules/15/community-needs_pw_final_9252013.pdf

http://www.strengtheningnonprofits.org/resources/guidebooks/Community_Assessment.pdf

https://www.jbassoc.com/resource/developing-logic-model-2/

https://www.childwelfare.gov/topics/preventing/evaluating/toolkit/

https://www.wkkf.org/resource-directory/resource/2006/02/wk-kellogg-foundation-logic-model-development-guide

https://fyi.uwex.edu/programdevelopment/logic-models/
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Theories of Change 


Theory of Change 
Capacity Building Center for 
States, 2018 


https://capacity.childwelfare.gov/states/focus-
areas/cqi/change-implementation/theory-of-change/  


12 


Mapping Change: Using a Theory of 
Change to Guide Planning and 
Evaluation 


Mackinnon, A., & Amott, N., 
Grantcraft, 2006 


http://www.grantcraft.org/guides/mapping-change  12 


Theory of Change: Methodological 
Briefs 


Rogers, P., UNICEF, 2014 
https://www.unicef-irc.org/publications/747-theory-of-
change-methodological-briefs-impact-evaluation-no-2.html 


12 


What Is Theory of Change? ActKnowledge http://www.theoryofchange.org/what-is-theory-of-change/ 12 


Evaluability Assessments 


Evaluability Assessment: Examining the 
Readiness of a Program for Evaluation 


Office of Juvenile Justice and 
Delinquency Prevention, Juvenile 
Justice Evaluation Center and 
Justice Research and Statistics 
Association, 2003 


http://www.jrsa.org/pubs/juv-justice/evaluability-
assessment.pdf 


13 


Evaluability Assessment for Impact 
Evaluation: Guidance, Checklists, and 
Decision Support 


Peersman, G., Guijt, I., & 
Pasanen, T., The Methods Lab, 
2015 


https://www.odi.org/publications/9442-evaluability-
assessment-impact-evaluation-guidance-checklists-and-
decision-support  


13 


Planning Evaluability Assessments: A 
Synthesis of the Literature With 
Recommendations 


United Kingdom Department of 
International Development, 2013 


https://www.gov.uk/dfid-research-outputs/planning-
evaluability-assessments-a-synthesis-of-the-literature-with-
recommendations-dfid-working-paper-40  


13 


Program Evaluability Assessment 
Checklist 


Clearinghouse for Military Family 
Readiness, n.d. 


https://militaryfamilies.psu.edu/wp-
content/uploads/2017/11/Program_Evaluability_Assessment
_Checklist-9-9-17.pdf 


14 



https://capacity.childwelfare.gov/states/focus-areas/cqi/change-implementation/theory-of-change/

http://www.grantcraft.org/guides/mapping-change

https://www.unicef-irc.org/publications/747-theory-of-change-methodological-briefs-impact-evaluation-no-2.html

http://www.theoryofchange.org/what-is-theory-of-change/

http://www.jrsa.org/pubs/juv-justice/evaluability-assessment.pdf

https://www.odi.org/publications/9442-evaluability-assessment-impact-evaluation-guidance-checklists-and-decision-support

https://www.odi.org/publications/9442-evaluability-assessment-impact-evaluation-guidance-checklists-and-decision-support

https://www.gov.uk/dfid-research-outputs/planning-evaluability-assessments-a-synthesis-of-the-literature-with-recommendations-dfid-working-paper-40

https://www.gov.uk/dfid-research-outputs/planning-evaluability-assessments-a-synthesis-of-the-literature-with-recommendations-dfid-working-paper-40

https://militaryfamilies.psu.edu/wp-content/uploads/2017/11/Program_Evaluability_Assessment_Checklist-9-9-17.pdf
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Assessing Program Implementation and Fidelity 


National Implementation Research 
Network (NIRN) 


University of North Carolina at 
Chapel Hill, FPG Child 
Development Institute 


https://nirn.fpg.unc.edu 14 


Measuring Implementation Fidelity James Bell Associates, 2009 
https://www.acf.hhs.gov/cb/resource/measuring-
implementation-fidelity  


14 


Fidelity 101: How to Develop, 
Validate and Use Fidelity Measures 
to Inform Implementation in Child 
Welfare 


Kaye, S., & Holder, T., University 
of Maryland, 2011 


https://www.acf.hhs.gov/sites/default/files/cb/es2011_sessio
n_108.pdf 


15 


Lessons Learned Through the 
Application of Implementation 
Science Concepts to Children’s 
Bureau Discretionary Grant 
Programs 


James Bell Associates, 2013 
https://www.jbassoc.com/resource/lessons-learned-
application-implementation-science-concepts-childrens-
bureau-discretionary-grant-programs/  


15 


Cost Analyses/Cost Studies 


Cost Analysis in Program 
Evaluation: A Guide for Child Welfare 
Researchers and Service Providers 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau, Child Welfare 
Research and Evaluation Cost 
Workgroup, 2013 


https://www.acf.hhs.gov/cb/resource/cost-workgroup  16 


Cost Analysis in Program Evaluation 
Video Series 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/capacity/program-
evaluation/virtual-summit/cost-analysis-videos  


16 



https://nirn.fpg.unc.edu/

https://www.acf.hhs.gov/cb/resource/measuring-implementation-fidelity

https://www.acf.hhs.gov/sites/default/files/cb/es2011_session_108.pdf

https://www.jbassoc.com/resource/lessons-learned-application-implementation-science-concepts-childrens-bureau-discretionary-grant-programs/

https://www.acf.hhs.gov/cb/resource/cost-workgroup

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit/cost-analysis-videos
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Waiver Demonstration Cost Evaluation 
Toolkit 


James Bell Associates, 2017 https://www.jbassoc.com/resource/cost-evaluation-toolkit/  16 


Benefit-Cost Analysis in the 
Evaluation of Child Welfare 
Programs 


Foster, E. M., & Holden, E. W., 
2004 


https://www.irp.wisc.edu/publications/focus/pdfs/foc231g.pdf  17 


Cost-Benefit Analysis 
Child Welfare Information 
Gateway 


https://www.childwelfare.gov/topics/preventing/developing/e
conomic/cost-benefit/ 


17 


Economic Evaluation Research in 
the Context of Child Welfare Policy: 
A Structured Literature Review and 
Recommendations 


Goldhaber-Fiebert, J. K., 
Snowden, L. R., Wulczyn, F., 
Landsverk, J., & Horwitz, S. M., 
2011 


https://www.ncbi.nlm.nih.gov/pmc/articles/PMC3230248/pdf/
nihms327811.pdf 


17 


Building the Evidence for Child Welfare Programs and Practice 


A Framework to Design, Test, 
Spread, and Sustain Effective 
Practice in Child Welfare 


 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau, Child Welfare 
Research and Evaluation 
Framework Workgroup, 2014 


https://www.acf.hhs.gov/sites/default/files/cb/pii_ttap_frame
work.pdf 


Related Video Series: 


https://www.acf.hhs.gov/cb/capacity/program-
evaluation/virtual-
summit/framework?utm_source=Framework_Videos&utm_
medium=Crosslink&utm_campaign=Program_Evaluation 


18 


Getting to Outcomes: Improving 
Community-Based Prevention 


The RAND Corporation 
https://www.rand.org/health/projects/getting-to-
outcomes.html 


18 


Measurement Tools for Child Welfare 
California Evidence-Based 
Clearinghouse for Child Welfare  


http://www.cebc4cw.org/assessment-tools 18 


Outcome Measurement in Nonprofit 
Organizations: Current Practices and 
Recommendations  


Morley, E., Vinso, E., & Hatry, H. 
P., 2001 


https://www.issuelab.org/resource/outcome-measurement-
in-nonprofit-organizations-current-practices-and-
recommendations.html 


19 



https://www.jbassoc.com/resource/cost-evaluation-toolkit/

https://www.irp.wisc.edu/publications/focus/pdfs/foc231g.pdf

https://www.childwelfare.gov/topics/preventing/developing/economic/cost-benefit/

https://www.ncbi.nlm.nih.gov/pmc/articles/PMC3230248/pdf/nihms327811.pdf

https://www.acf.hhs.gov/sites/default/files/cb/pii_ttap_framework.pdf

https://www.acf.hhs.gov/cb/capacity/program-evaluation/virtual-summit/framework?utm_source=Framework_Videos&utm_medium=Crosslink&utm_campaign=Program_Evaluation

https://www.rand.org/health/projects/getting-to-outcomes.html

http://www.cebc4cw.org/assessment-tools

https://www.issuelab.org/resource/outcome-measurement-in-nonprofit-organizations-current-practices-and-recommendations.html
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Research Design and Methodology 


Case Studies 


Case Study Research: Foundations and 
Methodological Orientations 


Harrison, H., Birks, M., Franklin, 
R., & Mills, J., 2017 


http://www.qualitative-
research.net/index.php/fqs/article/view/2655/4079  


20 


Preparing a Case Study: A Guide for 
Designing and Conducting a Case 
Study for Evaluation Input 


Pathfinder International, 2006 
https://www.pathfinder.org/publications/preparing-case-
study-guide-designing-conducting-case-study-evaluation-
input/  


20 


Qualitative Case Study Guidelines 
Baškarada, S., The Qualitative 
Report, 2014 


https://nsuworks.nova.edu/tqr/vol19/iss40/3 20 


Qualitative Case Study Methodology: 
Study Design and Implementation for 
Novice Researchers 


Baxter, P., & Jack, S., The 
Qualitative Report, 2008 


http://nsuworks.nova.edu/tqr/vol13/iss4/2/ 20 


Writing Guide: Case Studies 
The Writing Studio: Colorado 
State University, n.d. 


http://writing.colostate.edu/guides/research/casestudy/ 21 


Random Assignment and Matched Case Comparison Designs 


Random Assignment Evaluation 
Studies: A Guide for Out-of-School 
Time Program Practitioners 


Anderson Moore, K., Metz, A., 
Child Trends, 2008 


https://www.childtrends.org/publications/random-
assignment-evaluation-studies-a-guide-for-out-of-school-
time-program-practitioners  


21 


Commonly Asked Questions About 
Random Assignment 


James Bell Associates, 2007 
https://www.jbassoc.com/resource/commonly-asked-
questions-random-assignment/  


21 


Conducting Randomized Controlled 
Trials in Child Welfare Practice 
Settings: Challenges and Solutions 


James Bell Associates, 2013 
https://www.jbassoc.com/resource/conducting-randomized-
controlled-trials-child-welfare-practice-settings-challenges-
solutions/  


21 



http://www.qualitative-research.net/index.php/fqs/article/view/2655/4079

https://www.pathfinder.org/publications/preparing-case-study-guide-designing-conducting-case-study-evaluation-input/

https://nsuworks.nova.edu/tqr/vol19/iss40/3

http://nsuworks.nova.edu/tqr/vol13/iss4/2/

http://writing.colostate.edu/guides/research/casestudy/

https://www.childtrends.org/publications/random-assignment-evaluation-studies-a-guide-for-out-of-school-time-program-practitioners

https://www.jbassoc.com/resource/commonly-asked-questions-random-assignment/

https://www.jbassoc.com/resource/conducting-randomized-controlled-trials-child-welfare-practice-settings-challenges-solutions/
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Propensity Score Matching: Quasi-
Experimental Alternative to Random 
Assignment  


James Bell Associates, 2017 
https://www.jbassoc.com/wp-
content/uploads/2017/04/Webinar-Propensity-Score-
Matching.mp4 


22 


Other Resources 


Qualitative Evaluation Checklist 
Patton, M. Q., Western Michigan 
University, 2003 


https://wmich.edu/sites/default/files/attachments/u350/2014/
qualitativeevalchecklist.pdf 


22 


Qualitative Research Methods: A Data 
Collector’s Field Guide 


Family Health International, 2005 
https://www.fhi360.org/resource/qualitative-research-
methods-data-collectors-field-guide  


22 


Selecting an Evaluation Approach James Bell Associates, 2009 
https://www.jbassoc.com/resource/selecting-evaluation-
approach-2/  


22 


Using Qualitative Data in Program 
Evaluation: Telling the Story of a 
Prevention Program  


FRIENDS National Resource 
Center for Community-Based 
Child Abuse Prevention, 2009 


https://www.acf.hhs.gov/cb/resource/fediawg-using-
qualitative-data 


23 


Working With Small Samples James Bell Associates, 2015 https://www.jbassoc.com/resource/working-small-samples/  23 


Data Collection 


Data Collection Instruments, Tools, and Measures 


Early Childhood Measures Profiles Child Trends 
https://www.childtrends.org/publications/early-childhood-
measures-profiles 


25 


Early Childhood Developmental 
Screening: A Compendium of Measures 
for Children Ages Birth to Five 


Child Trends 
https://www.childtrends.org/publications/early-childhood-
developmental-screening-a-compendium-of-measures-for-
children-ages-birth-to-five-2 


25 


Quality in Early Childhood Care and 
Education Settings: A Compendium of 
Measures, 2nd Edition 


Child Trends 
https://www.childtrends.org/publications/quality-in-early-
childhood-care-and-education-settings-a-compendium-of-
measures-second-edition-2  


25 



https://www.jbassoc.com/wp-content/uploads/2017/04/Webinar-Propensity-Score-Matching.mp4

https://wmich.edu/sites/default/files/attachments/u350/2014/qualitativeevalchecklist.pdf

https://www.fhi360.org/resource/qualitative-research-methods-data-collectors-field-guide

https://www.jbassoc.com/resource/selecting-evaluation-approach-2/

https://www.acf.hhs.gov/cb/resource/fediawg-using-qualitative-data

https://www.jbassoc.com/resource/working-small-samples/

https://www.childtrends.org/publications/early-childhood-measures-profiles

https://www.childtrends.org/publications/early-childhood-developmental-screening-a-compendium-of-measures-for-children-ages-birth-to-five-2

https://www.childtrends.org/publications/quality-in-early-childhood-care-and-education-settings-a-compendium-of-measures-second-edition-2
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Source for Screening and Assessment 
Tools, Instruments, and Measures 


Child Welfare Information 
Gateway 


https://www.childwelfare.gov/topics/systemwide/assessment
/family-assess/sources 


25 


Compendium of Annotated 
Measurement Tools 


FRIENDS National Center for 
Community-Based Child Abuse 
Prevention  


https://www.friendsnrc.org/evaluation-toolkit/using-the-
compendium-of-annotated-measurement-
tools/compendium-of-annotated-tools 


26 


Interagency Partnerships: A 
Compendium of Measurement 
Instruments 


James Bell Associates, 2012 
https://www.jbassoc.com/resource/interagency-partnerships-
compendium-measurement-instruments-2/  


26 


Measuring Child Welfare Outcomes: 
A Compendium of Standardized 
Instruments 


James Bell Associates, 2015 
https://www.jbassoc.com/resource/measuring-child-welfare-
outcomes-compendium-standardized-instruments/  


26 


Test Link: The Test Collection at ETS Educational Testing Service  
http://www.ets.org/test_link/about 


 
26 


Survey Design and Administration 


Conducting Research Surveys via E-
mail and the Web 


The RAND Corporation, 2002 
http://www.rand.org/pubs/monograph_reports/MR1480/inde
x.html 


27 


Education/Resources for Researchers 
American Association for Public 
Opinion Research  


https://www.aapor.org/Education-Resources/For-
Researchers.aspx 


27 


Smart Survey Design SurveyMonkey, n.d. 
http://s3.amazonaws.com/SurveyMonkeyFiles/SmartSurvey.
pdf 


28 


What Is Market Research? Qualtrics 
https://www.qualtrics.com/experience-
management/research/ 


28 



https://www.childwelfare.gov/topics/systemwide/assessment/family-assess/sources

https://www.friendsnrc.org/evaluation-toolkit/using-the-compendium-of-annotated-measurement-tools/compendium-of-annotated-tools

https://www.jbassoc.com/resource/interagency-partnerships-compendium-measurement-instruments-2/

https://www.jbassoc.com/resource/measuring-child-welfare-outcomes-compendium-standardized-instruments/

http://www.ets.org/test_link/about

http://www.rand.org/pubs/monograph_reports/MR1480/index.html

https://www.aapor.org/Education-Resources/For-Researchers.aspx

http://s3.amazonaws.com/SurveyMonkeyFiles/SmartSurvey.pdf

https://www.qualtrics.com/experience-management/research/
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Qualitative Research and Data Collection Methods 


Are You Really Listening? Tips for 
Conducting Qualitative Interviews 


McNiff, K., 2017 
http://www.qsrinternational.com/nvivo/nvivo-
community/blog/are-you-really-listening-tips-for-conducting-
qual 


29 


Five Tips for Conducting Effective 
Qualitative Interviews 


Duke University, Global Health 
Institute, 2018 


https://globalhealth.duke.edu/media/news/five-tips-
conducting-effective-qualitative-interviews 


29 


Strategies for Qualitative Interviews 
Harvard University, Department of 
Sociology, n.d. 


https://sociology.fas.harvard.edu/files/sociology/files/intervie
w_strategies.pdf 


29 


Using Structured Interviewing 
Techniques   


U.S. General Accounting Office, 
Program Evaluation and 
Methodology Division, 1991 


https://www.gao.gov/products/PEMD-10.1.5  
29 


Conducting Focus Groups 
University of Kansas, Center for 
Community Health and 
Development 


https://ctb.ku.edu/en/table-of-
contents/assessment/assessing-community-needs-and-
resources/conduct-focus-groups/main 


30 


Guidelines for Conducting a Focus 
Group 


Eliot & Associates, 2005 
https://irep.olemiss.edu/wp-
content/uploads/sites/98/2016/05/Trinity_Duke_How_to_Co
nduct_a_Focus_Group.pdf 


30 


Child Welfare Information Systems, Databases, and Datasets 


Adoption and Foster Care Analysis 
and Reporting System (AFCARS) 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/research-data-
technology/reporting-systems/afcars 


31 


National Child Abuse and Neglect 
Data System (NCANDS) 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/research-data-
technology/reporting-systems/ncands 
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http://www.qsrinternational.com/nvivo/nvivo-community/blog/are-you-really-listening-tips-for-conducting-qual

https://globalhealth.duke.edu/media/news/five-tips-conducting-effective-qualitative-interviews

https://sociology.fas.harvard.edu/files/sociology/files/interview_strategies.pdf

https://www.gao.gov/products/PEMD-10.1.5

https://ctb.ku.edu/en/table-of-contents/assessment/assessing-community-needs-and-resources/conduct-focus-groups/main

https://irep.olemiss.edu/wp-content/uploads/sites/98/2016/05/Trinity_Duke_How_to_Conduct_a_Focus_Group.pdf

https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/afcars

https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/ncands
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Title Source/Author Link Page 


National Data Archive on Child 
Abuse and Neglect (NDACAN) 


Cornell University, College of 
Human Ecology 


http://www.ndacan.cornell.edu 32 


National Youth in Transition 
Database (NYTD) 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/research-data-
technology/reporting-systems/nytd 


32 


State and Tribal Information Systems 


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau 


https://www.acf.hhs.gov/cb/research-data-technology/state-
tribal-info-systems 


32 


KIDS COUNT Annie E. Casey Foundation https://datacenter.kidscount.org/ 33 


American Community Survey U.S. Census Bureau https://www.census.gov/programs-surveys/acs 33 


Mining Administrative Data: Identifying 
and Understanding At-Risk Populations  


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau, 2017 


https://www.acf.hhs.gov/cb/resource/administrative-data-
program-sustainability-series 


33 


Data Analysis 


Quantitative Data Analysis 


Center for State Child Welfare Data 
University of Chicago, Chapin 
Hall Center for Children 


https://fcda.chapinhall.org/ 34 


40 Excel Tutorials to Change Your Life Digital.com https://digital.com/blog/excel-tutorials 34 


Introduction to Databases Stanford University Online 
https://lagunita.stanford.edu/courses/Engineering/db/2014_1
/about 
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http://www.ndacan.cornell.edu/

https://www.acf.hhs.gov/cb/research-data-technology/reporting-systems/nytd

https://www.acf.hhs.gov/cb/research-data-technology/state-tribal-info-systems

https://datacenter.kidscount.org/

https://www.census.gov/programs-surveys/acs

https://www.acf.hhs.gov/cb/resource/administrative-data-program-sustainability-series

https://fcda.chapinhall.org/

https://digital.com/blog/excel-tutorials

https://lagunita.stanford.edu/courses/Engineering/db/2014_1/about
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Predictive Analytics in Child Welfare 


U.S. Department of Health and 
Human Services, Office of the 
Assistant Secretary for Planning 
and Evaluation  


https://aspe.hhs.gov/predictive-analytics-child-welfare 34 


Using Excel for Analyzing Survey 
Questionnaires 


Leahy, J., University of -
Extension, 2004 


http://learningstore.uwex.edu/assets/pdfs/G3658-14.pdf 35 


Qualitative Data Analysis 


Analyzing Qualitative Data 
Taylor-Powell, E., & Renner, M., 
University of Wisconsin- 
Extension, 2003 


http://learningstore.uwex.edu/Assets/pdfs/G3658-12.pdf 35 


Demonstrating Rigor Using Thematic 
Analysis: A Hybrid Approach of 
Inductive and Deductive Coding and 
Theme Development 


Fereday, J., & Muir-Cochrane, E., 
2006 


http://journals.sagepub.com/doi/10.1177/160940690600500
107  


36 


Reducing Confusion About Grounded 
Theory and Qualitative Content 
Analysis: Similarities and Differences 


Cho, J. C., & Lee, E., 2014 https://nsuworks.nova.edu/tqr/vol19/iss32/2/  36 


Data Analysis Software 


AM Statistical Software American Institutes for Research http://am.air.org 37 


ATLAS.ti ATLAS.ti https://atlasti.com/ 37 


Dedoose Dedoose https://www.dedoose.com 37 


NVivo QSR International https://www.qsrinternational.com/nvivo/home 37 


SAS SAS Institute  https://www.sas.com/en_us/home.html 37 


SPSS Statistics IBM https://www.ibm.com/analytics/spss-statistics-software 38 



https://aspe.hhs.gov/predictive-analytics-child-welfare

http://learningstore.uwex.edu/assets/pdfs/G3658-14.pdf

http://learningstore.uwex.edu/Assets/pdfs/G3658-12.pdf

http://journals.sagepub.com/doi/10.1177/160940690600500107

https://nsuworks.nova.edu/tqr/vol19/iss32/2/

http://am.air.org/

https://atlasti.com/

https://www.dedoose.com/

https://www.qsrinternational.com/nvivo/home

https://www.sas.com/en_us/home.html

https://www.ibm.com/analytics/spss-statistics-software
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Reporting and Using Evaluation Findings 


Communicating and Disseminating Evaluation Findings 


10 Tips for Writing Up Results 


American College Personnel 
Association Commission for 
Assessment and Evaluation, 
2007 


http://acpacommissiononassessment.pbworks.com/f/Report
+Writing+Tips.pdf 


38 


Analysis and Reporting of Evaluation 
Results 


Corporation for National & 
Community Service 


https://www.nationalservice.gov/resources/evaluation/analys
is-and-reporting-evaluation-results 


38 


Communicating Evaluation Findings Hearn, S., BetterEvaluation 
https://www.betterevaluation.org/en/blog/communicating-
findings 


39 


Communicating Evaluation Results 


Substance Abuse and Mental 
Health Services Administration, 
Center for the Application of 
Prevention Technologies 


https://www.samhsa.gov/capt/applying-strategic-prevention-
framework/step5-evaluation/communicating-evaluation-
results 


39 


Stories BetterEvaluation 
https://www.betterevaluation.org/en/evaluation-
options/stories 


39 


Data Visualization: What It Is and Why 
It Matters 


SAS Institute  
https://www.sas.com/en_us/insights/big-data/data-
visualization.html  


39 


Evaluation Reporting: A Guide to Help 
Ensure Use of Evaluation Findings 


Centers for Disease Control and 
Prevention, 2013 


https://www.cdc.gov/dhdsp/evaluation_resources/guides/eva
luation-reporting.htm  


39 


Reporting and Presenting Evaluation 
Findings 


James Bell Associates, 2013 
https://www.acf.hhs.gov/cb/resource/reporting-and-
presenting-findings  


40 


Making Evidence Matter: Tips for 
Researchers 


Mathematica Policy Research, 
2018 


https://mathematica-mpr.com/commentary/making-
evidence-matter-tips-for-
researchers?utm_source=Facebook 


40 



http://acpacommissiononassessment.pbworks.com/f/Report+Writing+Tips.pdf

https://www.nationalservice.gov/resources/evaluation/analysis-and-reporting-evaluation-results

https://www.betterevaluation.org/en/blog/communicating-findings

https://www.samhsa.gov/capt/applying-strategic-prevention-framework/step5-evaluation/communicating-evaluation-results

https://www.betterevaluation.org/en/evaluation-options/stories

https://www.sas.com/en_us/insights/big-data/data-visualization.html

https://www.cdc.gov/dhdsp/evaluation_resources/guides/evaluation-reporting.htm

https://www.acf.hhs.gov/cb/resource/reporting-and-presenting-findings

https://mathematica-mpr.com/commentary/making-evidence-matter-tips-for-researchers?utm_source=Facebook
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The One-Pager: A Practical Policy 
Advocacy Tool for Translating 
Community-Based Participatory 
Research Into Action 


Izumi, B. T., Schulz, A. J., Israel, 
B. A., Reyes, A. G., Martin, J., 
Lichtenstein, R. L., Wilson, C., & 
Sand, S. L., 2010 


https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2921614/  40 


Data-Driven Decision Making 


Data-Driven Decision Making Toolkit 


Los Angeles County Department 
of Children and Family Services & 
Center for the Study of Social 
Policy, 2013 


https://www.cssp.org/publications/general/WPIC_DCFS_Dat
a_Driven_Decision_Making_Toolkit.pdf 


41 


Guide to Data-Driven Decision 
Making: Using Data to Inform 
Practice and Policy Decisions in 
Child Welfare Organizations 


James Bell Associates, 2018 https://www.acf.hhs.gov/cb/resource/guide-to-dddm 


Related video series: 
https://www.acf.hhs.gov/cb/resource/data-driven-decision-
making-series 


41 


How States Use Data to Inform 
Decisions: A National Review of the 
Use of Administrative Data to Improve 
State Decision-Making 


The PEW Charitable Trusts, 2018 
https://www.pewtrusts.org/en/research-and-
analysis/reports/2018/02/how-states-use-data-to-inform-
decisions  


41 


Using Evaluation Data to Promote 
Program Sustainability  


U.S. Department of Health and 
Human Services, Administration 
for Children and Families, 
Children’s Bureau, 2017 


https://www.acf.hhs.gov/cb/resource/administrative-data-
program-sustainability-series 


42 


Continuous Quality Improvement  


Continuous Quality Improvement 
Child Welfare Information 
Gateway 


https://www.childwelfare.gov/topics/management/reform/soc
/communicate/initiative/ntaec/soctoolkits/continuous-quality-
improvement/#phase=pre-planning 
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https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2921614/

https://www.cssp.org/publications/general/WPIC_DCFS_Data_Driven_Decision_Making_Toolkit.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.acf.hhs.gov/cb/resource/data-driven-decision-making-series

https://www.pewtrusts.org/en/research-and-analysis/reports/2018/02/how-states-use-data-to-inform-decisions

https://www.acf.hhs.gov/cb/resource/administrative-data-program-sustainability-series

https://www.childwelfare.gov/topics/management/reform/soc/communicate/initiative/ntaec/soctoolkits/continuous-quality-improvement/#phase=pre-planning
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Continuous Quality Improvement 
Toolkit: A Resource for Maternal, Infant, 
and Early Childhood Home Visiting 
Program Awardees 


James Bell Associates, 2017 
https://www.acf.hhs.gov/opre/resource/cqi-toolkit-a-
resource-for-miechv-awardees  


42 


Spotlight on Continuous Quality 
Improvement 


Children’s Bureau Express, 2013 
https://cbexpress.acf.hhs.gov/index.cfm?event=website.view
Articles&issueid=149&sectionid=2&articleid=3950 


42 


Using Continuous Quality 
Improvement to Improve Child 
Welfare Practice: A Framework for 
Implementation 


Casey Family Programs and 
National Child Welfare Resource 
Center for Organizational 
Improvement, 2005 


http://muskie.usm.maine.edu/helpkids/rcpdfs/CQIFramework
.pdf 


43 
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Statistical analysis can be quite involved. However, there
are some common mathematical techniques that can
make your evaluation data more understandable. Called
descriptive statistics1 because they help describe
raw data, these methods include:


■ Numerical counts or frequencies


■ Percentages


■ Measures of central tendency (mean, mode, median)


■ Measure of variability (range,  standard deviation,
variance)


Numerical counts—
frequencies
Counts or frequencies tell us how many times something
occurred or how many responses fit into a particular cat-
egory. For example:


■ Thirty-two of the participants were over 55 years of
age.


■ Twenty-seven of the 30 participants rated the
content of the Extension newsletter as very useful in
helping deal with family communication problems.


■ A total of 330 producers took soil samples in 1992.


In some cases, numerical counts are all that is needed or
wanted. In other cases, they serve as a base for other cal-
culations. One such calculation is the percentage.


Percentages
A commonly used statistic, the percentage expresses
information as a proportion of a whole. Calculating per-
centages for the examples above we find:


■ Eighty-five percent of the participants were over 55
years of age.


■ Ninety percent of the participants rated the content
very useful.


■ Seventy-four percent of the producers in the county
took soil samples in 1992.


Percentages tend to be easy to interpret. For example, it
is more understandable to say that 40 percent of the
respondents use chlorination to correct water quality
problems than to say that 96 of 240 people chlorinate
their water.


Percentages are a good way to show relationships and
comparisonsÑeither between categories of respondents
or between categories of responses. For example:


■ Fifty-nine percent of producers in 1983 were vacci-
nating their calves for brucellosis as compared to
1987 when 76 percent reported brucellosis vaccina-
tion. (Comparing 1983 respondents to 1987 respon-
dents).


■ While 76 percent of the producers vaccinated their
calves for brucellosis, only 27 percent used a vet to
plan their herd health management. (Comparing
responses from the same respondents.)


Percentages are also useful when we want to show a fre-
quency distribution of grouped data. The frequency dis-
tribution is a classification of answers or values into cate-
gories arranged in order of size or magnitude. The fol-
lowing table provides an example.


1Techniques that allow one to generalize from one group to a larger group are known as tests of statistical significance and 
fall within the body of knowledge called inferential or inductive statistics.
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Table 1. Frequency distribution of Extension partici-
pants by place of residence (n = 860)


Place of 
residence Frequency Percentage


Rural farm 269 31.3


Rural nonfarm 288 33.5


Small town 303 35.2


When reporting a percentage, common practice is to
indicate the number of cases from which the percentage
is calculatedÑeither the ÒNÓ (the total group) or the ÒnÓ
(the subsample/subgrouping).


