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Identify the Quantity of Service 
When appropriate, make sure your data collection processes contain a system for separating individuals 
who received a lot of service from those who received little or none. This means that it will be important 
to keep track of program attendance through sign-in sheets or attendance logs. For anonymous measures, 
it may help to ask questions such as “how often did you attend the drop-in counseling sessions?” or “how 
many times did you meet with your mentor?” 

Use Low Burden Methods 
Data collection should not be a burden: plan to integrate it with service provision when you can. Some 
instruments, such as goal-setting logs and journals, may be implemented as part of the activity provided 
by the programs. For example, goal setting can serve both to plan tutoring sessions and to measure their 
impact. Journals can act as a forum for learning writing skills, as well as a demonstration of change in 
skills and attitudes. Similarly, in an immunization program, child immunization cards can serve both as a 
data collection instrument and an educational tool as well as an appointment reminder system for parents. 

A Complete Data Collection Plan might look like the following: 

Data Type/ 
Method 

Immunization 
data 

Data 
Collectors 

National 
service 

participants 

Data Source 

Others 
Involved/ 

Contact and 
Dates 

Training 
Needs 

Immunization 
records 

Health center 
director (9/1); 
Nurses (9/15); 
Parents (10/1­

11/15) 

Immunization 
schedule; 
Reading 

records; filling 
out 

immunized 
child tally 

sheets 

Training 
Dates 

10/15-17 

Data 
Collection 

Dates 

Baseline: 
11/16-28 

Post-service: 
8/20-31 of 
next year 

Additional 
Issues 

Must get signed 
information 

release forms 
from parents. 

It’s Your Turn 
Turn to page 11 and complete the “Data Collection Plan” for your national service program using the 

information from the various worksheets you previously completed. 
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Data Collection Plan 

Data You Need 

Data Type/ 
Method 

Data Source 

Data Collectors 
(include type of 

involvement) 

Others Involved 
(include type of 

involvement) 

Contact Dates 

Training Needs 

Training Dates 

Data Collection 
Dates 

Additional Issues 
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Data
 

Analysis
 

Project STAR 
480 E. 4th Ave., Unit A
 

San Mateo, CA 94401-3349
 
1-800-548-3656 FAX 650-348-0261
 

http://www.projectstar.org 
star@aiweb.com 
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Introduction
 
Data analysis acts as the “construction phase” of your evaluation. The process of data analysis 
includes deciding on the appropriate analysis to conduct for each question, preparing data for 
analysis, and summarizing results. For outcome data, the result of analysis should enable you to 
answer the question “What changed because of your national services?” 

This packet will describe the steps you need to analyze simple instruments you use. Each step 
includes explanations and examples. On pages 21 and 22, you will find a practice worksheet and 
a blank sample survey for you to practice analysis skills using the sample surveys found on pages 
23 to 32. In addition, there is a glossary of terms on page 33. 

Steps to Data Analysis 

1. Start with a Plan 
2. Collect and Clean Your Data 
3. Determine a Coding System 
4. Tabulate Your Data 
5. Transfer Your Information 
6. Check Your Plan 

Data Analysis - 2 
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Step 1
 

Starting with a Plan 

Before you begin your data analysis, plan how you will analyze your data. First, consider the 
groups about which you want to report data. Refer to your desired result or standard to choose 
your unit of analysis to be a collection of individuals, groups, or activity locations (e.g., park 
users, school district principals, blocks within a neighborhood).  This will help you select surveys 
to include in the analysis and to identify appropriate types of analyses. Then, choose a type of 
analysis for each question: frequency, percent distribution, mean, change in score from pre-test to 
a post-test, or content analysis. Next to each question on your instrument, list the type of analysis 
you are going to conduct. 

While you examine your instrument, think 
about the following questions: 

Analysis 

Do you want to report the number of people who 
answered each question? 

A Count 

Do you want to report how many people answered 
“a,” “b,” or “c”? 

A Frequency 

Do you want to report what percentage of people 
answered “a,” “b,” or “c”? 

A Percent Distribution 

Do you want to report an average score? A Mean 

Do you want to report a change in score from a pre­
test to a post-test? 

Change in Scores 

Do you have open-ended questions? Content Analysis 

A complete analysis plan of a sample survey might look like page 4. 
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Sample Survey
 
Project Survey 
Please complete the following and return it to the school office by 3:00 p.m. Friday. 

Circle an appropriate response 
Please rate the following regarding the success 
of the project you participated in: 

Poor Excellent 

1.1. Organization of the project (Mean) 1 2 3 4 5 

2. Student participation (Mean) 1 2 3 4 5 

3. Benefit to the community (Mean) 1 2 3 4 5 

4. Briefly describe the service that was completed: 

(Content Analysis) 

5. For how long did you participate in this activity? ___ hours 

(Mean) 

6.  How did you hear about this project? (Check all that apply.) 

(Frequency and Percentages) 
                                                                                                                  Spoke with the

 team members  Newspaper  Someone told me          Saw it in person

7. I feel my knowledge of community service after participating in this activity is 
(Check only one): 

(Frequency and Percentages)
 Better than Worse than The same as it was 
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Step 2 

Collecting and Cleaning Your Data 

Keep all of the forms you received for each survey, test, or interview in one place. At this point, 
you may wish to remove forms that are substantially incomplete or do not make any sense. 
Record the number of forms you remove and the reasons why they were removed. You may want 
to include this in your report. Assign identification numbers (ID) to each form to help keep track 
of which forms you have processed. 

