Example Worksheets

appendix €

Purpose Statement

0 decide If° the program Should contimie to be of fered,
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CAT Worksheet

Components

What are the main
sets of activities?

Activities
What things are done?
What services are delivered?

Target Groups
For whom are
activities designed?

Hedlth edncation

* parents of chidren 2 o 4 years,

* organise Series
o faciltate sessins especially parents with high school
eancation or eSs
Recrmtment * ddvertise in stores, livraries, * generdl public
CHIICHES, Commmity resonrce centres | * parents of chidren 2 to 4 years,
and other public places especially parents with high
School edwcation or 688
o Write articks for commmity * general pudlic
newspapers o parents of chidren 2 to 4 years
. Send letters * pySicions
o COMmINItY reSonrce centres
* other commmity
orjansarions
fTealth edwcation * distribnte pamphiers on topics * parents of chidren 2 o 4 years,

* distrivate pamphlers on other commm-
1y resorces

especially parents with high
School edncation or leSs
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What is the direction :

SOLO Worksheet

What is the program

Is it short-term or

Which components

of change (+ or + )? intending to change? long-term? contribute to this
outcome?

ncreased awareness of the =1 recruigment
program

necreased Knowledge abont the S recrutment
progrom

' inoreased refermls to the =1 recruigment

program

mereased Knowledge abon?t S hedlth edncation
caring for 4 yomy
chid

ncreased participation i the L recrutment
program

ereased nmber of parents L health edwcation
able o adopt healthy
parenting behavions

increased ongoing peer Support hedlth edweation

inereased Knowledge of hedlth edwcation
resonrces

improved parenting skils S hedlth edweation

ncreased namber of chidren L health edncation
able ¥o attam ther
gptimal level of
physical, menta|
emotional and Social
aevelopment
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Stakeholder Checklist

Internal

program manager

program staff

O planners

Medical Officer of Health

O other senior managers in the health unit

O other

External

partners in planning or delivering
the program

0 Board of Health

O Ministry of Health

O other funding agencies

O accreditation body

U program participants

0 community members or groups

O program volunteers

O organisations offering similar programs
O other

O gr am e v a |
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Think about
which
activities
contribute the
most towards
the program’s
outcomes.
Are there

any activities
you are
particularly
concerned
about?

Think about
who the
program is
designed for.
What do you
need to know
about who
you are
reaching and
who you

are not?

Think about
which out-
comes are
most crucial.
Which
outcomes
are the most
difficult to
achieve?

Evaluation Questions Checklist Who needs to know?
H = High Priority L = Low Priority
\ O Manager | Other Stakeholders

Activities of Program Internal {External
Were activities implemented as planned? (how often, when, where, duration) H H H
How did the activities vary from one site to another? /
Were required resources in place and sufficient?
Did staff think they were well prepared to implement the activities? H H /
Did staff think they were able to implement the activities as planned? If not,
what factors limited their implementation?
Did staff and community partners think the partnership was positive?
Did community partners think the activities were implemented as planned?
What activities worked well? What activities did not work so well?
What was the cost of delivering the activities?
Target Groups
How many people were reached?
Did the program reach the intended target group? H H H
To what extent did activities reach people outside the target group? / /
What proportion of people in need were reached? H
Were potential participants (non-participants) aware of the program? /
Were participants satisfied with the program? H H
Does the program have a good reputation?
How did participants find out about the program? H H
How many people participated in the program? H H H
Outcomes
Have the short-term outcomes been achieved? (List the short-term outcomes of the E
program from the logic model.)

Knowledge abont parenting H H H

Parenting skils (nclling commmication) H H H
Have the long-term outcomes been achieved? (List the long-term outcomes of the
program from the logic model.)

program e valuation t ool K i
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sheet

Expectations Work:

Evaluation Question

"

expect to have . . ..