Although computing percentages appears to be a
simple process, there are a number of possibilities for
making errors.


1. Use the correct base
The base (denominator or divisor) is the number from
which the percentage is calculated. It is important to use
the right base and to indicate which base youÕve used.
Does 75 percent mean 75 percent of all participants, 75
percent of the participants sampled, 75 percent of those
who answered the question, or 75 percent of the respon-
dents to whom the question applied?


Sometimes we use the total number of cases or respon-
dents as the base for calculating the percentage.
However, erroneous conclusions can result. This is partic-
ularly true if the proportion of Òno responseÓ is high. For
example, we have questionnaires from 100 respondents
but not all answered all the questions. For a certain ques-
tion, 10 people did not respond, 70 answered Òyes,Ó and
20 answered Òno.Ó If we use 100 as the base or divisor,
we show that 70 percent answered Òyes.Ó But if we use
90 as the base (those who actually answered the ques-
tion), we find that 78 percent of those who responded
reported Òyes.Ó We do not know whether the Òno
responseÓ would have been ÒyesÓ or Òno.Ó Consequently,
in the analysis, it is essential to say that 10 percent did
not answer (table 2 below) or to omit the 10 Òno answersÓ
in the divisor (table 3).


Table 2. (n = 100 participants)


YES 70%


NO 20%


NO RESPONSE 10%


Table 3. (n = 90 respondents)


YES 78%


NO 22%


There are many situations in which a question is not
applicable to a respondent. Only the number of persons
who actually answer the particular question is used in
calculating the percentage.


2. Rounding percentages
Round off percentages to the least number of decimal
points needed to clearly communicate the findings. To
show too many digits (56.529%) may give a false
impression of accuracy and make reading difficult.
However, showing no decimal points may conceal the
fact that differences exist. In rounding percentages, the
rule of thumb is that five or greater is rounded off to the
next higher number.


3. Adding percentages
Percentages are added only when categories are mutu-
ally exclusive (do not overlap). This is not the case in
multiple choice questions where the respondent may
select several answers. For example, in a question
asking respondents to indicate sources of information
they use in corn production, the respondents might use
one or several of the possible answers: fertilizer dealer,
consultant, printed materials, county agent, etc. These
answers are not mutually exclusive and their percent-
ages should not be added.


4. Averaging percentages
Avoid the error of adding percentages and taking an
average of the summed percentages. This is done fre-
quently, but is never justified. The following table pro-
vides an example.
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Table 4. Projects completed by 4-H members by district
(n = 165,000 4-H members)


Projects 
District completed Percent


A 31,000 74


B 8,000 60


C 12,000 65


D 26,000 75


E 11,000 50


F 28,000 72


TOTAL 116,000 Mean 66 
(incorrect)


In this table, the evaluator incorrectly reported an
average of the six district percentages. Rather, the per-
centage should have been calculated by dividing the
total number of completed projects (116,000) by the total
state membership (165,000) for a total mean percentage
of 70 percent. Sometimes, as in this example, the differ-
ences are not great. In other instances, the error can be
quite large.


Measures of 
central tendency
Measures of central tendency are used to characterize
what is typical for the group. These are measures which
allow us to visualize or identify the central characteristic
or the representative unit. For our purposes, the most
likely measures to be used are the mean, the mode and
the median.


Mean
The mean, or average, is commonly used in reporting
data. It is obtained by summing all the answers or scores
and dividing by the total number. For example, to get
average acreage for a population of farmers, divide the
total number of acres reported by the total number of
respondents. To report mean income of program partici-
pants, divide the total income reported by the total
number of responding participants.


The mean is also useful for summarizing findings from
rating scales. Even with narrative scales, we can assign a
number value to each category and thus calculate the
mean. For example, Ònot important, slightly important,
fairly important, very importantÓ can be assigned 1, 2, 3,
4. ÒAlmost never, sometimes, frequentlyÓ could become
1, 2, 3. Consider the information in table 5 from a ques-
tion asking respondents to rate the usefulness of an
Extension program.


The mean rating for each item is calculated by multiply-
ing the number of answers in a category by its rating
value (1, 2, 3, 4), obtaining a sum and dividing by the
total number of answers for that item. To calculate the
mean for the first item in the example above, follow these
steps:


1. Multiply answers by value. 
Poor = 0 (0 x 1) 
Fair = 20 (10 x 2) 
Good = 180 (60 x 3)
Excellent = 120 (30 x 4)


2. Sum. 0 + 20 + 180 + 120 = 320


3. Divide by N: 320 Ö 100 = 3.2 (mean rating)
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Table 5. Program usefulness (n = 100 participants)


Poor Fair Good Excellent N


A Gave me practical 
information I can use at work 1 2 (10 answers) 3 (60 answers) 4 (30 answers) 100


B.Increased my understanding 1 2 (20 answers) 3 (70 answers) 4 (10 answers) 100
of the subject


C.Stimulated me to find out 1 2 (20 answers) 3 (30 answers) 4 (50 answers) 100
more about the subject







A summary of the calculations might look like the 
following:


Table 6. Program usefulness


Mean rating


Practical information obtained 3.2


Increased understanding of subject 2.9


Stimulated interest in subject 3.3


1–4 scale where 1 = poor to 4 = excellent 


A disadvantage of the mean is that it gives undue value
to figures at one end or the other of the distribution. For
example, if we were to report the average membership
for 6 clubs in the district, with club memberships of 5, 9,
9, 11, 13 and 37, the average would be 14. Yet 14 is larger
than all but one of the individual club memberships.


Mode
The mode is the most commonly occurring answer or
value. For example, if farmers report the size of their
farm as 120 acres more often than any other size, then
120 is the modal size of a farm in the study area. The
mode is usually what people refer to when they say Òthe
typical.Ó It is the most frequent response or situation
found in the evaluation. 


The mode is important only when a large number of
values is available. It is not as affected by extreme values
as the mean.


Median
The median is the middle value. It is the midpoint where
half of the cases fall below and half fall above the value.
Sometimes we may want to know the midpoint value in
our findings, or we may want to divide a group of partic-
ipants into upper and lower groupings.


To calculate the median, arrange the data from one
extreme to the other. Proceed to count halfway through
the list of numbers to find the median value. When two
numbers tie for the halfway point, take the two middle
numbers, add them and divide by 2 to get the median.
Like the mode, an advantage of the median is that it is
not affected by extreme values or a range in data.


The following example shows the three measures of
central tendency. In this example, we are analyzing
income data from 10 families.


Table 7. Income data 


Family income 
Family (1991)


1 $ 25,000


2 30,000


3 30,000


4 30,000


5 30,000


6 40,000


7 40,000


8 45,000


9 50,000


10 230,000


TOTAL $550,000


Which of the reported calculations makes more senseÑ
the mean, the mode, or the median? The answer will
depend upon your data and the purpose of your analy-
sis. Often, it is better to calculate all the measures and
then decide which provides the most meaning. Is it more
useful and important to know that the average income
for these ten families is $55,000? Or, is the most common
income more meaningful? Sometimes, it will be impor-
tant to look at variability, not just the central tendencies.


Measures of variability
Measures of variability express the spread or variation in
responses. As indicated earlier, the mean may mask
important differences, or be skewed by extreme values at
either end of the distribution. For example, one high value
can make the mean artificially high, or one extremely low
response will result in an overall low mean.


Looking at variability often provides a better under-
standing of our results. Are all the respondents and
responses similar to the mean? Are some very high or
very low? Did a few do a lot better than the others?
Several measures help describe the variation we might
find in our evaluation results.


Range
The range is the simplest measure of variability. It com-
pares the highest and lowest value to indicate the spread
of responses or scores. It is often used in conjunction
with the mean to show the range of values represented in
the single mean score. For example, ÒSoil testing for
phosphorus saved producers an average $15/acre,
ranging from $12 to $20/acre.Ó
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Mean
$55,000


Mode
$30,000


Median
$35,000







The range can be expressed in two ways: (1) by the
highest and lowest values:ÒThe scores ranged from 5 to
20Ò; or (2) with a single number representing the differ-
ence between the highest and lowest score: ÒThe range
was 15 points.Ó


While the range is a useful descriptor, it is not a full
measure of variation. It only considers the highest and
lowest scores, meaning that the other scores have no
impact. 


Standard deviation
The standard deviation measures the degree to which
individual values vary from the mean. It is the average
distance the average score lies from the mean. A high
standard deviation means that the responses vary greatly
from the mean. A low standard deviation indicates that
the responses are similar to the mean. When all the
answers are identical, the standard deviation is zero.


SD =  ·(x-x)2


n-1


Variance
Sometimes, instead of the standard deviation, the 
variance is used. It is simply the square of the stan-
dard deviation.


In some cases, variation in responses represents a posi-
tive outcome. A program designed to help people think
independently and to build their individual decision-
making skills may reveal a variety of perspectives. In
another case, if the goal of the program is to help every-
one achieve a certain level of knowledge, skill or produc-
tion, variation may indicate less than successful out-
comes.


Creating ranks
Rankings
The analysis techniques discussed so far involve calcu-
lating numbersÑusing the actual data to provide mea-
sures of results. Rankings, on the other hand, are not
actual measurements. They are created measures to
impose sequencing and ordering. Rankings indicate
where a value stands in relation to other values or where
the value stands in relation to the total. For example:


■ Producers ranked the county Extension agent as
the most important source of information.


■ Homemakers in Oneida County ranked second in
the state in adoption of energy saving practices.


■ The Crawford County 4-H club ranked 5th in the
overall state competition.


While rankings can be meaningful, there is the tendency
to interpret rankings as measurements rather than as
sequences. Also, only minimal differences may separate
items that are ranked. These differences are concealed
unless explained. When using rankings, it is best to
clearly explain the meaning.


Working with the data
Begin to understand your data by looking at the
summary of responses to each item. Are certain answers
what you expect? Do some responses look too high or
too low? Do the answers to some questions seem to link
with responses to other items?


This is the time to work with your data. Look at the find-
ings from different angles. Check for patterns. Begin to
frame your data into charts, tables, lists and graphs to
view the findings more clearly and from different per-
spectives. A good process is to summarize all your data
into tables and charts and write from those summaries.
See how the data look in different graphic displays.
Think about which displays will most effectively com-
municate the key findings to others.


Cross-tabulations or subsorting will allow you to
explore your findings further. For example, suppose
that you are doing a follow-up evaluation of an annual
three-day workshop attended by producers and
agribusiness representatives. YouÕve collected data from
301 participants and one of the items reflects an overall
rating of the event. The categories are ÒExcellent, Good,
Fair, Poor.Ó First, you might take a look at the frequency
distribution and calculate an average rating:


Table 8. Overall rating of workshop (n = 301)


Rating 1st time Repeat 
participants participants


(n = 200) (n = 101)


Excellent (x4 ) 125 58


Good (x3) 60 35


Fair (x2) 15 6


Poor (x1) 0 2


Average rating* 3.6 3.5


*1Ð4 scale where 1 = poor and 4 = excellent


These results indicate that the repeat participants are
almost equally satisfied with the program. You also
might want to check for differences by sorting the
respondents into occupational categories to see if one
group rated the program differently than the other. The
possibilities for subsorting will depend upon what data
you collected and the purpose of your evaluation. 


Cross tabulations  may be conveniently presented in
contingency tables which display data from two or
more variables. As illustrated in table 9, contingency
tables are particularly useful when we want to show
differences which exist among subgroups in the total
population.
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Table 9. Changes in young people’s self-confidence levels (N = 100 girls, 100 boys)


Level of 
confidence 1990 1991


Girls % Boys % Girls % Boys %


High 10 20 50 69


Medium 57 62 48 31


Low 33 18 2 0
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Summary
The possibilities for analyzing your evaluation data are
many. Give priority to those analyses which most
clearly help summarize the data relative to the evalua-
tionÕs purpose and which will make the most sense to
your audience.


P R O G R A M  D E V E L O P M E N T  A N D  E V A L U A T I O N■  ■  ■









Introduction: COVID-19 and the “New Normal” 
In response to COVID-19, child welfare agencies must deliver services 
remotely, and evaluators must shift to remote research methods. This 
guide provides an overview of challenges child welfare researchers and 
evaluators may face in conducting research and collecting data remotely, 
and it offers concrete strategies and recommendations to address these 
challenges. 


COVID-19 and Child Welfare Practice 
The pandemic has required rapid adaptations to child welfare services. The Children’s Bureau 
has developed resources to help guide services provided by states to children and families 
(Children’s Bureau, 2020). States have already addressed the unique situations created by COVID-
19 by implementing such initiatives as extending the age of emancipation of foster youth.1 
Caseworkers have conducted investigations and visits with families remotely, and virtual court 
hearings are being held to avoid viral transmission. Many community services, such as substance 
abuse treatment programs and parenting classes, were initially closed but have since transitioned to 
remote delivery.  


Whether conditions created by the pandemic have increased rates of child maltreatment is 
unclear. The pandemic has brought job losses, reduced wages, and financial instability to all income 
levels, though lower income individuals are more likely to report negative effects (Pew Research 
Center, 2020). Stay-at-home orders may have increased parenting stress by removing families from 


______ 
1 California extended benefits to young adults in foster care in April 2020. See Governor Newsom Announces $42 Million to Protect 
Foster Youth and Families Impacted by COVID-19, accessed July 2020.  
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sources of social support (Griffith, 2020). School closures have isolated children from their peers, 
and from adults who may observe signs of child abuse and neglect. A study by Baron, Goldstein, 
and Wallace (2020) suggests that school closures during the pandemic may be associated with 
reduced reports of child maltreatment; however, whether adverse conditions created by COVID-19 
have affected child maltreatment rates remains unknown—some studies that examined the 
relationship between depressed economic conditions and rates of child abuse and neglect showed 
mixed results (Nguyen, 2013). Regardless, for child welfare organizations, the pandemic has created 
new challenges in identifying and contacting families that could benefit from services and supports. 


COVID-19 and Child Welfare Research 
Researchers must revisit their understanding of child welfare services. Child welfare agencies 
have had to implement changes in state and local policies, contend with funding cuts and staff 
layoffs/furloughs, delay implementation of new projects, and adapt initiatives that have already been 
launched. Researchers need to know how COVID-19 has affected child welfare service delivery, 
including the implementation and impact of new initiatives intended to improve services. 
Understanding how services have been modified may prompt new research questions and suggest 
changes in study methods. 


Researchers must adapt traditional research methods to the new virtual environment. COVID-
19 has affected the way child welfare data are collected. Plans developed pre-pandemic, which 
relied on in-person data collection, must be revised in light of travel restrictions and safety 
precautions. Like child welfare practitioners, researchers must learn new technologies, revisit 
methods, and develop skills to continue to provide critical information on service delivery and its 
impact on children and families.  


This guide will highlight considerations for building and adapting evaluation plans in the 
COVID-19 environment. It is not an exhaustive review of all technology and remote approaches; 
rather, it outlines strategies to consider when planning, budgeting, designing studies, selecting 
outcomes, and conducting data collection for child welfare evaluations in a remote environment.  


 


There is a 40 percent decrease in calls received by the Child Abuse Hotline, while 
calls to 211 for support on food, housing, etc., have increased by 400 percent. 


— FEDERAL CHILD WELFARE GRANTEE, CALIFORNIA 







 


Effective Child Welfare Research and Evaluation Using Remote Methods  3 


Evaluation Planning: Start-Up and Rebooting 
Partner with the program you are evaluating to understand changes to 
program capacity, service delivery, and priorities. 


Engage in honest conversations with program 
staff about changes to capacity and resources. In 
response to COVID-19, many staff in child welfare 
departments have been reassigned to special 
emergency response task forces, management has 
had to gather resources and develop policies for 
telework (many for the first time), and programs have 
shifted or ceased usual service delivery to focus on 
urgent community needs. These changes often 
mean less time to dedicate to evaluation planning. 
Having honest conversations with program staff 
about their obligations and priorities is an important 
first step in continuing with an evaluation. Exhibit 1 
highlights potential programmatic changes in 
response to the pandemic and prospective 
evaluation adaptations. 


Ask program staff about any new technological 
resources they are using and how these tools are 
working. As more staff work remotely, many are 
leveraging technology to improve productivity and have developed ways to meet and work together 
in virtual settings. Determine if staff are familiar with or are using virtual collaboration tools such as 
those that allow users to share computer screens or virtual whiteboards. Consider employing 
technology that program staff already have access to—and are familiar with—for planning, 
communication, and data collection. Adapting existing tools for new purposes can save time and 
resources. 


We continue to brainstorm ways to convene groups of people through the use of 
technology and continue to hold in mind the capacity and ability of our partners and 
families during this crisis. 


— FEDERAL CHILD WELFARE GRANTEE, CALIFORNIA 


Strategies to Minimize 
Program Burden During 
Evaluation Planning 


• Schedule evaluation planning 
meetings or calls before or 
after other regularly scheduled 
meetings.  


• Keep agendas brief and 
targeted.  


• When seeking feedback, give 
staff adequate time to review 
documents. 


• Use communication tools that 
are user-friendly and with 
which staff are already 
familiar. 
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Exhibit 1. Planning Evaluation Adaptations in Response to Programmatic 
Changes 


Service delivery If yes 
-  Implications for evaluation design 


Have services been changed? If so, 
how/why were adaptations made or 
selected?  


 Review and revise the theory of change/logic 
model as necessary. 


What remote technology is being used for 
these services? 


 Consider whether the technology used to 
deliver remote services could generate 
potential data sources. 


Have any services been discontinued?  Determine if evaluation activities are no longer 
applicable, and, if so, consider how evaluation 
resources could be reassigned.  


Are there any changes in who is receiving 
services? 


 Assess whether changes in population may 
require shifts in sample size/instruments.  


Are there anticipated changes in how many 
children/families will receive services? 


 Determine if evaluation design and/or analysis 
methods may need adjustments. 


Have time frames for service delivery been 
extended or shifted?  


 Determine if evaluation activities need 
scheduling adjustments, or if the evaluation 
workplan needs to be revised. 


Have collaborative partnerships changed? If 
so, who is no longer involved? Who is 
newly involved? 


 Consider whether process data collection 
design/methods need to be changed. 


Are meetings of collaborative partners, or 
meetings of agency staff, being conducted 
using remote methods? If yes, what 
platform/software is used? 


 Review meeting platforms used and determine 
if they may provide digital process evaluation 
data. 
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Virtual Methods, Real Money: Evaluation 
Planning and Budgeting 
Technology costs are not limited to hardware and software.  


Costs of remote data collection are often associated with helping people learn to use the 
technology effectively. The evaluation considerations described in exhibit 2 also have potential 
implications for the evaluation workplan and associated costs.  


 Exhibit 2. Workplan and Budget Implications in a Remote Environment 


Evaluation changes Potential workplan shifts Possible budget implications 


Remote data collection 
activities replacing 
traditional in-person or 
onsite methods (e.g., 
interviews, focus groups, 
observations) 


Changes in number, type, or 
burden on respondents 


Data security practices 
needing to be enhanced and 
updated 


Time to review and select 
hardware and software that 
will meet data collection 
needs 


Extended time frames to 
allow for recruitment, 
scheduling, and data 
collection 


Time for Institutional 
Review Board (IRB) 
revisions  


Travel costs reduced 


Increased or decreased staff time to 
recruit participants, schedule data 
collection activities, and collect remote 
data  


Reduced/no costs needed for 
transcription 


Incentive adjustments due to changes in 
the number of respondents, or 
respondent burden 


Staff time to review, revise, and resubmit 
to IRB 


Hardware and internet 
access needed for program 
staff, or families, to collect 
data 


Time allocated to purchase, 
set up, distribute, and train 
staff on new technologies 


Purchase of devices and insurance 


IT support 


Training for staff to operate devices 


Staff time to orient families, if they will 
provide data via a remote device 


New software platforms for 
communication and remote 
data collection (e.g., survey 
design, meetings)  


Time allocated to purchase, 
set up, distribute, and train 
staff on new technologies 


Purchase of software 


Purchase of add-on features to enhance 
data collection (e.g., chat functions, in-
presentation surveys) 


Training for staff to use software 
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Evaluation Design and Redesign 
Programmatic changes made as a result of the COVID-19 pandemic may 
require revisions to planned or approved evaluation designs.  


Consider revisions to the program’s theory of change and logic model to reflect 
modifications in service delivery. Social distancing has forced many programs to suspend in-
person service delivery; some services have been adapted to a virtual platform, while others have 
been delayed or canceled. These changes, whether temporary or permanent, may require staff and 
evaluators to reassess their programs’ theories of change and logic models; they may need to be 
updated to reflect new activities, outputs, and outcomes.  


Multiple stakeholders can explore these questions remotely by using a variety of existing online 
collaboration tools and platforms. Exhibit 3 shows an example of one federal grantee’s use of an 
online collaboration platform—Trello—to create and modify a theory of change. 


Exhibit 3. Example of a Theory of Change Developed Remotely Using the Online 
Project Management Software Trello  


 


 
Source: Larimer County, Colorado Department of Human Services 
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Consider the following important questions when assessing changes to service delivery: 


• How has service delivery changed?  


• How has service delivery remained the same? 


• What adaptations made in response to the pandemic are likely to continue after the crisis is 
over? 


• How do these changes affect our understanding of how our program works and of the outcomes 
we expect it to achieve? 


When significant changes are made to services, shifts in evaluation design may be warranted. 
Exhibit 4 describes some options evaluators may want to consider. 


Exhibit 4. Evaluation Design Decisions in Response to Service Changes 
Questions If yes, consider … 


Has service delivery changed?  Pausing summative evaluation activities to 
conduct a formative evaluation  


Are there opportunities for comparison between in-
person and remote service delivery?  


A substudy comparing outcomes among 
participants receiving services before and 
during the COVID-19 pandemic  


Are you interested in generalizable results about 
“business as usual”? 


Using a retrospective design with pre-COVID-
19 pandemic administrative data 


Does the evaluation involve the use of administrative 
data to assess the program’s impact on long-term 
outcomes (e.g., number of child abuse reports, length 
of time in foster care)?  


Was the collection of these data affected by the 
COVID-19 pandemic (e.g., delayed collection, less 
complete or lower quality data)? 


Using intermediate child and family measures 
to link program services to shorter term 
outcomes  


 


 


 


Due to the impacts of COVID-19 on the child welfare data, our evaluation team will 
be tasked with controlling for the anomalies of our comparison group. 


—FEDERAL CHILD WELFARE GRANTEE, COLORADO 
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Consider a shift toward formative evaluation. Formative evaluation focuses on early 
implementation and service quality before more rigorous summative evaluation, and it can be used 
to confirm that outputs and outcomes are still appropriate and moving in the right direction. Ongoing 
summative evaluations may benefit from a pause to reevaluate whether the program is still meeting 
its goals.2 


Make sure your data analysis plan carefully tracks service delivery dates. The pandemic has 
created a separate treatment “condition” for all program participants receiving services since the 
onset of COVID-19. This treatment condition can be compared with pre-COVID-19 participants or 
controlled for in statistical analyses. Consider case studies, interviews, and focus groups to 
understand how the pandemic has 
affected participants. If you are interested 
in generalizable findings, use only pre-
pandemic data in a retrospective study 
design.  


Changes in services offer a chance to 
test whether the same outcomes can 
be achieved via remote methods. For 
example, using the same survey 
instruments, compare training outcomes 
among participants who completed in-
person training pre-COVID-19 with those 
who completed an online version during 
the pandemic. Substudies can be added 
to your research design to test if remote 
service delivery generates any time or 
cost savings without a loss of 
effectiveness.  


Shifts in evaluation designs and data 
collection activities may require 
increased data security and human 
subject protections. Collecting digital 
information may involve updating data 


______ 
2 For more information and tools to design and conduct formative evaluations, see Formative Evaluation Toolkit: A Step-by-Step 
Guide and Resources for Evaluating Program Implementation and Early Outcomes.  


Participant Safety  


The pandemic has heightened stress and 
increased isolation for children, parents, and 
professionals. Take actions during planning 
and evaluation design to help protect the 
safety of study respondents. 


• Ensure the research team is familiar with 
mandated reporting responsibilities. 
Create protocols that direct staff 
responses when maltreatment is 
suspected.  


• Routinely seek program partner input 
when selecting recruitment and data 
collection activities. This is especially 
critical for studies seeking information 
from populations at risk for abuse and 
violence. 


• When designing online surveys, 
incorporate information to inform 
respondents about local services, such as 
child abuse, domestic violence, and 
mental health services. 



https://www.jbassoc.com/resource/formative-evaluation-toolkit-a-step-by-step-guide-and-resources-for-evaluating-program-implementation-and-early-outcomes/

https://www.jbassoc.com/resource/formative-evaluation-toolkit-a-step-by-step-guide-and-resources-for-evaluating-program-implementation-and-early-outcomes/





 


Effective Child Welfare Research and Evaluation Using Remote Methods  9 


security practices and reviewing data sharing agreements. Data from video and text recordings may 
give the evaluation greater access to sensitive information, which will require IRB review and revised 
informed consent procedures. 


Selecting Outcomes: Go Deep, Go Wide 
Child welfare outcomes can be measured using remote data collection 
methods. 


Consider using “quick hit” methods to measure short-term outcomes within a large sample. 
For example, a one-question text message survey or brief survey administered via social media 
could be used to assess common short-term outcomes, such as the following: 


• Increases in knowledge 


• Changes in attitudes or beliefs 


• Service quality 


Rapid feedback data collected in this way can also be used for continuous quality improvement 
(CQI) purposes to monitor and improve program services on an ongoing basis. When selecting 
short-term outcomes, be clear about which will be used for evaluation purposes and which will be 
used for CQI (it is also possible for the same short-term outcomes to be used for both purposes).  


Focus in depth on intermediate outcomes. Data from the Adoption and Foster Care Analysis and 
Reporting System (AFCARS) and the National Child Abuse and Neglect Data System (NCANDS) 
are often used in child welfare research to measure long-term outcomes; however, changes that 
child welfare agencies have made during the COVID-19 pandemic will significantly affect the 
completeness and quality of these data. For example, an evaluation of a county’s parenting program 
designed to reduce risk of future child abuse may have planned to use NCANDS3 data to assess 
recurrence of child maltreatment within 6 months; however, this measure could be invalid if 
decreased in-person school attendance significantly lowers the overall number of child abuse 
reports. An alternative approach could be to measure family relationships if the program’s theory of 
change hypothesizes improved relationships lead to reduced child maltreatment. 


______ 
3 NCANDS. Outcome 1.1 Recurrence of maltreatment within 6 months. For additional information on NCANDS data, see About 
NCANDS, accessed July 2020. 



https://www.acf.hhs.gov/cb/resource/about-ncands

https://www.acf.hhs.gov/cb/resource/about-ncands
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Measure intermediate outcomes using standardized measures. Many instruments can be used 
to measure changes at the child, parent, and family level. Exhibit 5 describes some examples of 
instruments used in evaluations of federal child welfare grant programs. 


Exhibit 5. Sample Intermediate Measures to Assess Program Impact4  
Outcome 


level Potential domains Examples of measures 


Child 
level 


Development Battelle Developmental Inventory, 2nd Edition (Bliss, 
2007) 


Behavioral issues Eyberg Child Behavior Inventory (Rich & Eyberg, 2001) 


Cognitive/academic 
performance 


The Woodcock-Johnson Tests of Cognitive Abilities 
(Woodcock, 1997) 


Mental health Child Depression Inventory (Finch et al., 1987) 


Social relationships Youth Connections Scale (Jones & LaLiberte, 2013) 


Resilience and protective 
factors 


Children’s Hope Scale (Snyder et al.,1997)  


Trauma impact Child PTSD Symptom Scale (Foa et al., 2001) 


Caregiver/
parent 
level 


Parenting skills Parenting Sense of Competence Scale (Gilmore & 
Cuskelly, 2009) 


Employment status  Job Search Attitudes Inventory (Liptak, 2002) 


Mental health Edinburgh Postnatal Depression Scale (Cox et al., 
1987) 


Social supports and 
connections 


Maternal Social Support Index (Pascoe et al., 1987) 


Domestic violence Domestic Violence Inventory—Short Form (Lindeman & 
Khandaker, 2011) 


Substance use Substance Abuse Problem Checklist (Carroll, 1984) 


Family 
level 


Overall family functioning  Family Assessment Form (McCroskey et al., 1997) 


Interfamilial relationships Parenting Interactions with Children: Checklist of 
Observations Linked to Outcomes (Roggman et al., 
2013) 


Source: James Bell Associates (2015)  


______ 
4 For an extensive list of standardized instruments that can be used to assess child and family outcomes, see Measuring Child 
Welfare Outcomes: A Compendium of Standardized Instruments. 



https://www.jbassoc.com/resource/measuring-child-welfare-outcomes-compendium-standardized-instruments/

https://www.jbassoc.com/resource/measuring-child-welfare-outcomes-compendium-standardized-instruments/
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Data Collection: Start With What You Have 
Select technology your respondents can use. 


Access to the internet and technology is unequal. It is critical to know if your respondents—and 
program staff—can go online. Exhibit 6 shows demographics associated with whether individuals 
can afford internet service and whether they can access it in their location. 


Exhibit 6. Availability of Broadband and Home Internet  


 
Sources: Federal Communications Commission (2020); Pew Research Center (2019) 


Understand what devices are used by respondents. A survey meant to be delivered on laptops 
will not be effective if your population does not use them. Certain populations are more likely to have 
access to and use devices, as illustrated in exhibit 7. Consult with program partners to understand 
more specific local community access issues.  


Exhibit 7. Access to Devices 


Source: Pew Research Center (2019) 


65%


69%


98%


56%


78%


92%


Income < $30,000


Income $30-49,999


Income $50-74,999


Residents of tribal lands


Residents in rural locations


Residents in urban locations


Broadband available Have home internet


36%


55%


70%


53% 58%


43%
54%


83%
94%


58% 57%


82%
71%


85%
97%


80% 79% 82%


Income < $30,000 Income $30-99,999 Income $100,000+ Black Hispanic White


Have tablet Have computer/desktop Have smartphone
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Survey Instrument Design and Administration 
Deliver and design surveys so that respondents receive them and want to 
complete them.  


Evaluators may use paper-based surveys or remote tools, such as computer assisted 
telephone interviews (CATI) and electronic surveys. CATI and paper surveys have the 
advantage of a well-established base of research and best practices, whereas electronic survey 
technology is continually evolving—with 
research only starting to catch up to 
these advancements. Phone surveys 
may be preferable for individuals with no 
internet access or for those who have 
lower literacy levels. For those without 
stable or consistent phone or internet, 
paper surveys will be necessary; 
however, for many researchers, the 
increasing availability of technology and 
the cost savings provided by electronic 
surveys make this data collection method 
a favored choice.  