Qualitative Data 
The purpose of doing qualitative data analysis is to reduce the amount of text and organize 
responses to identify trends in your data. One method of doing qualitative data analysis is content 
analysis. Content analysis creates a structure to organize open-ended information. 

a) Identify the Unit of Analysis 
Begin by identifying the unit of analysis. The unit of analysis is the smallest block of text 
examined in the content analysis determined by the person conducting the analysis. Potential units 
of analysis include respondent, response, paragraph, sentence, idea, or word. 

b) Arrange the Raw Data 
After you determine your unit of analysis, arrange the raw data by unit of analysis. (For example, 
if your unit of analysis is “response,” then put all the responses to question one together, all the 
responses to question two together, etc., keeping each person’s responses separate.) If possible, 
type the data into a word processing program. 

Sample Open-ended Responses for Content Analysis 

Respondent 1 
How would you apply the skills and knowledge you learned today to future activities? 

Getting along and working with others. 
What did you like about this project? 

The whole experience, especially group work to beautify our school. 
Respondent 2 
How would you apply the skills and knowledge you learned today to future activities? 

Assign homework to my students in the area of environmental sciences where they contribute to 
their community. 

What did you like about this project? 
The involvement of all students in a common activity. 
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Respondent 3 
How would you apply the skills and knowledge you learned today to future activities? 

Small groups work well with adult or older youth. We will be working with high school students 
in Giraffe Project. In groups, each child has an opportunity to play an active role. 

What did you like about this project? 
The obvious planning of each detail First the lesson given on planting bulbs was interesting and 
on a level that primary students could understand Second the students had planned the planting 
session very well Each adult working with 3-4 students. Great hands-on project for students. 

Respondent 4 
How would you apply the skills and knowledge you learned today to future activities? 

I would like to use this type of activity with reading assignments, have my students read to 
elders or younger children as a means of practicing their reading. 

What did you like about this project? 
The excitement of the students in an assignment. 

Respondent 5 
How would you apply the skills and knowledge you learned today to future activities? 

I would like to try an activity that involves parents, where both the student and parent 
participate in a joint community service activity. 

What did you like about this project? 
Students seeing how they can apply what they learn in class in every day life. 

After reviewing the sample responses above, an identified Unit of Analysis might 
look like the following: 
An appropriate unit of analysis would be “response”. This was chosen because the first 
question and the second question are not related. 

Arranging data by the Unit of Analysis would look like the following: 
What did you like about this project? 

•	 The whole experience, especially group work to beautify our school. 

•	 The obvious planning of each detail. First, the lesson given on planting bulbs was 
interesting and on a level that primary students could understand. Second, the 
students had planned the planting session very well. Each adult working with 3-4 
students. Great hands on project for students. 

•	 The involvement of all students in a common activity. 

•	 The excitement of the students in an assignment. 

•	 Students seeing how they can apply what they learn in class in everyday life. 

It’s Your Turn 
Using the sample surveys (pages 23 to 32), assign each survey an ID number to help you 

identify which surveys you have processed. 
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Step 3 

Determining a Coding System 

Quantitative Data 
a) Code the Question 
If you are going to use a spreadsheet or a database, you will need to convert “check box” type 
answers to a numbered code. This will speed up data entry, since you will only type the number 
corresponding to the answer into the computer, rather than the whole word. On a blank copy of 
your instrument, assign a number, or code, for each potential answer to each question. 

A coded question might look like one of the following: 
1. Were you aware of national service programs in your neighborhood? 

( 1 ) Yes ( 2 ) No Blank = Blank 

2. How would you rate the quality of service provided? 
( 4 ) Great ( 3 ) Good ( 2 ) So-so ( 1 ) Awful Blank = Blank 

3. Please rate the service on a scale of 1-10, where 10 is excellent and 1 is poor. 
# = Number Blank = Blank 

4. How much time did you spend with the tutor? 
( 4 ) 30 min. or more ( 3 ) 20-29 min. ( 2 ) 10-19 min. ( 1 ) 0-9 min. Blank = Blank 

5.	 What were the outcomes of the community service efforts in your area? (check all that apply) 
(  )  increased pride  (  )  decrease in vandalism ( ) increased safety ( ) other___________ 
Checked = 1 Not Checked = 0 

6. Approximately what proportion of all aluminum cans in the United States is recycled?
 
Coded to determine only the number of right answers: ( 0 ) 20% ( 1 ) 40% ( 0 ) 60% ( 0 ) 80%
 
Coded to determine which answers people are choosing: ( 2 ) 20% ( 1 ) 40% ( 3 ) 60% ( 4 ) 80%
 

It’s Your Turn 
Using the blank sample survey (page 22), code the responses for question 6 and question 7. 
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b) Organize your Responses 

By Hand: Write the name and number of each question from your instrument on a blank piece of 
paper. Create a column for each potential answer. Go through your stack of instruments, 
question by question, and tally how many people gave each type of response. 