(Copy from Evaluation Questions Checklist) How Many? | What?
1 How many pegple par ticipated i the n o Atlust Do mre | Fegle attend each session n both east and west,
program? ¥ Minmm of 250 ¥ Registrmnts i 25 series,
, » ! Za  Farticiants referred from commmity resomce cen-
Z, tow dld particpants find ont abowt the 20 At st 50% s,
program?
, ) , 34 At least 50% 3a  Farticipants’ edncation 1s Hgh School or ss,
3. Dil 1 program reach e intended rarget grow? {3, g gy 95% 3b Rartichants have chiren 2 to 4 years ol
4. Were particpants satisfied with the series? 4a At last 70% 4a  Purticpmts mte the Series as excelent
or good,
40 At least 70% 4b  Farents with high School edvcation or eSS
1ate the Series as excellent or 4ood,
4o Some 4 Suygestions for improvements in length,
location, topics or other areas,
44 At least 70% 44 Farticipants say they wond
recommend the series o 4 friend,
, iy ) , 54 At last 70% S0 Farticipants think ther parenting SKils improved
2 D;g': Z/Z/ﬁ%;; 5/;: /ng ;ﬁw e immediately after the series and
ey prover one month later,
& Did partigpants think that Hher a At least 70% Z P”r’ ”i"f””,’ > ”C’;”/; el j,”i”;/""fi”f Zf s and
knowledge abont parenting increased? pirensihy icreased nmedately afver e series an
one month later,
7. Did parents’ commmication SKils improve? 74 At least 70% 74 Purents improved their commmication Skils,
8 D staff thik they were wel prepared 2o imple- 54 Ay Ba Staff think they were wel propared o
ment the activivies? Inplement activities,
9 W{W Suggestions did fmff have to improve the @ Gn Some Y Sugestions from staff relate to ropics,
delvery of the program: location, particpants and other areas?
10, Did staff implement activities as plamed? 01 At least 75% 100 Tpics discussed,
106 At least 30 mi 106 Discussion on each topic covered,
10c At least 75% 10c  Planed activities take place,
04 Al 104 Resomrces that Shond e are in fact
i distrivnted,
program evaluation




Methods Worksheet

Evaluation Questions i 2a Expectations of the Program 2b Data Collection Plan 2¢ Logistics
(based on Expectations Worksheet) (based on Logistics
Worksheet)
“I expect to have...” Does Data | Type of Tool { Who Could | Who Can ! Design { How Many? | Timeframe | Is This
Exist? Provide the | Gather the Feasible?
Data? (source) i Data? (Collector)

1 How many people participated in the Tn - A¢ least 10 or more peaple at tend each session i both east Yes Attendamce Program staff | Program staff Ongoing Al —250-300 | Sept, 1996 - Yes

program? and west; 0 No Sheets Purticpants May 1997 [ No
v Minimmm gf 250 registrants in 25 Series, Registration form

2 How did particpants find ont abont the | 2a A% least S0% referred from commmity resonce censres, Yes Reygistration form Particpants Program staff Ongoing Al —250-300 | Sgt. 1996 - Yes
program? 0 No May 1997 [J No

3. Did the program reach the intended tar- | 3 At least S50% of particpants’ edcation is High school or less, Yes Registmation form Particpants Program staff Ongoing Al —250-300 | Set, 1996 - Yes
get grony? 3b At least 95% have chidren 2 to 4 years old, 0 No May 1997 O No

4. Were particpants satisfied with the . 44 At least 70% of dl participants tate the series as excelent or 0 Yes Selfcompleted Particpants Program staff Specific time — Al Sept, 1996 - Yes
Series? qood, No questiomare complete questiomarre after May 1997 0 No

4b At least 70% of parents with Hgh School education or eSS rate the Series and by phone one
8eries as excellent or 4ood, onth later

do Some suggestions were made for inprovements in length, location
ropics, and other areas,