Many virtual meeting platforms can 
help collect data through polls and 
chat boxes. Platforms such as Zoom, Go 
to Meeting, and WebEx allow for live 
polling, and results can be displayed 
onscreen to facilitate discussion among 
participants. This method may also be 
used to capture brief question responses 
during online meetings, interviews, or 
focus groups. 


 


Evaluating Survey Programs 


Herzing (2019) identifies seven questions for 
evaluating survey software: 


1. What should the software/application 
track? 


2. Does the software/application adjust to 
different devices/browsers? 


3. Which question formats are available, and 
how are they designed? 


4. How can the question format/screen 
layout be adjusted for your purposes?  


5. Have fieldwork monitoring features been 
implemented? 


6. How and in which format are the data 
delivered? 


7. On which operating systems and 
browsers does the survey 
software/application work? 
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Electronic surveys vary in costs and 
the types of data they can collect. 
Some of the most innovative and 
interactive data collection procedures 
allow respondents to take or upload 
pictures, videos, or voice recordings 
(Herzing, 2019). Survey software or apps 
can be downloaded on a smartphone to 
gather additional information, which can 
increase accuracy by avoiding recall or 
social favorability biases while also 
reducing burden on respondents. Data 
collection using smartphone-based 
technologies is a relatively new 
alternative that requires careful 
consideration of potential data privacy 
and security issues. 


When selecting a survey program, 
think about the types of features that 
will enhance your data collection. 


Systems such as Salesforce and REDcap allow users to download and analyze data for greater 
efficiency. If current data collection systems are inadequate, consider what features will be needed. 
Surveys that are designed to be completed on mobile phones must be optimized for use on mobile 
devices. Some online survey programs like Qualtrics provide side-by-side views of how questions 
will look in a web browser compared with a mobile device.  


Mobile surveys must be designed carefully to ensure adequate response rates. Surveys 
administered via mobile phone require special attention to ensure they display and function properly. 
Poor design can negatively affect response rates, both to the survey overall and to individual 
questions.  


 


  


Electronic Survey Design Principles 


Antoun et al. (2018) note the following 
components of effective survey design: 


• Readability: The font size should be easy 
to read.  


• Ease of selection: Response options 
should be large enough to tap accurately.  


• Visibility across the page: Content 
should fit the width of the screen so there 
is no horizontal scrolling.  


• Simplicity of design: Design features 
should be simple for respondents to use 
(avoid sliders, embedded video, auto 
advance of questions, etc.). 


• Predictability across devices: The 
survey should function the same across 
devices. 
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Qualitative Data Collection: Using Digital 
Technology to Obtain Human Perspectives 
Remote data collection creates special challenges for conducting 
qualitative research.  


Remote communication technology limits our ability to read individuals’ social cues, such as 
gestures, facial expressions, and vocalization (Vinciarelli et al., 2008). Facial expressions are an 
especially important source of cues that help individuals successfully navigate conversations. We 
read facial expressions to know whether 
another person has finished speaking, 
has another thought, or is feeling 
stressed. When interviewers see these 
cues, they can use them to decide 
whether to move to another question, ask 
a prompt, or stay silent.  


Remote methods may require active 
facilitation and structures that amplify 
social cues for participants. 
Communication technology can limit or 
prevent access to the visual and vocal 
cues that are present in face-to-face data 
collection, making it more difficult for 
participants to “take turns” in the 
conversation. A moderator who creates 
organizing structures and actively leads 
discussions can facilitate a smoother 
conversation and interactions. That said, 
moderators must also avoid dominating 
the discussion to ensure information 
sharing is not reduced.  


Select remote methods that respondents can access and that match their preferences when 
possible. Some communication devices, software programs, and social media platforms are 
preferred by certain demographic groups (Chen & Neo, 2019; Ford et al., 2019). Giving respondents 
the option to select their preferred communication mode can increase their satisfaction with the 


What Type of Information Do You 
Need? 


• Focus groups collect a broad range of 
information. They do this through a 
group process of sharing and comparing 
information and experiences among 
multiple participants, which encourages 
the collection of data from a variety of 
perspectives.  


• Individual interviews allow for the 
collection of rich and in-depth 
information on one or more topics 
related to a person’s experience. They 
are sometimes used to collect sensitive 
information that respondents would not 
want to disclose in a group setting, and 
they may be more convenient because 
they can be scheduled around 
respondents’ availability. 
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interview process (Hershberger & Kavanaugh, 2017) and potentially ameliorate some of the 
limitations of remote communication technology noted above.  


Video Communication 
Video-based communication can help us read some social cues—but not all. Video helps 
participants see one another’s facial expressions and gestures, which facilitates the flow of 
information. But video-based methods 
do not allow participants to make direct 
eye contact because of the placement 
of the camera on most computers. For 
example, a facilitator who looks at the 
image of the respondent to address her 
will not be looking directly at the 
camera lens; therefore, to the 
respondent it will appear the facilitator 
is looking past her rather than engaging 
in simultaneous and direct eye contact.  


Video may be more suitable for 
collecting less personal or sensitive 
information from those participants 
with access to and comfort with 
technology. Research suggests the 
decreased anonymity of video focus 
groups may explain why they are less 
successful in collecting information on 
sensitive topics (Gothberg et al., 2013). 
The required audio-video technology is 
not universally accessible, which may 
increase sample bias, and technical 
challenges are common (Daniels et al., 
2019). Privacy issues should also be considered—for example, the possibility of someone entering 
the room where the interview is taking place. Exhibit 8 lists common challenges in using audiovisual 
communication methods, and strategies to address them. 


The most difficult part is building trust virtually. 


—FEDERAL CHILD WELFARE GRANTEE, WASHINGTON STATE 


Participant Privacy 


Video methods pose additional challenges in 
maintaining participant privacy. 


• When sending study information and 
consent materials to respondents prior to 
interviews and focus groups, include 
information on community resources. 


• In materials sent to participants before 
interviews and focus groups, include an 
explanation of the importance of maintaining 
an environment that ensures privacy. Before 
beginning interviews, remind respondents of 
the importance of maintaining privacy. 


• Remind participants at the beginning, and 
throughout interviews, that they may decline 
to answer questions or stop at any time. 


• Stop interviews and focus groups if/when 
you perceive nonrespondents are present. 
Offer to reschedule for individuals who are 
unable to maintain privacy.  
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Exhibit 8. Audiovisual Interviews and Focus Groups: Common Challenges and 
Strategies 


Challenges Strategies 


Frequent 
technical 
difficulties  


• Offer a practice session with respondents prior to the interview or focus group.  


• Shorten the protocol to build in time to solve potential technology issues.  


• Use two interviewers: one to facilitate the discussion and one to prevent and 
solve technical issues. 


• Choose a video conferencing platform that includes audio, video, and text 
functions to help members with technical issues contribute to the discussion. 


Participants’ 
inability to read 
interviewer’s 
social cues  


• Begin interviews with informal small talk to build rapport.  


• Adjust your ambient lighting to help respondents see your facial expressions. 


• When speaking, look at the camera lens to make eye contact; look at the 
screen to attend to the respondent’s social cues. 


• Show you are listening by nodding and using verbal cues (e.g., “yes,” “I see”). 


Reduced visual 
and social cues 
impeding group 
interactions  


• Shorten the protocol to account for a slower pace of discussion, which can 
occur as individuals try to avoid interrupting each other. 


• Use more active moderation with groups, such as asking specific group 
members to build on prior responses. 


• Build in structured interactions using other tools (e.g., polls, chat boxes), which 
can help draw in participants who may be less comfortable speaking. 


Privacy issues  • Communicate to respondents the importance of setting up their home or work 
environments to protect the group’s privacy (e.g., ensuring nonparticipants will 
not interrupt or walk in). 


• Be prepared to pause the group to maintain privacy and confidentiality (e.g., if a 
nonparticipant enters the room of a participant). 


Sources: Abrams et al. (2015); Archibald et al. (2019); Daniels et al. (2019); Gothberg et al. (2013); Iacono et al. 
(2016); Kite & Phongsavan (2017) 


Telephone Communication 
Telephone interviews and focus groups involve technology that is easy to use and 
accessible. Telephones, particularly mobile phones, are widely used, even by populations that may 
lack access to other technologies, such as computers and tablets (Pew Research Center, 2019). As 
such, mobile phones create opportunities for data collection that can reduce selection bias and 
reach respondents who may otherwise be difficult to interview. They offer flexibility to participants, 
who can dial in from most locations.  


While the lack of visual cues can require more active moderation, it also offers anonymity—
which can help when collecting more sensitive and personal information. Exhibit 9 describes 
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common challenges of interviews and focus groups conducted by telephone, and strategies to 
address them. Without visual social cues, facilitators may need to give more verbal hints to ensure 
respondents understand the questions asked and can provide complete responses. This may be a 
particular challenge for telephone focus groups, during which it may be difficult for participants and 
moderators to track the discussion. However, telephone discussions can increase participants’ 
sense of anonymity, which may encourage the disclosure of more sensitive information (Graffigna & 
Bosio, 2006). Personal information may be more easily shared in focus groups when it consists of 
members with shared experiences who can quickly develop a group identity (Frazier et al., 2010).  


Exhibit 9. Telephone Interviews and Focus Groups: Common Challenges and 
Strategies 


Challenges Strategies 


Sound quality • Schedule the call when the participant can be in a quiet location. If mobile 
phones will be used, ensure, to the extent possible, that coverage and reception 
is good. 


No visual social 
cues leading to 
respondent 
confusion in 
conversations 


• Send protocol questions beforehand so the respondent knows what questions 
will be asked and how the conversation will be structured.  


• Keep protocol questions clear and brief. 


• Reduce the number of questions to account for possible gaps in the 
conversation. 


• Limit focus group size to no more than four people. 


• Use the same tag line to each question to cue respondents that it is their turn 
(e.g., “Mary, could you speak to that?”). 


Less detailed 
responses 


• Be prepared to use prompts that encourage respondents to provide more 
information. 


Sources: Allen (2014); Frazier et al. (2010); Gothberg et al. (2013); Hershberger & Kavanaugh (2017); Irvine et al. 
(2013); Opdenakker (2006) 


Online Communication and Mobile Phone Messaging  
Digital text-based methods collect information that is exchanged intermittently or relayed 
immediately. Asynchronous interactions, such as email exchanges, do not require people to be 
present at the same time to communicate. Synchronous interactions, such as online chats, are “live” 
communications that take place simultaneously. Both are useful remote data collection strategies. 


Asynchronous Online Interviews 


Asynchronous interviews may work best for respondents who have a greater interest or 
investment in the results and need more flexibility to respond. Asynchronous, online interview 
formats, such as email or discussion boards, collect information in a way that does not require an 
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immediate response. The information collected will lack spontaneity; however, the information may 
be richer and more detailed because respondents have more time to elaborate. Data can be 
collected at the respondent’s convenience, but because asynchronous interviews require sustained 
interaction over time, they may work best for respondents who are invested in the results. Exhibit 10 
describes strategies to address common challenges of asynchronous interviews. 


Exhibit 10. Asynchronous Online Interviews: Common Challenges and Strategies 
Challenges Strategies 


No visual or verbal social 
cues  


• Make social connections, by offering some personal information, in 
first email. 


• Refer to previous email responses for clues to respondents’ feelings, 
reactions, etc.  


• Develop an interview structure, including time limits for the 
“conversation.” Clearly convey these limits to the respondent. 


Number of emails and 
delays in responses 
fragmenting the 
discussion 


• Have clear protocols for the length of each interview.  


• Limit the number of interviews conducted simultaneously to keep 
better track of responses and help select effective prompts.  


Sources: Bowden & Galindo-Gonzalez (2015); Hershberger & Kavanaugh (2017); Opdenakker (2006) 


Synchronous Interviews and Focus Groups: Web Based and Mobile Phone 


Information can be collected in “real time” using web-based or mobile phone chat or 
messaging software. These online discussions can mimic the flow and interactions of in-person 
conversations and include a larger group of participants. The amount of information collected may 
be reduced because of the time needed to type questions and responses (Jowett et al., 2011). The 
anonymity of online communication may also encourage participants to disclose more information. 


Any selection of web-based or mobile phone messaging should consider population access 
and use of technology. Web-based data collection may be best for respondents who have home 
computers and are comfortable using online chat platforms. Mobile phone chat methods take 
advantage of broadly used technology. Virtual focus groups conducted using mobile phone chat 
apps may be especially suitable for teens and young adults, who routinely communicate by text. 
Exhibit 11 illustrates the challenges and strategies for web-based and mobile phone synchronous 
data collection. 
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Exhibit 11. Internet and Phone Chat and Messaging: Common Challenges and 
Strategies 


Challenges Strategies 


Individual interviews 


Facilitator cannot rely on 
visual or verbal cues to 
guide the discussion 


• Begin with an informal chat to establish rapport. 


• Match respondent’s communication style (e.g., level of formality, use 
of emoticons).  


Reduced amount of 
information  


• Reduce the length of the interview protocol.  


• Allow more time for the interview or divide it into several sessions.  


Focus groups 


Dropouts and no-shows • Provide several time slots for groups and assign participants based 
on their time preference. 


• Assign participants who are available at multiple times to the first 
group and reinvite nonattendees to subsequent groups.  


Difficulty tracking 
discussion in large groups 


• Use two moderators/facilitators with clear roles (e.g., one person 
posts the primary content and another person engages participants 
and asks follow-up questions). 


• Help orient members by referring to question numbers when asking 
follow-up questions (e.g., “As we discussed in question 4 …”). 


Difficulty obtaining input 
from all group members 


• Invite responses from specific participants who do not type as quickly 
as others. 


Difficulty keeping 
participants engaged for 
longer periods 


• Schedule focus groups that feature questions in a series that are 
spread out over several days. 


Privacy concerns  • Select a messaging platform with privacy features that conceal 
personal information such as participants’ phone numbers. 


Sources: Abrams et al. (2015); Chen & Neo (2019); Graffigna & Bosio (2006); Jowett et al. (2011); Opdenakker 
(2006); Thrul et al. (2017) 
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Conclusion 
Remote data collection creates both challenges and opportunities for child 
welfare evaluators and researchers.  


Remote methods are uniquely suited to study the effects of remote child welfare service 
delivery and practices. COVID-19 has disproportionately affected families involved in the child 
welfare system, with social and economic stressors exacerbating already difficult family situations. 
Child welfare agencies across the country have had to quickly adapt by providing services virtually 
and developing new processes to ensure the safety of children. This new reality creates a unique 
opportunity to study and understand the implementation and effects of remote child welfare services. 
The methods described in this guide demonstrate it is possible to collect high-quality data using 
remote and virtual technologies. The quantity, completeness, and validity of data collected remotely 
can approach or even equal that of data collected in person, with proper attention to the needs and 
preferences of respondents, well-designed data collection protocols, and adequate safeguards to 
protect respondents’ privacy and avoid technical pitfalls.  


Remote research may encourage the development of new methods that had not been 
considered previously. The current necessity of collecting information remotely may spur the 
development or refinement of strategies for collecting information from children and families. For 
example, researchers could pilot interviews or focus groups with youth using text messaging or 
conduct online focus groups with relative caregivers. Data collection methods that are integrated into 
routine interactions among service providers could gather more information without increasing staff 
burden. For example, periodic polls could be integrated into recurring web-based project meetings.  


Research is an integral part of building knowledge about effective child welfare services and 
practices. The changes to the nation’s child welfare system that have occurred in response to the 
COVID-19 pandemic may in some cases be permanent, and additional adaptations may be 
necessary. Similarly, data collection and communication technologies will continue to evolve, which 
will in turn create new opportunities for conducting research and evaluation in the child welfare field. 
Child welfare researchers must stay attuned to both changes in child welfare practices and emerging 
technologies to enhance their understanding of an evolving child welfare system and to foster further 
improvements in services for children and families. 


We’ve come to the conclusion that we’ve waited long enough.… Now we just need to 
find creative ways to start reaching our community. 
—FEDERAL CHILD WELFARE GRANTEE, FLORIDA  
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Evaluation Briefs


Disseminating Program Achievements and 
Evaluation Findings to Garner Support


No. 9  |  updated August 2018


Many programs collect valuable and informative data on their programs and services but they may not know how to 
share the data with the public and with influential people at the local and state levels to ensure that the findings will be 
used and that programmatic approaches and interventions can be replicated. This Brief defines dissemination; reasons 
to disseminate information; channels and formats to use in dissemination; what information to disseminate; how to 
match information to particular audiences; and the timing of dissemination.


Definition of Dissemination
Dissemination is making information available and 
usable to various audiences through a wide variety 
of channels or formats. A channel is a route of 
communication such as a news conference or posters. 
A format refers to the actual layout for communicating 
the information. Information can be communicated 
through both oral and written formats.


Reasons to Disseminate
There are a number of reasons to disseminate your 
program information to different audiences. Your 
program or initiative may: make clear the health issues 
your program addresses and what kind of support 
would be useful; create positive publicity and render 
your organization more competitive in acquiring financial 
and in kind resources; and ultimately, influence change 
in programs, policies, or practices.


Channels and Formats to Be Used
Both the channels and the formats to disseminate 
information should take into account the needs of 
different audiences, the type of information you wish 
to provide, and its purpose. Print formats, such as 
brochures, one page descriptions, newsletters, executive 
summaries, or technical reports can be used to reach 
the public, conference and workshop participants, 
or policymakers and donors. Channels that work 
well in disseminating evaluation results to the public 
include slide presentations; news releases or press 


conferences; radio and television coverage; and public 
meetings to educate attendees. Oral presentations, 
videos, and displays can often be more memorable and 
effective than written reports and can also encourage 
full discussion.


E mail listservs and web based resources are useful in 
reaching stakeholders and others who share the same 
interests and concerns as your program staff.


Deciding What Information to Disseminate
The type of data and information you decide to 
disseminate depends on your audience; their needs, 
time, and ability to understand the information; and 
the intended uses. Examples of information that can 
be disseminated to various audiences include 5 year 
program logic models to visually illustrate your program 
activities, outputs, outcomes, and 5 -year goals; and 
descriptive information on the activities and program 
strategies you are using to reach these 5 -year goals.


An example of evaluation data that should be 
disseminated includes the Indicators for School 
Health Programs (Indicators), which describe the 
extent to which you have reached the groups you 
intended to (participants, schools, districts, external 
partners, and regional support units).


The Indicators or other process data can be used to 
show improvement in the level of outputs (services 
or products produced) or short term outcomes, such 
as increased knowledge, more positive attitudes, or 
healthy behavior change based on questionnaires or 
assessments administered before and after events.







Matching Information to Particular 
Audiences
Communication is important throughout and following 
the completion of your program. Very early in the 
process, you should decide who needs to be informed 
of the outcomes of your evaluation and how you will 
report the information to them.


Answers to the questions below can assist you in 
planning your dissemination efforts.


• Who is your audience? (e.g., directors and staff at 
the State Board of Education)


• What does your audience need to know or what 
are their specific interests? (e.g., improvement in 
outcomes, such as increased knowledge, more 
positive attitudes, or healthy behavior change)


• What do you hope to gain by disseminating this 
information or these results? (e.g., to justify the 
existence of the program or to leverage additional 
funding)


• How will you communicate about the ongoing 
program? (e.g., briefings at board meetings, 
progress reports with a summary, and verbal 
presentations)


• How will you communicate about the program 
upon its completion? (e.g., final written report with 
a summary, verbal debriefing, videos, and oral 
presentations).


These questions need to be answered for all audiences 
that your program may wish to reach, such as parents, 
directors of other agencies, policymakers, and state level 
legislators.


When to Disseminate Information
Information should be disseminated to the community 
throughout the 5 -year project period. However, some 
particularly appropriate points occur at the time of 
special events or critical junctures for your organization 
such as a new achievement, recognitions or an award, 
or in the midst of a fundraising campaign.


Alternatively, you might time dissemination to 
coincide with events that relate to the issues that 
you are addressing, for example, notice of a medical 
breakthrough in HIV prevention or release of the results 
of a large survey, such as your Youth Risk Behavior 
Survey (YRBS), on the population you are reaching in 
your own program.


Resources
Brief 11: Preparing an Evaluation Report. Available at http://
www.cdc.gov/healthyyouth/evaluation/pdf/brief11.pdf 


University of Kansas. Community Toolbox. Chapter 6 
Promoting Interest in Community Issues. Available at https://
ctb.ku.edu/en/table-of-contents/participation/promoting-
interest


 


For further information or assistance, contact the 
Evaluation Research Team at ert@cdc.gov. You can 
also contact us via our website: http://www.cdc.gov/
healthyyouth/evaluation/index.htm.



http://www.cdc.gov/healthyyouth/evaluation/pdf/brief11.pdf

http://www.cdc.gov/healthyyouth/evaluation/pdf/brief11.pdf

https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest

https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest

https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest

mailto:ert%40cdc.gov?subject=

http://www.cdc.gov/healthyyouth/evaluation/index.htm. 

http://www.cdc.gov/healthyyouth/evaluation/index.htm. 
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______ 


Introduction 
Few evaluations of social programs have demonstrated positive results 
(Laura and John Arnold Foundation, 2017). Part of the problem may be that 
program teams and evaluators often conduct rigorous summative 
evaluations of programs that are not actually ready for that level of scrutiny 
(Epstein & Klerman, 2013).  


This toolkit introduces formative evaluation, a method for evaluating programs during early 
implementation to inform program improvement and assess readiness for rigorous summative 
evaluation. The toolkit is designed primarily for child welfare agencies and professionals to use in 
partnership with program evaluators, but others in human services may also find it useful. The 
content aligns with the experiences of state, local, and nonprofit child-serving organizations and 
evaluators funded through the Children’s Bureau discretionary grant program.  


The toolkit guides users through the process of formative evaluation. It has three sections: 


I. Understanding Formative Evaluation provides an overview of formative evaluation, explains 
how it differs from summative evaluation, and describes the role of formative evaluation in the 
evidence-building process.  


II. Meeting Preconditions of Formative Evaluation poses questions and provides resources to 
help programs lay the groundwork for formative evaluation.  


III. Conducting Formative Evaluation outlines the steps to design and conduct formative 
evaluation and use the findings to improve programs and determine readiness for summative 
evaluation.  


The toolkit includes— 


• Examples based on a fictional agency, the Washington County Department of Human Services, 
at the end of each section1


1 Washington County is used throughout this toolkit for illustrative and educational purposes only. Any similarities with agencies 
located in actual Washington Counties in the United States, or with human service agencies in any other U.S. counties, are entirely 
coincidental. 


• Tools you can complete with your own program’s information using the Washington County 
examples as a guide (appendix A) 


• Additional resources cited throughout the toolkit 


• A glossary of key terms (appendix B) 



https://www.acf.hhs.gov/cb/grants/discretionary-grant
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I. Understanding Formative 
Evaluation 


Formative evaluation is typically conducted on an early version of a 
program, while the program is still being developed and improved (Scriven, 
1997). Summative evaluation is conducted later, once the program has 
reached full implementation (exhibit 1).  


The purpose of formative evaluation is to provide feedback to program directors and staff about 
program functioning and some short-term outcomes (also known as proximal outcomes). Formative 
evaluation can determine whether the program is being implemented as intended and producing 
expected outputs, and it can reveal whether short-term outcomes are trending in the right direction. 
The information helps program staff improve and refine the program early and keep it on track. 


One way to think about the difference between formative and summative evaluation is to think of a 
chef preparing a meal. Any good chef will taste the food as he or she prepares it, and make 
adjustments as needed. Once the meal is served, it is out of the chef’s hands. Similarly, formative 
evaluation is a time to check and adjust program functioning before moving on to summative 
evaluation. 


Exhibit 1. Key Differences Between Formative and Summative Evaluation  


Question Formative evaluation Summative evaluation 


What is it? An evaluation of whether a 
program is producing expected 
outputs and short-term outcomes; 
it may also provide information 
about unintended outcomes 


A rigorous evaluation of short-, 
medium-, and long-term outcomes 


When is it conducted? During initial implementation, while 
a program is still being developed 


During full implementation, once a 
program is fully functioning and no 
additional changes are expected 


Who conducts it? Program staff or an external 
evaluator 


Usually an external evaluator 
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Question Formative evaluation Summative evaluation 


What questions can it 
answer? 


Are key aspects of the program 
functioning as intended? Are early 
outcomes moving in the right 
direction? 


Did the program have the intended 
effect on its target population? Are 
the outcomes attributable to the 
program? 


What outputs and 
outcomes are measured? 


Key outputs and short-term 
outcomes only 


All outputs and outcomes  


How often is it conducted? Often repeatedly Usually just once 


Who are the results 
shared with? 


Primarily program staff  Program staff, funders, key 
stakeholders, and possibly a wider 
audience 


How many cases should it 
include? 


Small group of cases is 
acceptable; tests of statistical 
significance are usually not 
necessary 


Power analysis should be used to 
determine the sample size needed 
to test for statistical significance 


Note: Online resources for statistical power analyses include Sample Size Calculators from the University of 
California, San Francisco, Clinical and Translational Science Institute. 


Program implementation is a process that unfolds over time—in child welfare, it may take several 
years. In this toolkit, we refer to four overlapping stages of implementation (exhibit 2): 
(1) exploration, (2) installation, (3) initial implementation, and (4) full implementation (Fixsen, Naoom, 
Blase, Friedman, & Wallace, 2005; Permanency Innovations Initiative Training and Technical 
Assistance Project, 2013). Formative evaluation takes place during the third stage, initial 
implementation. Activities within each stage are described below. 


Exhibit 2. Stages of Implementation 



http://www.sample-size.net/
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Exploration may be the most important stage because it sets a program on its 
trajectory. It is easier to get things right during exploration than to get back on 
track later.  


1. Exploration 
Exploration may be the most important stage because it sets a program on its trajectory. It is easier 
to get things right during exploration than to get back on track later.  


The exploration stage lays the groundwork for a new program. Staff determine needs and goals, 
assess agency readiness and resources to take on a new program, identify a target population, 
articulate a theory of change, and explore the fit of potential programs. An implementation team and 
key stakeholders are brought to the table. Once a program is selected, the team develops a logic 
model and identifies potential implementation barriers and solutions.  


Exploration usually culminates in the development of a written implementation plan and initial ideas 
about evaluation. 


2. Installation 
Installation focuses on refining teaming structures and processes and operationalizing the program, 
including aspects such as staff hiring and training, communication, and administration. The trajectory 
of program implementation depends largely on whether you are implementing a manualized program 
or an innovation (see box).  


Evidence-based programs are often manualized; the developer provides a program manual or 
practice profile and other materials to support implementation. In contrast, untested innovations do 
not typically have ready-made materials. You must develop the materials yourself before proceeding 
to initial implementation and formative evaluation. It may take more time than anticipated before an 
innovation is ready to move into the next stage, initial implementation, when formative evaluation 
happens. 
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Evidence-Based Programs Versus Innovations 


Evidence-based programs (also known as evidence-supported interventions) have 
demonstrated effects on children and families or are based on research. Evidence is built over 
time through rigorous and repeated data collection and analysis. As program components 
become better understood and refined, a program may eventually be manualized so it can be 
replicated with fidelity (Fraser, Richman, Galinsky, & Day, 2009). Manualized programs typically 
provide detailed instructions and materials about components that affect children and families 
directly (for example, the number of treatment hours) and indirectly (for example, procedures for 
hiring and training staff, collecting data, and assessing fidelity).  


Innovations are programs that have not been tested or have been adapted from other 
contexts. Because relatively few evidence-based programs are designed for use in a child 
welfare context, many child welfare programs are innovations (Testa & White, 2014). 
Formative evaluation tells you whether an innovation is on the right track. 


3. Initial Implementation 
Initial implementation begins when the first clients receive program services. Early in this stage, 
the implementation team conducts usability testing, also known as rapid-cycle improvement 
processes. Through careful observation, data collection, and interpretation, staff repeatedly assess 
program functioning and make quick improvements. The program may then be ready for formative 
evaluation, which often reveals additional areas for improvement before full implementation begins. 


4. Full Implementation 
Full implementation begins once program services, structures, and processes are stable. Staff 
continue to monitor implementation and respond to challenges.  


If a formative evaluation indicated program outputs and short-term outcomes were trending in the 
right direction, the program may be ready for summative evaluation. Once the decision is made to 
begin summative evaluation, no more modifications to the program model should be made. The 
services and service delivery approach used with the last child or family enrolled should mirror those 
used with the first child or family enrolled. 
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Before proceeding to section II, see the overview below of the fictional program that serves as the 
basis for the examples in this toolkit. The Washington County Department of Human Services is 
implementing an in-home parenting program aimed at improving parents’ capacity to safely care for 
their children and reducing removals and maltreatment reports. 


Washington County In-Home Parenting Program 


Washington County was concerned about its relatively high rate of families with multiple 
reports of child neglect. It convened a team to explore the needs of children and families in 
the county; identify the population most at risk (e.g., low-income, younger parents with young 
children); and gather staff and stakeholder input on promising strategies and possible 
barriers. The team then researched programs that had strong evidence of reducing risk for 
neglect and were a good fit for the agency and target population.  


The team decided to implement an adaptation of SafeCare, an evidence-based home 
visiting program. It is an intensive, 8-week program for parents with children aged 0–10 at 
risk of removal. Staff conduct a family assessment at intake to determine referral to the 
program. Family therapists certified in SafeCare contact families within 24 hours of referral 
and schedule in-home visits twice a week for up to 8 weeks. Each visit lasts 1–2 hours and 
includes a variety of service strategies, including cognitive-behavioral therapy; parenting 
skills training (e.g., active listening, modeling positive parenting, coaching parents in new 
skills); development of an in-home safety plan; and referral to additional community-based 
services. Parents are encouraged to attend weekly parent support groups hosted by the 
program. They complete additional risk assessments at program completion and 6 and 
12 months after completion.  


The goal of the program is to improve parents’ capacity to safely care for their children so 
fewer children are removed and fewer re-reports or new reports of maltreatment are made. 
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II. Meeting Preconditions of
Formative Evaluation


Formative evaluation requires essential groundwork during the first three 
implementation stages introduced in section I: exploration, installation, 
and early initial implementation. The questions in section II will help you 
determine whether you have completed these key activities and are ready 
for formative evaluation. 


The following tools are referenced in this section and included in appendix A. Examples 
based on the fictional Washington County program are included at the end of this section. 


II.1. Readiness for Formative Evaluation Checklist


II.2. Refining Your Theory of Change Tool


II.3. Refining Your Logic Model Tool


II.4. Usability Testing Tool


As you consider each precondition below, see the resources listed in the Readiness for Formative 
Evaluation Checklist (tool II.1) to learn more. 


1. Do you have an implementation team in
place?


The implementation team oversees the implementation and formative evaluation of the program. It 
researches and selects the program, drafts workplans, analyzes data, and sustains the program in 
practice. The team documents its work and decisions in an implementation plan and evaluation plan. 
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You may have subteams or shifting team 
membership, depending on the stage of 
implementation. The important thing is to include 
the right people—those who are involved in the 
implementation and evaluation and can identify 
and address potential challenges. 