By Computer: After you have assigned numbers to potential responses, input the responses into 
the computer. Set up your spreadsheet allowing each column to represent one survey item and 
each row to represent one person’s form. Start each row with the survey’s ID number. You can 
even set up a data entry screen that looks like your printed form! (Be aware that using a “0” for a 
blank answer may cause your calculations to be inaccurate. Some programs, such as Excel, will 
read the “0” as a number and include it when it calculates an average. However, Excel does 
ignore non-numeric responses. For a review of various software, see page 9.) 

A tally by hand would look like the following: 

Question 1
 

Were you aware of national service programs in your neighborhood? Yes ___ No ___
 

Tally 

Yes No Blank 

l l l l I l l l 

A data entry screen for the coded question might look like the following: 

Survey ID Question 
awareness 

001 1 
002 <blank> 
003 2 
004 1 
005 1 
006 1 
007 1 
008 2 

Question 1 

Were you aware of national service programs in your 
neighborhood? Yes = 1 No = 2 blank = <blank> 
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Seniors for Schools Program Survey 1998-1999 (Teachers) 

Please complete the following survey. Your responses to this survey are very important to us. They will 
be used, along with student information, to help assess the success of the Seniors for Schools (SFS) 
program at your school. If you believe that the information requested by a particular item does not 
apply, based on your involvement with the SFS program, please write “NA” next to the item and 
continue to the next question. This survey should take approximately 20 minutes to complete. Your 
SFS project director will provide information about where to send your completed survey. 

School: _______________________________ Grade Level You Teach:  ____________ 

Your Name (optional): _______________________________________________ 

Number of students in your classroom served by SFS volunteers during the school year: 

A. General Questions Regarding Seniors for Schools at Your School 

A.1 Do you want SFS volunteers to work with you next year? � Yes � No 

Please explain. 

A.2	 Are you satisfied with the level of communication with Seniors for Schools project 
staff? � Yes � No 

A.3	 How satisfied are you with the type of involvement you had with the SFS program 
with your students? (Please circle the number that indicates your level of satisfaction.) 

Very Unsatisfied	 Very Satisfied 

1 2	 3 4 5 

Seniors for Schools Program Survey 1998-99 – Teachers - 1



                                                         

 

B.2 Teacher Benefits: (Please check all that apply)
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B. Seniors for Schools Program Benefits 

B.1 Overall Benefits: (Please check all that apply) 
Very 
Negative 

Very
Positive

1 2 3  4 5 
What was the impact of SFS literacy activities 
on student reading ability? 

Generally, what was the impact of volunteer 
tutoring on student reading test results and/or 
reading assessment levels? 
What was the impact of SFS non-tutoring 
literacy activities on student literacy? 

B.2. Student Benefits 
How did the students benefit 
from the SFS program at your 
school? 

What student benefits, both 
new and existing, are most 
important to your school? 

General academic improvement � � 

Increased reading ability/scores � � 

Increased positive attitude toward reading � � 

Improved access to individualized reading 
tutoring 

� � 

Increased self-confidence in reading � � 

Improved overall self-esteem � � 

Improved writing skills � � 

Improved behavior � � 

Increased interest/participation in class � � 

Improved parental involvement � � 

Other student benefits: 

Seniors for Schools Program Survey 1998-99 – Teachers - 2 
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Ways teachers benefited from the 
SFS program 

Reduced workload in the classroom � 

Improved classroom management � 

Opportunity to connect/consult with another supportive adult � 

Increased ability to target instruction to specific student needs � 

Increased student interest/participation in classroom activity � 

What were other teacher benefits that resulted from the SFS program this year? 

B.3 Classroom Benefits: (Please check all that apply) 
How did your classroom benefit 
from the SFS program? 

Increase in number of students keeping up with class � 

Improved overall student reading level � 

Improved attendance � 

Improved student attitude � 

Improved classroom behavior � 

Improved classroom environment � 

What other classroom benefits resulted from the SFS program this year? 
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B.4 School Benefits: (Please check all that apply) 

How did your school benefit from 
the SFS program? 

Increased participation in after school activities � 

Increased access to student support services � 

Increased parent involvement with their children’s literacy � 

Increased community support of schools � 

Increased school commitment to community service � 

What other school benefits resulted from the SFS program this year? 

B.5 What were the benefits of senior volunteers in your school? 
(Please check all that apply) 

� Positive senior/child relationships among 
 volunteers and students 

� Provided students with positive adult role models 

� Tapped into skills seniors had to offer the community 

� Involved seniors in their community

   � Increased children’s respect for seniors 

   � Opportunity for seniors to develop skills 

Other benefits of senior volunteers in your school: 

Seniors for Schools Program Survey 1998-99 – Teachers - 4 
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C. Challenges 

C.1 What challenges did you face with regard to the SFS program this year? 
(Please check all that apply) 

Challenges Challenges 
� General program design 
� Ongoing program implementation 
� Cultural competency issues 
� Funding 
� Space 
� Volunteer training 
� Meeting with SFS Volunteers/Staff 

� Tutoring model 
� Coordinating instructional materials
� Roles of volunteers in literacy activities 
� Volunteer matching/assignments 
� Volunteer supervision 
� Scheduling 
� Communication

Please describe any other challenges you faced: 

D. Additional Comments 

If you would like to add any other comments, please do so here and continue on back of 
this page if needed. 

