Transcript for Senior Corps Tutorial 4: Completing the Work Plan Section of the Progress Report

Welcome to the Senior Corps tutorial on reporting outputs and outcomes in the work plan section of the progress report.
This tutorial does not tell you everything you need to know about reporting on work plans. For additional assistance with performance measurement and reporting, contact Project STAR at 1-800-548-3656. For general assistance with eGrants, contact the eGrants Help Desk at 1-888-677-7849.
You are looking at the work plan section of a Senior Corps progress report in eGrants. See the Progress Report Overview tutorial developed by the eGrants Coaching Unit for information on completing other sections of the progress report. You can access that tutorial from the same web page where you accessed this tutorial.
In this example, the tutoring work plan contains performance measures. To report on this work plan, simply click the link to enter information for progress to date. This part of the report opens in a new window.

The window shows information from the original work plan, and asks for information on what has happened to date.

This work plan addresses literacy tutoring provided to elementary school children by Senior Corps volunteers.

· The output counts the number of children tutored, with a target of 300 students each receiving at least 40 hours of tutoring.

· The intermediate outcome looks at an improvement in students’ attitudes towards school. The anticipated target is that 75 percent of tutored students will improve their attitudes towards reading, doing homework and studying for tests. We’re looking for an improvement of at least 3 points on a 15-point scale from pretest to posttest.
· The end outcome looks at an improvement in students’ reading skills. The anticipated target is that 60 percent of tutored students will raise their reading scores by 20 points or more on the Reading Skill Level Assessment.
Begin by filling out the boxes for volunteer stations, volunteers, and people served. These numbers should reflect the actual data through the current reporting period. Your report for the first 6 months of the grant year should show the total number of unduplicated stations, volunteers, and clients for the first 6 months. Your year-end should show the total number of unduplicated stations, volunteer, and clients for the full 12 month grant year. The intent is for each progress report to contain the most accurate information about the total number of stations, volunteers, and clients without having to add the two reports together.
Next, go down to the results section and start with the output. For each result you are presented with three fields to fill out: the actual period of accomplishment, the “actual to date” for target, and progress this reporting period.
· Use the actual period of accomplishment field to indicate the date when the results you are reporting were actually achieved. You can enter the date in month/year format. For the mid-year report, enter a date covering the first six months of the program year. For the year-end report, enter a date covering the last six months of the program year.
· Use the actual to date field to address the original target. Enter a number or percentage for the actual outputs or outcomes achieved during this reporting period.

· Use the progress this reporting period field to enter a narrative describing how you measured the result and what results you achieved. The remainder of this tutorial provides guidance on how to complete the narrative field for output, intermediate outcome, and end outcome.
Project STAR has developed a text document that you can use as a template for completing this narrative field. Let’s take a look at this document.

Here is the blank template showing the questions you should respond to in the narrative field for output, intermediate outcome, and end outcome. The first five questions asks you to describe how data were collected. The last two questions ask you to describe your results. You can download this template from the same web page where you accessed this tutorial. You can use this template to develop your narrative and then copy-and-paste the information into eGrants. Remember that eGrants is a “plain text” environment so it will not accept formatting. However, you can format the text to some extent using spacing and capitalization.
Let’s look at how the program director filled out this template for the output. As you can see, each question has been answered so that the reader can understand

· What instrument was used to collect the output data.

· Who collected the data.

· When and how often data were collected.

· The number of completed instruments that were returned, or in the case of outputs, the number of participants who were tracked using the instrument, and

· Whether or not data were collected as originally planned. Note if data had not been collected as originally planned, then the project director would be expected to explain how data collection activities were modified in response to particular circumstances.
· The reader can also see what results were actually achieved, and whether or not the original target was met. Note that the results reported her also specify the “dosage” or how much tutoring each student received. Of course, if the actual results fell short of the original target the project director would be expected to provide an explanation for the shortfall.
Now let’s copy-and-paste this information into eGrants. Notice that the target was exceeded for this particular output.
This would probably be a good time to save the report, so let’s do that. Of course, if we are also saving our text file as we go along, then we are even less likely to lose any information.
Now let’s look at the intermediate outcome. Here again we see the same set of template questions are used. Note two changes are reported with regard to how data were collected.
· First, the survey was simplified in response to feedback from teachers indicating that the instrument was difficult for some students to complete.
· Second, the schedule for administering the survey was changed from mid-year only to pre/post (September/February). As you can see, change isn’t always a bad thing. In this instances, both changes improved the data collection process. These changes also show how project staff are learning and making adjustments to ensure that they get genuinely useful information from their stations.
Now let’s copy-and-paste this information into eGrants. Notice that the program is also reporting how many students completed the survey as a percentage of all students served. This amounts to a return rate of 88 percent, which is pretty good. It’s extremely valuable to report return rates for surveys and other types of outcome instruments. This gives the reader a sense whether or not the results you’re reporting are likely to be representative of your service population as a whole. Readers generally understand that return rates can vary widely, depending on how you’re collected data and who you’re trying to collected data from. If you’re having trouble getting people to return surveys, then you should look for ways to boost your return rate. Give Project STAR a call—we can help!
Finally, copy-and-past the end outcome information into eGrants. We see that the return rate was reported again, and it looks quite good, 95 percent! Once again, there was a change in how data were collected. Project staff didn’t want to miss the opportunity to collect end-outcome data from 30 students who had to leave the tutoring program early. Perhaps it is not a coincidence that the results fell slightly short of the target, 57 percent versus 60 percent. Sometimes it is not obvious why the program missed the target, especially when the shortfall is slight.
This example also suggests the value of going back to the data to dig a little deeper, something that project staff apparently did not do. For example, if we ran the numbers again without including the 30 students who left the tutoring program early, perhaps we would get results that meets or exceeds the target. This information would also support our claim as to why the target was not met.
Be sure to save this part of the report before moving to the next section.
Once again, don’t forget that you can download the work plan reporting template from the same web page where you accessed this tutorial. This concludes this tutorial.
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