Key Implementation Team 
Members 


• Agency leaders and decision 
makers


• Program staff and supervisors


• Staff with knowledge of 
program data and continuous 
quality improvement


• Evaluators


• External stakeholders


2. Have you set 
realistic time lines?


The steps leading to formative evaluation 
typically take a long time to complete. In child 
welfare, it may be 2 or more years before a 
program is ready for formative evaluation. When developing workplans, consider the type of program 
(manualized versus innovation; see section I) and the time needed to meet the preconditions 
described in this section. Also see the Washington County Formative Evaluation Time Line example. 


The steps leading to formative evaluation typically take a long time to complete. In child 
welfare, it may be 2 or more years before a program is ready for formative evaluation. 


3. Do you have a clear theory of change based 
on data?


It is critical to dig into your organization’s data to articulate a clear theory about the root cause of the 
identified problem, the desired outcomes, and a way to reach those outcomes. Without fully 
understanding the problem, the affected target population, and barriers to addressing the problem, 
you risk selecting a program that will be ineffective. Situational or root cause analysis—that is, 
posing and testing hypotheses by mining existing data or gathering new data—provides this 
knowledge. See the resources on root cause analysis in tool II.1. 


A theory of change uses the results of a root cause analysis to identify causal linkages—that is, a 
program or activities that will change outcomes, and the assumptions about how and why the 
changes will occur (Funnell & Rogers, 2011). The theory of change guides the selection of a 
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program to drive the needed changes and informs the logic model (see #4 below). See the 
resources on theory of change in tool II.1. 


Theories of change are challenging to articulate and can change as new information is gathered 
throughout program implementation (Dhillon & Vaca, 2018). Revisit and critically evaluate your 
theory of change often, including before formative evaluation. Use the Refining Your Theory of 
Change Tool (II.2) and see the Washington County Theory of Change example. 


4. Have you selected
a program that fits
your needs and
aligns with your
theory of change?


The implementation team typically reviews 
an array of possible programs before 
selecting the best one to achieve the desired 
outcomes. See the resources on program 
assessment and selection in tool II.1. 


If the program selected was designed and 
tested for a different population or context, it 
may require adaptation for use in child welfare. Adaptation is the process of modifying a program to meet 
local characteristics without changing its core components. When adapting a program, it is critical to 
consult the program developer and conduct usability testing (see #8 below).  


Does the program you selected— 


• Align with the theory of change?


• Have evidence that it—


○ Achieves the desired outcomes?
○ Addresses the needs of the target


population?
○ Has been replicated?


• Have a manual outlining core 
components for implementation or
adaptation?


• Fit with the agency and system and 
have staff buy-in?


5. Have you developed a logic model   and
evaluated it for plausibility and gaps?


Once you have selected a program, you can build your logic model. A logic model— 


• Visually depicts how the program should operate


• Expresses goals from the theory of change in terms of outputs and outcomes


• Outlines the data collection strategy
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The logic model should ensure evaluability—that the program is defined well enough to be 
implemented with fidelity, has plausible objectives, and is ready and suitable for rigorous evaluation. 
Setting benchmarks for outputs and short-term outcomes will tell you whether the program is 
working as intended. Benchmarks are typically set before a formative evaluation begins and are 
examined during early usability testing (see #8 below) and formative evaluation. 


Review the logic model to identify gaps in logic, faulty assumptions, and unrealistic expectations. A 
high-quality logic model built on a strong theory of change may be the most important product of the 
exploration stage, because it strengthens the likelihood of achieving expected outcomes. 
Undetected flaws in a program’s logic can cause major problems later.  


Use the Refining Your Logic Model Tool (II.3) to improve the plausibility and utility of your logic 
model, and see the Washington County Logic Model example. For more information, see Developing 
a Logic Model (James Bell Associates, 2007) and Guide to Data-Driven Decision Making (James 
Bell Associates, 2018). 


6. Have you operationalized the program and
installed supports?


A program manual or practice profile helps staff operationalize a program. It explains what to do, how to do 
it, and how to determine whether you are doing it correctly. It also helps evaluators identify core elements 
that should be measured to assess fidelity and factors that contribute to or undermine effectiveness.  


If you selected an evidence-based program, a manual may already be available. If you are adapting 
a program or developing an innovation, you may need to modify or create a manual. See the 
resources on operationalizing programs in tool II.1. 


Does your program manual or practice profile include— 


• Essential functions or activities that set the program apart from usual practice and are
backed by evidence?


• A definition for each function that aligns with the theory of change and goals?


• Behaviorally based practice indicators—that is, observable and measurable 
indicators that staff are performing activities correctly?


• Practice criteria that describe levels of performance on a continuum that can be applied
in coaching and supervision to improve staff performance?



https://www.jbassoc.com/resource/developing-logic-model-2/

https://www.jbassoc.com/resource/developing-logic-model-2/

https://www.acf.hhs.gov/cb/resource/guide-to-dddm
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Key implementation supports to install or strengthen during the installation stage include— 


• Leadership and stakeholder engagement


• Communication of goals


• Staff recruitment and retention


• Staff training


• Staff coaching, modeling, and feedback


• Fidelity assessment tools and protocols


• Data systems (see #7)


Measuring implementation supports is essential to the evaluation strategy. Frequently, an evaluation 
will indicate that a program was ineffective, but further examination shows the organization failed to 
fully implement the program, in part because of inadequate supports. The implementation team 
should assess and test implementation supports (see #8 below) and incorporate ongoing 
measurement of supports in the formative evaluation.  


See the resources on implementation supports in tool II.1. For additional information, see the Guide To 
Developing, Implementing, and Assessing an Innovation (Permanency Innovations Initiative Training and 
Technical Assistance Project, 2016) and visit the National Implementation Research Network website.  


7. Have you identified needed data elements
and installed data systems?


The implementation team needs data throughout the four stages of implementation to— 


• Ask and answer important questions related to the target population, risk characteristics, and
desired outcomes


• Monitor implementation and inform improvements


• Test and document outcomes in formative and summative evaluation


Plan and begin to install a decision support data system during early implementation. See the Guide to 
Data-Driven Decision Making (James Bell Associates, 2018), Data System Improvement Toolkit (Geary, 
Poes, Iannone-Walker, Porter, Callis, Buckless, & Day, 2018), and additional resources on data systems. 



https://www.acf.hhs.gov/cb/resource/guide-developing-implementing-assessing-innovation

https://www.acf.hhs.gov/cb/resource/guide-developing-implementing-assessing-innovation

http://nirn.fpg.unc.edu/

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

http://www.tribaleval.org/data-systems/improvement-toolkit/
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______ 


8. Have you conducted usability testing to 
address “bugs”?  


During the initial implementation stage, the implementation team may conduct usability testing or 
rapid-cycle improvement. Testing program components under real-world conditions reveals whether 
they function as planned and identifies issues. For example, you can test your program enrollment 
process, child assessment process, or new data system. Usability testing helps get tricky program 
components right before moving to full implementation and formative evaluation. 


Usability testing is particularly important when you— 


• Are implementing an innovation, adaptation, or new program component 


• Are implementing a program in coordination with partners 


• Set challenging time lines for program installation  


Usability testing shares concepts with data-driven decision making and continuous quality 
improvement, which incorporate the Plan-Do-Study-Act framework (exhibit 3).2


2 See Deming (1986) or PDSA Worksheet (Institute for Healthcare Improvement, 2018) for an in-depth description of the framework.


Exhibit 3. Plan-Do-Study-Act Framework 



https://www.acf.hhs.gov/cb/resource/guide-to-dddm

http://www.ihi.org/resources/Pages/Tools/PlanDoStudyActWorksheet.aspx
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By testing only one or a few components at a time, you obtain efficient feedback to inform early 
modifications. The team defines questions and targets for success (exhibit 4) and then designs and 
conducts short-term rounds of “mini-evaluations,” making improvements between cycles.  


Exhibit 4. Usability Testing: Sample Questions and Targets 


Area Questions Targets 


Referral and 
enrollment 


Are referral criteria well 
operationalized and understood by 
those who will refer families? 


Percentage of referred families that met 
eligibility criteria (80%) 


Core 
components 


Is there evidence staff are performing 
the program’s essential functions?  


Percentage of staff who scheduled 
appointments with participating families within 
7 days of enrollment (80%) 


Implementation Do staff conduct baseline 
assessments on time?  


Percentage of baseline assessments 
completed within 14 days of enrollment (80%) 


Data collection Are protocols for data collection 
processes feasible? Are data entry 
and reporting occurring as intended? 


Percentage of assessments correctly entered 
into data system within 7 days (80%) 


Usability cycles often only last from a few weeks to a few months. Data must be collected and 
interpreted quickly. Continue the cycle of feedback and improvement until you meet your targets. 
The program is then likely ready for formative evaluation.  


Use the Usability Testing Tool (II.4) to make decisions about testing and see the Washington County 
Usability Testing Plan and Results example. For additional information, see the National 
Implementation Research Network website and Guide to Developing, Implementing, and Assessing 
an Innovation (Permanency Innovations Initiative Training and Technical Assistance Project, 2016). 


Tips 


• Test processes that are challenging, new, or require coordination with partners.


• Engage in just enough preparation to get started—tests don’t have to be perfect.


Source: State Implementation and Scaling-Up of Evidence-Based Practices Center and National 
Implementation Research Network, 2017 



http://nirn.fpg.unc.edu/

http://nirn.fpg.unc.edu/

https://www.acf.hhs.gov/cb/resource/guide-developing-implementing-assessing-innovation

https://www.acf.hhs.gov/cb/resource/guide-developing-implementing-assessing-innovation





Section II Examples 
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Washington County Theory of Change  
The Washington County implementation team began developing its theory of change by specifying 
the causal links between program activities and desired outcomes in an outcomes chain, presented 
below. See appendix A for a tool you can use to refine your own theory of change. 


Intervention


Implement an evidence-based preventive home visiting program


So That


Home visiting therapists have increased knowledge and awareness of family context and needs and parent-child interactions


So That
Home visiting therapists are able to promote positive parenting knowledge through observation, feedback, and supports


Child welfare agencies make better decisions regarding family risks and longer term service and support needs


So That
Children have improved physical and emotional health and are safe in their homes


Caregivers have improved coping and parenting skills and reduce neglectful behaviors 


So That
Children are safe from future abuse and neglect


Children avoid out-of-home placement


The links in the chain are connected through a series of “so that” statements to articulate temporal 
and logical relationships between actions and outcomes.  


Once the chain was formed, the implementation team articulated a narrative theory of change: 


By implementing a proven preventive intervention that occurs in families’ homes, child welfare 
professionals will better understand families’ needs and contextual factors, and promote positive 
parent-child interactions and increased family supports through individualized coaching and 
modeling strategies that fit the families’ environments. As a result, caregivers will have improved 
coping and parenting skills, and their children will experience better behavioral, health, and well-
being outcomes, including reduced risk for neglect, abuse, and out-of-home placement.  
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FORMATIVE EVALUATION


SUMMATIVE EVALUATION


Washington County Logic Model 
See appendix A for a tool you can use to refine your own logic model. 


Resources


Children (aged 0–10) 
and families at risk 
for entering the child 
welfare system because 
of multiple reports of 
neglect and living in low-
income communities


Adapted evidence-
based home visiting 
intervention (SafeCare) 


• Family assessment 
materials


• Family therapists 
certified in model and 
trained supervisors


• Parent support group 
facilitators


• Meeting space for parent 
support groups


• Transportation for 
family therapists and 
for parents to support 
groups


• Data tracking system
• Referral services: 


community-based
service providers


Implementation/
Activities


Service Delivery Activity:
• Family assessment 


(conducted at intake) and
ongoing risk assessment 
(at completion and at 
6 and 12 months after 
completion)


• Parent referral to program
• Engage with family within


24 hours
• Adapted SafeCare model: 


– In-home visits twice 
a week for 8 weeks 
with certified family 
therapist; includes: 
cognitive-behavioral 
therapy, active listening 
training, model/observe/
teach parenting skills 
and strategies, safety, 
and community-based 
support referrals


• Supervisor and weekly
staffing meetings


• Parent support groups
• Availability of family 


therapist between home
visits


• Weekly entry of program
notes into data tracking 
system


Organizational Supports:
• Practice profile
• Quality assurance


process
• Training and coaching
• Implementation team


Outputs


• Number of intake family 
assessments and 
number of ongoing risk 
assessments completed


• Percentage of parents
referred to program


• Percentage of parents 
engaged and enrolled 
within 24 hours of referral


• Number and percentage 
of parents participating in
home visits


• Type and dosage of 
services delivered to 
parents


• Frequency and type of 
supervisor oversight 
activities


• Number of weekly staff 
meetings and attendee 
participation 


• Number of parent 
support groups held 
and percentage of 
participating families


• Number and types 
of therapist contacts 
outside of scheduled in-
home visits


• Number of accurate 
and complete weekly
program notes


Outcomes


Proximal


Short Term:
• Decrease in risk 


assessment ratings at 
program completion 


• Change in parenting
behaviors in—
– Health
– Safety
– Parent-child interaction
– Problem solving


• Parents demonstrate
conflict management 
strategies at program 
completion


• Parents develop family
safety plan 


• Parents’ awareness 
of community-based
services increases 
during program


• Child welfare staff 
routinely review program
data


Intermediate:
• Increased self-efficacy to 


effectively parent among 
participating parents 6 
months after program 
completion


• Decreased disruptive 
behavior among 
participating children 
6 months after program 
completion


• Parents enact safety 
plan in case of crisis 
within 6 months of 
program completion


• Engagement in 
community-based 
services in 6 months 
after program completion


• Child welfare supervisors 
make removal decisions 
based on program data 
throughout program 
period


Distal


Long-Term:
Prevention of Harmful 
Neglect: 
• Decreased number of 


children with a re-
report or new report of 
maltreatment after initial
petition 12 months after 
program completion


• Decreased number 
of children entering 
out-of-home care in the 
12 months after program
completion


Parent/Child Physical 
and Emotional Needs 
Met:
• Improved relationship 


between parents and 
children, including 
secure attachment, 
12 months after program
completion
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Washington County Usability Testing Plan 
Washington County used the table below to plan usability testing. See appendix A for a blank version you can use to plan your own 
usability testing.  


Usability 
test(s) 


Area 


Which area are 
you targeting? 


Usability 
question 


What are you 
trying to learn? 


Scope of 
testing 


Which process 
or step is being 
tested? 


Participants 


Who will be 
included in the 
test and how 
will they be 
identified or 
included? 


Roles 


Who are the— 


• Decision 
makers? 


• Test 
coordinators? 


• Data 
collectors? 


• Analysts and 
reporters? 


Metrics or 
key outputs 


What are the 
outputs that 
could be 
assessed in 
the short term 
to answer the 
questions? 


Data sources 
and methods 


What data will 
be collected to 
measure the 
metric? What 
methods will be 
utilized? 


Time line 


When will 
the test 
begin and 
end? 


Criteria for 
completion 


What are the 
criteria for 
success? What 
is the 
benchmark? 


#1 Recruitment, 
referral, and 
enrollment 
processes 


Are the 
recruitment criteria 
well 
operationalized 
and understood by 
those who will 
refer?  


Eligibility criteria 
protocols used 
by all partner 
agencies 


Partner and 
agency intake 
staff (n = 6) 
who are 
designated 
project referral 
sources 


Implementation 
Team will decide 
on testing success 


DHS quality 
assurance team 
will analyze data 


Families 
referred to 
the home 
visiting 
intervention 
meet 
eligibility 
criteria 


Intake referral 
checklist; 
family 
enrollment data 
forms 


3-month 
period from 
start date 


80% meet 
eligibility  


#2 Core components Is there evidence 
that staff are 
performing 
essential functions 
(core components) 
of the 
intervention?  


Core component 
of early 
engagement 
and relationship 
building 


In-home 
therapists 
assigned to 
cases 


Staff 
schedule 
home visits 
with 
participating 
families within 
7 days of 
enrollment 


Case 
management 
database; 
dates of 
contact for 
initial home 
visit 


80% of staff 
schedule initial 
visits within 
identified time 
period 
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Usability 
test(s) 


Area 


Which area are 
you targeting? 


Usability 
question 


What are you 
trying to learn? 


Scope of 
testing 


Which process 
or step is being 
tested? 


Participants 


Who will be 
included in the 
test and how 
will they be 
identified or 
included? 


Roles 


Who are the— 


• Decision 
makers? 


• Test 
coordinators? 


• Data 
collectors? 


• Analysts and 
reporters? 


Metrics or 
key outputs 


What are the 
outputs that 
could be 
assessed in 
the short term 
to answer the 
questions? 


Data sources 
and methods 


What data will 
be collected to 
measure the 
metric? What 
methods will be 
utilized? 


Time line 


When will 
the test 
begin and 
end? 


Criteria for 
completion 


What are the 
criteria for 
success? What 
is the 
benchmark? 


#3 Implementation Do client baseline 
assessments 
occur on time?  


Assessment 
data used in 
data-driven 
decision making 
for case plans 


Program intake 
staff and in-
home therapists 
responsible for 
assessments 


Implementation 
Team will decide 
on testing success 


DHS quality 
assurance team 
will analyze data 


Home visit 
baseline 
assessments 
completed 
within 14 
days of 
enrollment  


Case 
management 
database; 
dates of 
assessment 
administration 


3-month 
period from 
start date 


80% of baseline 
assessments 
completed 
within identified 
time period 


#4 Data collection Are protocols for 
data collection 
processes 
feasible? Is data 
entry and 
reporting occurring 
as intended? 


Family data 
available for 
evaluation and 
program 
decision making 


Program and 
evaluation staff 
responsible for 
entering data 


Assessments 
correctly 
entered into 
data system 
within 7 days  


Case 
management 
database; 
dates of 
assessment 
data entry 


80% of families 
with 
assessments 
entered within 
identified time 
period 
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Washington County Usability Testing Results 


Usability 
test(s) 


Area 


Which area are 
you targeting? 


Usability metric 
and benchmark 


What are you 
trying to achieve? 


Results 


What were the results? 


Repeat 
testing? 


Will another 
round of 
testing be 
needed? 


(Yes/No) 


Actions 


What action will be taken in 
light of these results? 


Roles 


Who is 
responsible 
for taking the 
identified 
actions? 


#1 Recruitment, 
referral, and 
enrollment 
processes 


Families referred 
to the home 
visiting intervention 
meet eligibility 
criteria (80%) 


• 80% of families met at 
least five of the eight 
criteria; however, some 
confusion regarding 
the definition of the 
criteria. 


• Results confirmed 
some data needed for 
eligibility determination 
are difficult to access 
during intake period 


Yes Clarification of eligibility criteria; 
more in-depth training on 
eligibility determination; 
identification of alternate 
sources of information for those 
data elements that are difficult 
to confirm early in the case 


Program 
director 


#2 Core 
components 


Staff schedule 
home visits with 
participating 
families within 7 
days of enrollment 
(80%) 


82% of families had a 
home visit within 7 days; 
however, only 68% 
completed visit at initially 
scheduled time 


Yes Identification of additional 
engagement methods to help 
ensure families followed 
through on home visits 
(motivational interviewing used 
in early engagement 
conversations, offering more 
flexibility to schedule evenings 
and weekends) 


Program 
director and 
in-home 
therapists 
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Usability 
test(s) 


Area 


Which area are 
you targeting? 


Usability metric 
and benchmark 


What are you 
trying to achieve? 


Results 


What were the results? 


Repeat 
testing? 


Will another 
round of 
testing be 
needed? 


(Yes/No) 


Actions 


What action will be taken in 
light of these results? 


Roles 


Who is 
responsible 
for taking the 
identified 
actions? 


#3 Implementation Home visiting 
baseline 
assessments 
completed within 
14 days of 
enrollment (80%) 


100% of families with a 
completed home visit 
completed assessments; 
however, only 75% of 
scheduled visits 
completed within the 14-
day period 


No Successful completion of 
assessments among those 
families that actually engaged 
in the home visit suggests the 
main challenge is getting 
families to complete the visit 
rather than the assessment.  


• Metric will continue to be 
monitored during the 
formative evaluation 


Quality 
assurance 
team to 
monitor during 
evaluation 


#4 Data collection Assessments 
correctly entered 
into data system 
within 7 days 
(80%) 


100% of families with 
completed home visits 
and completed 
assessments had data 
entered on time into the 
data system 


No No action steps needed Quality 
assurance 
team to 
monitor during 
evaluation 
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III. Conducting Formative
Evaluation


If your program has reached the initial implementation stage and met the 
preconditions for formative evaluation (see section II), you may be ready to 
conduct a formative evaluation. Recall that the purpose of formative 
evaluation is to identify problems with program functioning, determine 
whether outcomes are trending in the desired direction, and assess 
readiness for summative evaluation.  


This section will guide you through the steps of 
formative evaluation: (1) identifying key formative 
evaluation questions, (2) selecting indicators of 
program functioning, (3) choosing evaluation 
methods, (4) collecting data, (5) analyzing and 
reporting data, and (6) deciding what comes 
next. 


Remember—formative evaluation 
is the last opportunity to modify a 
program before full implementation 
and summative evaluation. See the 
Washington County Formative 
Evaluation Time Line example. 


The following tools are referenced in this section and included in appendix A. Examples 
based on the fictional Washington County program are included at the end of this section. 


III.1 Program Enrollment Tracking Tool


III.2 Response Rate Tracking Tool


III.3 Short-Term Outcome Tracking Template


III.4 Formative Evaluation Questions and Indicators/Benchmarks
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1. Identify Key Formative Evaluation Questions 
The first step in formative evaluation is to decide on your evaluation questions. Consider four key 
questions. 


Is the program reaching the intended number of 
participants? 
It is important to know early whether your program is meeting enrollment and retention goals. In the 
initial implementation stage, members of your target population begin enrolling in the program and 
are then tracked. Your participant data may reveal challenges with, for example, your referral 
process or your ability to retain participants. See the Program Enrollment Tracking Tool (III.1). 


How are inputs contributing to program functioning?  
Inputs are the resources needed to implement your program, including personnel, materials, space, 
time, and organizational supports. They should be listed in the resources or inputs column of your 
logic model (see the Refining Your Logic Model Tool, II.3). Common input categories and indicators 
are listed in exhibit 5.  


Exhibit 5. Examining Common Input Categories  
Common input 


categories Example indicators 


Personnel • Sufficient staff to conduct program activities 


• Staff training  


• Supervisor coaching and oversight 
Materials • Sufficient materials for participants 


• Culturally competent materials (e.g., language translations)  


• Accessible materials (e.g., audio descriptions or braille materials) 


• List of materials adapted or awaiting adaptation 
Services  • Appropriate pace of enrollment in services 


• Availability of services when needed 


• Accessibility of services (e.g., transportation options) 
Time and space • Sufficient staff time to conduct program activities 


• Sufficient supervisor time to manage program activities 


• Appropriate space for program activities 
Organizational 
supports 


• Effective scheduling and management of staff to ensure coverage of program activities 


• Leadership monitoring of program activities 


• Appropriate data systems 
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Is the program being delivered as intended?  
Formative evaluation can help you determine early if your program is being delivered as intended—that is, 
with fidelity to the model. In the early implementation stage, it is normal and expected that practitioners may 
not yet be delivering the program with high fidelity. Through training and coaching, fidelity should increase 
over time. Use your formative evaluation to examine five key dimensions of fidelity, as detailed in exhibit 6. 
To learn more, see Measuring Implementation Fidelity (James Bell Associates, October 2009).  


Exhibit 6. Dimensions of Implementation Fidelity 
Fidelity 


dimension Description Common indicators Recommendations 


Adherence The extent to which 
core components are 
delivered as prescribed 
by the model 


• Program content 


• Methods 


• Activities 


Since all core components should 
be represented as activities in your 
logic model, review the research 
questions developed for the 
outputs in your logic model.  


Exposure The amount of program 
delivered in relation to 
the amount prescribed 
by the program model; 
also referred to as 
dosage 


• Number of sessions  


• Attendance  


• Frequency and duration 
of sessions 


Review your enrollment tracking 
table and add information about 
individual participants. Also 
review the research questions 
generated for the outputs in your 
logic model.  


Quality of 
delivery 


The expertise with 
which providers deliver 
content 


• Provider preparedness  


• Use of relevant examples  


• Enthusiasm 


• Interaction style  


Conduct observation using 
methods such as a structured 
tool and participant feedback 
surveys.  


Participant 
responsiveness 


The way participants 
react to or engage in a 
program (participant 
satisfaction is one 
example of 
responsiveness) 


• Participant level of 
interest in the program 


• Perceptions about the 
relevance and usefulness 
of the program 


Use tools such as pre-post 
surveys that ask about 
participant experiences with the 
program.  


Program 
differentiation 


The degree to which 
the critical components 
of the program are 
distinguishable from 
each other and from 
other programs 


• Staff training and program 
manuals on critical 
program components and 
eligibility requirements 


• Types of program 
firewalls (e.g., training at 
the staff, unit, or office 
level) 


Ensure staff understand how 
participants in the program differ 
demographically from enrollees in 
other programs so ineligible cases 
do not receive the intervention. If 
using a comparison group, monitor 
whether only the intended 
participants receive services. 



https://www.acf.hhs.gov/cb/resource/measuring-implementation-fidelity
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Are short-term outcomes promising?  
Formative evaluation is a chance to examine how key outcome indicators have increased or 
decreased as expected—for example, from baseline to follow-up. It is also an opportunity to 
determine whether the program is creating any unintended consequences or harmful outcomes for 
participants. See the Short-Term Outcome Tracking Template (tool III.3). 


2. Select Indicators of Program Functioning 
Guided by the evaluation questions, the next step is to select elements of your logic model that will 
be the focus of your evaluation and tell you how your program is functioning. These might include 
indicators of implementation activities, program outputs, key short-term outcomes, and possibly 
some intermediate outcomes. For each indicator, determine a benchmark for success—an expected 
standard to which you will compare your program’s actual functioning.  


For example, in the fictional Washington County example featured in this toolkit, the implementation 
team chose to test all the activities, outputs, and short-term outcomes in its logic model (see 
Washington County Formative Evaluation Questions and Indicators/Benchmarks).3


3 Your formative evaluation does not necessarily need to include all outputs and short-term outcomes identified in the 
logic model. Consider which ones are most important to assess in the formative evaluation. 


 The team set 
benchmarks based on experience, staff capacity, and best practices; see examples in exhibit 7. 


Exhibit 7. Washington County Example Indicators and Benchmarks 
Indicators of 


program functioning 
Formative evaluation 


questions Benchmarks 


Proportion of intake 
family assessments 
and ongoing risk 
assessments 
completed as 
scheduled 


How many intake family 
assessments are completed 
each week? Are they 
completed on time? 


• 85% of families with a screened-in 
maltreatment case will complete a family 
assessment within 24 hours of case 
opening 


How many ongoing risk 
assessments are completed 
with participating parents? Are 
they completed on time? 


• 90% of enrolled families will complete a 
risk assessment at program completion 


• 85% of enrolled families will complete a 
risk assessment at 6 months post-
program 


• 75% of enrolled families will complete a 
risk assessment at 12 months post-
program 


______ 
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Selecting indicators and setting benchmarks help you think about what program success looks like. 
For example, ideally, 100 percent of families in Washington County with a screened-in maltreatment 
case would be assessed within 24 hours, but the implementation team knew this would not be 
realistic. Instead, it set 85 percent as a reasonable and acceptable benchmark.  


If you are implementing a manualized program, the developers should have provided guidelines and 
parameters for each program component. Review the program materials or contact the developers 
for information to help you set your benchmarks. If you are implementing an innovative program or 
an adaptation of an intervention from another field, you will need to work with your implementation 
team to set benchmarks. Consider your target population, staff capacity, best practices from the 
literature, and lessons learned from other programs and your practice.  


3. Choose Evaluation Methods 
Once you have selected indicators of program functioning, determine the methods you will use to 
study them. This includes determining how you will collect data on those indicators, for how long, 
and what comparisons you will make to understand whether and how your program participants 
have been affected. 


Formative evaluation should be structured in a way that provides you with useful information 
relatively quickly. First, decide how many cases you want to include in your sample. The sample size 
needed for formative evaluation is typically smaller than what may be needed for a summative 
evaluation (i.e., dozens of cases, not hundreds). Second, choose methods that are feasible to 
implement in a limited time period (i.e., months, not years). Exhibit 8 summarizes common methods 
in formative evaluation.  


Exhibit 8. Common Methods in Formative Evaluation 


Evaluation method Common data sources Notes 


Implementation 
fidelity analysis  


• Document review (e.g., 
service/activity logs, 
attendance records) 


• Observation forms 


• Case review forms 


• Administrative data 


A study of implementation fidelity 
provides data to answer the first three 
overarching formative evaluation 
questions:  


• Is the program reaching the intended 
number of participants?  


• How are inputs contributing to 
program functioning?  


• Is the program being delivered as 
intended?  
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Evaluation method Common data sources Notes 


Single group pre-post • Pre-post child and family 
assessments 


• Pre-post surveys of participant 
experiences 


• Observation forms 


• Administrative data 


A pre-post design provides client-level 
change data to answer the fourth 
overarching formative evaluation 
question:  


• Are short-term outcomes promising?  


Comparison group • Pre-post child and family 
assessments 


• Pre-post surveys of participant 
experiences 


• Administrative data 


A comparison group design is often not 
feasible within the limited time frame for 
formative evaluation. However, it may be 
an option if you are able to easily identify 
and assign cases to a treatment or 
comparison group, or if a natural 
comparison group exists (e.g., an 
extended waitlist design).  


4. Collect Data 
Collect data on your selected indicators of program functioning for as long as it takes to achieve your 
intended sample size (as discussed in step 3).  


Provide training to ensure quality data. For information on training staff in data collection, see Critical 
Issues in Evaluating Child Welfare Programs (James Bell Associates, September 2009) and Guide 
to Data-Driven Decision Making (James Bell Associates, 2018). 


Approval to Collect Data 


Prior to collecting data, consult with your project officer or local evaluator to determine 
whether you need certain approvals.  


Office of Management and Budget approval may be required for federally sponsored data 
collection. Additional information is available from the U.S. Department of Health and Human 
Services (2018). 