Thank you for completing this Seniors for Schools 1998-1999 Survey 
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Seniors for Schools Program Survey 1998-1999 (Principals and School Staff) 

Please complete the following survey. Your responses to this survey are very important to us. They will be used, 
along with student information, to help assess the success of the Seniors for Schools (SFS) program at your 
school. If you believe that the information requested by a particular item does not apply, based on your 
involvement with the SFS program, please write “NA” next to the item and continue to the next question. 
This survey should take approximately 20 minutes to complete. Your SFS project director will provide information 
about where to send your completed survey. 

School: _______________________________ Your Name: ___________________________ 

Your Position: �  Principal � Assistant Principal � Reading Specialist � Other (please identify) 

Amount of Time in Current Position: ____ Years _____ Months 

A. General Questions Regarding Seniors for Schools At Your School 

A.1. Would you like Seniors for Schools in your school next year? � Yes � No 

Please explain. 

A.2	 Are you satisfied with the level of communication 
with Seniors for Schools project staff? 

� Yes  � No 

A.3	 How satisfied are you with the type of involvement you had with the SFS program 
at your school? (Please circle your answer) 

Very Unsatisfied	 Very Satisfied 

1 2	 3 4 5 
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B. Seniors for Schools Program Benefits 

B.1 Benefits to the Students: (Please check all that apply) 

How did the students benefit 
From the SFS program at 

What student benefits, both 
new and existing, are most 

your school? important to your school? 
General academic improvement � � 

Increased reading ability/scores � � 

Increased positive attitude toward reading � � 

Improved access to individualized reading 
tutoring 

� � 

Increased self-confidence in reading � � 

Improved overall self-esteem � � 

Improved writing skills � � 
Improved behavior � � 
Increased interest/participation in class � � 
Improved parental involvement � � 

Other student benefits: 

B.2 Benefits to the School: (Please check all that apply) 

Ways that your school benefited 
Improved student attitude � 
Improved student behavior � 
Improved school environment � 
Increased community support of school � 

What were other school benefits that resulted from the SFS program this year? 
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B.3 Community Benefits: (Please check all that apply) 

Community benefits that resulted 
from the SFS program at your 
school 

Increased parent involvement � 
Increased community awareness of child literacy issues or 
needs 

� 

Increased community contribution of resources to schools � 
Increase in community volunteerism 
Increased community appreciation/public recognition/support 
of teachers and schools 

� 

What were community benefits resulted from the SFS program this year? 

B.3(a) What were the benefits of senior volunteers in your school? (Please check all that apply) 

� Positive senior/child relationships among tutors and students � Involved seniors in their community 

� Provided students with positive adult role models � Increased children’s respect for 
seniors 

� Tapped into skills seniors had to offer the community 

Other benefits of having senior volunteers in your school: 
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C. Continuing Seniors for Schools in Your School 

C.1	 If the Corporation for National Service funding for Seniors for Schools 
ended this school year, would you seek funding from other sources to 
continue the SFS program at your school? � Yes � No 

Please explain: 

C.2	 In what ways are you willing to help assure continued funding for Seniors for Schools in 
your school? 

� Contribute school funding 

� Work with Seniors for Schools staff to identify other resources 

� Other (Please explain) 

D. Additional Comments 

If you would like to add any other comments, please do so here and continue on back of this 
page if needed. 

Thank you for completing this Seniors for Schools 1998-1999 Survey 
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RSVP SENIORS FOR SCHOOLS
 
Reading Skills Assessment (by teachers)
 

Please answer the following questions. about your student’s reading skill development as a 
result of his or her work with a Seniors For Schools tutor. Your specific responses will 
greatly help us to strengthen the tutoring program. 

YOUR NAME: DATE: 

STUDENT'S NAME: TUTOR'S NAME:
 

Circle the answer that best describes how your student is doing in each area as a result of 
his/her tutoring. 

How is she/he doing on: 

1. Sound recognition 

2. Sight words 

Great 

1 

1 

1 

1 

1 

1 

1 

1 

Good 

2 

2 

2 

2 

2 

2 

2 

2 

Fair 

3 

3 

3 

3 

3 

3 

3 

3 

Needs Improvement 

4 

4 

4 

4 

4 

4 

4 

4 

3. Word patterns 

4. Concepts of print 

5. Alphabet recognition 

6. Alphabet order 

7. Speech/language development 

8. Reading comprehension 

9. What other literacy-related skills would you like this student to work on with his/her SFS 
tutor? 

10. Other comments and/or suggestions? 

Developed by RSVP of Greater Cleveland in conjunction with Project STAR 

Reading Skills Assessment – by Teachers 
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RSVP SENIORS FOR SCHOOLS 
Student Reading Survey (by students) 

STUDENT'S NAME: GRADE: 

TUTOR'S NAME: DATE: 

SCHOOL: TEACHER'S NAME: 

Seniors For Schools tutor, please assist your student tutee with the following questions. Circle 
the answer that best describes how your student responds on each of the following questions. 

