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Introduction 

This packet contains an example disaster preparedness program work plan and the corresponding instruments for measuring outputs and outcomes.  For each performance measure, you will find:

· Instructions for administering the instrument

· The Instrument

· A “summary sheet” to help you combine data for multiple sites

· Instructions for summarizing the results

The packet may be used at the site or station level, by site supervisors or program directors, as well as by volunteers with the guidance of supervisors.  Note that the instruments are samples and not meant to be used “as is.”  Programs are encouraged to “take ownership” of these tools and modify them to fit their project’s performance measurement needs.
Research Background
The desired outcome for the disaster preparedness program is to educate the community on precautions to take in preparation for an emergency such as a natural disaster or terrorist attack.  The primary resources used in the development of this packet were: (1) public safety information available from the American Red Cross (www.redcross.org); and (2) Prepare.org (www.prepare.org), a website run by the American Red Cross and various community organizations.
How to use this Packet

The instruments in this packet are specific to the activity in the work plan example and may or may not be adaptable to your own disaster preparedness program.  The activity assumes volunteers would conduct outreach in the community through public presentations on disaster preparedness topics.  However, your disaster preparedness program may have other purposes (e.g., a stronger focus on disaster response and recovery), or you may want to measure different expected outcomes.  If this is the case, you may wish to modify these instruments or use different instruments that are more suitable to your disaster preparedness program.  

Project STAR is available to help.
Access our material at

www.nationalserviceresources.org
or contact us at
star@JBSinternational.com
Telephone: 1-800-548-3656

Fax: 650-348-0261
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Senior Corps Work Plan EXAMPLE

	Work Plan Name: Disaster Preparedness Program, Community Education Example

	Issue Area: Disaster Recovery/Relief—Homeland Security
	Total # Stations: 1

	Service Category: Disaster Preparedness
	Total # Volunteers: 10

	Community Need:  
Since the September 11th tragedy, there has been a heightened concern in Kings and Tulare Counties that terrorism could occur in addition to other disasters.  There is also a concern that people living in low income communities, particularly Hispanic, Asian, senior, and rural populations, are especially vulnerable because they are typically underserved with respect to medical and emergency services.  Individuals living below the poverty level account for approximately 22% of the population of Kings and Tulare Counties (U.S. Census 2000).  
The Citizen Corps is a national initiative created to prepare Americans for emergencies, and the American Red Cross (ARC) is a key participant in implementing the initiative.  The ARC Chapter serving Kings and Tulare Counties has been overwhelmed with requests for education on disaster preparedness, and due to lack of staff and funds, most of the community organizations that provide services to Hispanic, Asian, rural, and senior populations are unable to offer disaster preparedness information and education in addition to their other services.
Senior Corps volunteers can help to fill this gap in community education by working with the ARC to conduct presentations and other public outreach efforts.

	Service Activity:

The goal of this service activity is to reach Hispanic, Asian, senior, and rural communities through one-hour presentations and other educational efforts.  Ten Senior Corps volunteers will organize outreach to these communities by distributing disaster preparedness materials at targeted sites.  Volunteers will collaborate on outreach efforts with various government agencies, churches, and non-profit organizations.  Preparedness materials will be delivered to churches, Cinco de Mayo festivals, health fairs, community centers, libraries, websites, senior living centers, local businesses, and food distribution programs.  
Public presentations will be conducted in Kings and Tulare Counties for one year by two teams of five Senior Corps volunteers with assistance from the ARC.  The two teams will each consist of one coordinator and four presenters.  The coordinator will schedule presentations, organize materials, get feedback, and input data from presentations.  It is estimated that at least 700 community members will attend these presentations.
In addition to presentations, all ten Senior Corps volunteers will staff booths at various public events, and mail disaster preparedness materials with newsletters and senior publications.  Volunteers will prepare materials for distribution by coordinating printing orders, deliveries, and collating the materials.  
Presentations and educational materials will include topics in disaster preparedness: developing emergency and evacuation plans including conducting drills and planning for alternative shelter; preparing disaster supplies kits including what to stock and how to store them; preparing children for potential emergencies without alarming them; and other precautionary steps to take at home and around the neighborhood.