Institutional review board approval is typically required for data collection on or from 
individuals to ensure ethical issues are considered and privacy is maintained. Additional 
information is available from the U.S. Department of Health and Human Services Office for 
Human Research Protections (2016). 



https://www.jbassoc.com/resource/critical-issues-evaluating-child-welfare-programs-2/

https://www.jbassoc.com/resource/critical-issues-evaluating-child-welfare-programs-2/

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.usability.gov/how-to-and-tools/guidance/pra-overview.html

https://www.usability.gov/how-to-and-tools/guidance/pra-overview.html

https://www.hhs.gov/ohrp/regulations-and-policy/guidance/index.html

https://www.hhs.gov/ohrp/regulations-and-policy/guidance/index.html
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______ 


What are your response rates? 
Track response rates for your data collection instruments (e.g., surveys, assessments) and identify and 
address issues promptly. For example, if survey response rates are low, is it because participants are 
given inadequate time to complete the instrument? See the Response Rate Tracking Tool (III.2).  


5. Analyze and Report Data 
The final phase of formative evaluation is to analyze your data, interpret the results, and clearly 
summarize your findings in a way key internal stakeholders can understand. Use the key formative 
evaluation questions in step 1 to organize your analyses and reporting. Compare the data on 
program indicators to the benchmarks set in step 2. Summarize whether each indicator exceeded, 
met, or fell short of the benchmark. The statistical significance of patterns in the data is not 
particularly important in formative evaluation—your sample size will be relatively small by design and 
therefore underpowered (see exhibit 1). 


In reports and presentations, describe what is working and not working regarding implementation 
and short-term outcomes. Document lessons learned and modifications made to the program while 
conducting the formative evaluation.  


You may adapt the Washington County Presentation of Formative Evaluation Findings to present 
evaluation results to stakeholders, get their feedback on a draft report, and guide decision making 
about next steps for your program. Also see Developing an Effective Evaluation Report (Centers for 
Disease Control and Prevention, 2013). 


6. Decide What Comes Next 
After formative evaluation, use what you have learned about your program to determine whether it is 
ready for summative evaluation.4


4 External constraints such as the time limitations of your funding source may also influence your decisions about whether and when 
to conduct summative evaluation. See the Washington County Formative Evaluation Time Line.  


 It may not be. Remember, moving too quickly to summative 
evaluation may account in part for the low rate of success among evaluated programs (Epstein & 
Klerman, 2013).  



http://www.wmich.edu/sites/default/files/attachments/u350/2014/feedbackworkshop.pdf

https://www.cdc.gov/eval/materials/developing-an-effective-evaluation-report_tag508.pdf
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Summative evaluation is also costly—both financially and in terms of staff and participant time and 
effort. Formative evaluation allows you to pause thoughtfully before investing scarce resources in 
summative evaluation (see Akin et al., 2014).  


The process of deciding whether and when to proceed to summative evaluation is sometimes called 
an evaluation tollgate. The “toll” that must be paid at the tollgate is evidence— 


• That the program’s logic model is plausible


• That core program components are functioning as intended


• That participants are interested and responsive


• That the program is being delivered with increasing fidelity to the model


• That short-term outcomes are trending in the right direction


If evidence is lacking in some or most of these categories, it may be premature to move to summative 
evaluation. Instead, use the formative evaluation findings to guide continued exploration into what is 
not working as planned and why, and to make improvements where needed.  


The process of deciding whether and when to proceed to summative evaluation is 
sometimes called an evaluation tollgate. The “toll” that must be paid at the 
tollgate is evidence. 


The problem may lie with the validity of the program—a theory problem—or with the integrity with 
which it is being delivered—an implementation problem (Klein & Sorra, 1996; Permanency Innovations 
Initiative Training and Technical Assistance Project, 2013; Testa & Poertner, 2010). If the formative 
evaluation shows outcomes are not moving in the expected direction, identify where the breakdown is 
occurring (Funnell & Rogers, 2011). Consider the following questions: 


• Does your theory of change include erroneous assumptions that weaken program validity?


• Does the program lack a theory-driven approach altogether (Segal, Opie, & Dalziel, 2012)?


• Do causal mechanisms that worked with one population or context not hold true with others?


• Is the program theory sound, but elements of the program were delivered incorrectly, thus 
causing a breakdown in implementation integrity?


If you find you have either a theory problem or an implementation problem, re-examine your 
assumptions and/or resume the testing and improvement process (see section II).  







Section III Examples 
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Washington County Formative Evaluation Time Line 
It may take several years to reach full implementation of a new child welfare program. When 
planning your formative evaluation, consider how long it may take to meet the preconditions 
described in section II. See the example below for the fictional Washington County program. 
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Washington County Program Enrollment Tracking 
Washington County used the table below to track enrollment in its program. See appendix A for a 
blank version you can use to track enrollment in your program. 


Week 


Number 
newly 


enrolled 


Number 
of drop 


outs 
Total 


number 


Targeted 
total 


number 


Difference 
between 
targeted 


number and 
total number 


Number of enrolled 
participants 


In target 
population 


Outside 
target 


population 


1 4 0 4 10 -6 4 0 


2 6 0 10 20 -10 9 1 


3 1 0 11 30 -19 11 0 


4 3 0 14 40 -26 14 0 


5 2 0 16 40 -24 16 0 


6 0 0 16 40 -24 16 0 


7 1 1 16 40 -24 16 0 


8 4 0 20 40 -20 20 0 


9 0 0 20 40 -20 20 0 


10 5 2 23 40 -17 23 0 


11 1 1 23 40 -17 23 0 


12 0 0 23 40 -17 23 0 


13 4 0 27 40 -13 27 0 


14 2 0 29 40 -11 29 0 


15 1 0 30 40 -10 30 0 


16 0 0 30 40 -10 30 0 
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Washington County Response Rate Tracking 
Washington County used the table below to track response rates for its primary data collection 
instruments. See appendix A for a blank version you can use to track response rates for your program. 


Week Instrument name 
Number 


administered 
Number 


completed Response rate 


1 Family Risk Assessment 4 4 100% 


Participant Survey 4 4 100% 


Program Notes 4 3 75% 


Case Review Forms 4 4 100% 


In-Home Visit Observation Form 1 1 100% 


2 Family Risk Assessment 6 6 100% 


Participant Survey 6 4 67% 


Program Notes 6 2 34% 


Case Review Forms 10 1 10% 


In-Home Visit Observation Form 1 0 0% 


3 Family Risk Assessment 1 1 100% 


Participant Survey 1 1 100% 


Program Notes 11 11 100% 


Case Review Forms 5 5 100% 


In-Home Visit Observation Form 1 1 100% 


4 Family Risk Assessment 3 3 100% 


Participant Survey 3 3 100% 


Program Notes 14 13 93% 


Case Review Forms 7 5 71% 


In-Home Visit Observation Form 1 1 100% 


5 Family Risk Assessment 2 2 100% 


Participant Survey 2 2 100% 


Program Notes 16 12 75% 


Case Review Forms 8 8 100% 


In-Home Visit Observation Form 1 1 100% 
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Week Instrument name 
Number 


administered 
Number 


completed Response rate 


6 Family Risk Assessment 0 0 100% 


Participant Survey 0 0 100% 


Program Notes 16 14 88% 


Case Review Forms 8 7 88% 


In-Home Visit Observation Form 1 1 100% 
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Washington County Short-Term Outcome Tracking 
Washington County used the table below to track short-term outcomes for its program. See 
appendix A for a blank version you can use to track short-term outcomes for your program. 


Short-term outcome 


Is it intended to 
increase or 
decrease? Formative evaluation questions 


Decrease in risk assessment 
ratings at program completion 


Decrease To what degree have participants’   risk 
assessment ratings changed between  
program enrollment and completion? 


Parents demonstrate improved 
parenting skills, including active 
listening and problem solving 


Increase What percentage of parents demonstrate 
improved parenting skills at program 
completion? 


Parents demonstrate conflict 
management strategies at 
program completion 


Increase What percentage of parents demonstrate 
improved conflict management strategies at 
program completion? 


Parents develop family safety plan 
in case of crisis situations during 
program enrollment 


Increase What percentage of parents have 
developed a family safety plan by program 
completion? 


Fewer children entering out-of-
home care during program 
enrollment 


Decrease What percentage of children whose parents 
are enrolled in the program enter out-of-
home care during program enrollment? 


Parents’ awareness of community-
based services increases during 
program enrollment 


Increase To what degree have parents’ awareness of 
community-based services increased? 


Child welfare staff routinely review 
program data 


Increase How frequently do child welfare staff review 
program data? 







Formative Evaluation Toolkit 35 


Washington County Formative Evaluation Questions and 
Indicators/Benchmarks 
Washington County used the table below to document its research questions and 
indicators/benchmarks. See appendix A for a blank version you can use for your program. 


Outputs Formative evaluation questions Indicators/benchmarks 


Number of intake family 
assessments and 
number of ongoing risk 
assessments completed 


• How many intake family 
assessments are completed each 
week?


• 85% of families with a 
screened-in maltreatment case 
complete a family assessment 
within 24 hours of case opening


• How many ongoing risk 
assessments are completed with 
participating parents?


• 90% of enrolled families 
complete a risk assessment at 
program completion


• 85% of enrolled families 
complete a risk assessment at 6 
months post-program


• 75% of enrolled families 
complete a risk assessment at 
12 months post-program


Percentage of parents 
referred to program 


• Of parents who complete the 
intake family assessment, what 
percentage are referred to the 
program?


• 60% of families are referred in 
the program


Percentage of parents 
engaged and enrolled 
within 24 hours of referral 


• What percentage of parents are 
engaged by program staff and 
enrolled within 24 hours of referral?


• 100% of enrolled families are 
contacted by program staff 
within 24 hours of referral


Number and percentage 
of parents participating in 
home visits 


• How many in-home visits are 
scheduled per week per family?


• At least two in-home visits are 
scheduled per week per family


• What percentage of families 
completed scheduled in-home 
visits?


• 75% of scheduled in-home visits 
are successfully held


Type and dosage of 
services delivered to 
parents 


• What type of services (e.g., 
therapeutic strategy, parenting 
skills, coaching) are delivered to 
parents by certified family 
therapists during in-home visits?


• At least one key service 
delivered as part of each in-
home visit


• How many hours of each service 
type are delivered per family?


• At least 4 hours of each key 
service delivered per family
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Outputs Formative evaluation questions Indicators/benchmarks 


Frequency and type of 
supervisor oversight 
activities 


• How often do supervisors review 
parent progress?


• Parent progress reviewed 
weekly by supervisors


• What strategies (e.g.,  observation, 
secondary case note review) do 
supervisors use to oversee 
program activities?


• Supervisors observe one in-
home visit per family


• Supervisors review case notes 
weekly


Number of weekly staff 
meetings and attendee 
participation  


• How many weekly staff meetings 
are held as scheduled?


• 90% of weekly staff meetings 
held as scheduled


• What percentage of weekly staff 
meetings are attended by all 
required parties?


• 75% of weekly staff meetings 
attended by all required parties


Number of parent support 
groups held and 
percentage of 
participating families 


• How many parent support groups 
are held during the program 
period?


• Parent support groups held 
every other week


• What percentage of families attend 
parent support groups?


• 75% of families attend at least 
one parent support group


Number and type of 
therapist contacts outside 
of scheduled in-home 
visits 


• How many contacts do therapists 
have with parents outside of 
scheduled in-home visits?


• At least one phone call, text, or 
email with parents each week


Number of accurate and 
complete weekly program 
notes 


• How many program entries are 
completed accurately and on time?


• 90% of weekly program entries 
completed accurately by 
Monday of the following week


Short-term outcomes Formative evaluation questions Indicators/benchmarks 


Decrease in risk 
assessment ratings at 
program completion 


• To what degree have participants’ 
risk assessment ratings changed at 
program completion?


• Risk assessment ratings of all 
enrolled families decrease by 
10% or more at program 
completion


Parents demonstrate 
improved parenting skills, 
including active listening 
and problem solving 


• What percentage of parents 
demonstrate improved parenting 
skills at program completion?


• 90% of parents demonstrate 
improved parenting skills at 
program completion
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Short-term outcomes Formative evaluation questions Indicators/benchmarks 


Parents demonstrate 
conflict management 
strategies at program 
completion 


• What percentage of parents 
demonstrate conflict management 
strategies at program completion?


• 90% of parents demonstrate 
conflict management strategies 
at program completion


Parents develop family 
safety plan in case of 
crisis situations during 
program enrollment 


• What percentage of parents have 
developed a family safety plan by 
program completion?


• 90% of parents have developed 
a family safety plan


Parents’ awareness of 
community-based 
services increases during 
program enrollment 


• To what degree have parents’ 
awareness of community-based 
services increased?


• 90% of parents can identify 
recommended community-
based services


Child welfare staff 
routinely review program 
data 


• How frequently do child welfare 
staff review program data?


• Program data reviewed weekly 
by child welfare staff
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Washington County Presentation of Formative Evaluation 
Findings 
Use this example when developing a presentation to share your own findings with staff and key 
stakeholders. 


WASHINGTON COUNTY  
IN-HOME PARENTING PROGRAM 
FORMATIVE EVALUATION FINDINGS 
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SUMMATIVE EVALUATION


FORMATIVE EVALUATION


IN-HOME PARENTING PROGRAM OVERVIEW 


▪ Target Population: Parents with young children (aged 0–10) at risk of
removal


▪ Intervention: Intensive 8-week in-home parenting program including at 
least two in-home visits a week from a family therapist certified in the 
adapted evidence-based program. Each in-home visit lasts 1–2 hours and 
includes a variety of service strategies, including cognitive-behavioral 
therapy, parenting skills (e.g., active listening, therapists’ modeling positive 
parenting strategies, and coaching parents in new skills), developing an in-
home safety plan, and referral to additional community-based services. 
Parents are also encouraged to attend weekly parent support groups that 
are hosted by the program.


LOGIC MODEL


Resources


Children (aged 0–10) 
and families at risk 
for entering the child 
welfare system because 
of multiple reports of 
neglect and living in low-
income communities


Adapted evidence-
based home visiting 
intervention (SafeCare) 


• Family assessment 
materials


• Family therapists 
certified in model and 
trained supervisors


• Parent support group 
facilitators


• Meeting space for parent 
support groups


• Transportation for 
family therapists and 
for parents to support 
groups


• Data tracking system
• Referral services: 


community-based
service providers


Implementation/
Activities


Service Delivery Activity:
• Family assessment 


(conducted at intake) and 
ongoing risk assessment 
(at completion and at 
6 and 12 months after 
completion)


• Parent referral to program
• Engage with family within 


24 hours
• Adapted SafeCare model:


– In-home visits twice 
a week for 8 weeks 
with certified family 
therapist; includes: 
cognitive-behavioral 
therapy, active listening 
training, model/observe/
teach parenting skills 
and strategies, safety, 
and community-based 
support referrals


• Supervisor and weekly 
staffi  ng meetings


• Parent support groups
• Availability of family 


therapist between home 
visits


• Weekly entry of program 
notes into data tracking 
system


Organizational Supports:
• Practice profile
• Quality assurance 


process
• Training and coaching
• Implementation team


Outputs


• Number of intake family 
assessments and 
number of ongoing risk 
assessments completed


• Percentage of parents 
referred to program


• Percentage of parents 
engaged and enrolled 
within 24 hours of referral


• Number and percentage 
of parents participating in 
home visits


• Type and dosage of 
services delivered to 
parents


• Frequency and type of 
supervisor oversight 
activities


• Number of weekly staff  
meetings and attendee 
participation


• Number of parent 
support groups held 
and percentage of 
participating families


• Number and types 
of therapist contacts 
outside of scheduled in-
home visits


• Number of accurate 
and complete weekly 
program notes


Outcomes


Proximal


Short Term:
• Decrease in risk 


assessment ratings at 
program completion 


• Change in parenting 
behaviors in—
– Health
– Safety
– Parent-child interaction
– Problem solving


• Parents demonstrate 
conflict management 
strategies at program 
completion


• Parents develop family 
safety plan 


• Parents’ awareness 
of community-based 
services increases 
during program


• Child welfare staff  
routinely review program 
data


Intermediate:
• Increased self-effi  cacy to 


eff ectively parent among 
participating parents 6 
months after program 
completion


• Decreased disruptive 
behavior among 
participating children 
6 months after program 
completion


• Parents enact safety 
plan in case of crisis 
within 6 months of 
program completion


• Engagement in 
community-based 
services in 6 months 
after program completion 


• Child welfare supervisors 
make removal decisions 
based on program data 
throughout program 
period


Distal


Long-Term:
Prevention of Harmful 
Neglect:
• Decreased number of 


children with a re-
report or new report of 
maltreatment after initial 
petition 12 months after 
program completion


• Decreased number 
of children entering 
out-of-home care in the 
12 months after program 
completion


Parent/Child Physical 
and Emotional Needs 
Met:
• Improved relationship 


between parents and 
children, including 
secure attachment, 
12 months after program 
completion
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FORMATIVE EVALUATION QUESTIONS 


▪ How are the program’s core components functioning?


▪ Is the program reaching the intended number of participants?


▪ Is the program being delivered with fidelity?


▪ Are short-term outcomes promising?


FORMATIVE EVALUATION DESIGN 


▪ Implementation Fidelity Analysis
– Document review (e.g., service/activity logs, attendance records)
– Observation forms
– Case review forms


▪ Single Group Pre-Post Design
– Pre-post risk assessments
– Pre-post surveys of participant experiences
– Observation forms
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FINDINGS: CORE COMPONENT FUNCTIONING 


How are the program’s core components functioning? 


Core component/output Actual Target Finding 


Risk 
assessment 


Families with a screened-in maltreatment case completed 
a family assessment within 24 hours of case opening 78% 85% Did not meet target 


Families completed risk assessment at program 
completion 93% 90% Met target 


Families completed risk assessment at 6 months post- 
program 62% 85% Did not meet target 


Families completed risk assessment at 12 months post- 
program 35% 75% Did not meet target 


Risk assessment ratings of all enrolled families 
decreased by 10% or more at program completion 85% 100% Did not meet target 


Reach and 
exposure See next two slides 


Child welfare 
operations Accurate and complete weekly program notes 55% 90% Did not meet target 


FINDINGS: REACH 


Is the in-home parenting program reaching the intended number of participants? 


Reach Actual Target Finding 


Enrollment Percentage of parents who completed the intake 
family assessment and were enrolled in the program 83% 60% Met target 


Engagement Percentage of enrolled families contacted by program 
staff within 24 hours of referral 72% 100% Did not meet target 
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FINDINGS: EXPOSURE 


How much program content is being received by participants? 


Exposure Actual Target Finding 


Treatment 
days and 
completion 


Total days of program treatment 10 16 Did not meet target 


Number of in-home visits scheduled per week per family 2 2 Met target 


Percentage of scheduled in-home visits successfully held 76% 75% Met target 


Number of families completing program 30 34 Did not meet target 


Number of families dropped out of program 4 0 Did not meet target 


Type and 
dosage of 
services 


Number of key services delivered as part of each in-home 
visit 


1 1 Met target 


Number of hours of each key service delivered per family 4 4 Met target 


Parent support groups held every other week Bi-weekly Bi-weekly Met target 


Families attend at least one parent support group 50% 75% Did not meet target 


Number of therapist contacts outside of scheduled in-home 
visits 


3 per week 1 per week Met target 


FINDINGS: PROGRAM FIDELITY 


Is the program being delivered with fidelity? 
Some aspects of program fidelity are covered in the formative evaluation questions related to core 
components, reach, and exposure described in previous slides. 


Fidelity dimension Finding 


Adherence See previous slides regarding core components, reach, and exposure. 


Exposure See previous slide regarding exposure. 


Quality of delivery Observation of a sample of in-home visits found that four out of five trained therapists met 
performance criteria. 


Participant 
responsiveness 


Participant feedback about the program on post-participation surveys was positive. Participants 
indicated they felt respected by the therapists and most (80%) participants reported an increase 
in self-efficacy to parent effectively at program completion. 


Program differentiation 


While no other intensive in-home parenting program is available in Washington County, parenting 
classes with similar material are available. Only two parents participated in the parenting classes 
offered outside of the program’s core components. The extent to which other parents are exposed 
to other parenting interventions should be monitored. 
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FINDINGS: PROXIMAL OUTCOMES 


Are short-term outcomes promising? 


Short-term outcome Actual Target Finding 


Overall family risk 
assessment score No difference in risk score Decrease of 10% Did not meet target 


Improved parenting skills Demonstrated by all parents 90% of parents Met target 


Conflict management 
strategies Demonstrated by all parents 90% of parents Met target 


Family safety plan Created by all parents 90% of parents Met target 


Number of children 
entering out-of-home care 
during program enrollment 


75% of children did not enter 
out-of-home care during 


program enrollment 


90% of children whose parents 
are enrolled in the program do 


not enter out-of-home care 
during program enrollment 


Did not meet target 


Awareness of community-
based services Demonstrated by all parents 90% of parents Met target 


Child welfare staff routinely 
review program data 


Program data reviewed 
weekly by child welfare staff 


Program data reviewed weekly 
by child welfare staff Met target 


Topic Lessons learned 


Risk assessment 


Reach 


Exposure 


Fidelity: program 
differentiation 


Short-term 
outcomes 


Additional staff training is needed to ensure all families complete a risk assessment at intake. Also, 
more engagement with families (calls and/or emails) after program completion may be necessary to 
ensure that 6- and 12-month follow-up assessments are completed. 


It would be beneficial if contact by program staff could be made at the time of referral, rather than 
separately. 


Some families had trouble keeping their scheduled in-home visits. Total program length may need to 
be extended in these cases so parents can get the full program dosage. Also, parents experienced 
barriers to attending support groups. Online alternatives or offering groups on different days and 
times may be necessary. 


The number of parents who participate in parenting programs or services outside the program should 
be carefully monitored. 


While parents demonstrated improved parenting skills at program completion, their risk scores did not 
change. Program theory and causal linkages should be re-examined to identify any gaps or 
assumptions that may be limiting program success in this area. 


LESSONS LEARNED 
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Tool II.1. Readiness for Formative Evaluation 
Checklist  
Use this checklist to assess preparation for formative evaluation and to identify missing or inadequate 
components. It draws on the evidence-building framework and tools developed by the Children’s Bureau 
Permanency Innovations Initiative Training and Technical Assistance Project and evaluation team.  


Teaming Structure 


Steps and indicators of readiness Resources/tools 


Assembled 
implementation 
team(s) 


Engaged agency leaders and 
decision makers, program staff, 
and supervisors who will be 
responsible for implementation; 
individuals with CQI and program 
data knowledge and skills; 
evaluators; and external 
stakeholders  


 • Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 1, Teaming 
Structure Assessment Tool 
(pages 10–12)


Documented 
decisions and plans 


Began documenting all key 
decisions and developed a 
workplan with realistic time lines as 
part of an implementation and 
evaluation plan 


 • Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 2, Section 5


Problem and Target Population Identification 


Steps and indicators of readiness Resources/tools 


Identified the 
problem or outcome 
the team is seeking 
to change 


Researched what the problem is 
(unmet need, improvement, etc.) 


 • Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 2, Identifying 
the Problem and Understanding 
the Target Population Tool 
(pages 15–17)


Root Cause/Situational Analysis: 


• Guide to Data-Driven Decision 
Making


• Root Cause Analysis: Tracing a 
Problem to Its Origins


Identified the outcome(s) to 
address 


 


Articulated outcomes that are clear 
and realistic (changeable)


 



https://www.acf.hhs.gov/sites/default/files/cb/guide_vol1_teaming.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.mindtools.com/pages/article/newTMC_80.htm
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Steps and indicators of readiness Resources/tools 


Identified the target 
population most 
affected 


Mined or gathered data to pinpoint 
the affected population 


 • Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 2, Identifying 
the Problem and Understanding 
the Target Population Tool 
(pages 15–17)


Root Cause/Situational Analysis: 


• Guide to Data-Driven Decision 
Making


• Root Cause Analysis: Tracing a 
Problem to Its Origins


Examined data longitudinally and 
examined geographic or 
disproportionate representation of 
the target population 


 


Explored needs or 
root causes that 
affect outcomes in 
the population 


Conducted a root cause analysis to 
understand underlying needs 


 


Mined or gathered data from case, 
survey, and administrative data 


 


Identified systemic barriers that 
may affect the success of any 
program 


 


Theory of Change 


Steps and indicators of readiness Resources/tools 


Developed 
hypothesis about 
what activities, if 
implemented, will 
change outcomes 
for the target 
population 


Developed an outcomes chain to 
specify hypotheses about casual 
links 


 • Theory of Change: A Practical 
Tool for Action, Results, and 
Learning


• Evaluation Resource Guide for 
Children’s Bureau Discretionary 
Grantees


• Guide to Data-Driven Decision 
Making


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 2, Theory of 
Change Development Tool 
(pages 27–29)


• Refining Theories of Change


Critically evaluated the chain and 
differentiated outcomes 


 


Identified and addressed gaps in 
theory through research and data 
mining 


 


Articulated the 
process by which 
outcomes for the 
target population 
will change 


Developed a brief narrative 
description of the theory of change 


 



https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.mindtools.com/pages/article/newTMC_80.htm

http://www.aecf.org/m/resourcedoc/aecf-theoryofchange-2004.pdf

http://www.jbassoc.com/ReportsPublications/Evaluation%20Resource%20Guide%2010-24-2011.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

http://journals.sfu.ca/jmde/index.php/jmde_1/article/view/496





  


   


 


 


 


 
 


 


 


 


  


 


 


   
 


 


 
 


 
   


 
 


 
  


  
 


 


 
 


 
 


 


Program Assessment and Selection 


Steps and indicators of readiness Resources/tools 


Researched 
programs and 
assessed the 
evidence base 


Identified possible programs used 
with the population and aligned 
with the risk factors and needs and 
theory of change 


  • The Hexagon: An Exploration  
Tool 


• Guide to Developing,  
Implementing, and Assessing an  
Innovation: Volume 2, Innovation  
Assessment and Selection Tool  
(pages 43–47) 


Program Adaptation:  


Making Adaptations Tip Sheet 


Researched and 
documented the 
program— 


Improves the desired outcomes   


Was researched with the same 
target population 


  


Was successfully replicated    


Is ready for implementation with 
supporting materials from the 
developer 


  


Assessed fit of 
program with 
system or agency 


Explored fit of program with the 
agency and system, including 
agency priorities, initiatives, 
organizational structures, and 
community context 


  


Selected program 
to be implemented 


Reviewed and compared programs 
and determined best fit 


  


Determined whether the program 
may need to be adapted 


  


Logic Model 


Steps and indicators of readiness Resources/tools 


Developed a logic 
model and 
evaluated its 
plausibility 


Drafted a logic model with 
resources, inputs, assumptions, 
activities, outputs, proximal and 
distal outcomes, and alignment 
with the organization’s values 


  • Developing a Logic Model 


• Guide to Data-Driven Decision  
Making 


Critically evaluated the logic model, 
looking for implausible elements or 
gaps in logic 


  


Set short-term benchmarks that 
could be tested during usability 
testing and formative evaluation to 
inform decisions regarding 
summative evaluation 


  


Formative Evaluation Toolkit 49 



https://implementation.fpg.unc.edu/resources/hexagon-exploration-tool

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

https://www.acf.hhs.gov/sites/default/files/fysb/prep-making-adaptations-ts.pdf

https://www.acf.hhs.gov/cb/resource/guide-to-dddm

https://www.jbassoc.com/resource/developing-logic-model-2/





  


   


 
 


 
 


 
 


 


 


 


  
 


 
  


  
  


 Program Operationalization 


Steps and indicators of readiness Resources/tools 


Operationalized the 
program based on 
the context of the 
organization and 
target population’s 
needs 


Team has identified the essential 
functions (i.e., activities or 
strategies that a practitioner 
engages in to address the 
identified problem) that are needed 
to deliver the innovation according 
to the model 


  • Guide to Developing,  
Implementing, and Assessing an  
Innovation: Volume 3, Practice  
Profile Development Tool (pages  
12–15) 


• Making Adaptations Tip Sheet 


Team has developed a practice 
profile or program manual that 
outlines— 


– Essential functions 


– The operationalized definition of 
each function 


– Activities staff need to perform 
to  meet each function 


– Behaviorally based practice 
indicators 


– Practice criteria that describe 
different levels of performance 


  


If adaptation is required, team has 
fully adapted the program or is 
working with the developer to adapt 
the program to fit needs 
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https://www.acf.hhs.gov/sites/default/files/cb/guide_vol3_installation.pdf

https://www.acf.hhs.gov/sites/default/files/fysb/prep-making-adaptations-ts.pdf





  


   


 


 
 


 
 


 


 
 


  
  


 


 
 


 


 


 
 


 
  


 
 


 


 


 
 


  
 


  


 
 


 Implementation Supports 


Steps and indicators of readiness Resources/tools 


Assessed and 
strengthened 
implementation 
supports 


Assessed implementation supports 
and determined needs 


  • Implementation Drivers:  
Assessing Best Practices 


• Guide to Developing,  
Implementing, and Assessing an  
Innovation: Volume 2, Section 4 


• Guide to Developing,  
Implementing, and Assessing an  
Innovation: Volume 3, Sections  
7.2–7.7 


Fidelity Assessment:  


• Measuring Implementation 
Fidelity 


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 3, Fidelity 
Assessment Tool (pages 40–44) 
and Fidelity Assessment 
Protocol Tool (pages 50–54) 


Ensured strong leaders 
communicate goals and support 
the initiative 


  


Installed processes related to 
structural needs such as referral 
pathways, securing resources, and 
purchasing new technology or 
equipment 


  


Planned and 
implemented hiring, 
training, 
supervision, and 
coaching 


Ensured competent staff are 
recruited and selected to 
implement the program 


  


Developed protocols for training, 
supervision, and coaching of staff 
that impart knowledge and core 
competencies in the program 


  


Developed individual and group 
coaching strategies and a service 
delivery plan 


  


Planned and 
implemented the 
fidelity assessment 


Identified a set of key indicators to 
assess whether practitioners are 
implementing the program as 
intended 


  


Used the practice profile to 
develop the fidelity assessment 


  


Planned to gather and analyze 
fidelity data 
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http://implementation.fpg.unc.edu/sites/implementation.fpg.unc.edu/files/NIRN-ImplementationDriversAssessingBestPractices.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol2_exploration.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol3_installation.pdf

https://www.jbassoc.com/resource/measuring-implementation-fidelity-2/

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol3_installation.pdf





  


   


  
 


  
 


 
 


 
 


  
 


 


 
 


 


  


   


 
 


 
 


 Data Sources and Systems 


Steps and indicators of readiness Resources/tools 


Data systems Specified the organization’s 
information needs as the program 
is put into place and throughout 
implementation 


  • Guide to Data-Driven Decision 
Making 


• Decision Support Data System 


• Decision Support Data System 
Best Practices Identified existing data sources and 


planned and installed new data 
sources as needed 


  


Actively involved the data staff and 
experts to confirm quality and 
consistency of the data and 
improve the usefulness of 
subsequent reports 


  


Developed a continuous quality 
improvement processes for 
decision making 


  


Usability Testing 


Steps and indicators of readiness Resources/tools 


Launched the 
program 


Participants are being enrolled in 
the program or the innovation is 
launched 


  • Rapid-Cycle Problem Solving 


• Usability Testing 


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 4, Usability 
Testing Tool (pages 10–27) 


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 4, Appendix 
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https://www.acf.hhs.gov/cb/resource/guide-to-dddm

http://nirn.fpg.unc.edu/learn-implementation/implementation-drivers/dss

http://implementation.fpg.unc.edu/sites/implementation.fpg.unc.edu/files/AIHub-Handout28-DriversEd-DSDS.pdf

http://implementation.fpg.unc.edu/module-5/topic-1-rapid-cycle-problem-solving

http://implementation.fpg.unc.edu/module-5/topic-2-usability-testing

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol4_initial_implementation.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol4_initial_implementation.pdf
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Steps and indicators of readiness Resources/tools 


Planned and 
conducted rapid-
cycle testing 


Team is familiar with the rapid-
cycle problem solving approach 
(Plan-Do-Study-Act framework) 


 • Rapid-Cycle Problem Solving


• Usability Testing


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 4, Usability 
Testing Tool (pages 10–27)


• Guide to Developing, 
Implementing, and Assessing an 
Innovation: Volume 4, Appendix


Determined components to be 
tested and questions to be 
answered in usability tests 


 


Determined methods of data 
collection and analysis 


 


Developed a plan that outlines roles, 
scope of testing, identification of 
cases or providers, metrics and 
benchmarks to meet, time line for 
reporting, and criteria for ending or 
repeating the test cycle 


 


Completed a full cycle(s) of testing  


Developed a report that interprets 
findings and provides 
recommendations for actionable 
improvements 


 


Refined the program or innovation 
based on findings of testing or 
multiple cycles of testing 


 


Reviewed results and confirmed 
the program and implementation 
supports are ready for formative 
evaluation 


 



http://implementation.fpg.unc.edu/module-5/topic-1-rapid-cycle-problem-solving

http://implementation.fpg.unc.edu/module-5/topic-2-usability-testing

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol4_initial_implementation.pdf

https://www.acf.hhs.gov/sites/default/files/cb/guide_vol4_initial_implementation.pdf
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Tool II.2. Refining Your Theory of Change 
Tool 
Use this tool to identify areas for refinement in your theory of change. See the Washington County 
Theory of Change example at the end of section II. 