1. I like to look at books 

2. I like to read 

3. I think reading is hard 

4. I like reading by myself 

5. I think reading out loud is hard 

6. I like being read to 

7. I can tell you what I have read 

8. I sometimes have trouble with new words 

9. I like to go to the library at school 

10. I like to pick out my own books. 

YES! 

☺

☺

☺

☺

☺

☺

☺

☺

☺

☺

yes 

☺

☺

☺

☺

☺

☺

☺

☺

☺

☺

no 

�

�

�

�

�

�

�

�

�

�

NO 

�

�

�

�

�

�

�

�

�

�

11 . What do you like to do least with your tutor (e.g., reading aloud, etc. )? 

12. What do you like to do most with your tutor (e.g., word games, etc.)? 

Developed by RSVP of Greater Cleveland in conjunction with Project STAR 

Reading Survey – Student with Tutor 
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RSVP SENIORS FOR SCHOOLS
 
Tutor Skills Survey (by tutors)
 

Please answer the following questions about your skill development as a tutor. Your specific 
responses will greatly help us to strengthen our program. 

YOUR NAME: DATE: 

Circle the answer that best describes your skill level as a tutor. 

How is she/he doing on: 

1. Patience 

2. Creativity (e.g., finding new ways to 
teach, encourage) 

3. Oral Communications (e.g., developing 
rapport, giving feedback) 

4. Listening 

5. Enthusiasm 

6. Dependability 

7. Following instructions 

8. Working independently 

9. Tutoring reading sills 

10. Tutoring writing skills 

Great Good Fair Needs Improvement 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

11. What types of additional training might be helpful to you? 

12. Other comments and/or suggestions? 

Developed by RSVP of Greater Cleveland in conjunction with Project STAR 

Tutor Skills Survey – By Tutors 
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RSVP SENIORS FOR SCHOOLS
 
Tutor Skills Survey (by teachers)
 

Please answer the following questions about your SFS volunteer's work as a tutor. Your specific 
responses will greatly help us to strengthen our program. 

YOUR NAME: SCHOOL: 

TUTOR'S NAME: DATE: 


Circle the answer that best describes how your SFS tutor is doing in each skill area. 
How is she/he doing on: 

1. Patience 

2. Creativity (e.g., finding new ways to 
teach, encourage) 

3. Oral Communications (e.g., developing 
rapport, giving feedback) 

4. Listening 

5. Enthusiasm 

6. Dependability 

7. Following instructions 

8. Working independently 

9. Tutoring reading sills 

10. Tutoring writing skills 

Great Good Fair Needs Improvement 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

1 2 3 4 

11. What types of additional training might be useful for our tutors? 

12. Other comments and/or suggestions? 

Developed by RSVP of Greater Cleveland in conjunction with Project STAR 

Tutor Skills Survey – By Teachers 
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RSVP SENIORS FOR SCHOOLS
 
Program Evaluation (by principal)
 

Please answer the following questions about your school's involvement with the Seniors for Schools (SFS) 
Program. Your specific responses will greatly help us to refine and strengthen our program. 

NAME: DATE: 

SCHOOL:
 

1. In. what ways did the Seniors for Schools tutors make a difference in your school? (Please 
provide examples of changes in classroom performance, behavior, and/or attitudes.) 

2. As a result of the SFS Program, was there an increase in literacy-related activities during the 
school year? If so, by students? teachers? parents and other community members? 

3. Please describe any barriers to the success of SFS that you encountered in your school. 
How might these barriers be removed? 

4. Other comments and/or suggestions for program improvement? 

Developed by RSVP of Greater Cleveland in conjunction with Project STAR 

Program Evaluation – By Principal 
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EXPERIENCE CORPS 
Volunteer Program Evaluation 

Please answer the following questions about your involvement with Experience Corps. 
Your specific responses will greatly help us to refine and strengthen the program. 

NAME:  DATE: 

SCHOOL:
 

1. Please comment on the effectiveness of the Experience Corps tutoring training, guidance, 
and support (e.g., by outside groups such as Book Buddies, training and technical 
assistance providers, and by project staff, VISTAs, and team leaders.) 

2. Please provide examples of ways that you affected students’ reading skills, behavior, 
and/or attitudes. 

3. Please provide examples of ways that you impacted the larger school climate (e.g., 
overall interest in literacy, discipline throughout school, sense of community). 

Program Evaluation – By Volunteers - 1 
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4. Describe any barriers to the success of Experience Corps that you encountered in the 
school. How might these barriers be removed? 

5. Please describe how you have benefited through your involvement with Experience 
Corps. 

6. Other comments and/or suggestions for program improvement. 

Developed by RSVP of Greater Cleveland in Conjunction with Project STAR 

Program Evaluation – By Volunteers - 2 
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Overall Training Evaluation 
Seniors for Schools Pre-Service Training
 

September 14-17 1998
 

Your opinions are important to us. Please give us your feedback 
on the pre-service training week. 

1) What topic did you enjoy the most?
 

2) What topic did you like the least?
 

3) What is something new that you learned from the last 4 days of training?
 

4) What topics do you feel will be the most beneficial to you in working with 
children? 

5) Do you feel the length of training (hours/days) was sufficient? 

6) What would you do differently for the next training? 

7) What did you think of the location, food, and accommodations? 

8) Any other topics of interest to you not covered this week? 