	Anticipated Input:

Each of the ten Senior Corps volunteers will contribute 50 hours a month, for a combined total of 6,000 volunteer hours for the program year.  Working with the ARC, two of the ten volunteers will coordinate public presentations for 25 hours a month; the other eight volunteers will prepare for and conduct one-hour presentations for 10 hours a month.  In addition, all ten volunteers will serve 25-40 hours a month in outreach efforts and distribution of educational materials.  
ARC will train volunteers on providing the presentations for a total of 30 hours.  ARC will also have quarterly meetings for data collection and skill building for public speaking for a total of 10 hours a quarter.  ARC and the Kings Tulare Agency on Aging (KTAAA) will produce and contribute brochures and pamphlets.  

Senior Corps will give orientation and training for the ten volunteers, including how to set up a booth or distribution site and approach and recruit potential sites.

	Anticipated Accomplishments/Outputs: Community members will attend disaster preparedness presentations conducted by Senior Corps volunteers during the program year.
Indicator: Number of attendees, number of presentations.
Target: 630 community members will attend 48 disaster preparedness presentations.
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How Measured?  Presentation Log (to be completed by presenters after each presentation)

	[image: image4.wmf]Anticipated Intermediate Impact/Outcome: Presentation attendees will increase knowledge in disaster preparedness.
Indicator: Percentage of attendees who increase knowledge of disaster planning (e.g., how to prepare a disaster supplies kit, plan for evacuation, and shelter in place).
Target:  Seventy percent of the attendees will demonstrate knowledge of disaster preparedness by answering at least six of eight quiz questions correctly. 
How Measured?  Disaster Preparedness Quiz (to be conducted immediately after the presentation)

	Anticipated End Impact/Outcome: Attendees will take steps to prepare for a possible disaster by developing an evacuation plan and building a disaster supplies kit.
Indicator:  Percentage of attendee survey respondents who report developing an evacuation plan and preparing a disaster supplies kit.
[image: image5.wmf]Target:  Sixty percent of the attendees responding to a postcard survey will report that they developed both an evacuation plan and disaster supplies kit.
How Measured?  Presentation Follow-up Survey (post card survey to be returned by attendees within three months of attending a presentation)


**********OUTPUT**********

Presentation Log 

ABOUT THIS INSTRUMENT

Purpose – Preparation - Administration

The Presentation Log is used to measure the output: “Community members will attend disaster preparedness presentations conducted by Senior Corps volunteers during the program year.”  The Presentation Summary Sheet will assist you in determining whether your program met its anticipated output target by summarizing the number of presentations given and participants attending during the program year.  Following are the guidelines for using these instruments.
	Type of Service: Disaster Preparedness
Type of Performance Measurement: Output

	Name of Instrument
	Presentation Log
	Presentation Summary Sheet

	Who should complete this instrument
	Senior Corps volunteer presenters
	Site Supervisor or Program Director

	
Purpose of Instrument
	To document the number of Disaster Preparedness presentations and the number of attendees at each presentation.
	To summarize the number of presentations given.
To summarize the total number of attendees.

	Data Source
	Senior Corps volunteer presenters
	Senior Corps volunteer presenters

	Training for person administering or completing this instrument
	Demonstration on what data to include (see example in the first row).
	Demonstration on what data to include (see example in the first row).

	When to complete this instrument
	After each presentation.
	After presentations are completed for the reporting period.  There is also an optional “help sheet” (see page 7) that will help you total numbers from many Presentation Logs on a monthly basis.

	Other instructions and issues to consider
	You may already have your own form to record presentations and numbers of attendees.  If that is the case, it is not necessary to complete this instrument.
	You may already have another method or instrument for totaling the numbers of presentations and attendees.  If that is the case, it is not necessary to complete this instrument.
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Presentation Log

Name of Senior Corps Volunteer Presenter: 








Site/Station: 








Month/Yr: ______/_______
Senior Corps Volunteer Presenter: Please record the date of the presentations, location, and number of attendees for each presentation conducted.  The “Comments” column allows you to document notes that may help you or the organization to improve the presentations (this is optional). Please submit this form to your supervisor monthly.  Thank You!
	
	Date of Presentation
	Location of Presentation
	Number of Attendees
	Comments (optional)

	Example
	
April 4, 2004
	
Sun Valley Senior Center
	
17
	People requested extra pamphlets to give to friends but we had only enough for the attendees. Bring extras next time.