Topic Review question 


Data exploration Have you conducted a root cause analysis (or situational analysis)?  


Does your theory of change reflect the findings from the root cause analysis, 
such as extent of the problem, population most affected, risk characteristics, 
and so on? 


 


Does your theory of change reflect the conditions that need to change to 
achieve the desired outcome? 


 


Theory of change 
components 


Does your theory of change include an outcomes chain that articulates 
logical and temporal relationships between actions and outcomes? 


 


Does the theory of change differentiate between proximal outcomes (shorter 
term, which can be reasonably affected by the project activities); 
intermediate outcomes (can’t happen without the proximal outcomes); and 
distal outcomes (longer term, which may not be measurable by the project or 
within the project’s time frame)? 


 


Does the theory of change clearly explain the mechanisms of change (i.e., 
the “why” behind how actions will trigger the expected outcomes)? 


 


Examine the chain in your theory of change both forward and backward. Do 
the logic and casual links “hold up” in both directions? Are there any gaps in 
logic or tenuous assumptions? 


 


Are there any gaps in the logic or flow of the theory of change—for example, 
activities that are “outcome-less” (i.e., not associated with one or more 
outcomes)? 


 


Has the team considered whether there are any unintended or indirect 
effects that may occur and should be represented? 


 


Has your theory of change been collaboratively developed or have 
stakeholders had opportunities to provide feedback? 


 


Narrative theory 
of change 


Has the outcomes chain or pathways of change been summarized in a 
narrative paragraph that is easily understood by internal stakeholders and 
external audiences?  
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Tool II.3. Refining Your Logic Model Tool 
Use this tool to evaluate the plausibility and quality of your logic model and consider methods to address areas that may require more 
attention. See the Washington County Logic Model example at the end of section II. 


Topic Review question Methods to address 


Components of 
your logic model 


Does your model specify inputs, activities, and 
outputs? 


 Ensure all key resources and actions (processes) of the 
program are included. Outputs should be specified with a 
measurable benchmark. 


Does your model include external conditions and 
assumptions? 


 Consider and indicate how and why the program matches 
the needs, target population, and risk context; how it is 
expected to achieve outcomes; and what may affect the 
problem and program as it is implemented. 


Does the model specify proximal outcomes (shorter 
term, which can be reasonably affected by the project 
activities); intermediate outcomes (can’t happen 
without the proximal outcomes); and distal outcomes 
(longer term, which may not be measurable by the 
project or within the project time frame)? 


 If not already completed as part of your theory of change 
development process, develop an outcomes chain by listing 
all potential outcomes, sorting them temporally, and 
examining logical linkages between outcomes and the 
potential for change as a result of the program. 


Does each output and outcome have a clear and 
well-specified indicator and benchmark?  


 Review your indicators to ensure they are SMART: specific, 
measurable, attainable, relevant, and time bound. 


Does the model reflect the “end-values” of the 
program, including the mission and vision of 
leadership and the organization? 


 Specify the values that will help all involved staff and 
systems stay engaged and motivated over the course of 
implementation (“why we do this work”). 
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Topic Review question Methods to address 


Model linkages Examine each chain in your logic model both forward 
and backward. Does the logic “hold up” in both 
directions? Are there any gaps in logic or tenuous 
assumptions? 


 You can apply the “if-then” strategy to examine all linkages 
(e.g., “if X activity is implemented, then will Y short-term 
outcome occur?”). 


Does the temporal order of activities and outcomes 
make sense? What are the approximate time frames 
for implementing each activity and achieving each 
outcome? 


 Create a table that indicates the order and time frame for 
implementing each activity and associated outcome. 


Are there activities in the logic model that are 
unnecessary or beyond the scope of the program? 


 Confirm the activities are part of the program’s core 
components; remove any activities that are not core to the 
program and consistent with your theory of change. 


Testing common 
areas of failure of 
the logic model 


Could you experience input issues, such as staff 
turnover? 


 Ensure appropriate partnerships and detail staff 
qualifications and methods of retention. 


Could enrollment in the program be lower than 
expected? 


 Review data and monitor patterns, set realistic expectations, 
and install methods to address recruitment challenges. 


Are all activities logically linked to outputs and 
outcomes? 


 Ensure there are no “outcome-less” activities or large gaps in 
logic regarding how an activity will lead to a given outcome. 


Is the anticipated program completion rate feasible?  Specify what defines “enrollment.” What proportion of 
attendees needs to participate in what number of activities 
or sessions to detect measurable effects? 


Have clear measures of fidelity to the program been 
developed and are they possible to achieve? 


 State what constitutes sufficient implementation fidelity in 
specific and measurable terms. 


Will you see improvement in your outcomes post-
program? 


 Ensure proximal outcomes can be changed by the program 
and carefully choose methods of measuring them. Confirm they 
are feasible to achieve within specific time frames. 


Note: Testing content adapted from Epstein & Klerman, 2013. 
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Tool II.4. Usability Testing Tool 
Use this tool to plan for usability testing. See the Washington County Usability Testing Plan and Results at the end of section II. 


Usability 
test(s) 


Area 


Which area are 
you targeting? 


Usability 
question 


What are you 
trying to learn? 


Scope of 
testing 


Which 
process or 
step is being 
tested? 


Participants 


Who will be 
included in 
the test and 
how will they 
be identified 
or included? 


Roles 


Who are the— 


• Decision 
makers?


• Test 
coordinators?


• Data 
collectors?


• Analysts and 
reporters?


Metrics or 
key 


outputs 


What are 
the outputs 
that could 
be 
assessed in 
the short 
term to 
answer the 
questions? 


Data 
sources and 


methods 


What data 
will be 
collected to 
measure the 
metric? What 
methods will 
be utilized? 


Time line 


When will 
the test 
begin 
and end? 


Criteria for 
completion 


What are the 
criteria for 
success? 
What is the 
benchmark? 


#1 blank blank blank blank blank blank blank blank blank 


#2 blank blank blank blank blank blank blank blank blank 


#3 blank blank blank blank blank blank blank blank blank 


#4 blank blank blank blank blank blank blank blank blank 
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Tool III.1. Program Enrollment Tracking Tool 
Use this template to track program enrollment. See the Washington County Program Enrollment Tracking example at the end of section III. 


Week 
Number newly 


enrolled 
Number of 
drop outs 


Total 
number 


Targeted total 
number 


Difference 
between 


targeted number 
and total 
number 


Number of enrolled participants 


In target 
population 


Outside target 
population 


1 blank blank blank blank blank blank blank 


2 blank blank blank blank blank blank blank 


3 blank blank blank blank blank blank blank 


4 blank blank blank blank blank blank blank 


5 blank blank blank blank blank blank blank 


6 blank blank blank blank blank blank blank 


7 blank blank blank blank blank blank blank 


8 blank blank blank blank blank blank blank 


9 blank blank blank blank blank blank blank 


10 blank blank blank blank blank blank blank 


11 blank blank blank blank blank blank blank 


12 blank blank blank blank blank blank blank 


13 blank blank blank blank blank blank blank 


14 blank blank blank blank blank blank blank 


15 blank blank blank blank blank blank blank 


16 blank blank blank blank blank blank blank 
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Tool III.2. Response Rate Tracking Tool 
Use this template to track response rates to primary data collection instruments. See the Washington County Response Rate Tracking 
example at the end of section III. 


Week Instrument name Number administered Number completed Response rate 


1 blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


2 blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


3 blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 
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Week Instrument name Number administered Number completed Response rate 


4 blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


5 blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 


blank blank blank blank 
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Tool III.3. Short-Term Outcome Tracking Template 
Use this template to track short-term outcomes. See the Washington County Short-Term Outcome Tracking example at the end of section III. 


Short-term outcome Is it intended to increase or 
decrease? 


Formative evaluation questions 
Has it increased or decreased so far (i.e., is it better or 


worse)? 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 
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Tool III.4. Formative Evaluation Questions and 
Indicators/Benchmarks 
Use the table below to document research questions and indicators/benchmarks. See the Washington County Formative Evaluation 
Questions and Indicators/Benchmarks example at the end of section III. 


Outputs Formative evaluation questions Indicators/benchmarks 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 


blank blank blank 


Short-term outcomes Formative evaluation questions Indicators/benchmarks 


blank blank blank 


blank blank blank 


 blank blank blank 


blank blank blank 


blank blank blank 
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Formative Evaluation Toolkit 64 


Adaptation The process of modifying a program to meet local characteristics (e.g., risk and 
contextual factors, availability of the target population) without changing its core 
components. For example, an evidence-based trauma therapy program from the 
juvenile justice system may be adapted to work in a congregate care child welfare 
setting. 


Causal linkages A series of steps considered necessary for expected program outcomes to be 
achieved (Permanency Innovations Initiative Training and Technical Assistance 
Project, 2016); an explanation of the mechanisms through which programs or 
activities will change outcomes. 


Core 
components 


Activities or features of an intervention that define and distinguish it from other 
services or activities and must be present for the intervention to occur. 


Decision support 
data system 


A system (usually computerized) for collecting and organizing information about 
implementation processes and program outputs and outcomes. The system should 
provide data in a timely, reliable, and accessible manner to support decision 
making (Permanency Innovations Initiative Training and Technical Assistance 
Project, 2016).  


Evaluability The degree to which a program is defined and understood by staff, leadership, and 
stakeholders and can plausibly and feasibly achieve its objectives. Evaluability 
indicates the program is suitable for evaluation. 


Evidence-based 
program 


A program is classified as evidence based when it has undergone one or more 
rigorous evaluations demonstrating its effectiveness (i.e., observed positive 
outcomes in the target population). 


Fidelity The extent to which a program or process is implemented as designed or 
intended. For example, in the context of a training program, fidelity refers to the 
extent to which the people conducting the training follow the content, guidelines, 
and tools (e.g., scripts, learning exercises) provided in a training curriculum. 


Implementation 
supports 


Resources and processes that improve the likelihood of successful implementation 
of a program or innovation. Domains of supports include staff selection, training, 
coaching, fidelity assessments, identification of data and data systems, and 
leadership and stakeholder backing of the program or innovation. 


Implementation 
team 


A group of individuals who guide the installation and execution of a program by 
ensuring it “is defined, operationalized, and implemented; ensures implementation 
supports are in place; identified the measures for monitoring the intervention; and 
plans for sustaining the improved outcome” (Permanency Innovations Initiative 
Training and Technical Assistance Project, 2016, volume 1., p. 4). 


Indicators Clearly defined practitioner behaviors and activities used to guide training, 
coaching, and assessment of fidelity to the program (Permanency Innovations 
Initiative Training and Technical Assistance Project, 2016). 


Logic model A visual depiction of the program’s theory of change, illustrating how inputs and 
activities lead to outputs and outcomes.  
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Manualized Written guidance that describes in detail how core components are to be 
implemented. For example, a program may include standardized manuals for staff 
and supervisors but may require tailoring to use terminology appropriate and 
familiar to staff or to fit within local operating practices, policies, and regulations. 


Operationalize To identify and define the activities, behaviors, and context of core components so 
they can be measured or assessed (Permanency Innovations Initiative Training 
and Technical Assistance Project, 2016). 


Practice profile A written description of a program’s core components that facilitates consistent 
implementation and fidelity across service delivery staff (Permanency Innovations 
Initiative Training and Technical Assistance Project, 2016). 


Rapid-cycle 
improvement 
processes 


The use of observation and program data to measure changes in implementation 
facilitating the identification and correction of challenges. Activities are usually 
completed on a much shorter schedule than for a formal evaluation, typically 
occurring over a period of 1–3 months.  


Root cause The factor or source underlying observable characteristics that define the problem 
or symptoms of the problem experienced by the target population.  


Target 
population 


The group of individuals targeted by the program because they are currently 
experiencing a defined problem or are at risk of experiencing the problem 
(Permanency Innovations Initiative Training and Technical Assistance Project, 
2016). 


Teaming 
structures 


The way in which a group of individuals is organized to facilitate communication 
and program implementation. For example, a program may have several teams 
responsible for different aspects of implementation, such as a management team, 
design team, training and coaching team, and participant recruitment team. 


Theory of 
change 


A written description or visual depiction of the assumptions about how and why a 
program will lead to desired outcomes. A theory of change may begin with 
describing the root cause of the problem and target population and then describe 
how the program will effect change within the target population, leading to desired 
outcomes.  


Usability testing The process of testing the core components of a program and data collection to 
identify challenges and allow for adjustments prior to entering a period of 
evaluation. 
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Overview 


Developed by evaluators at the National Child Welfare Workforce Institute 


(NCWWI), the NCWWI 360° Leadership Feedback Process is a method for 


providing leaders feedback on their leadership behaviors from those who 


work closely with them; typically, supervisors, peers, and direct reports. 


The NCWWI 360° can help: 


• Foster leaders’ self-awareness regarding strengths and areas for growth (Thach, 2002) 


• Support targeted professional growth and leadership development (Grenier & Rienks, 2019) 


• Improve organizational performance when coupled with coaching (Richardson, 2010) 


• Provide areas of focus for development plans (Kelly & Sundet, 2007) and coaching goals 


NCWWI 360° Key Features  


Integrated into a leadership development training/program, the NCWWI 360° Leadership Feedback 


Process is: 


• Tied directly to the training curriculum and domains of the NCWWI Leadership Model  


o Conducted as part of the training pre-work, it facilitates more targeted leadership 


development as participants progress through training 


• Coupled with strengths-based coaching tailored to participant needs 


• Confidential  


o NCWWI 360° Feedback Reports are not shared with anyone except for the participant 


and their coach 


o Quantitative results compare the self-assessment with a reporter average (aggregated 


across reporters) 


o Quotes from qualitative feedback are de-identified and included in a one-page 


summary 


o The strengths-based report includes notable areas for improvement 


NCWWI 360° Leadership Feedback Process  


 


Participants 


complete self-


assessment & 


nominate  


reporters


Reporters 


complete 


assessment 


about 


participant
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generated
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NCWWI 360° Leadership  


Feedback Process  
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NCWWI 360° Assessment  


The NCWWI 360° Leadership Assessment takes about 20 minutes to complete and includes:  


• 2 open-ended questions 


• 33 leadership competency items across five domains: 


o Leadership Fundamentals e.g., Treats others with courtesy, sensitivity, and respect 


o Leading Change e.g., Encourages new ideas and innovations 


o Leading for Results e.g., Sets work priorities while considering resource requirements 


o Leading in Context e.g., Collaborates internally and externally to build relationships 


and achieve common goals 


o Leading People e.g., Fosters an inclusive environment that values all types of diversity 


and opinion 


NCWWI 360° Feedback Report 


The NCWWI 360° Feedback Report aggregates and summarizes responses from reporters, so 


participants will not know which reporter gave which feedback. Participants review the 360° Feedback 


Report with a coach prior to the training to develop a plan for building on strengths and addressing 


any areas of concern. The 360° Feedback Report contents include: 


• A one-page summary highlighting strengths and areas for potential growth 


• A “Gap Assessment,” highlighting areas in which the participant’s and reporters’ scores differ 


• Tables highlighting high/low scores (self and others) 


• Self and other scores by item/domain 


 


NCWWI 360° Participant Experiences 


 


 
It has helped me to 


really know myself and 


my leadership style.” 


“


I think that [my coach] has … opened my eyes around what she sees me as, from 


all of these assessments and from meeting me and talking to me. She has been 


able to articulate what my leadership style is.” 


“ 


There were a couple of spots where 


I thought I was doing a little bit 


better but people had scored a 


little lower. While you could be 


offended by it, I thought it was 


interesting because feedback like 


that can only help you grow.” 


“ 








Building and Managing  
Your Evaluation Team


Building Your Evaluation Team
Regardless of how you set up your evaluation team (internal or external), 
it is essential that someone from your program maintains a good working 
relationship with the evaluator. This will help ensure the evaluation remains 
on track and in alignment with your program needs. The evaluation plan is a 
resource that will help you communicate, monitor, and adjust the evaluation. 


If you hire external evaluators, you should clarify and negotiate the 
following in your contract: 


• Ownership of and access to the evaluation information 


• Publication of evaluation data, results, and/or reports


• Activities to build your organization’s evaluation capacity 


• Resource allocation for different evaluation activities and tasks (e.g., data collection)


Program evaluation is a diverse profession with different interests, training, experiences, and perspectives. 
Evaluation practices are often guided by standards and principles established by professional associations. These 


Am
organizations often have resources that can help you to assess the capacity of your team. For example, the 


erican Evaluation Association provides guiding principles for evaluation (https://www.eval.org/p/cm/ld/fid=51).


Managing Your Evaluation 
A staffing plan and a work plan will help you establish a mutual understanding of the roles and responsibilities of 
your team members early in the evaluation process. Use the following questions along with the worksheets in this 
handout to clarify roles and responsibilities: 


• What are the timelines for specific evaluation tasks? 


• How will team members maintain overall 
communication around the evaluation project 
including, but not limited to:


• How will the evaluation be regularly monitored 
and managed? 


• What is the process for making decisions about 
and adjusting the evaluation? 


• How will the team manage and transfer 
knowledge in case of staff turnover? 


• What are the evaluation tasks, roles, and 
responsibilities? 


• Who will serve as the primary point of contact 
for managing the evaluation?


• Which specific individuals and organizations will 
have a role in implementing the evaluation? 


• What are the specific responsibilities of those 
individuals and organizations?


• How will team members engage stakeholders in the 
evaluation process? 


Examples of Tasks at Different Evaluation Stages 


Evaluation Stage Example Task Example Resource


Data collection and management Conduct interviews with coaches Tape recorders, transcriber


Data analysis, synthesis, and interpretation Code interviews Qualitative data software


Translation, communication, and dissemination Prepare written brief and 
present to xyz organization


Meeting space, graphic 
designer for report



https://www.eval.org/p/cm/ld/fid=51





Templates to help you monitor and manage the evaluation team and its activities can be found on 
these two pages. These tables may be helpful when completing the Evaluation Timeline section of 
the Evaluation Plan Template. To fill out this PDF, you can type directly into the text fields using a PDF 
editor or print a copy to complete by hand.


Staffing Plan


Individual Title Allocated Time Responsibilities


Name of staff member Staff title (e.g., Lead Evaluator, 
Research Associate)


Amount of time working on 
evaluation activities  
(e.g., 50% time)


Primary responsibilities of 
staff member (e.g., data 
collection, supervisor, contact 
management)







Evaluation Workplan


Evaluation Task Resource Needed Stakeholder 
Involvement Person Responsible Timeline


Evaluation Planning and Stakeholder Engagement


Data Collection and Management


Data Analysis, Synthesis, and Interpretation


Translation, Communication, and Dissemination 


Centers for Disease  
Control and Prevention 
National Center for Injury 
Prevention and Control
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1. Basic Considerations 
In developing a budget, basic considerations or information will guide the form and nature of your 
work. Therefore, the issues should be known before attempting to construct either a preliminary or final 
budget. 


 Type of agreement for the 
evaluation 


Will this evaluation be funded by a grant, contract, or cooperative 
agreement? 


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


 Funding source Is the funding source a government agency, private foundation, private 
sector business/industry, or nonprofit entity? 


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


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


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


Checklist for Developing 
and Evaluating Evaluation Budgets 


Jerry Horn 


This checklist is designed to assist evaluators and others think through the many issues 
that should be considered when developing an evaluation budget. This instrument is 
divided into several categories of typical cost items for conducting evaluations, and 
questions or statements are used as prompts for users to consider. In some cases, an item 
on the checklist may not be applicable. Full consideration should be given to the following 
two Program Evaluation Standards (Joint Committee, 1994) in all cases: 


F3–Cost Effectiveness  The evaluation should be efficient and produce information of 
sufficient value, so that the resources expended can be justified. 


P8–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. 
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 Condition of payment Will monies from the funding agency be made available as a lump 
sum, periodically (e.g., monthly, quarterly, or on the basis of 
submission of deliverables), or reimbursable based on submission of 
invoices with required documentation? 


 Preaward costs Are costs allowable that are directly related to the evaluation 
activities but are incurred before the official effective date of the 
grant/contract? 


2. Format 
Most agencies that actively fund projects that include evaluation components have specific formats 
in which they expect to receive proposed budgets. Likewise, institutions or agencies that conduct 
evaluations have one or more acceptable formats for presenting budgets. 


 Designated format Has a particular form or format been provided for the budget? 


 Institutional format Is the form or format acceptable to your institution or agency, or 
will it require a budget organized according to other 
specifications? 


 Detail Does the format require/include a separate set of details that 
explains how amounts are calculated or how the monies on a line 
will be used? 


 Cost breakdown by 
task/function 


Are there unique budgetary breakdowns, i.e., task, function, etc., 
required in addition to a budget summary by year and/or project 
activity? 


 Summary Will the budget require annual cost summaries and a performance 
summary? 


3. Personnel Costs 
The cost for personnel is usually the largest single item in a budget; therefore, it is critical that careful 
attention be given to the type and amount of effort that will be required to complete the evaluation 
as proposed. Further, a proposal that identifies key personnel is often more competitive than one in 
which personnel are more generally named, e.g., data analyst, research assistant. 


 Personnel types Have key types of individuals to both administer and conduct the 
evaluation been identified? 


 Basis Will personnel costs be determined on the basis of days of effort, 
percentage of time, percentage of assigned work load, person 
hours, or some other factor? 


 Effort How much time of each person/type will be required to complete 
identified tasks? 
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 Unit costs What is the cost of a time/cost unit for each person? 


 Consistency of costs What anticipated increases (merit, cost of living, across the board, 
etc.) can be anticipated for each evaluation year? 


 Hiring costs Will recruitment and hiring costs be required to staff the 
evaluation? 


 Support staff Will support staff services be assigned to the evaluation, or will 
services (e.g., secretarial support, data entry services, etc.) be 
“purchased” from a pool? 


 Student assistance Have all costs for student workers, as defined by 
institution/agency, been considered? 


 Fringe benefits What fringe benefits, including vacation/annual leave time, sick 
leave, etc., are applicable for each staff member? What anticipated 
increases in fringe benefits are expected? What is included in the 
fringe benefit package? (Note: If employee benefits, such as 
vacation time, holidays, etc., are not a part of the “official” fringe 
benefit package, they should be included in the salary/wage line 
item for each staff member, as applicable.) 


4. Travel 
Costs for travel may include anticipated expenditures for administrative activities, attendance at 
required meetings with the funding agency, data collection, feedback workshops, participant 
involvement, etc. It is important that these widely varying costs be anticipated, identified by function, 
and carefully calculated using the best information available. 


 Purpose What type of travel expenses will be incurred, i.e., administrative, 
data collection, participant, etc.? 


 Mode What mode of travel will be utilized, i.e., air, auto (personal or 
rental), train, etc.? 


 Allowable What allowable travel costs are accepted by the funding agency 
and your institution, i.e., per diem, lodging? 


 Time requirement How much total time (travel and on-site) will be required to 
conduct the evaluation activities? 


 Consultants Will consultants’ travel expenses be paid from the travel budget 
line or the consultant line? 


 Sharing costs Is it possible to couple trips within this evaluation or with other 
evaluations to reduce travel costs? 
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 Ground transportation How will ground transportation be provided upon the termination 
of air travel, e.g., taxi, rental car, limousine services, etc.? 


 Courtesy/local support Will on-site transportation be provided by another party and not 
charged to the evaluation? 


 Additional costs What additional costs may be required for special situations, i.e., 
excess baggage, long/tiring flights that may require upgraded 
accommodations, etc.? 


5. Supplies and Materials 
Office supplies and other materials are required to conduct an evaluation, and they may be 
anticipated based on experience with other evaluations of a general nature; but some evaluations 
may have unusual requirements, and these should be specified as appropriate. 


 Office supplies What supplies and materials will be needed to simply conduct the 
normal operations of an evaluation, e.g., office supplies and 
institutional products? 


 Specialized materials What unusual supplies and materials will be needed for this 
evaluation, i.e., reference books, specialized printing cartridges, 
evaluation letterhead, data collection articles, etc.? (Note: 
computer software sometimes is restricted or requires special 
permission or must be listed separately as a computer cost.) 


6. Communications 
Normally, the costs for monthly rental of telephone sets and lines are included as a part of “indirect” 
costs, but long-distance calls, dedicated phone lines for specific data collection procedures, postage 
for mailing of surveys, etc., are allowable evaluation costs and should be estimated in this category. 


 Phone installation Will any new installation of telephones, computer ports, or other 
communication equipment be required? 


 Phone usage What are the fixed costs for the use of telephones, computers, and 
other communications equipment that can be identified as 
chargeable to the evaluation? 


 Evaluation-specific costs Other than the usual administrative communications, will there be 
other costs for large mailings, express services, etc.? 


 Long-distance costs What long distance telephone and facsimile charges and other 
variable communications costs will be incurred? 


 Postage/mail services What postage or other forms of mail services will be required, 
giving special attention to mass mailings of surveys, notices, 
invitations, etc.? 
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7. Copying and Printing 
Copying and printing costs often exceed estimates due to the ease with which modern equipment 
provides ready and rapid responses to staff actions. Further, some evaluations may require printing 
of optical scanning forms and other documents that must be obtained from external agents. 


 In-house copying How many persons will be making in-house copies, and will there 
be a system to monitor individual usage? 


 Per-page costs What is the current and anticipated rate of copying over the long- 
term evaluation? 


 Reports How many copies and of what type/quality must reports be 
submitted? 


 Promotional materials Will the evaluation produce promotional materials, i.e., brochures, 
pamphlets, etc.? 


 Data collection What printing costs will incurred as a part of the data collection 
process? 


 Outsourcing Can all printing jobs be handled inside the organization, or will 
some outsourcing be required? 


8. Equipment 
In most cases, purchase of equipment is not an allowable expense for evaluation budgets. However, 
there may be specialized functions for which a justification and inclusion of equipment costs are 
acceptable. 


 Type What specialized equipment is needed? 


 Purchase vs. lease/rental Is purchase of the equipment a better value than lease/rental? 


 Allowable Does the RFP or similar document address equipment purchases 
or rentals? 


9. Other–Consultants 
The use of consultants to gain specialized expertise or to accomplish specific tasks/activities is a 
common practice. Consultants are considered to be independent contractors and are not included 
under personnel costs, and seldom are they provided with fringe benefits or other support services 
normally available to evaluation employees. Separate contracts are established between the 
consultants (independent contractors) and the organization conducting the evaluation, usually on a 
specified daily rate plus allowable expenses, i.e., travel, communications, etc. 
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 Name or type Who or what types of persons will serve as consultants? 


 Service What service will each consultant perform? 


 Rate and total time What is the allowable rate or basis for performing the service, e.g., 
10 days @ $500/day? 


 Reimbursable expenses Will travel and other required expenses incurred by the consultant 
during provision of service be reimbursable? 


10. Other–Subcontracts 
On occasion it is necessary to issue a subcontract for a particular task that your organization is not 
able to accomplish or a service that someone else can provide at substantial savings in time or 
money. 


 Use of subcontract Will you be issuing a subcontract as a part of the evaluation effort? 


 Service or product required What is the service or product for which you will be 
subcontracting? 


 Cost of subcontract What is the expected cost or budgetary limits of planned 
subcontract(s)? 


 Status of indirect cost on 
subcontract 


Will the subcontract(s) be subject to indirect or overhead costs? 


11. In-Kind or Cost Sharing 
Some evaluations may require cost sharing or in-kind contributions as a condition of the proposal. 
On the other hand, an entity may voluntarily offer an in-kind contribution as a part of the proposal, 
which may increase the attractiveness of the offer to perform the required services. Normally, in-kind 
contributions are more commonly a part of evaluations supported by grants, as opposed to 
contracts. When an in-kind contribution, whether a part of personnel time, use of services or 
equipment, etc., is included as a part of a budget, the institution/agency is as accountable for these 
costs as for other costs that may be supported by external sources. In some cases, cost sharing is 
required and/or voluntarily included in a proposal. In effect, cost sharing is a form of an in-kind 
contribution. 


 Required contribution Is an in-kind or cost-sharing contribution required? 


 Basis of value of 
contribution 


What is the basis for calculating and the computed value of the 
services or personnel offered as an in-kind or cost-sharing 
contribution? 
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12. Indirect/Overhead 
Institutional administration, use of facilities, accounting services, and other costs that are not or 
cannot be reasonably listed as line item costs are referred to as indirect costs. Basically, they are the 
costs that the institution incurs for the conduct of the evaluation on the campus or in the 
organization over and above those specified in the budget. Institutions that have experience with 
externally funded projects will likely have a federally negotiated indirect rate for several types of 
projects, i.e., on-campus research, off-campus research, on-campus instruction, etc. Most 
evaluations of educational programs will fall into the off-campus research category. Usually, the 
indirect rate is a percentage of the total direct costs and a percentage of all salaries and wages with 
the possible exclusion of such costs as equipment or subcontracts. 