Thank you for taking the time to answer these questions! 

Evaluation of Training – By Volunteers 
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Evaluation of April 22nd
 

Seniors for Schools Event
 

1.	 What was your overall feeling of this gathering? 

2.	 What did you like the most about this event?… 

the least? 

3.	 Was the atmosphere and location of the event comfortable 
and convenient? 

4.	 If you had questions were they answered?  If not, what 
were they? 

5.	 Were you able to meet other volunteers that you had not 
previously met? 

6.	 Did you enjoy the food? What food would you like to have 
in the future? 

7.	 If there is anything you could have changed about today’s 
event, what would it have been? 

Evaluation of Seniors for Schools Event – By Volunteers 
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SENIORS FOR SCHOOLS LAKE COUNTY EARLY LITERACY ASSESSMENT  PERFORMANCE RESULTS 

STUDENT GRADE AGE DATE 

TEACHER TUTOR 

SCHOOL PRE­ POST­ ASSESSMENT 

ALPHABET KNOWLEDGE CORRECT MASTERY GOAL GOAL 
ACHIEVED 

CHECK OFF NOT MASTERED 

UPPER CASE /26 26/26 
LOWER CASE /26 26/26 

LITERACY KNOWLEDGE CORRECT 
PRINT, LETTER, WORD /17 17/17 
SENTENCE DIRECTION 
PERIOD, UPPER/LOWER CASE 

AUDITORY DISCRIMINATION CORRECT 
FORM A /40 40/40 
FORM B /40 40/40 

WORDLESS PICTURE STORY 
BASIC PICTURE STORY 

PHONEME AWARENESS (spelling) CORRECT 
/12 12/12 

PHONEME SEGMENTATION CORRECT 
/22 22/22 

BASIC WORD KNOWLEDGE CORRECT 
FORM A SIGHT WORDS /10 10/10 
FORM B SIGHT WORDS /10 10/10 

BEGINNING READING SELECTIONS 
PRE-PRIMER PASSAGE 1 MISCUES 0 

COMPREHENSION /5 5/5 
PRE-PRIMER PASSAGE 2 MISCUES 0 

COMPREHENSION /5 5/5 

COMMENTS:
 

Record Keeping – Early Literacy Assessment 
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SENIORS FOR SCHOOLS, LAKE COUNTY – IRI PERFORMANCE RESULTS 

STUDENT GRADE AGE DATE 

TEACHER TUTOR 

SCHOOL PRE­ POST­ ASSESSMENT 

GRADED WORD LIST CORRECT WORDS LEVEL MASTERY GOAL GOAL 
ACHIEVED 

CHECK
 OFF 

NOT 
MASTERED 

PRE-PRIMER /20 19/20 
PRIMER /20 19/20 
GRADE 1 /20 19/20 
GRADE 2 /20 19/20 
GRADE 3 /20 19/20 
GRADE 4 /20 19/20 

READING PASSAGES WORD REC MISCUES LEVEL MASTERY GOAL GOAL 
ACHIEVED 

CHECK 
OFF 

NOT 
MASTERED 

PRE-PRIMER 0 
PRIMER 0 
GRADE 1 0 
GRADE 2 0 
GRADE 3 0 
GRADE 4 0 

COMP ? MISSED LEVEL MASTERY GOAL GOAL 
ACHIEVED 

CHECK 
OFF 

NOT 
MASTERED 

PRE-PRIMER 0 
PRIMER 0 
GRADE 1 0 
GRADE 2 0 
GRADE 3 0 
GRADE 4 0 

LEVELS	 0 = INDEPENDENT 1 = INDEPENDENT/INSTRUCTIONAL 
2 = INSTRUCTIONAL 3 = INSTRUCTIONAL/FRUSTRATIONAL 
4 = FRUSTRATIONAL 

Record Keeping –IRI Performance Results 
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SENIORS FOR SCHOOLS – INDIVIDUAL PLAN FOR TUTORING 

Student 

Tutor 

(1) Overall goal of tutoring 

Age Grade  School 

Days/Hours per week Mon Tue 

Date 

Wed Th Fri 

(2) Summary of Assessment/Tests Administered: 

Informal Reading Inventory 

Independent Grade Level 

Instructional Grade Level 

Frustrational Grade Level 

Word Recognition Reading Passages Comprehension 

Overall Grade Level 

Early Literary Assessment 

Alphabet Knowledge 

Literacy Knowledge 

Wordless Picture Reading 

Picture Story 

Phoneme Awareness 

Basic Word Knowledge 

Pre-Primer Passages 

Auditory Discrimination 

(3) Teacher Meetings 

Progress Reports 

(4) Performance Expectations: K 1st 2nd 3rd 

Record Keeping – Individual Plan for Tutoring 
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SFS Student Attendance Record 
Beginning Date: October 1, 1999 

End Date: October 31, 1999 

NAME M T W Th F M T W Th F M T W Th F M T W Th F 

Record Keeping – Student Attendance Record 
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MENTORING OR TUTORING LOG 

CHILD’S NAME: TUTOR NAME: 

SESSION 
NUMBER DAY/DATE START TIME END 

TIME GOAL OR SKILL WORKED ON, AND PROGRESS INITIALS 

Record Keeping – Mentoring or Tutoring Log 
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RSVP SENIORS FOR SCHOOLS
 