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


TOTAL Number of Attendees: ____________
Developed by Project STAR 

Presentation Summary Sheet
Site Supervisor:








 
Site/Station: 








Program Year: 


Supervisor: To complete this form, you will need the Presentation Logs turned in monthly by Senior Corps presenters.  For each month, add the number of presentations and the number of attendees from the individual logs.*  Enter those totals for each month here.  At the bottom of the table, total the number of presentations and attendees for the year.
	Month/Yr
	Total Number of Presentations
	Total Number of Attendees
	Comments (optional)

	Example: May 2004
	3
	64
	This is from two presenters.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTALS
	_________
	__________
	


* If you are working with several volunteer presenters, the following page contains an optional “help sheet” form that may help you add numbers from individual logs. 
Developed by Project STAR,

Presentation Summary Help Sheet (Optional)
Supervisor: If you are working with many volunteer presenters (i.e., compiling numbers from many logs) you may want to use a form like this for each month that you are tallying information.  After completing this sheet, you can transfer the totals to the Presentation Summary Sheet on the previous page.
Information for the MONTH of: _____________
Year: _________
	Senior Corps Volunteer Presenter
	Number of presentations
	Total Number of Attendees

	Example: Ruby Jones
	2
	36

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	


TOTALS for this month: _________

___________
Developed by Project STAR
(OUTPUT)
Presentation Log 

SUMMARIZING THE RESULTS
Instructions

The information that is collected using the Presentation Log and Presentation Summary Sheet will help your program record the number of presentations and the number of attendees.  This count will allow you to determine whether the anticipated target for the OUTPUT stated in your work plan has been met.

1. Presentation Log
To the Senior Corps Volunteer Presenter: If you are a volunteer presenter completing this instrument, at the end of each month, total the number of attendees at the bottom of the Presentation Log and turn it in to your supervisor.
2. Presentation Summary Sheet

To the site supervisor or program director: If you are the site supervisor or program director completing this sheet and summarizing the results, note that the Presentation Summary Sheet asks for a year of monthly totals of (1) number of presentations; and (2) numbers of attendees.  If several presenters are serving your program (i.e., you are receiving several different Presentation Logs on a monthly basis), you may want to complete the optional Presentation Summary Help Sheet on page 7 first.  This form will help you tally totals for each month from all your presenters.  Data from the Presentation Summary Help Sheets can then be transferred to the Presentation Summary Sheet to compile totals for the program year.
Step 1. Collect all Presentation Logs from volunteer presenters.  Sort the Presentation Logs by month.  
Go to Step 2 if you wish to do the Presentation Summary Help Sheet first; go to Step 3 if you do not need the help sheets.
Step 2. Complete the Presentation Summary Help Sheet.  
(1) Gather all Presentation Logs for the same month (e.g., May 2004).  Write in the month and year on the Presentation Summary Help Sheet, at the top.
(2) From each Presentation Log, write in the name of the presenter in the first column of the Presentation Summary Help Sheet, “Senior Corps Volunteer Presenter.”
(3) Write in the number of presentations that the presenter gave for that month in the second column, “Number of presentations.”
(4) Write in the total number of attendees at these presentations (which should be located at the bottom of the Presentation Log the volunteer turned in), in the third column, “Total Number of Attendees.”
(5) Enter this information for each of the Presentation Logs you have for that month.  After you are finished, total the number of presentations and the number of attendees you listed on the Presentation Summary Help Sheet at the bottom of the sheet at “TOTALS for this month.” 
(6) Complete a Presentation Summary Help Sheet for every month of the program year.  You will need this information to transfer into the Presentation Summary Sheet (next step), which tallies monthly data for the program year.
Step 3. Complete the Presentation Summary Sheet.  In the first column, “Month/Yr,” write in the month and year for each month of your program year.