 Federally negotiated audit Does your organization have a federally negotiated indirect cost 
rate based on an official audit by a cognizant federal agency or 
department? 


 Basis of  indirect 
computation 


What is the basis for the computed indirect rate, i.e., total direct 
costs, modified to salaries and wages, etc.? 


 Indirect category What is the appropriate indirect category for this evaluation? 


 Allowable indirect Does the funding agency/organization specify a condition for an 
indirect rate, i.e., maximum rate, basis for calculation, etc.? 


 


Reference 
Joint Committee on Standards for Education Evaluation. (1994). The program evaluation standards (2nd 


ed.). Thousand Oaks, CA: Sage. 


Suggested Citation 
Horn, J. (2001). Checklist for developing and evaluating evaluation budgets. Retrieved from 


http://wmich.edu/evaluation/checklists  


 


 


 


 


 
 


This checklist is provided as a free service to the user. The provider of the checklist has not modified or adapted the checklist to 
fit the specific needs of the user and the user must use their own discretion and judgment in using the checklist. The provider of 
the checklist makes no representations or warranties that this checklist is fit for the particular purpose contemplated by the user 
and specifically disclaims any such warranties or representations. 
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Cleaning data 
 


It is mandatory for the overall quality of an 


assessment to ensure that its primary and 


secondary data be of sufficient quality. “Messy 


data” refers to data that is riddled with 


inconsistencies, because of human error, poorly 


designed recording systems, or simply because 


there is incomplete control over the format and 


type of data imported from external data sources, 


such as a database, text file, or a Web page. So, 


a column that contains country names may 


contain “Burma”, “Myanmar” or “Myanma”.  


 


Such inconsistencies will impede the data 


processing. Care should be taken to ensure data 


is as accurate and consistent (i.e. spellings, to 


allow aggregation) as possible. Inconsistencies 


can wreak havoc when trying to perform analysis 


with the data, so they have to be addressed 


before starting the analysis.  


 


Used mainly when dealing with large volumes of 


data stored in a database, the terms data 


cleansing, data cleaning or data scrubbing refer 


to the process of detecting, correcting, replacing, 


modifying or removing incomplete, incorrect, 


irrelevant, corrupt or inaccurate records from a 


record set, table, or database.  


 


This document provides guidance for data 


analysts to find the right data cleaning strategy 


when dealing with needs assessment data, either 


primary or secondary. It covers situations where: 


 Raw data is being produced by assessment 


teams using a questionnaire and is entered 


into a centralized database. 


 Data is obtained from secondary sources 


(displacement monitoring system, food 


security data, census data, etc.) and is 


integrated, compared or merged with the data 


obtained from field assessment to 


complement the final analysis. 


 


This document complements the ACAPS 


technical note on How to approach a dataset 


which specifically details data cleaning 


operations for primary data entered into an Excel 


spreadsheet during rapid assessments. 


 


A. The data cleaning process 


 


Data cleaning deals mainly with data problems 


once they have occurred. Error-prevention 


strategies (see data quality control procedures 


later in the document) can reduce many problems 


but cannot eliminate them. Many data errors are 


detected incidentally during activities other than 


data cleaning, i.e.: 


 When collecting or entering data 


 When transforming/extracting/transferring 


data 


 When exploring or analysing data 


 When submitting the draft report to peer 


review 
 


It is more efficient to detect errors by actively 


searching for them in a planned way. Data 


cleaning involves repeated cycles of screening, 


diagnosing, and treatment.  


 
Adapted from Van den Broeck J, Argeseanu Cunningham S, 


Eeckels R, Herbst K (2005) 


 


Screening involves systematically looking for 


suspect features in assessment questionnaires, 


databases, or analysis datasets (in small 


assessments, with the analysts closely involved 


at all stages, there may be little or no distinction 


between a database and an analysis dataset). 


 


The diagnostic (identifying the nature of the 


defective data) and treatment (deleting, editing or 


leaving the data as it is) phases of data cleaning 


require insight into the sources and types of 


errors at all stages of the assessment. After 


measurement, data are the object of a sequence 


of typical activities: they are entered into 


databases, extracted, transferred to other tables, 


edited, selected, transformed, summarized, and 


presented. It is important to realize that errors can 


occur at any stage of the data flow, including 


during data cleaning itself.  


• Lack of data


• Excess of data


• Outliers or 
insconsistencies


• Strange patterns


• Suspect analysis results


Screening


• Missing data


• Errors


• True extremes


• True normal


• No diagnosis, still 
suspect


Diagnosis • Leave unchanged


• Correction


• Deletion


Treatment



http://en.wikipedia.org/wiki/Storage_record

http://en.wikipedia.org/wiki/Table_%28database%29

http://en.wikipedia.org/wiki/Database

http://www.acaps.org/resourcescats/downloader/how_to_approach_a_dataset_part_1_data_preparation/163/1375434553
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B. Sources of errors 


 


Many of the sources of error in databases fall into 


one or more of the following categories: 
 


Measurement errors: Data is generally intended 


to measure some physical process, subjects or 


objects, i.e. the waiting time at the water point, the 


size of a population, the incidence of diseases, 


etc. In some cases these measurements are 


undertaken by human processes that can have 


systematic or random errors in their design (i.e., 


improper sampling strategies) and execution (i.e., 


misuse of instruments, bias, etc.). Identifying and 


solving such inconsistencies goes beyond the 


scope of this document. It is recommended to 


refer to the ACAPS Technical Brief How sure are 


you? To get an empirical understanding of how to 


deal with measurement errors in general. 
 


Data entry error: "Data entry" is the process of 


transferring information from the medium that 


records the response (traditionally answers 


written on printed questionnaires) to a computer 


application. Data entry is generally done by 


humans, who typically extract information from 


speech (i.e., key informant interviews) or by using 


secondary data from written or printed sources 


(i.e. health statistics from health centres). Under 


time pressure, or for lack of proper supervision, 


data is often corrupted at entry time. Main errors 


type include: 
 


 


              Adapted from Kim et Al, 2003; Aldo Benini 2013 


 


 An erroneous entry happens if, e.g., age is 


mistyped as 26 instead of 25.  


 Extraneous entries add correct, but unwanted 


information, e.g. name and title in a name-only 


field.  


 Incorrectly derived value occurs when a 


function was incorrectly calculated for a 


derived field (i.e. error in the age derived from 


the date of birth).  


 Inconsistencies across tables or files occur 


e.g. when the number of visited sites in the 


province table and the number of visited sites 


in the total sample table do not match. 
 


Processing errors: In many settings, raw data are 


pre-processed before they are entered into a 


database. This data processing is done for a 


variety of reasons: to reduce the complexity or 


noise in the raw data, to emphasize aggregate 


properties of the raw data (often with some 


editorial bias), and in some cases simply to 


reduce the volume of data being stored. All these 


processes have the potential to produce errors. 


 


Data integration errors: It is actually quite rare for 


a database of significant size and age to contain 


data from a single source, collected and entered 


in the same way over time. Very often, a 


database contains information collected from 


multiple sources via multiple methods over time 


(i.e. tracking of affected population numbers over 


the crisis, where the definition of “affected” is 


being refined or changed over time). Moreover, in 


practice, many databases evolve by merging in 


other pre-existing databases; this merging task 


almost always requires some attempt to resolve 


inconsistencies across the databases involving 


different data units, measurement periods, 


formats, and so on. Any procedure that integrates 


data from multiple sources can lead to errors. The 


merging of two or more databases will both 


identify errors (where there are differences 


between the two databases) and create new 


errors (i.e. duplicate records). 


 


Table 1 below illustrates some of the possible 


sources and types of errors in a large 


assessment, at three basic levels: When filling 


the questionnaire, when entering data into the 


database and when performing the analysis.  
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Table 1: Sources of data error 
 


 Sources of problems 


Stage Lack or excess of 


data 


Outliers and 


inconsistencies 


 
Questionnaire  


 


 Form missing 


 Form double, 
collected repeatedly 


 Answering box or 
options left blank 


 More than one 
option selected 
when not allowed 
 


 


 Correct value filled out 
in the wrong box 


 Not readable 


 Writing error 


 Answer given is out of 
expected (conditional) 
range 
 


Database  Lack or excess of 
data transferred from 
the questionnaire 


 Form of field not 
entered 


 Value entered in 
wrong field 


 Inadvertent deletion 
and duplication 
during database 
handling 


 Outliers and 
inconsistencies carried 
over from 
questionnaire 


 Value incorrectly 
entered, misspelling 


 Value incorrectly 
changed during 
previous data cleaning 


 Transformation 
(programming) error 


 
Analysis   Lack or excess of 


data extracted from 
the database 


 Data extraction, 
coding or transfer 
error 


 Deletions or 
duplications by 
analyst 


 Outliers and 
inconsistencies carried 
over from the 
database 


 Data extraction, coding 
or transfer error 


 Sorting errors 
(spreadsheets) 


 Data-cleaning errors 
 


Adapted from Van den Broeck J, Argeseanu Cunningham S, 


Eeckels R, Herbst K (2005) 


 


Inaccuracy of a single measurement and data 


point may be acceptable, and related to the 


inherent technical error of the measurement 


instrument. Hence, data cleaning should focus on 


those errors that are beyond small technical 


variations and that produce a major shift within or 


beyond the analysis. Similarly and under time 


pressure, consider the diminishing marginal utility 


of cleaning more and more compared to other 


demanding tasks such as analysis, visual display 


and interpretation. 


 


 Understand when and how errors are 


produced during the data flow. 


 Prioritization is essential if the assessment is 


under time pressures. Resources for data 


cleaning are limited. Errors related to 


population number, geo location, affected 


groups and date are particularly important 


because they contaminate derived variables 


and the final analysis. Know when to stop. 


 


The following sections of this document offer a 


step by step approach to data cleaning. 


C. First things first 


 


The first thing to do is to make a copy of the 


original data in a separate workbook and name 


the sheets appropriately, or save in a new file. 


ALWAYS keep the source files in a separate 


folder and change its attribute to READ-ONLY, to 


avoid modifying any of those files, even if it is 


opened for reference. 


 


 


D. Screening data 
 


No matter how data are collected (in face-to-face 


interviews, telephone interviews, self-


administered questionnaires, etc.), there will be 


some level of error, including a number of 


inconsistencies. While some of these will be 


legitimate, reflecting variation in the context, 


others will likely reflect a data collection error.  


 


Examine data for the following possible errors: 


 Spelling and formatting irregularities: are they 


categorical variables written incorrectly? Are 


date format consistent? Etc. 


 Lack of data: Do some questions have far 


fewer answers than surrounding questions? 


 Excess of data: Are there duplicate entries? 


Are there more answers than originally 


allowed? 


 Outliers/inconsistencies: Are there values that 


are so far beyond the typical distribution that 


they seem potentially erroneous? 


 Strange patterns: Are there patterns that 


suggest cheating rather than honest answers 


(i.e. several questionnaires with the exact 


same answers)? 


 Suspect analysis results: Do the answers to 


some questions seem counterintuitive or 


extremely unlikely? 


 


Screening methods are not only statistical: 


 Many outliers are detected by perceived non-


conformity with prior expectations, based on 


the analyst's experience, results from 


secondary data review, numerical constraints 


or common sense (weight can’t be negative, 


people can’t have more than 2 parents, 


women can’t bear 35 children, male can’t be 


pregnant, etc.).  
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 Descriptive tools can be used to predefine 


expectations, assumptions or criteria about 


normal ranges, distribution shapes, and 


strength of relationships. Comparison of the 


data with the generated assumptions or 


criteria can be partly automated (i.e. 


conditional formatting) and lead to flagging of 


dubious data, patterns, or results. 


 


A particular problem is that of erroneous inliers, 


i.e., data points generated by error but falling 


within the expected range. Erroneous inliers will 


often escape detection. Detection approaches 


include: 


 Viewing data in relation to other variables, 


using multivariate views, such as scatter plots 


or heatmap. More advanced and resource 


intensive techniques involves regression 


analysis or consistency checks.  


 Examining the history of each data point or by 


re-measurement, however such examination 


is rarely feasible. Instead, one can examine 


and/or re-measure a sample of inliers to 


estimate an error rate (i.e. contacting 


enumerators or key informants to ask 


additional questions).  


 


Useful screening methods are listed hereafter, 


from simpler to more complex: 


 Browsing of data tables after sorting. 


 Summary statistics. 


 When time allows, validated data entry and 


double data entry. 


 Printouts of variables not passing range 


checks and of records not passing consistency 


checks. 


 Frequency distributions and cross-tabulations. 


 Graphical exploration of distributions: box 


plots, histograms, and scatter plots using 


visual analysis software such as Tableau 


desktop.  


 Plots of repeated measurements on the same 


individual, i.e., growth curves. 


 Checking of questionnaires using fixed 


algorithms. 


 Statistical outlier detection. 


 


 


 


 


 In many if not most instances, data can only 


be cleaned effectively with some human 


involvement. Know (and/or train data 


cleaners) common mistakes and what errors 


to look for. 


 Understanding properties of a dataset, 


including the identification and possible 


rectification of errors, is closely linked to 


exploratory data analysis and data 


visualization.  


 Choose the right error detection strategies 


based on the type of data screened: 


quantitative, categorical data, P-Codes, or 


identifiers are subject to different errors type 


(i.e. misspelling for categorical variable) that 


calls for different detection approaches (spell 


check for misspelled categorical variable). 


 


 


E. Diagnosing data 
 


From the screening phase, you have highlighted 


data that needs investigation. To clarify suspect 


data, you often must review all of a respondent’s 


answers to determine if the data makes sense 


taken in context. Sometimes you must review a 


cross-section of different respondents’ answers, 


to identify issues such as a skip pattern that was 


specified incorrectly. 


  


With this research complete, what is the true 


nature of the data that has been highlighted? 


Possible diagnoses for each data point are as 


follows:  


 Missing data: Answers omitted by the 


respondent (nonresponse), questions skipped 


over by the enumerator / the data entry 


operator or dropout (when research is 


undertaken overtime such as school 


attendance). 


 Errors: Typos or answers that indicate the 


question was misunderstood. 


 True extreme: An answer that seems high but 


can be justified by other answers (i.e., the 


respondent working 60 hours a week because 


they work a full-time job and a part-time job) 


 True normal: A valid record.  


 No diagnosis, still suspect: You may need to 


make a judgment call on how to treat this data 


during the treatment phase. 


 



http://www.tableausoftware.com/products/desktop

http://www.tableausoftware.com/products/desktop
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Some data values are clearly logically or 


biologically impossible (you cannot be 200 years 


old or -176cm). Hence, one may pre-define cut-


offs for immediate diagnosis of error. Sometimes 


values fall in between acceptable ranges and the 


diagnosis will be less straightforward. In these 


cases, it is necessary to apply a combination of 


diagnostic procedures: 


 Go back to previous stages of the data flow to 


see whether a value is consistently the same. 


This requires access to well-archived and 


documented data with justifications for any 


changes made at any stage.  


 Look for information that could confirm the true 


extreme status of an outlying data point. For 


example, a very low score for weight-for-age 


(i.e., −6 Z-scores) might be due to errors in the 


measurement of age or weight, or the subject 


may be extremely malnourished, in which 


case other nutritional variables should also 


have extremely low values. This type of 


procedure requires insight into the coherence 


of variables in a biological or statistical sense. 


Again, such insight is usually available from 


experience or lessons learnt and can be used 


to plan and program data cleaning.  


 Collect additional information, i.e., question 


the enumerator about what may have 


happened and, if possible or necessary, 


repeat the measurement. Such procedures 


can only happen if data cleaning starts soon 


after data collection, and sometimes re-


measuring is only valuable very shortly after 


the initial measurement.  


 


The diagnostic phase is labour intensive and the 


budgetary, logistical, time and personnel 


requirements are typically underestimated or 


even neglected at the design stage. Costs may 


be lower if the data-cleaning process is planned 


and starts early in data collection.  


 


 Use common sense, experience, triangulation 


and lessons learnt to diagnose the type of 


error.  


 Design your questionnaire form carefully to 


allow cross checks between questions. 


 


 


 


F. Treatment of data 
 


After identification of errors, missing values, and 


true (extreme or normal) values, analysts must 


decide what to do with problematic observations:  


 Leave it unchanged: The most conservative 


course of action is to accept this data as a valid 


response and make no change to it. The larger 


your sample size, the less one suspect 


response will affect the analysis; the smaller 


your sample size, the more difficult the 


decision. 


 Correct the data: If the respondent’s original 


intent can be determined, then fix their answer 


(i.e. after discussing with the enumerator, it is 


clear that the ratings were reversed by 


mistake; you can invert each of the answers to 


correct the issue).  


 Delete the data: The data seems illogical and 


the value is so far from the norm that it will 


affect descriptive or inferential statistics. What 


to do? Delete just this response or delete the 


entire record? Remember that whenever you 


begin to toss out data, it raises the possibility 


that you are “cherry picking” the data to get the 


answer you want. Alternatively, you can create 


a binary variable, 1=suspicious record, 0=not 


so and use this new variable  as a record filter 


in Pivot tables or in-table filtering to 


understand the impact of potentially erroneous 


data in your final results. 


 Re-measure the suspect or erroneous values, 


if time and resources allows. 


 


There are some general rules to support the 


decision: 


 If the person doing the data entry has entered 


values different from the ones in the 


questionnaire, the value should be changed to 


what was recorded in the questionnaire form. 


(I.e. the value in the questionnaire was 40,000 


and the data entry operator keyed in 4,000 – a 


zero was left out). 


 When variable values do not make sense, if 


there is no data entry error, and there are no 


notes to help you determine where the error 


comes from, you must leave the data AS IT IS. 


The case should be listed as an outlier (i.e. by 


using conditional formatting for instance), and 


there is no justification for changing it. Extreme 


values falling into this category must be 
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handled by the person who is analysing the 


data. If you change the value because you 


think you know what is “reasonable”, you are 


biasing the data. 


 When blank cases were inserted or the record 


type was required even though key informants 


may not have that type of data or duplicate 


records were entered, then cases must be 


deleted from the data file. 


 Impossible values are never left unchanged, 


but should be corrected if a correct value can 


be found, otherwise they should be deleted. 


For biological continuous variables, some 


within-subject variation or small measurement 


variation will always be present. If a re-


measurement is done very rapidly after the 


initial one and the two values are close enough 


to be explained by variation alone, take the 


average of both as the final value. 


 


With true extreme values and with values that are 


still suspect after the diagnostic phase, the 


analyst should examine the influence of such 


data points, individually and as a group, on 


analysis results before deciding whether or not to 


leave the data unchanged.  


 


Some authors have recommended that true 


extreme values should always stay in the 


analysis. In practice, many exceptions are made 


to that rule. The investigator may not want to 


consider the effect of true extreme values if they 


result from an unanticipated extraneous process. 


This becomes an “a posteriori” exclusion 


criterion. The data points should be reported as 


“excluded from analysis” in the methodology 


chapter of the final report.  


 


Missing values require particular attention. This is 


not a data issue like skewness or outliers that you 


can just ignore (whether you are right or not). The 


first thing is to decide which blank cells need to 


be filled with zeros (because they represent 


genuine negative observations, such as ("no", 


"not present", "option not taken", etc.) and which 


to leave blank (if the convention is to use blanks 


for missing or not applicable). Some analysts 


replace blank cells with some explicit missing 


value code (if we want all missing to be explicitly 


coded).  


 


What to do with those cells remaining blank? 


Missing values can be classified as either random 


or non-random: 


 Random missing values may occur because 


the subject inadvertently did not answer some 


questions. The assessment may be overly 


complex and/or long, or the enumerator may 


be tired and/or not paying attention, and miss 


the question. Random missing values may 


also occur through data entry mistakes. If 


there are only a small number of missing 


values in your dataset (typically, less than 


5%), then it is extremely likely to be random. 


 Non-random missing values may occur 


because the key informant purposefully did not 


answer some questions (confusing or 


sensitive question, no appropriate choices 


such as “no opinion” or “not applicable”).  


 


The default option for dealing with missing values 


is filtering and excluding from analysis: 


 Listwise / casewise deletion: cases that have 


missing values on the variable(s) under 


analysis are excluded. If you are only 


analysing one variable, then listwise deletion 


is simply analysing the existing data. If you are 


analysing multiple variables, then listwise 


deletion removes cases if there is a missing 


value on any of the variables. The 


disadvantage is a loss of data because you 


are removing all data from cases who may 


have answered some of the questions, but not 


others (e.g., the missing data). 


 Pairwise deletion: All available data is 


included. Unlike listwise deletion which 


removes cases (subjects) that have missing 


values on any of the variables under analysis, 


pairwise deletion only removes the specific 


missing values from the analysis (not the 


entire case). In other words, all available data 


is included. If you are conducting a correlation 


on multiple variables, this technique allow to 


conduct the bivariate correlation between all 


available data points, and ignore only those 


missing values if they exist on some variables. 


In this case, pairwise deletion will result in 


different sample sizes for each correlation. 


Pairwise deletion is useful when sample size 


is small or missing values are large because 


there are not many values to begin with, so 


why omit even more with listwise deletion. 
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Try conducting the same test using both deletion 


methods to see how the outcome change. Note 


that in these techniques, "deletion" means 


exclusion within a statistical procedure, not 


deletion (of variables or cases) from the dataset. 


 


A second option is to delete all cases with missing 


values. Thus, you are left with complete data for 


all cases. The disadvantage to this approach is 


you reduce the sample size of your data, resulting 


in a loss of power and increased error in 


estimation (wider confidence intervals). If you 


have a large dataset, then it may not be a big 


disadvantage because you have enough cases 


even after the complete deletion. However, with 


a small dataset, the sample can be decimated, 


and results may be biased if missingness is non-


random. Another disadvantage to this approach 


is that the subjects with missing values may be 


different than the subjects without missing values 


(e.g., missing values that are non-random), so 


you have a non-representative sample after 


removing the cases with missing values.  


 


Another option is to replace the missing values, 


called imputation (single or multiple). This 


technique preserves all cases by replacing 


missing data with a probable value based on 


other available information (i.e. the mean or 


median of other similar observed values). Once 


all missing values have been imputed, the data 


set can then be analysed using standard 


techniques for complete data. However this 


method can also bias results and p-values.  


 


Recently and under certain conditions, maximum 


likelihood approaches have also proven efficient 


to dealing with missing data.  


 


Detailing technicalities, appropriateness and 


validity of each techniques goes beyond the 


scope of this document. Ultimately, choosing the 


right technique depends on how much data are 


missing (and why), patterns, randomness and 


distribution of missing values, the effects of the 


missing data and how you will use the data in 


your analysis. It is strongly recommended to refer 


to a statistician if you face a small dataset with 


large quantities of missing values. 


 


Pragmatically, for needs assessment with few 


statistical resources, creating a copy of the 


variable and replacing missing values with the 


mean or median may often be enough and 


preferable to losing cases in multivariate analysis 


from small samples.  


 


Also, answering somehow plausibly why data are 


missing ("women could not be interviewed", “the 


last questionnaire section could not be filled due 


to lack of time”) may be much more informative to 


end user’s than a plethora of statistical fixes. Look 


for meaning in non-random missingness. Maybe 


the respondents are telling you something 


important by not answering one of the questions.  


Set up a dummy variable with value 0 for those 


who answered the question and value 1 for those 


who did not.  Use this dummy variable as one of 


the predictors of the outcome variable.   


 


 


G. Recoding variables 


 


You may need to recode variables to create new 


ones that fit your analytic needs. Recoding 


variables is useful in multiple scenarios, such as: 


 Formatting: date (day, month, and year), pre-


fixes to create better sorting in tables, 


rounding (in continuous variables). 


 Syntax: Translation, language style and 


simplification. 


 Recoding a categorical variable (e.g. ethnicity, 


occupation, an “other” category, spelling 


corrections, etc.). 


 Recoding a continuous variable (e.g. age) into 


a categorical variable (e.g. age group).  


 Combining the values of a variables into fewer 


categories (e.g. grouping all problems caused 


by access issues). 


 Combining several variables to create a new 


variable (e.g., building an index based on a set 


of variables). 


 Defining a condition based on certain cut-off 


values (e.g., population “at risk” vs. “at acute 


risk”). 


 Changing a level of measurement (e.g. from 


interval to ordinal scale). 
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Conceptually, a distinction is needed between: 


 Activities related to recoding “messy data” (i.e. 


an open question about interventions 


preferred by the population) so they become 


structured or formatted in a way that is useful 


for primary analysis. 


 Activities that include deriving new values out 


of others, such as creating calculation (i.e. 


percentage), parsing, merging, etc. Here, the 


analyst is re-expressing what the data have to 


say in other terms (i.e. re-expressing deviation 


as a % change, weighted or moving average, 


etc.). However, the data has (normally) 


already gone through a cleaning stage before 


to be transformed.  


 


Recoding variables or values can serve both the 


purpose of cleaning dirty data and/or 


transforming clean data. This section focuses 


primarily on the cleaning objectives rather than 


the re-expression of values which will be tackled 


more extensively in another chapter of this 


document. 


 


Recoding categorical variables starts with a full 


listing of all variants used in a variable, together 


with their frequencies. The variant list can be 


copied into a fresh sheet, to create a table of 


variants and their desired replacements. 


ALWAYS keep a copy of the original values, and 


try out different recoding schemes before settling 


on a final one.  


 


There are three ways to recode categorical data: 


collapse a categorical variable into fewer 


categories, break a categorical variable up into 


several variables with fewer categories or 


combine several categorical variables into fewer 


variables with more categories. 


 


Collapsing is done to combine categories that 


logically go together or to eliminate categories 


that have small numbers of observations.  


 


Guidelines for collapsing data are as follows: 


 Ordinal variables need to be collapsed in a 


method that preserves the ordering of 


categories. 


 Combine only categories that go together. 


Don't combine two logically distinct categories 


just to eliminate categories with small numbers 


(e.g. lack of access due to lack of income and 


lack of access due to insecurity) as 


interpretation of data becomes difficult or 


meaningless. 


 The way in which categories are collapsed can 


easily affect the significance level of statistical 


tests. Categories should be collapsed a priori 


to avoid the criticism that the data were 


manipulated just to get a certain result. This 


does not mean you have to decide this before 


you collect the data (if you did, you wouldn't 


bother to collect separate categories).  


 Do not oversimplify the data. Unnecessary 


reduction in the number of categories may 


reduce statistical power and obscure 


relationships in the data. As a general 


guideline, you should keep intact any 


categories that include 10% or more of your 


data (or 5 cases, for very small samples). 


 


Breaking: There are several reasons for breaking 


a categorical variable into several smaller 


variables: 


 Data was collected in a manner easy to collect 


to ease the burden of data collection on the 


subject. For example, it is easier for the key 


informant to provide a list of issues than to 


review a long list of problems.  


 A variable may contain more than one 


"concept." For example, consider the ordinal 


variable “severity” below: 


 


1. There are no shortages 
2. A few people are facing shortages 
3. Many people are facing shortages 
4. Shortages are affecting everyone 


 
This variable contains two concepts, “shortages” 


and “number of people affected”. It is 


straightforward to code two new variables, 


shortages (0 = no shortages, 1 = shortage) and 


number of people (0 = no people, I= Few people, 


2=Many people, 4= All of them). 


 


Combining is the reverse process of breaking up, 


such as combining “shortages” and “number of 


people” back into the variable “severity”. 
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Main techniques for transforming quantitative 


data into another quantitative variable include: 


 Linear transformation (i.e. converting 


temperature from degrees Fahrenheit to 


degrees Celsius, Z-score). 


 Non-linear transformations (logarithmic 


transformation, square root). 


 Ranking: in a variable having N distinct values, 


the lowest value is given a rank of 1, the next 


lowest a rank of 2, continuing until the highest 


value is given a rank of N (i.e. tests score). 


 


Recoding variables can be tedious. The 


conceptual effort needed in order to produce a 


meaningfully recoded category set is often 


underestimated. Care must be taken to evaluate 


the combined category sets, to absorb excessive, 


incoherent or rarely used categories into broader 


ones, and to be clear about the rationale for the 


final number and content of distinct categories. 


Also, be aware that any recoding that reduces the 


number of categories entails some information 


loss. As in all stages of data analysis, analysts 


must be alert for errors.  


 


Basic tips for effective recoding include: 


 Use distinct and easy to remember variable 


names. Never use the same variable name to 


denote both the transformed and 


untransformed variable. For large data sets, a 


systematic way to name variables is desirable.  


 Pay attention to missing values. When 


recoding is done, the number of cases with 


missing data should be the same as before 


recoding. A check that this is so will often be 


the first clue that recoding was in error. A safe 


procedure is to start the recoding process by 


setting the new variable to missing for all 


cases, and then changing missing values only 


for those with data on the initial variables to be 


recoded. For complicated recoding, check a 


few individual values by hand to make sure 


they were recoded properly, and check the 


distribution of values. 


 Use graphs to check the accuracy of recoding. 


Recoding is a systematic translation of data 


values, so scatterplots of raw data v recoded 


data should show highly organized patterns 


reflecting the recoding system. Histograms 


can show whether your data is now more 


normally distributed. 


 Use variable codes consistently. For example, 


with dichotomous "yes/no" variables, always 


use 0 = no and 1 = yes. For polychotomous 


variables, always make 0 the reference 


category. 


 Keep a permanent record of your recoding. 


For data entry errors, we recommend you 


make your changes in your raw data file, 


because you never want to see the data entry 


errors again. With recoding, you may at some 


point want to go back to your initial data, so 


don't change your raw data file. Most statistical 


programs save their data in a specially 


formatted file, and this file is the one to 


change. Your recoding commands should all 


be put in one program (a do file) that you can 


execute again, because inevitably you will 


discover a data entry error you missed, 


change your raw data and have to recode 


again. The do file serves as a permanent 


record as well. 


 


 


H. Feedback 


 


Once errors have been identified, diagnosed and 


treated and if data collection/entry is still ongoing, 


the person in charge of data cleaning should give 


instructions to enumerators or data entry 


operators to prevent further mistakes, especially 


if they are identified as non-random.  


 


Feedback will ensure frequent errors are not 


repeated and will improve the assessment 


validity and the precision of outcomes. Main 


recommendations or corrections can include: 


 


 Programming of data capture, data 


transformations, and data extractions may 


need revision. 


 Corrections of questions in the questionnaire 


form. 


 Amendment of the assessment protocol, 


design, timing, enumerators training, data 


collection, and quality control procedures.  


 In extreme cases, it may be necessary to re-


conduct some field assessment (few sites) or 


contact again key informants or enumerators 


to ask additional information or more details or 


confirm some records.  
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 Data cleaning often leads to insight into the 


nature and severity of error-generating 


processes.  


