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I ntroduction

and funders know what you have accomplished. Reports can range from informal talks about the
results of your evaluation to formal progress reports. In general, reporting your evaluation should
include a summary of your objective, an outline of the steps you took in evaluating your activities,
abrief description of the instruments you used to collect your data, the results of your data
analysis, and any stories or examples that illustrate your accomplishments.

This packet will describe the steps you need to create a meaningful report. There is a blank
Evaluation Reporting Plan for you to complete on page 12. Thereis areporting out worksheet
for you to complete on pages 13 and 14. Each step includes explanations and examples. A
complete sample report based on the examples used for the steps can be found on page 11.
Additionally, you will find a sample grant proposal section and press release on page 7, and a
sample flyer on page 8.

Steps to Reporting Out

1. Plan for Your Report
2. Turn Your Data into a Report
3. Reviewing Your Report
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Planning for Your Report

Step 1

The Evaluation Reporting Plan (page 12) is a planning tool for identifying who needs to know
what and when. There are many methods to developing an evaluation reporting plan. Results
can be reported not only in atext document, but also in the form of ora reports, videos, press
releases, or other forms of communication. Effective reporting is tailored to address theissuesin
which the user of the report is most interested. Remember that different users want different
information. Primary Users are the individuals that you want to use your results; these people are
your chief audience and often you funders (e.g., community partners providing matching funds,
state commission, and Corporation for National Service). Secondary Users are individuals who
may be associated with your program or have an interest in what you are doing (e.g., city council,
internal organization, neighborhoods, and service recipients).

Before you write your

report, think about the
following questions:

Example

Who is the individual or
group that needs the report?

funders, community leaders, individuals who monitor your program, potential
volunteers, or individuals who you hope will use your findings to move the field
further

What is the reader’s
relationship to your
program?

A report for a primary funder will need more lead time and effort while a report
used in recruiting volunteers may be abstracted from earlier reports.

What is the reader’s primary
area of concern?

This information assists you to determine which of your results should be reported
and how specific these points should be emphasized.

Is this a required report?

A report for Corporation for National Service. (List the type of report and the date
the report needs to be completed. This information allows you to plan how much
time to allocate for each report.)

What information does this
audience want?

A primary funding source wants information on the outcome of community
service; our community partner wants information on how we strengthened their
service.

Is there any jargon you
should avoid?

An education program that describes its beneficiaries as ESL students when its
readers may not know what ESL means.

Does the report use
language that is simple,
direct, and in active tense?

We found that service-learning is an effective pedagogical strategy.
Versus
We find service-learning an effective way to teach.

Are there examples and
anecdotes you can include?

A tutor stated, “At the beginning of the semester, one student hardly ever finished
his homework. By the end of the semester, not only did he complete most of his
homework, his test grades went up a full level!”

It's Your Turn

Turn to the blank Evaluation Reporting Plan (page 12) and complete the chart for

your AmeriCorps program.
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Step 2

Turning Your Data into a Report

The following guideline provides a framework for reporting the results of your evaluation. This
information should be reported for each Community Service Objective. In order to report
evaluation data using this format, you will need:

acopy of your objectives,

acopy of your evauation plan,

the record of accomplishments this period (e.g., number of individuals served),
the results of your data analysis transferred to an easy reference format (e.g., ina
table, or on a copy of the original instrument),

and stories collected from members or statements from service recipients.

|. Restate your objective.
Re-write your compl ete objective (the objective statement).

Il. Describe your progress toward achieving your objectives during this
reporting period.

Refer to your evaluation plan to describe your activity, beneficiaries, and the number of people
served. What did you do relating to this objective this period? Who did you serve or impact?
How many did you serve or impact this period? Describe your desired result and indicators used
to measure the desired result.

A complete description of progress toward achieving your objectives during this
reporting period might look like the following:

Ten AmeriCorps members were placed at two middle schools, five members at each schoal, to
provide tutoring in math three days per week for each high risk student. Each AmeriCorps
member tutored four high-risk students each semester.

Our expectation was for students to increase successful completion of their homework, thereby
increasing their academic success skills.

[1l. Note evaluation activities in which you have engaged.

Refer to your evaluation plan to describe how you measured your desired result. Describe the
type of instruments you used (e.g., survey, test, observation, etc.). Describe the information from
every instrument that you used. (Do not forget to report the data from baseline data collected
during early reporting periods.) Describe who administered and completed each instrument.
Describe to whom, as well as how, each instrument was administered. Describe which, and how
many individuals, completed each instrument.
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A complete description of evaluation activities in which you have engaged might
look like the following:

AmeriCorps members used a Homework Assignment Form to define and document successful
homework completed for each student during a semester.