Step 4. For each month of Presentation Logs, count the total number of presentations given, and write that number in the second column, “Total Number of Presentations.”
Step 5. For each month of Presentation Logs, add the total number of attendees (from the totals given by volunteers at the bottom of each Presentation Log).  Write this number in the third column, “total Number of Attendees.”
Step 6. Once you have completed the Presentation Summary Sheet for the program year, total all of the months’ “number of presentations” and “number of attendees.”  Write this number at the bottom of the columns.
Step 7. Determine whether your program met the anticipated output target for the year.  Did at least 48 presentations take place?  Did at least 630 people attend those presentations?  If yes, your program met its target.  (NOTE: Below is the target statement in the example work plan used in this disaster preparation packet; however, your own target may be different.)

From the work plan EXAMPLE (see page 1):

Indicator: Number of attendees, number of presentations.
Target: 630 community members will attend 48 disaster preparedness presentations.
EXAMPLE of an Actual Target statement:

A total of 575 community members attended 48 presentations on preparing for disasters.  We did not meet our anticipated target of 630 attendees; however, we are extending our outreach efforts by partnering with neighborhood watch groups.  We feel this effort and others will increase attendance at future presentations.

**********INTERMEDIATE OUTCOME**********

Disaster Preparedness Quiz
ABOUT THIS INSTRUMENT

Purpose – Preparation - Administration

The Disaster Preparedness Quiz is used to measure the intermediate outcome, “Presentation attendees will increase knowledge in disaster preparedness.”  The Preparedness Quiz Summary Sheet will assist you in determining whether your program met its intermediate outcome target by summarizing the percentage of presentation attendees who increased knowledge in disaster preparedness areas.  Following are the guidelines for using these instruments.
	Type of Service: Disaster Preparedness
Type of Performance Measurement: Intermediate Outcome

	Name of Instrument
	Disaster Preparedness Quiz
	Preparedness Quiz Summary Sheet

	Who should complete this instrument
	Attendees at the one-hour presentations
	Site Supervisor or Program Director

	
Purpose of Instrument
	To assess the level of participant knowledge in disaster preparation.
	To assist with analysis of data collected by summarizing the percentage of attendees who attained knowledge.

	Data Source
	Older youth and adult attendees at the one-hour presentations
	Attendees at the one-hour presentations

	Training for person completing or administering instrument
	Informal verbal instructions after the presentation on completing and returning the Disaster Preparedness Quiz.
	Demonstration on what data to include when completing the instrument.  

	When to complete this instrument
	At the end of the presentation before participants begin leaving.  The quiz is estimated to take about 5-10 minutes.
	This can be completed after each presentation’s quizzes have been collected, or periodically after several presentations.  An answer key is provided in this packet.

	Other instructions or issues to consider


	You may prefer to modify the questions in the Disaster Preparedness Quiz to fit your presentation material more specifically.  If you do, don’t forget to change the answer key, too.
	It is recommended that you file completed Disaster Preparedness Quizzes from different presentations separately so the results can be aggregated by presentation.  Aggregating data by presentation will give you more feedback on what did and did not work.



Disaster Preparedness Quiz 

Location of Training:




Date: 



Dear Participant: Please complete this short quiz before you leave today.  If you don’t know an answer, check “don’t know.”  Your answers will help us improve our disaster preparedness presentations in the future.
1. Name six important things you should have in your family’s Disaster Supplies Kit:
(a)






(d)






(b)






(e)






(c)






(f)







(Please check one response for each statement below.)
True
False
Don’t know

2. There should be at least two ways to get out of every 
room in the house.
(
(
(
3. Do not include children in evacuation plans and drills 
because it will only scare them.
(
(
(
4. “Shelter in place” when poisons have been released 
into the air (until you are told it is safe to leave).
(
(
(
5. If poisons are in the air, use duct tape and heavy plastic 
sheeting to seal windows, doors, and vents from the 
inside of your home or shelter. 
(
(
(
6. All adults in your home should know how to shut off main 
switches for water, gas, and electricity.  
(
(
(
7. “Sheltering in place” means going to a public shelter 
as soon as the disaster is known.  
(
(
(
8. You do not need a smoke detector near bedrooms as long as 
there is one in the kitchen area, where fires usually start.  
(
(
(
9. Was there anything in the presentation that you did not understand, or would like to learn more about?  













Please return this quiz to the person who gave it to you before you leave today.

Thank you!