Grade Log
 

School Name: 

Student Name 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter 

Developed by RSVP of Greater Cleveland in Conjunction with Project STAR 

Record Keeping - Student Grade Log 
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RRRReeeeppppoooorrrrttttiiiinnnngggg
 

YYYYoooouuuurrrr RRRReeeessssuuuullllttttssss iiiinnnn
 

PPPPrrrrooooggggrrrreeeessssssss RRRReeeeppppoooorrrrttttssss
 

Project STAR 
480 E. 4th Ave., Unit A
 

San Mateo, CA 94401-3349
 
1-800-548-3656 FAX 650-348-0260
 

www.projectstar.org 
star@aiweb.com 
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Introduction 

Reporting your results is like having an “open house” for a completed home. It lets 
consumers 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, a brief 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 to the 
Corporation for National Service. There is a Reporting Form for you to complete on 
pages 7 and 8. Each step includes explanations and examples. A complete sample report 
based on the examples used for the steps can be found on page 6. For other ways to 
report your evaluation data, see the Reporting Loop: Using and Communicating 
Evaluation Results packet. 

Steps to Reporting Out 

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

Reporting Your Results - 2 
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Step 1 

Planning for Your Report 
Effective reporting is tailored to address the issues in which the user of the report is most 
interested. Remember that different users want different information. The following are 
some questions to assist you in planning for your report. 

Before you write your report, think 
about the following questions: 

Example 

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. 

What information does this audience want? Typically, a primary funding source wants information on the 
outcome of community 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!” 

Reporting Your Results - 3 
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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 national service objective. In order to report 
evaluation data using this format, you will need: 

•	 a copy of your objectives, 
•	 a copy of your evaluation 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., in 

a table, or on a copy of the original instrument), 
•	 and stories collected from participants or statements from service recipients. 

I.	 Restate your objective. 

Re-write your complete objective (the objective statement). 

II.  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 this reporting period and to date. 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 national service participants were placed at two middle schools, five participants at 
each school, to provide tutoring in math three days per week for each high risk student. 
Each national service participant tutored four high-risk students this semester for a total 
of 40 students served. Our expectation was for students to increase successful 
completion of their homework, thereby increasing their academic success skills. 

III.  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. 

Reporting Your Results - 4 
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A complete description of evaluation activities in which you have engaged 
might look like the following: 
National service participants used a Homework Assignment Form to define and
 
document successful homework completed for each student during a semester.
 
National service participants documented successfully completed homework assignments
 
daily and gave copies of their forms to their supervisor weekly.
 

IV.  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 this imply about your success? 

A complete description of relevant evaluation data might look like the 
following: 
Fifty percent of the students who participated in the national service Tutoring Program 
successfully completed 95 percent of their homework during the semester. 
Based on our level of success described in our evaluation plan, we succeeded in assisting 
50 percent of the students tutored in successfully completing at least 80 percent of their 
homework assignments, 10 percent less than we had hoped to reach. However, of those 
students who successfully completed at least 80 percent of their homework, the average 
completion rate of homework assignments during the semester was 95 percent; 15 
percent more then was originally expected. 

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

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

A complete description of ideas for improvement in your program, or any 
next steps might look like the following: 
We plan to continue providing tutorial services to high risk students using the same 
tutoring services program; however, we will develop a system to identify students who 
begin to fall behind in successfully completing their homework and provide these students 
with additional support. 

It’s Your Turn 
Turn to the blank Reporting Form (page 8) and complete the form for one of your 
national service objectives. 

Reporting Your Results - 5 
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Step 3 

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

Does your report restate the objectives of your program?  Yes �  No � 

To determine if your report describes progress toward achieving your objectives during 
this reporting period, answer the following questions. 

Does your report describe your activity? 

Does your report describe your beneficiaries? 

Does your report describe the number of people served? 

Does your report describe your desired result of the program? 

Does your report describe the indicators you used to measure your 
desired result? 

Yes � 

Yes � 

Yes � 

Yes � 

Yes � 

No � 

No � 

No � 

No � 

No � 

To determine if 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? 

Does your report describe who administered the instruments? 

Does your report describe who completed the instruments? 

Yes � 

Yes � 

Yes � 

No � 

No � 

No � 

To determine if your report describes relevant evaluation data, answer the following 
questions. 

Does your report describe the results of the analysis of the 
evaluation 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 
qualitative information? 

Does your report compare the results of your evaluation with the 
standard set in your objectives? 

Yes � 

Yes � 

Yes � 

No � 

No � 

No � 

Does your report state ideas for improvement or any next steps?  Yes �  No � 

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

Reporting Your Results - 6 
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Sample Report for One Objective 

Operating Site I.D. #:______________________________________________________ 

Summary of Progress This Reporting Period Toward Accomplishing Annual Objectives: 

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

Community Service Objectives: 

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

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

We found that at the end of the 1997 fall semester, our tutorial services resulted in 50 
percent of the students participating in the program successfully completing at least 80 percent of 
their homework. The following bar chart indicates the results of all students participating in the 
national service Tutoring Program. Based on our level of 
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Reporting Form
 
Using the outline provided, please complete the following information about progress towards 
your objectives during this reporting period. 