AmeriCorps members documented successfully completed homework assignments daily and gave
copies of their forms to their supervisor weekly.

V. Describe relevant evaluation data.

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

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

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

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

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

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

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

We plan to continue providing tutorial services to high risk students using the same tutoring

services program; however, we will develop a system to identify students who begin to fall behind
in successfully completing their homework and provide these students with additional support.

Reporting Out
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Other Ways to Report Your Data

In addition to the progress reports you write to your State Commission, National Direct
Parent Organization, or the Corporation for National Service, your evaluation data can be
used to spread the word about your program’s outcomes in other ways. Use your
evaluation data when you:

design press releases

create member recruitment fliers

develop client recruitment fliers

develop community outreach materials

write grant proposals to other funding sources
write newsdletter articles

Including evaluation data in promotional and informational materials does not mean that
the materials you produce must be long and complicated. However, for each of these
products, it isimportant to include the following information:

adescription of your activity (include how many people/sites were affected)
information about what changed in your service recipients

abrief description of how you measured the change

what this change means about your program’s success

Before you begin Try this
writing your report,

think about the
following questions:

Do you want to send Include evaluation data describing program successes such as skills learned by
out a press release? new parents or decreases in recidivism rates in a press release to help inform the
local or broader community about your program.

Do you want to create | Target evaluation data in flyers to specific audiences. For example, flyers

a flier/other outreach advertising domestic violence hotline services could contain data about the
materials? number of che_nts reached through information and refe_rra}l services, the type of

) help they received and the outcome of that help on their lives.

Do you want to write a | Incorporate evaluation data into the text of a grant proposal to tell potential
grant proposal? funders about your program’s outcomes. Provide potential funders with
information from your program that relates to their funding priorities. For
example, provide data from your last survey of community partners or volunteers
for a funder whose priority is strengthening community ties.

Do you want to write a Write an article about your program’s objectives and your documented outcomes.
newsletter? Offer a mix of evaluation data, great stories, and pictures all related to the same
objective. For example, an article highlighting a tutoring objective might describe
student reading rate increases, show a picture of students reading to their tutors,
and include quotes from teachers about students’ skills.
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Grant proposal sections using evaluation results might look like the following:

Problem Statement (excer pt): The Clarkston County Unified School District (CCUSD)
conducted an assessment of reading levels of e ementary school studentsin May 1996.
The results of the study showed that over 50 percent of students were reading at one level
or more below their expected, grade-specific reading level. Furthermore, results of a
survey of students in the same month found that over 45 percent had alow desire to read
and/or improve their reading ability.

Description of Proposed Services (excerpt): The Clarkston County Unified School
District (CCUSD) intends to continue its Clarkston Reading Corps program involving
AmeriCorps members as reading tutors in elementary school classrooms. In federa fisca
year (FFY) 1997, twenty-five Clarkston Reading Corps members tutored 211, third
through sixth grade students with low reading levels for their grade in reading. At the end
of thisfirst year of the program, 75 percent of the students tutored moved up at least one
level inreading. Furthermore, 85 percent of the students tutored reported on a post-
tutoring service that they liked reading much more than they did before the tutoring
experience and 75 percent reported that they would continue working on their reading
skills. Because of this success, we propose the expansion of the program to include thirty
members and at least 250 students. These AmeriCorps members will also begin recruiting
non-AmeriCorps community volunteers to serve as reading tutors and ensure sustainability
of our successful tutoring program.

A press release using evaluation results might look like the following:
PRESS RELEASE

Date of Release: March 3, 1998 Contact: Samatha Broderick
Program Coordinator
Hamsted Cleanup Corps

Community Volunteers and the Hamsted Cleanup Cor ps Eliminate Graffiti in Three Neighbor hoods

eighty-three volunteer residents of the Milbury, Oxford, and Country Hills neighborhoods removed graffiti from the walls of
113 residences and commercial buildings. HCC, a community-based program utilizing AmeriCorps members as
community organizers, has been recruiting residents as community volunteers to clean up their neighborhoods since
October 1996.

Since the beginning of the program, fifteen Hamsted neighborhoods have worked on graffiti abatement and
neighborhood beautification projects. Graffiti has been removed from the walls of 576 buildings; three parks have
been cleaned up; and 224 trees have been planted. Following the graffiti abatement activities in Milbury, Oxford, and
Country Hills, 78 percent of the residents of these neighborhoods who filled out a satisfaction survey reported that
they felt much better about their neighborhood. Eighty-five percent of the community volunteers reported that they
became more familiar with their immediate neighbors. Furthermore, 54 percent of the volunteers said they intended
to continue similar cleanup activities in their neighborhood on a regular basis.