Resource: www.prepare.org.
Developed by Project STAR

Disaster Preparedness Quiz 
ANSWER KEY
1. Name six important things you should have in your family’s Disaster Supplies Kit:
(a)






(d)







(b)






(e)







(c)






(f)







ANSWER (QUESTION #1): There should be six items listed, either as general categories or as more specific things.  The lists will most likely include some of the following items: Water, food, first aid supplies, extra clothing, tools (radio, flashlight, plastic bags), sanitation supplies, special needs items (diapers, medications, pet food), copies of documents, contact information, cash/credit card.  Use your best judgment in determining whether the items listed are reasonable. 

If fewer than six items are listed in question #1, do not count this question as “correct.”












ANSWERS: 

True
False
Don’t know

2. There should be at least two ways to get out of every 
room in the house.
X
(
(
3. Do not include children in evacuation plans and drills 
because it will only scare them.
(
X
(
4. “Shelter in place” when poisons have been released 
into the air (until you are told it is safe to leave).
X
(
(
5. If poisons are in the air, use duct tape and heavy plastic 
sheeting to seal windows, doors, and vents from the 
inside of your home or shelter. 
X
(
(
6. All adults in your home should know how to shut off main 
switches for water, gas, and electricity.  
X
(
(
7. “Sheltering in place” means going to a public shelter 
as soon as the disaster is known.  
(
X
(
8. You do not need a smoke detector near bedrooms as long as 
there is one in the kitchen area, where fires usually start.  
(
X
(
At the bottom of each completed quiz, write down the number of correct answers.  Count question #1 as one question.  If “don’t know” is checked, the answer is not correct.

Of 8 questions,  _____ (#) were marked correctly.
Preparedness Quiz Summary Sheet
Site Supervisor: 








Date: 




Program Year: 


Site/Station: 










Supervisor: After collecting and tallying the quizzes from each presentation, enter the information below.  “Number of Quizzes that ‘met target’” refers to the number of completed quizzes where at least 6 of the 8 questions were answered correctly.
	Senior Corps Presenter
	Date of Presentation
	Location of Presentation
	Total Number of Attendees
	Number of Quizzes Completed
	Number of Quizzes that “met target”

	Example: Ruby Jones
	4/4/04
	Sun Valley Senior Center
	17
	14
	12

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	

	9.
	
	
	
	
	

	10.
	
	
	
	
	

	
	
	TOTALS:
	______
	______
	______


Developed by Project STAR

(INTERMEDIATE OUTCOME)
Disaster Preparedness Quiz
SUMMARIZING THE RESULTS
Instructions

The information that is collected using these two forms, the Disaster Preparedness Quiz and Preparedness Quiz Summary Sheet, will help you determine the percentage of presentation attendees who demonstrated knowledge of planning for possible disasters.  This percentage will allow you to determine whether the anticipated target for the INTERMEDIATE OUTCOME stated in your work plan has been met.
1. Disaster Preparedness Quiz
To the presenter: If you are the volunteer presenter collecting these quizzes, please keep the completed quizzes together after each presentation and turn them in to your site supervisor or program director.
To the site supervisor: If you are the site supervisor or program director summarizing the results,

Step 1. Collect all completed Disaster Preparedness Quizzes from presenters and make sure they are sorted by presentation (e.g., the 17 Disaster Preparedness Quizzes from the Sun Valley Senior Center presentation on April 4th in one pile; the 22 Disaster Preparedness Quizzes from the Sun Valley Mall presentation on April 12th in another).  
Step 2. For each Disaster Preparedness Quiz, look at the “Answer Key” (page 11 of this packet), and check to see how many responses were answered correctly.  Of the eight possible correct responses, write the total number correct on each Disaster Preparedness Quiz.

Step 3. As you correct each Disaster Preparedness Quiz, divide them into two stacks.  In one stack, put those quizzes where at least six questions/items were answered correctly.  In a second stack, put those that did not get at least six correct.
2. Preparedness Quiz Summary Sheet

To the site supervisor: If you are the site supervisor or program director completing this sheet,

