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[image: image2.wmf]Measuring the performance of your services / activities can be a challenge.  By understanding the main steps involved in tracking and documenting what you do, the tasks become easier and help you get the information you need for program improvement and reporting. The steps follow a sequence, with each step supporting the next. These steps include the development of planning documents (logic models, project plan, and VISTA milestone worksheet), identifying instruments, collecting data, analyzing data and reporting results. As you set up your system and go through this sequence of steps, you may need to move back and forth between steps to ensure that the steps support each other.
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There are several documents that can assist you as you plan.  Though not required by the Corporation, we recommend you start by creating a Logic Model with the help of key stakeholders.  The logic model is a planning tool that diagrams how you plan to address your community need by combining resources (inputs) and service activities to produce specific results.  Many of the logic model components are contained within the required VISTA Project Plan that describes what to track (performance milestones), and the targets to be reached.  Another helpful document is the VISTA Performance Milestone Tasks.  By completing this document, you will have the information necessary to be able to measure your performance milestones.  The document asks for specific details that ensure success: when data will be collected, how often, and by whom, who will be responsible for analyzing data and reporting results.
Step 2: Identifying Instruments

Instruments are the documents used to collect and record data that will provide evidence of the results of program services. There is no all-purpose instrument; program-specific instruments are needed for tracking specific types of performance milestones. The more specific the instrument is to the service / activity you want to track, the more likely you will obtain relevant data.

Step 3: Data Collection

Data are the raw material used as evidence that show you are doing what you set out to do.  In other words, data are used to assess whether your program achieved its desired results. Data collection involves administering instruments, gathering responses, and organizing responses for analysis.

Step 4: Data Analysis

Data analysis is the process of gathering your data together and figuring out what it means. Data analysis involves deciding on the appropriate types of analyses to perform (e.g., frequencies, averages, content analysis), preparing data for analysis, and summarizing results. The information you obtain from the data analysis should enable you to answer the question, “Did we accomplish what we set out to do?” or, “What positive changes occurred for our community, organization or service recipients during the program year?”
Step 5: Reporting

Reporting your results lets stakeholders know what you have accomplished. Reports can range from informal talks to written progress reports. In general, reporting should include a summary of the steps you took to measure your results, a brief description of the instruments you used to collect data, the results of your data analysis, whether or not you met your target (and an explanation if not), and any stories or examples that illustrate your accomplishments. 
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