HCC members will be serving alongside residents of the Piedmont, Oakley, and Belmont neighborhoods during the
months of March, April and May. On March 28, 1998, there will be a cleanup launch party in Oakley Community Park
from 11:00 a.m. to 3:00 p.m. Food, beverages, and live music will be provided by HCC.
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A member recruitment flyer using evaluation results might look like the
following:

King County Public Health Services Agency

Community Health Workers Needed

King County Public Health Services Agency is expanding their successful community
health education, information, and referral program. We are currently recruiting
individuals with an interest in community health and in obtaining hands-on experience
providing health services information to residents of King County.

Last year, our community health counselors provided health and other community service
information to over 500 King County families. Of these families, 64 percent had at |east
one member access health services that they needed as aresult of our information and
referral program. Thisincluded 112 referrals to prenatal care, 221 referrals to
immunization services, twenty-three referrals to HIV testing and education, eighty-five
referrals to WIC nutrition services, seventy-two referrals to fitness programs, eighteen to
primary care, and twenty-five to substance abuse services.

In asurvey of thirty-three King County public health clinic staff, 95 percent reported
satisfaction with the additional information and referral services performed by community
health counselors. Eighty percent reported a noticeable increase in the number of county
residents utilizing appropriate health services.

Because of this success, King County Public Health Services Agency is continuing their
outreach program next year. The community health counselor experience requires a one-
year commitment and provides interested individuals with valuable experience in hedth
services and community outreach. For more information on how to become an
AmeriCorps member and community health counselor, please call Dolores Spaulding,
AmeriCorps program manager, at (909) 654-9876.
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Incorporate Evaluation Data in Your Newsletter Articles

In the following newdletter article outline, the italicized items are places where you can
include your evaluation data to add relevance and importance to your story:

l. Title: Neighborhood Watch Groups are Popping up in Jegensville

1. History of program (Baseline Data)

A. Problemswith car break-ins and burglaries (data from police crime
records and pre-service survey of residents).

B. Residents views about neighborhood safety and sense of community (data
from pre-service survey of residents).

C. AmeriCorps members added neighborhood watch groups organizing to
their other activities (cleanups and community services outreach).

D. Relationship developed between the AmeriCorps program and the police
department’ s community policing services.

. Description of related AmeriCorps activities
A. Conduct community needs assessment
B. Help organize neighborhood watch groups
C. Link residents with community policing services

V. Some preliminary results of the program (success stories)
A. Reduction in number of car thefts in neighborhoods with watch groups
(data from police records and mid and/or post-service resident survey).
B. Increase in positive attitudes among residents about their neighborhood,
safety, and their neighbors (data from mid and/or post-service resident
survey — include quotes/stories).

V. Contact Information
A. AmeriCorps program if you are interested in help with organizing a
neighborhood watch group.
B. Police department community policing services.
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Step 3

Reviewing Your Report

Use the checklist provided below to determine if your report is complete.

Doesyour report restate the objectives of your program? Yes O No

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

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

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

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

Community Service Objectives:

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

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

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

complete 80 percent of their homework. We were short by RUBL e ST g oot
10 percent this semester with only 50 percent of the students Homework G ompletion
successfully completing at least 80 percent of their Fall Semester, 1997
homework. However, of these students, the average i, ]88
completion rate of homework assignments during this é ;;: 80
semester was 95 percent, 15 percent greater than what we 8 7p
anticipated. A mentor stated, “At the beginning of the -§ f_: 50
semester, one student hardly ever finished his homework. £2£ 50 =
By the end of the semester, not only did he complete mostof |2 s 40 -~
his homework, his test grades went up a full level!” g 30 —

For the next semester, we will continue to provide % = 2 -
tutoring services using the same system. However, we will £8 10 7
develop a process within our system to identify students who ~ [* Actual Goal
begin to fall behind in successfully completing their stiidents Cormplating
homework and train AmeriCorps members to provide £0% of Homework

additional support to these students.
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AmeriCorps Program Evaluation Reporting Plan

Individual or Relationship to | Primary Areas Required
Group Program of Concern Reports

(Date and Type)
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Reporting Form

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

l. Restate your objective:

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

A. Describe your activity, beneficiaries, and the number of people served.

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

[ll.  Note evaluation activities in which you have engaged.

A. Describe how you measured your desired result.
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. Describe who administered and completed the instruments.

Describe relevant evaluation data

. Describe the results of your analysis of your evaluation data. (This should be related to

the standard you set in your objectives.)
1. Results (include statistics and qualitative information).

2. Storieswhich illustrate your statistics or qualitative information.

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

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