Step 1. Complete the Preparedness Quiz Summary Sheet.  For each presentation, write in 
(1) the name of the presenter in the first column (“Senior Corps Presenter”); 
(2) the date of the presentation in the second column (“Date of Presentation”); 
(3) the location of the presentation in the third column (“Location of Presentation”); and 
(4) the number of attendees who were at that presentation in the fourth column (“Total Number of Attendees”).
Step 2. For each presentation, count the number of Disaster Preparedness Quizzes completed, and write that number in the fifth column, “Number of Quizzes Completed.”
Step 3. From the pile of corrected Disaster Preparedness Quizzes you set aside for that presentation (see Step 3 on the previous page), count the number of quizzes where at least six were answered correctly.  Write this number in the last column, “Number of Quizzes that ‘met target’.”
Step 4. Enter the information for other presentations into the remaining rows (repeat Steps 1-3 above for each presentation).  After you have completed the Preparedness Quiz Summary Sheet, 
(1) Add the numbers in the fifth column, “Number of Quizzes Completed,” and write that total at the bottom of the sheet.  
(2) Add the numbers in the sixth column, “Number of Quizzes that ‘met target,’” and write that total at the bottom of the sheet.  This is the total number of attendees that met the target for this outcome.
Step 5. Determine the percentage of presentation attendees who met the anticipated outcome target; that is, the number who demonstrated knowledge in at least 6 of the 8 quiz items.  Divide the number who met the target (total from sixth column) by the number of who completed surveys (total from fifth column).

EXAMPLE:

Of the 550 attendees for whom you have completed Disaster Preparedness Quizzes, 462 met the target (they answered at least 6 questions correctly).
Divide 462 into 550.


462/550 = .84 (or 84%)

Anticipated Target: Eighty-four percent (462) of the 550 attendees who completed a quiz met the outcome target.

Step 6. Compare the percentage of attendees who met the anticipated outcome target with the percentage in your target statement.  Did at least 70% demonstrate knowledge by answering at least six of eight quiz questions correctly?  In the example in Step 5, the program met, and exceeded, their desired target.  (NOTE: Below is the target statement in the example work plan used in this disaster preparedness program packet: however, your own target may be different.)

From the work plan EXAMPLE (see page 1):

Indicator: Percentage of attendees who demonstrate knowledge of disaster planning (e.g., how to prepare a disaster supplies kit, plan for evacuation, and shelter in place).
Target:  Seventy percent of the attendees will demonstrate knowledge of disaster preparedness by answering at least six of eight quiz questions correctly. 

EXAMPLE of Actual Target statement:

Eighty-four percent (or 462) of the 550 presentation attendees demonstrated knowledge of disaster planning in at least six of eight areas.  We met and exceeded our outcome target of 70% demonstrating knowledge.
Using the Results for Program Improvement 

The information you put together for the Preparedness Quiz Summary Sheet is listed by individual presentation.  Check the last column to see if some presentations resulted in much higher numbers of quizzes that met the target.  These presenters may be doing something different that makes them more effective at getting the message across to attendees.  You may want to observe some of these more effective presenters and note practices that seem to resonate with attendees, and incorporate those tips into future trainings.
Additionally, question #9 in the Disaster Preparedness Quiz asks attendees for feedback on the presentation.  Review these comments to see if similar themes emerge with respect to areas where they wanted to learn more, or areas where did not understand the information that was presented.

**********END OUTCOME **********

Presentation Follow-up Survey
ABOUT THIS INSTRUMENT

Purpose – Preparation - Administration

The Presentation Follow-up Survey is used to measure the end outcome, “Presentation attendees will increase knowledge in disaster preparedness.”  The Follow-up Survey Summary Sheet will assist you in determining whether your program met its end outcome target by summarizing the (estimated) percentage of presentation attendees who, after hearing a presentation, prepared themselves for a possible disaster by developing evacuation plans and disaster supplies kits.
  Following are the guidelines for using these instruments.
	Type of Service: Disaster Preparedness
Type of Performance Measurement: End Outcome

	Name of Instrument
	Presentation Follow-up Survey (Postcard)
	Follow-up Survey Summary Sheet

	Who should complete this instrument
	Attendees who came to a one-hour presentation
	Site Supervisor or Program Director

	
Purpose of Instrument
	To determine whether attendees used what they had learned to prepare for possible disasters.
	To estimate the percentage of people who developed an evacuation plan and disaster supplies kit after watching a presentation

	Data Source
	Attendees who came to a one-hour presentation
	Attendees who came to a one-hour presentation

	Training for person completing or administering instrument
	Give Presentation Follow-up Survey postcards to attendees at the time of the presentation.  Remind attendees, as they introduce materials and again before attendees leave the presentation, to send back the postcards within three months. 
	Demonstration on what data to include when filling out the instrument (see example in first row).  We recommend that you file away returned Presentation Follow-up Survey postcards monthly to prevent “double counting” errors when completing this instrument.