I.	 Restate your objective: 

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

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

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

III.	 Note evaluation activities in which you have engaged. 

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

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

the standard you set in your objectives.) 

1.	 Results (include statistics and qualitative information). 

2.	 Stories which illustrate your statistics or qualitative information. 

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

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

Reporting Your Results - 9 
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Reporting Checklist 

Does your report restate the objectives of the program? Yes No 

To determine if the report describes progress toward achieving their objectives during this 
reporting period, answer the following questions. 

Does the report describe the activity? Yes No 

Does the report describe the beneficiaries? Yes No 

Does the report describe the number of people served? Yes No 

Does the report describe the desired result of the program? Yes No 

Does the report describe the indicators used to measure the Yes No 
desired result? 

To determine if the report notes evaluation activities in which the program has engaged 
answer the following questions. 

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

Does the report describe who administered the instruments? Yes No 

Does the report describe who completed the instruments? Yes No 

To determine if the report describes relevant evaluation data, answer the following 
questions. 

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

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

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

Does the report state ideas for improvement or any next steps? Yes No 

September 1997 

Reporting Checklist 
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Seniors for Schools, Lake County – Tutor Progress Report 

Date Report Submitted Period this report covers: From To 

Student Age Grade School 

Tutor Planned Hours per Week 

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

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

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

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

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

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

Report reviewed by:  Date: 

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

for
 

Quarter/Year 

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

Submitted by: (Project Information) 

Volunteers # Started 
this 

Quarter 

# Carried 
over from 
Previous 
Quarter 

# Dropped 
Out this 
Quarter 

# In service 
at end of the 

Quarter 

Total Year 
to Date 

Total # of volunteers 
serving 15 or more 

hours/week 

A. Age 

Under 55 

55-64 

65-74 

75+ 

B. Sex 

Male 

Female 

C. Race/ 
Ethnic Group 

Black/African 
American 

Hispanic/Latino 

White 

Asian/Pacific 
Islander 

Native American 

Other 

TOTALS 

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

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

for
 

Quarter/Year 

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

Submitted by: (Project Information) 

Volunteers # Started 
this 

Quarter 

# Carried 
over from 
Previous 
Quarter 

# Dropped 
Out this 
Quarter 

# In service 
at end of the 

Quarter 

Total Year 
to Date 

Total # of volunteers 
serving 14 or fewer 

hours/week 

A. Age 

Under 55 

55-64 

65-74 

75+ 

B. Sex 

Male 

Female 

C. Race/ 
Ethnic Group 

Black/African 
American 

Hispanic/Latino 

White 

Asian/Pacific 
Islander 

Native American 

Other 

TOTALS 

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

Reporting to the National Senior Service Corps – Quarterly Reports - 2 
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SENIORS FOR SCHOOLS
 
Monthly Narrative Report
 

for:________________________________( Month[Year)
 

Please E-mail or fax on the 1st of each month for the previous month's activities.
 
This report need not be more than two or three pages. Send to John Keller
 

FAX 206-553-4415, or e-mail to jkeller@cns.gov )  Telephone: 206-220-7737
 

Submitted By: 	 (Project Information) 

1. Statistics 

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

�  # of volunteers who served 14 or fewer hours a week: 

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

2. Inputs - What Resources Were Needed to Do the Job This Month ? 

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

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

3. Accomplishments - What Got Done This Month ? 

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

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

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

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

4. Challenges and Technical Assistance Needs 

� Briefly identify challenges and how they were handled 

� Briefly identify any assistance that is needed 

5. The Seniors for Schools Peer Network 

� Please describe any contact with sister Seniors for Schools sites 

Reporting to the National Senior Service Corps – Monthly Narrative Report 
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DATE:	 June 23, 1998 

TO:	 Seniors for Schools Project Directors 

FROM:	 John Keller 

SUBJECT: 	 Data Analysis Plan for 
Principal and Teacher Surveys 

I. Summary:
 

The Seniors for Schools Program Surveys 1997-98
 

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

•	 To allow each individual Seniors for Schools site to collect information from these key 
partners to assess its success during Year One, and to and guide each individual project in 
the coming year. 

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

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

II. The Level of Analysis Required 

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

Method 1: A school-by-school basis 
Method 2: Aggregating data across schools for principals/staff 
Method 3: Aggregating data across schools for teachers 
Method 3: Aggregating data across schools for teachers and principals/staff 

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

Reporting to the National Senior Service Corps – Memo on Principal and Teacher Surveys - 1 
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1.	 Analysis of Each School Analyze data for each school, as outlined in the 
chart on page 2 of the Data Analysis Plan. 

2. Analyzing data across schools	 Aggregate responses from the principals/staff 
for principals/staff	 following the guidance on pages 1-3 of the 

Data Analysis Plan. If your site is one of the few 
that received responses from a principal plus 
other staff (multiple surveys) from the same 
school, please see the section on page 1 of the 
Data Analysis Plan called "Cleaning Your Data" 
and select one respondent who can best 
represent the principal's response. 

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

III. Results To Submit and Deadline 

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

Thank you for all of your hard work. I look forward to seeing the results of your 
analysis. 
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