 Identify basic causes of errors detected and 


use that information to improve data collection 


and the data entry process to prevent those 


errors to re-occurring.  


 Reconsider prior expectations and/or review 


or update quality control procedures. 


 


 


I. Quality control procedures 
 


Error prevention is far superior to error detection 


and cleaning, as it is cheaper and more efficient 


to prevent errors than to try and find them and 


correct them later. 


 


When deciding upon an approach to data 


cleaning, it is useful to consider the different types 


of errors which can be made, and to plan at what 


point in your data flow (Table 1) you will try to 


prevent and/or identify them. Best practices 


include: 


 


Make sure the staff with responsibilities regarding 


data quality are aware of the cleaning protocols 


(see annex 1 for a complete checklist for needs 


assessments). Roles and responsibilities related 


to error detection and correction should be clearly 


defined and communicated as part of the job 


descriptions (see Annex 2), at each stage of the 


data collection, entry and processing.  


 


Ensure that a second pair of eyes review and 


compare source data to data entered. Data 


cleaning should starts in the field (field editing) 


alongside data collection, as questionnaires are 


reviewed by supervisors or field editors on a daily 


basis. Similarly during data entry, double checks 


should be mandatory, especially when: 


 There is a process of translation at data entry, 


to ensure consistency/accuracy of translation. 


 Data entry is distributed across various field 


locations and consolidation occurs in a 


different location. 


 


At the data entry stage, computer-assisted quality 


control procedures should be used. Additional 


functionality can be added in the data entry 


software (i.e. Excel, SPHINX, Ethnos, SPSS, 


STATA, etc.) to highlight rule violations (null 


codes, conditional formatting, etc.) and prevent 


mistakes (i.e. drop down menus). The decision to 


include those rules in the database must be 


pragmatic, weighing up the merits of having 


errors detected and rectified by data entry staff, 


versus the time required to set this up and to 


quickly make necessary adjustments if the initial 


setup does not work as expected. Five kind of 


checks can be automated: 


 


Range checks ensure that every variable in the 


survey contains only data within a limited domain 


of valid values. Categorical variables can have 


only one of the values predefined for them on the 


questionnaire (for example, gender can be coded 


only as “1” for males or “2” for females); 


chronological variables should contain valid 


dates, and numerical variables should lie within 


prescribed minimum and maximum values (such 


as 0 to 120 years for age and should always be 


expressed as integer of years, with rules for 


rounding up or down for infants). 


Reference data check are used when the data 


from two or more closely related fields can be 


checked against external reference tables, i.e. 


when the recorded values for height, weight and 


age are checked against the World Health 


Organization’s standard reference tables. 


 


Skip checks verify whether the skip patterns have 


been followed appropriately. For example, a 


simple check verifies that questions to be asked 


only of schoolchildren are not recorded for a child 


who answered "no" to an initial question on 


school enrolment.  


 


Consistency checks verify that values from one 


question are consistent with values from another 


question, for example, the date of birth and age 


of a given individual.  


 


Typographical checks limit, for instance, the 


transposition of digits like entering “14” rather 


than “41” in a numerical input. Such a mistake for 


age might be caught by consistency checks with 


marital status or family relation. Control totals, for 


instance, can significantly reduce typographical 


errors. 
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 Document the rules to follow, where focus 


should be given, and how to solve 


errors/issues. Plan double checks. 


 Communicate clear instructions to 


enumerators, team leaders, data entry clerk, 


at all relevant stages of the data flow. 


 Ensure that data entry staff are familiar with 


the questionnaire filling procedures, so that 


mistakes can be identified early on and 


verified/rectified (i.e. rules such as ‘pick only 


three’ or ‘must add to 100 %’).  


 Design a data-cleaning plan, including: 


 


a) Budget, timeframe and staff requirements. 


b) Screening tools. 


c) Diagnostic procedures used to discern errors 


(on going periodic basis and towards the end 


of the assessment). 


d) Instructions or training to enumerators and 


data entry staff in case of protocol violation 


and consistency check. 


e) Decision rules that will be applied in the editing 


phase. 


 


 


J. Data integration 


 


Data sometimes is fine on its own, but becomes 


problematic when you want to integrate or merge 


it with other data.  


Analysts don't always have control over the 


format and type of data that they import from an 


external data source, such as a database, text 


file, or a Web page. Most common problems are 


as follow: 


 


 Formats: Not everyone uses the same format. 


Dates are especially problematic (26/02/1977, 


26 February 1977, 26-02-1977, etc.). Analysts 


also need to be aware that different 


applications store dates internally in different 


ways. Thus simple copy-paste from one 


application to another will cause errors across 


the board. 


 Units: litre, gallons, gourdes, etc. 


 Ranges: Age intervals might differ from one 


survey to another. Sometimes it is possible to 


bin it (i.e. if you have the birth date, you can 


virtually create any age interval needed), 


sometimes not (the age intervals available are 


different from those you need). 


 Inconsistency: When merging different data 


source, conflicting information can emerge. 


Analysts must choose between using both, 


using the most recently updated information, 


the most trusted source, investigate further or 


use neither. However, duplicate records 


should be flagged on merging so that they can 


be identified and excluded from analysis in 


cases where duplicate records may bias an 


analysis, etc., but should generally not be 


deleted. While appearing to be duplicates, in 


many cases the records in the two databases 


may include some information that is unique to 


each, so just deleting one of the duplicates 


(“merge and purge”) is not always a good 


option as it can lead to valuable data loss. 


 Spelling: Categorical variable, and specifically 


place names, may have different spelling.  


 Loss of bits of data: Some pieces of data, 


columns or rows are lost when extracted, i.e. 


when web scrapping or extracting from a pdf 


(good luck!). 


 


 Data is dirty. Live with it. Analysts assuming 


that raw data comes clean and bypassing 


basic checks live dangerously. 


 Check the dataset documentation available. If 


not available (even after request), DO NOT 


TRUST THE DATA, even if the source is 


generally reliable. Start checking for quality. 


 Even under time pressure, take the time to 


screen the data for 15-30mn, focusing first on 


spelling and formatting, then on outliers (use 


conditional formatting for quick visual 


detection). If no mistakes are spotted during 


this time interval, it is probably of good quality 


and usable as it is. If mistakes are detected, 


then proceed rigorously and methodically to 


screening, diagnosing and treatment. 


 


 


K. Documenting changes 


 


Good practice for data management require 


transparency and proper documentation of all 


procedures. Data cleaning documentation should 


not be an exception.  
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Documentation of error, alterations, additions and 


error checking is essential to: 


 Maintain data quality 


 Avoid duplication of error checking by different 


data cleaners.  


 Recover data cleaning errors 


 Determine the fitness of the data for use. 


 Inform users who may have used the data 


knowing what changes have been made since 


they last accessed the data 


 


Create a change log within your workbook, where 


you will store all information related to modified 


fields. This will serve as an audit trail showing any 


modifications, and will allow a roll back to the 


original value if required. Within the change log, 


store the following fields:  


 Table (if multiple tables are implemented) 


 Column, Row 


 Date changed 


 Changed by 


 Old value 


 New value 


 Comments 


 


 Make sure to document in your database what 


data cleaning steps and procedures were 


implemented or followed, by whom, how many 


responses were affected and for which 


questions. 


 ALWAYS make this information available 


when sharing the dataset internally or 


externally (i.e. by enclosing the change log in 


a separate worksheet) 


 


 


L. Key principles for data cleaning 


 


Key principles for cleaning data are as follows: 


 


1. Create a backup copy of the original data in a 


separate workbook. 


2. Create a routine for back up, at successive 


points of collating, cleaning and analysing 


save documents with file names that combine 


date and time (yymmdd-time prefixed allow for 


files to be sorted by order of creation). 


3. When integrating or merging data, ensure that 


the data is in a tabular format of rows and 


columns with: similar data in each column, all 


columns and rows visible, and no blank rows 


within the range. Check that there is no 


subtotals, totals or other calculated records 


down the columns. Calculated variables to the 


right are no problem.  


4. Format the database for readability and easy 


navigation: Text left align, number right 


aligned, variable title horizontal, text variables 


fully visible, column separated by bold lines, 


header with background colours, numbers 


comma separated every 3 digits, etc. 


5. Do tasks that don't require column 


manipulation first, such as spell-checking or 


using the Find and Replace function. 


6. Next, do tasks that do require column 


manipulation. The general steps for 


manipulating a column are: 


 


 Insert a new column (B) next to the original 


column (A) that needs cleaning. 


 Transform the data in the column (B). 


 Remove the original column (A), which 


converts the new column from B to A. 


 


Keep the questionnaire close. As each check is 


done, a list of issues will be produced. The 


questionnaires should be consulted to double 


check or identify the problems. 


 


 When you are checking for one type of 


problem for one site or key informant, verify 


that the data for the other variables for that 


case have been entered correctly. 


 Look at the values in all the variables and all 


the cases for that site, key informant or 


enumerator. Occasionally the data entry 


person will skip a variable or a key in the 


values from the previous variable or the 


subsequent variable, and all the data that have 


been entered after will not be correct. If you 


can identify such a problem and fix all the 


variables, that questionnaire will not show up 


on subsequent checking.   


 


 Planning and budgeting for data cleaning is 


essential. 


 Organizing data improves efficiency, i.e. by 


sorting data on location or records by 


enumerator. 


 Prevention is better than cure. It is far more 


efficient to prevent an error than to have to find 


it and correct it later. 
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 Responsibility belongs to everyone, 


enumerators, custodian and users. 


 Prioritisation reduces duplication. Concentrate 


on those records where extensive data can be 


cleaned at the lowest cost or that are of most 


value to end users. 


 Feedback is a two way street: data users or 


analyst will inevitably carry out error detection 


and must feedback data custodians. Develop 


feedback mechanisms and encourage users 


to report back.  


 Education and training improve techniques: 


Poor training of enumerators and data entry 


operators is the cause of a large proportion of 


the errors. Train them on quality requirements 


(readability, etc.) and documentation,  


 Data cleaning processes need to be 


transparent and well documented with a good 


audit trail to reduce duplication and to ensure 


that once corrected, errors never re-occur. 


 Documentation is the key to good data quality. 


Without good documentation, it is difficult for 


users to determine the fitness for use of the 


data and difficult for custodians to know what 


and by whom data quality checks have been 


carried out. 


 


 


M. Tools and tutorials for data cleaning 


 


Spreadsheets like Excel offer the capability to 


easily sort data, calculate new columns, move 


and delete columns, and aggregate data. For 


data cleaning of humanitarian assessment data, 


ACAPS developed a specific technical note 


providing a step by step approach in Excel and 


detailing cleansing operations, supported by a 


demo workbook. 


 


For generic instructions about how to use excel 


formulas, functionalities or options to clean data, 


the following Microsoft office guidance are 


available: 


 Spell checking  


 Removing duplicate rows  


 Finding and replacing text  


 Changing the case of text  


 Removing spaces and nonprinting characters 


from text  


 Fixing numbers and number signs  


 Fixing dates and times  


 Merging and splitting columns  


 Transforming and rearranging columns and 


rows  


 Reconciling table data by joining or matching  


 Third-party providers 


 


Those tips have also been commented for their 


usefulness for data mining Here. 


Openrefine (ex-Google Refine) and LODRefine 


are powerful tools for working with messy data, 


cleaning it, or transforming it from one format into 


another. Videos and tutorials are available to 


learn about the different functionalities offered by 


this software. Especially the facets function can 


very efficiently and quickly gives a feel for the 


range of variation contained within the dataset. 


 


Detailed data cleansing tutorials and courses are 


also available at the school of data: 


 http://schoolofdata.org/handbook/recipes/clea


ning-data-with-spreadsheets/ 


 http://schoolofdata.org/handbook/courses/dat


a-cleaning/ 


 


Another tool to accomplish many of these tasks 


is Data Wrangler by the Stanford Visualization 


Group. Data Wrangler provides an interface that 


can automatically find patterns in your data based 


on things you select, and automatically makes 


suggestions of what to do with those patterns.  
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Annex 1 – Checklist for data cleaning 


 


Prepare for data cleaning 


Make sure you have the tools, material and 


contacts for cleaning your data: 


 


 The questionnaire forms 


 The contacts of team leaders or enumerators, 


in case you need to contact them for questions 


 The original database 


 A translator, if necessary 


 Visual analysis software (i.e. tableau public) 


 Spreadsheet (excel) or database (Access, 


Stata, etc.) software. 


 Some would add coffee and music, and a 


place without noise and disturbance.  


 


Identify the data custodian. He/she will generally 


be responsible for managing and storing the data, 


as well as for the supervision of the data cleaning, 


the consolidation of the changes and the update 


and maintenance of the change log.  


 


Establish, document and communicate 


 Train the data entry operators on the 


questionnaire filling. Explain the instructions 


given to enumerators. If possible include data 


entry in the data collectors training so they get 


to know each other’s. 


 Establish decision rules for when to change a 


value and when NOT to change it. 


 Establish procedures to document data that 


was modified or not collected, i.e. “missing”, or 


“not collected”. Explain how to use the change 


log file.  


 Communicate to data entry operators or 


others colleague’s analysts the procedures to 


be followed and who to inform of any error 


identified. 


 Establish communication channels for 


communicating detected errors. Written 


communication are recommended. 


 For rapid assessments where data analysis, 


mapping and visualization generally coincide 


with data entry and cleaning, communicate 


regularly to analysts, GIS officers and graphic 


designers which parts of the datasets are 


clean and usable. In case they identify errors, 


let them know who to inform. Plan with them 


on which variables are a priority for cleaning. 


Review records 


 If a sampling strategy was used, the records 


must be verified first.  Verify all the sites have 


been entered, including those where the 


assessment was not completed (this is not 


relevant if a purposive sampling has been 


used). Compare to the assessment teams field 


trip records or the spreadsheet where you 


tracked the visited locations.  


 Check the uniqueness of each row in the 


database (i.e. unique ID for each site or 


household). 


 Check for duplicate cases as a regular routine 


for each of the data rows. Remove any blank 


cases where the key variables have been 


entered but there are no data in any of the 


variables. Verify first that the blank cases 


should be removed and how this could affect 


other data in the row. 


 


Screen, diagnose and treat data 


 Clean first the filter questions, i.e. when the 


population is asked if they did or had a 


particular activity based on a response 


(yes/no). In that case there should be data in 


the following table in the questionnaire (or 


column in the database) if the response is 


“yes” or there should be no data if the 


response is “no”.  


 Review the skip rules within the questionnaire 


and run the checks in the database to look for 


invalid or missing values in variables based on 


the skip rules. 


 Clean questions with min or max response 


values (“tick three options only”, what are the 


top three priorities among the 5 following 


choice”, etc.). 


 Inspect the remaining variables sequentially 


and as they are recorded in the data file. 


Create a general summary table of descriptive 


statistics, where for each variable the min, 


max, mean, median, sum and count are 


available. 


 
Screenshot of summary statistics table from Aldo Benini, ACAPS 


Technical note on how to approach a dataset, preparation 
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 If the variable is a categorical/qualitative 


variable, check spelling is consistent and run 


a frequency count: 


o Look at the counts to see if those are 


reasonable for the sample – do you have 


a complete set of data?     


o All values should have labels if the 


variable is categorical. Check for out of 


range values. 


 If the variable is a continuous/quantitative 


variable, run descriptive statistics such as min, 


max, mode, mean and median.  


o Look at minimum and maximum values. 


Are they reasonable values? Look 


especially if “0” are really “0” and not 


missing values. 


o Is the mean and median reasonable? 


 Inspect data for missing values (blanks, 


explicit missing-value codes). Decide: 


o Which blank cells need to be filled with 


zeros (because they represent genuine 


negative observations, such as ("no", "not 


present", "option not taken", etc.) 


o Which to leave blank (if the convention is 


to use blanks for missing or not 


applicable) 


o Which to replace with some explicit 


missing value code (if we want all missing 


to be explicitly coded).  


 Verify that in binary variables (yes/no), the 


positive value is coded as “1”, the negative as 


“0”. 


 Check for the distribution of the values (use 


box plots if available). Look at the extremes 


and check them against the questionnaire 


even if the value is possible and may seem 


reasonable. If it is an extreme, other variables 


may be incorrect as well.  Look for the 5 


smallest/largest values.  


 Compare the data between two or more 


variables within the same case to check for 


logical issues.  I.e., can the head of the 


household be less than 17 years old?  


Compare age with marital status. Is the person 


too young to have been married? Are the % of 


destruction level summing up to 100%? 


 Where there are questions asking about a 


“unit”, the data must standardized to a specific 


unit, i.e. when a response is collected using 


the unit specified by the respondent.  For 


instance, units for area can be acre, hectare 


and square meters. To standardize the area 


unit, a lookup table can be used to merge in 


the conversion value to convert all areas to 


hectares. 


 Check for consistencies within a set of cases: 


If there is a spouse, it is expected the spouse 


will be a different gender. The child of the head 


of household is not expected to be older than 


the head. The parent of the head cannot be 


younger than the head.   


 Recode variables. Replace unhelpful entries 


(e.g. mis-spellings, verbose descriptions, 


category “others”, etc.) with more suitable 


variants, in consistent manner. Reasons for 


recoding are: spelling corrections, date (day, 


month, year) formatting, translation, language 


style and simplification, clustering, pre-fixes to 


create better sorting in tables, combination (in 


categorical variables), rounding (in continuous 


variables), and possibly others. 


 Sort the file in various ways (by individual 


variables or groups of variables) to see if you 


can identify data errors that were not found 


previously.   


 


Final considerations 


 If the data are being cleaned by more than one 


person, then the final step is to merge all the 


spreadsheets together so that there is only 


one database. The comments or change logs 


that are made as the cleaning progresses 


should be compiled into one document. 


Problem data should be discussed in the 


documentation file. 


 Update cleaning procedures, change log and 


data documentation file as the cleaning 


progress. Provide feedbacks to enumerators, 


team leaders or data entry operators if the data 


collection and entry process is still ongoing. If 


one team or enumerator make consistently the 


same mistake, make sure to inform him/them. 


 Be prepared. Data cleaning is a continued 


process. Some problems cannot be identified 


until analysis has begun. Errors are 


discovered as the data is being manipulated 


by analysts, and several stages of cleaning 


are generally required as inconsistencies are 


discovered. In rapid assessments, it is very 


common that errors are detected even during 


the peer review process. 


 







                       Dealing with messy data 


17 


 


Annex 2 – Sample Job description 


 
The following proposes three job description related to data entry and data cleaning: data cleaner, data entry controller and data entry operator. 


The word formats are available at http://www.acaps.org/resourcescats/downloader/assessment_team_job_descriptions/97 


 


Title of post: Data Cleaner 


 Reporting Line 


Information Analyst 


Requirements 


 Assessment and survey experience 


 Large scale data entry experience required 


 


Education  


Degree in statistics or demographics and/or a degree in IT 


 


Experience 


 2-3 years of experience with statistics institute and/or relevant work experience 


 Proven experience with data cleansing and management of large volumes of quantitative and qualitative data. 


 Proven experience with management and operation of databases. 


 


Language  


Fluent in written and spoken English (or international language use). 


 


Skills 


 Professionalism; 


 Excellent written and oral communication skills; 


 Good knowledge of word processing software (Word, Excel, PowerPoint, email); 


 Understanding of the principles of statistical and demographic analysis; 


 Understanding of survey techniques; 


 Excellent report drafting skills. 


 Strong typing skills  


 Strong proofreading skills 


 Excellent command of IT tools; High level of computer literacy. 


 Rigour and accuracy. 


 Proven ability to meet deadlines. Ability to work well under pressure; 


 Good interpersonal skills and ability work in a multi-cultural environment. Strong ability to work in teams; 


 Experience working with the international humanitarian community is an advantage. 


 


Role description and responsibilities: 


Under the supervision of the Information analyst, the Data Cleaner is responsible for: 


 Ensuring that procedures for checking, coding and entering data are followed; 


 Checking the quality of the work conducted by data entry staff during the data checking, coding and entry and providing 


all assistance and feedback necessary to improve data entry and reduce or prevent mistakes; 


 Keeping a documented overview of the daily work; producing a daily report on data cleansing; 


 Making sure that raw data were accurately entered into a computer readable file; 


 Checking the character variables contain only valid values; 


 Checking that numeric values are within the predetermined ranges; 


 Checking for and eliminating duplicate data entries; 


 Checking if there are missing values for variables where complete data are necessary; 


 Checking for uniqueness of certain values, such as subject IDs; 


 Checking for invalid data values and invalid date sequences; 


 Follows procedures for data cleaning and editing. Document data problems. Update regularly the master database with 


last changes; 


 


Assessment Coordinator:               Data cleaner: 


Name:       _______________________  Name:      _________________________ 


Position:      _______________________    Position:     __________________________ 


Signature:    _______________________  Signature:   __________________________ 


Date:       _______________________  Date:      __________________________ 



http://www.acaps.org/resourcescats/downloader/assessment_team_job_descriptions/97
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Title of post: Data Entry Operator 


 Reporting Line 


 Data Entry Controller 


 Information Analyst 


Requirements 


 Assessment and survey experience 


 Large scale data entry experience required 


 


Education  


Secondary education, diploma in information/data management an asset 


 


Experience 


 1-2 years of experience with statistics institute and/or relevant work experience 


 Proven experience with data entry and management of large volumes of quantitative and qualitative data. 


 Proven experience with management and operation of databases. 


 


Language  


Fluent in written and spoken English (or international language use). 


 


Skills 


 Strong typing skills  


 Data entry skills  


 Strong proofreading skills 


 Analytical skills. 


 Excellent command of IT tools; 


 High level of computer literacy. 


 Rigour and accuracy. 


 Proven ability to meet deadlines. 


 Good interpersonal skills and ability work in a multi-cultural environment. 


 Experience working with the international humanitarian community is an advantage. 


 


Role description and responsibilities: 


Under the supervision of the Data Entry Controller or the information analyst, the Data Entry operator is responsible for: 


 


 Checking completed questionnaires before data entry; 


 Codifying open and semi-closed questions; 


 Identifying questionnaires with mistakes or error, where the identifier is incorrectly completed and ensuring they are 


corrected; Identify and organize forms that needs re assessment 


 Conducting data entry of questionnaires according to the procedures set out during the training; 


 Support site staff to record and manage accurately the collected data 


 Data quality checks and data editing according to specified procedures 


 Feedback to Information analyst and assessment teams leaders about recurrent mistakes to avoid 


 Maintenance of a change log in case of data cleaning or editing 


 Archive and back up data, using the specified drive path 


 Maintain and operate database  


 Maintain office machines 


 


 


Assessment Coordinator:               Data entry operator: 


Name:      _______________________  Name:      _________________________ 


Position:     _______________________    Position:     __________________________ 


Signature:  _______________________  Signature:   __________________________ 


Date:      _______________________  Date:      __________________________ 
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Title of post: Data Entry Controller 


 Reporting Line 


Information Analyst 


Requirements 


 Assessment and survey experience 


 Large scale data entry experience required 


 


Education  


Degree in statistics or demographics and/or a degree in IT 


 


Experience 


 3-5 years of experience with statistics institute and/or relevant work experience 


 Proven experience with data entry and management of large volumes of quantitative and qualitative data. 


 Proven experience with management and operation of databases. 


 


Language  


Fluent in written and spoken English (or international language use). 


 


Skills for data entry clerk 


 Professionalism; 


 Strong ability to work in teams; 


 Excellent written and oral communication skills; 


 Ability to work well under pressure; 


 Good knowledge of word processing software (Word, Excel, PowerPoint, email); 


 Good command of data processing and analysis software, i.e. CsPro and SPSS; 


 Understanding of the principles of statistical and demographic analysis; 


 Understanding of survey techniques; 


 Excellent report drafting skills. Strong typing skills. Strong proofreading skills 


 Excellent command of IT tools; High level of computer literacy. 


 Rigour and accuracy. 


 Proven ability to meet deadlines. 


 Good interpersonal skills and ability work in a multi-cultural environment. 


 Experience working with the international humanitarian community is an advantage. 


 


Role description and responsibilities: 


Under the supervision of the Information analyst, the Data Entry Controller is responsible for: 


 Ensuring that procedures for checking, coding and entering data are followed; 


 Monitoring data entry staff; 


 Checking the quality of the work conducted by data entry staff during the data checking, coding and entry and 


providing all assistance necessary; 


 Keeping a documented overview of the daily work; producing a daily report on data checking, coding, and entry. 


 Write procedures for data cleaning and editing. Supervise data cleaning. Consolidate the data change logs from 


data entry operators. Document data problems. Update regularly the master database with last changes. 


 Ordering questionnaires and returning them to the archives after the data has been entered; 


 Ensuring technical documents are kept in a good condition; 


 Ensuring working hours are respected, as well as order and discipline in the workplace; 


 


 


Assessment Coordinator:               Data entry controller: 


Name:      _______________________  Name:      _________________________ 


Position:     _______________________    Position:     __________________________ 


Signature: _______________________  Signature:   __________________________ 


Date:      _______________________  Date:      __________________________ 
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This brief focuses on analyzing qualitative data that your program has collected. It includes an overview of qualitative 
data; how to plan for qualitative data analysis; how to analyze qualitative data; and the advantages and disadvantages of 
qualitative data.


Overview
Qualitative data are information in non-numeric form. 
They usually appear in textual or narrative format. For 
example, focus group notes, open-ended interview or 
questionnaire responses, and observation notes are 
all types of qualitative data. Qualitative data analysis 
is the process of interpreting and understanding the 
qualitative data that you have collected.


Qualitative data analysis relies heavily on interpretation. 
During analysis, you will draw on your own experiences 
and knowledge of your program to make sense of your 
data. You will also consider the context of your program 
to determine how the data fit into the bigger picture.


Qualitative data analysis is an iterative process; once 
you have begun to collect qualitative data, you will 
begin to review it and use your initial findings to shape 
how you collect and interpret data in the future.


How do you plan for qualitative data 
analysis?
Because collecting qualitative data is relatively quick 
and easy, you may feel compelled to collect a large 
amount. However, be mindful that analysis of qualitative 
data is time-consuming and labor-intensive. Plan to 
collect only as much data as your program is able to 
analyze and use. There are a number of Evaluation 
Briefs about data collection methods for evaluation (see 
Resources below).


It is important to plan ahead when analyzing qualitative 
data to ensure that it will be meaningful and useful.


Determine your focus. Consider the evaluation 
question(s) you want to answer. Keep in mind that these 
questions will guide the interpretation of your data. 
Decide how your data will be used to improve your 
program.


Determine who will analyze the data. Multiple 
people should analyze the data to be sure that the 
interpretation of findings is not biased. Those who 
conduct the analysis should have ample time and 
energy to comb through large amounts of text-
based data. They should also have enough program 
knowledge to interpret findings appropriately. When 
more than one person analyzes data, everyone must 
use the same systematic approach for reviewing, 
organizing, and coding the data.


Obtain the necessary tools you need to analyze your 
data. Qualitative data can be analyzed either manually 
or using a computer software package.


• Manual analysis involves organizing and labeling your 
data by hand. You may only need some additional 
office supplies such as folders and highlighters 
to store and label your data. This method can be 
cost effective because of the small amount of extra 
materials needed. Manual analysis is typically the 
best method for analyzing your data if you only 
collect qualitative data periodically and have a 
manageable amount of data.


• There are several computer software programs that 
allow you to organize, label, and search qualitative 
data by participant, question, or topic area. Computer 
software programs vary in cost and are often 
available online for computer download. Keep in 
mind that computer software programs do not do the 
analysis for you; they are simply a tool for organizing 
and searching the data. This method is ideal if you 
frequently collect qualitative data and have large 
amounts of data.







Both methods require you to review, code, and interpret 
your data. You will have to determine which method is 
most appropriate for your program.


How do you analyze qualitative data?
It is critical that you develop a systematic approach for 
analyzing your qualitative data. There are four major 
steps to this process:


• Review your data. Before beginning any analysis, 
it is important that you understand the data you 
have collected by reviewing them several times. For 
example, if your data consist of interview transcripts, 
read and re-read the transcripts until you have a 
general understanding of the content. As you are 
reviewing, write notes of your first impressions of the 
data; these initial responses may be useful later as 
you interpret your data.


• Organize your data. Qualitative data sets tend 
to be very lengthy and complex. Once you have 
reviewed your data and are familiar with what you 
have, organize your data so that they are more 
manageable and easy to navigate. This can save you 
time and energy later. Depending on the evaluation 
question(s) you want to answer, there are a variety of 
ways to group your data, including by date, by data 
collection type (such as focus group vs. interview), or 
by question asked.


• Code your data. Coding is the process of identifying 
and labeling themes within your data that correspond 
with the evaluation questions you want to answer. 
Themes are common trends or ideas that appear 
repeatedly throughout the data. You may have to read 
through your data several times before you identify all 
of the themes within them.


• Interpret your data. Interpretation involves attaching 
meaning and significance to your data. Start by 
making a list of key themes. Revisit your review notes 
to factor in your initial responses to the data.


Review each theme that arose during the coding 
process and identify similarities and differences 
in responses from participants with differing 
characteristics. Also, consider the relationships between 
themes to determine how they may be connected.


Determine what new lessons you have learned about 
your program and how those lessons can be applied to 
different parts of your program.


Qualitative data are rich and complex; you will want 
to get the most out of your data. When your analysis 
is complete, share your data with stakeholders in an 
evaluation report (see Evaluation Brief 11: Preparing an 
Evaluation Report).


What are the advantages of qualitative data?


• Useful for gaining insight and understanding into 
process and context.


• Can fill gaps in your program’s quantitative data 
findings.


• Allow you to use your own knowledge and expertise 
of your program to make sense of your data.


• Add depth to understanding your program.


What are the disadvantages of qualitative 
data?


• Analysis can be time-consuming and labor-intensive.


• Findings will not likely be generalizable outside the 
group from which you sampled participants during 
data collection.


• Reviewer interpretation introduces bias during 
analysis.


• Findings are subjective and can be interpreted 
differently by different stakeholders.


Resources
Brief 19: Analyzing Qualitative Data for Evaluation


Available at: https://www.cdc.gov/healthyyouth/evaluation/
pdf/brief19.pdf 


For further information or assistance, contact the 
Evaluation Research Team at ert@cdc.gov. You can 
also contact us via our website: http://www.cdc.gov/
healthyyouth/evaluation/index.htm. 



https://www.cdc.gov/healthyyouth/evaluation/pdf/brief19.pdf 

https://www.cdc.gov/healthyyouth/evaluation/pdf/brief19.pdf 

mailto:ert%40cdc.gov?subject=

http://www.cdc.gov/healthyyouth/evaluation/index.htm

http://www.cdc.gov/healthyyouth/evaluation/index.htm
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