	When to complete this instrument
	Within three months of attending a presentation
	We recommend this data be tallied once a month.

	Other instructions and issues to consider
	Print the Presentation Follow-up Survey postcards on colored card stock so they stand out from other handout materials.  Remember to address and stamp the other side of the postcards before distributing them.
	You may wish to code or mark the Presentation Follow-up Survey postcards in some way (e.g., print them in different colors) before distributing them at presentations, so that when they are returned you will know which presentation the sender attended.  You may find you get higher response rates from certain groups of attendees.




Please complete and return this postcard within 3 months of this presentation.  

Thank You!

Presentation Follow-up Survey: Please circle the appropriate response:

1a. Do you have an Evacuation Plan?
Yes
No

     1b. If yes, do your family members understand
           the Plan?
Yes
No

2a. Did you build a Disaster Supplies Kit?
Yes
No

     2b. If yes, does your kit include:

Water and Food
Yes
No

First Aid Kit
Yes
No

Tools and Supplies
Yes
No

Sanitation Supplies
Yes
No

Clothing and Bedding
Yes
No
American Red Cross website, www.redcross.org

Please complete and return this postcard within 3 months of this presentation.  

Thank You!

Presentation Follow-up Survey: Please circle the appropriate response:

1a. Do you have an Evacuation Plan?
Yes
No

     1b. If yes, do your family members understand
           the Plan?
Yes
No

2a. Did you build a Disaster Supplies Kit?
Yes
No

     2b. If yes, does your kit include:

Water and Food
Yes
No

First Aid Kit
Yes
No

Tools and Supplies
Yes
No

Sanitation Supplies
Yes
No

Clothing and Bedding
Yes
No
American Red Cross website, www.redcross.org
Follow-up Survey Summary Sheet
Site Supervisor: 








Date: 




Site/Station: 









Program Year: 



Supervisor: Please complete this summary sheet once a month.  Count the number of postcards received that month and of those, the number of people who answered “YES” to both question 
1a (“Do you have an Evacuation Plan?”) and question 2a (“did you build a Disaster Supplies Kit?”).
	

Month/Year
	Number of Postcards Received
	Number that responded “YES” to questions 1a AND 2a
	

Comments

	Example: August 2004
	
72
	
50
	A lot of people (18) said “yes” to question 1a but “no” to question 2a.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TOTALS: __________
     ___________
Developed by Project STAR

(END OUTCOME)
Presentation Follow-up Survey 
SUMMARIZING THE RESULTS
Instructions

The information that is collected using these two forms, the Presentation Follow-up Survey and Follow-up Survey Summary Sheet, will help your program estimate the percentage of presentation attendees who developed an evacuation plan and built a disaster supplies kit (“disaster supplies kit”).  This percentage will allow you to determine whether the anticipated target for the END OUTCOME stated in your work plan has been met.
1. Presentation Follow-up Survey (Postcard)
To the Senior Corps Volunteer Presenter: If you are the presenter distributing this instrument, remind attendees to complete the postcard and send it back within three months.  
To the site supervisor or other staff: If you are the site supervisor, program director, or other program staff receiving the completed postcards as they are returned, we recommend you file them by the month they were returned (e.g., “Received May 2004”).  The information can then be aggregated monthly.

2. Presentation Follow-up Summary Sheet

To the site supervisor: If you are the site supervisor or program director completing this sheet and summarizing the results,

Step 1. We recommend you aggregate this data at the end of each month because it is easier to manage.  At the end of each month, gather the postcards that were returned that month.
Step 2. Complete the Presentation Follow-up Summary Sheet.  Write in the month and year for which you are tallying data in the first column, “Month/Year.”  Count the number of postcards you received that month and write that number in the second column, “Number of Postcards Received this Month.”