44 At least 70% of all particjpants Say they would recommend the
Series 1o a [riend

5 Did particpmnts think that ther Sa At least 70% of partichants think therr parenting SKils have O Yes Selfcompleted Particpants Program staff Specific tine — Stratified rmdom Sam- . Jamnary 1997 - Yes
parenting skils improved? Improved inmediately after the series and one month later, No qestiomare complete questiomaire after | ple of 10 Series (100 | May 1997 O No

Series and by phore one parents)
month later

& Did participants think that ther éa At least 70% of particpmts thik their knowledge abont Yes Selfcompleted Prticpants Program staff Specific time — Sttified amdom sam- Jomwary 1997 - Yes

Knowledge abont parenting increased? parentig increased immediately af'ber the Series and one monsh later, 0 No qestiomare complete questiomare after | ple of 10 serigs (100 May 1997 [J No
Series and by phone one parents)
month later

7 Did parents’ commmication stils 7a At least 70% of parents inproved their commmication SKils, 0 Yes Observation Particpants Tained observer Two observations: Stutified ramdom sam- Jomwary 1997 - [ Yes

inprove? No at begiming and after com- ' ple of & series (60 May 1997 No
Pletion parents)

8 Did staff think they were wel 8a Al staff think they were wel prepared to implement O Yes Focus gronp Program staff - Program manager Assess at midpoint All staff (8)inone  Jamuary and Yes
prepared to implement: the activities, 0 No and after all series o Jine 1997 (1 No
activities? completed

9 What suggestions did staff have to | P4 SWigestions from SHIfT relate 2o £opes, location, par bicpant [ Yes Focus gronp Program staff | Program manager AssesS at mid-point Al staff (8)inone | Jamuary and Yes
improve the delivery of the and otter areds, No and after all series Vi e 1997 [ No
program? completed

10, Did staff implement activities as 102 A¢ least 75% of topics are discussed, O Yes Activity logs Program staff | Progrm staff Ongoing Al 25 series Sopt, 1996 - Yes
plamed? 106 At least 30 min, of discussion on each topic covered, No May 1997 0 No

10c At least 75% of all plamred activities take place,
104 All resomrces that showld be are distrivnted,
a program evaluation
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Methods Worksheet

Tool Worksheet

Type of Tool: Se/fcompleted pestiomaire

Expectations of the Program i Individual i Type of | Pre-Set Response
(copy from Methods Worksheet) | Question on Tool : Response : Categories (for closed-
(open or ended questions only)
closed)
At least 70% of all particpants rate the series i Overal] how wond you rate . Closed Excellent
as good or excelent the series? Good
far
Foor
At teast 70% of particpants with Hgh school | What is the highest level Closed Elementary school
edncation or eSS mte the series of edvcation you have Some high School
as good or excelent completed? Completed High school
Some college or miversity
Completed college or miversity
Some suggestions for inprovements i lengt, What should be done to Qpen
location, topics or other areas mprove the series nexr
time?
At least 70% of all participants Say they would i Would you recommend the . Closed %s
recommend the series to a friend Series 10 4 friend? No
At least 70% of particpmts think that ther What impact has the Closed Very positive
parenting SKils improved Series had on yonr Somewhat positive
abilty o deal with Somewhat negative
yow toddler? Very neqative
No impact at all
At least 70% of particpamts think that ther What impact has the Closed Very positive
Knowledge abont parenting increased Series had on yonr Somewhat positive
Kknowledge abont Somewhat negative
| parenting? i Very negative
; i Noimpact at al
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Logistics Worksheet for Self-Completed Questionnaire