Step 3. Of the postcards you received that month, count how many circled “yes” to question 1a “Do you have an Evacuation Plan?” and “yes” to question 2a “Did you build a Disaster Supplies Kit?”  Write this number in the third column, “Number that responded ‘YES’ to questions 1a AND 2a.”  (If a respondent answered “Yes” to question 1a, but “No” to question 2a (or visa versa), do not include that postcard in your total in the third column.)
Step 4. Complete Steps 1-3 throughout your program year or reporting period. After the program year/reporting period, add the total number of postcards you received and write that number at the bottom of the Presentation Follow-up Summary Sheet under the second column, “Number of Postcards Received.”

Step 5. Add the total number of respondents who answered YES to both question 1a and question 2a—those listed in the third column.  Write that number at the bottom of the Presentation Follow-up Summary Sheet under the third column, “Number that responded YES to questions 1a AND 2a.”
Step 6. Determine your “response rate.”  This is the percentage of people who returned a postcard of all those who were given a postcard to return.  The response rate is important because it will give you a clue as to the accuracy of your results.  If almost everyone returned a postcard, you have a good idea of how many attendees followed through on what they learned about disaster preparedness.  However, if only a few people returned a postcard, there is not enough information to draw a conclusion about whether people prepared for a disaster.  To get the response rate is very easy:
(1) Look at your attendance records to find the total number of attendees at presentations for the program year/reporting period (this total will have been tallied for your output measure).  
(2) Divide the total number in Step 4 (the total number of postcards received) by the total number of attendees at presentations this year. 

EXAMPLE: 

There were a total of 575 attendees at disaster preparedness presentations this program year.  Of those 575 attendees, 305 returned the Presentation Follow-up Survey postcard.  
Divide 305 into 575.  


305/575 = .53 (or 53%)

Fifty-three percent of the attendees returned a postcard; 53% is the response rate and a good representation.
Step 7. Figure the percentage of respondents (attendees who returned a postcard) who met the outcome target.  Those who met the target returned a postcard and reported that they developed an evacuation plan (question 1a) and a disaster supplies kit (question 2a).  Divide the number in Step 5 (the number at the bottom of the Presentation Follow-up Summary Sheet under the third column, “Number that responded YES to questions 1a AND 2a”) by the number of postcards received.

EXAMPLE: 

There were a total of 305 attendees at disaster preparedness presentations who returned a Presentation Follow-up Survey postcard.  Of those 305 attendees, 220 responded “yes” to the two question1a and question 2a.  
Divide 220 into 305.  


220/305 = .72 (or 72%)

Actual Target: 72% (or 220) of the 305 attendee respondents met the outcome target.
Step 8. Compare the percentage of attendees who met the target to the percentage stated in your anticipated target statement.  Did at least 60% of the attendee survey respondents report that they developed both an evacuation plan and a disaster supplies kit?  In the example in Step 7, the program met and exceeded their anticipated target.  (NOTE: Below is the target statement in the example work plan used in this disaster preparedness packet; however, your own target may be different.)

From the work plan EXAMPLE (see page 1):

Indicator:  Percentage of attendee survey respondents who report developing an evacuation plan and preparing a disaster supplies kit.

Target:  Sixty percent of the attendees responding to a postcard survey will report that they developed both an evacuation plan and disaster supplies kit.
EXAMPLE of Actual Target statement:

Seventy-two percent (220) of the 305 presentation attendees who returned a postcard survey reported that they developed both an evacuation plan and a disaster supplies kit.  We met and exceeded our target of 60% of attendees taking these precautionary steps.
REMEMBER: You are the boss!  Think of these instrument samples as your drafts; they do not need to be used “as is.”  “Take ownership” of these instruments and adapt them to fit your project’s needs.





See page 10








See page 4





See page 17





REMEMBER: You are the boss!  Think of these instrument samples as your drafts; they do not need to be used “as is.”  “Take ownership” of these instruments and adapt them to fit your project’s needs.





REMEMBER: You are the boss!  Think of these instrument samples as your drafts; they do not need to be used “as is.”  “Take ownership” of these instruments and adapt them to fit your project’s needs.








� This percentage will be an estimate because you will only have information from attendees who took the extra step of sending back the postcard.  It may be that some attendees developed an evacuation plan and built the kit but lost/did not send back the postcard.
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