Tasks Resources Required . Feasible?
Human Resources : Other Expenses | Time
In-House | External Equipment, © How Much Will | Are the Date Required | Can It Be
. ; . 3 Supplies & It Cost? Funds Done In
Who Could Do | How Long i Do They Who Could | How LonE : How Much | Are the Administration Available? Time?
It? Would It Have Time? | Do It? Will It Take? | Will It Cost? | Funds
Name(s) Take? Available?
o Check for existing measures | Laura Simpson 20 s, %s * lool Worksheet NA Angust 3, 1996 %s %s
or tools, then develop a new
tool or modify an existing one
o Assess quality of tool Lawa Simpson 6 s, s * No additional swpples NA %s Aust 10, 1996 s %s
o Prepare instructions for peo- | Laun Simpson 4w %s * b addltional swpples NA Amust 17, 1996 | %s %s
ple handing out the tool
* Train people handing out the |  Lawa Simpson 1amy s * Printing of the tool $190 VZ] August 19, 1996 | s %s
tool and provide instructions | ad 8 Farenting * Refrestments and lmch
Frogram PiiNs for G people
¢ Pre-test tool and revise if Lawa Simpsonamd & V2 Ir, per Seres; 1 %s * Complered data $250 s Angust 24, 1996 ; Yes %s
necessary 1 Farenting Frogram ; Seres collection tool
PRV * FPrinting of the tool
* Reproduce tool April Colorady 1day %s * 300 tools X 2 pp X $60 Aunst 27, 1996 | s %s
F05 X 2 times
300 consent forms X 1 &15
w X B05 X 1time
* Distribute tool Furenting Progam 10 i, per Series | %es o No addltional swpplies NA Aunst 31 1996 | %es Ys
PtiNs
¢ Gather completed tools Farenting Program ! ! o N additional smpples NA Ongoirg — at the i %s %s
PriNs o of the last
8e33im for each
Series
o Analyse data Fred Frzinsky | Data entry, $20/h; X Yes * Quantisarive Data NoA May 19, 1997 s s
25ns, 17rs, = $340 Analysis Worksheet
and/or Quantitative Data
Data amalysis: | $300/duy X 2 Organization Worksheet
2 dwys dms = $600 s Qualitative Data
Analysis Worksheer
Ttal $940 * Data Wterpretation
Worksheer
< Copy of the tool
* Interpret the data Lawa Simpson amd . 10 days s * Data lnterpretation NA Jine 18, 1997 %s %s
¢ Make decisions Barb Labey Woﬁ'fs/leet
* Write and disseminate the s Action Flan Worksheet .
report * Report Worksheet . i
a program e valuation t ool K i



Open

Logistics Worksheet for
Self-Completed Questionnaire

Parenting Program Attendance Record

Parent's Name Session
112 13414
1 Dima Ransom | O
2 Mary Stewart Oo0ooiQ [g]
3 Brim MacLean OopDoo:io [;]
4, Becky Markee O 10
5 Meeko Dover 0o O O
6 Marim Slnghter Opooin m
7i Ruth Bouchard 0 100
8  Km Wof 0D 0 O
9 Fuline Forster 0 000
10, Samantin Moroney O [] 000

appendix C
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What did you think?
Parenting Program

Your feedback on the Health Unit’s Parenting Program will be helpful in planning
future programs.

For questions 1 to 5, place a [J in the box next to the answer that matches your
opinion.

1. Overall, how would you rate the series?
O Excellent

O Good
O Fair
O Poor

2. What impact has the series had on your knowledge about parenting?
Very positive

Somewhat positive

Somewhat negative

Very negative

No impact at all

I s

3. What impact has the series had on your ability to deal with your
toddler?

Very positive

Somewhat positive

Somewhat negative

Very negative

No impact at all

I s

4. Would you recommend the series to a friend?
U Yes
0 No

5. What is the highest level of education you have completed?
O Elementary school
O Some high school
0O Completed high school (grade 12 or 13)
0O Some college or university
0O Completed college or university

Write your answers to question 6 in the space provided. If you need more room,
use the back of the sheet.

6. What should be done to improve the series next time?

Thank you for your feedback!

Db r ogram e valua¢tion



Instructions for Administering Questionnaires
After Parenting Series

AT THE END OF THE LAST SESSION
e HAND OUT the questionnaire.

® INSTRUCT participants of each the following points.
e The purpose of the questionnaire is to learn about participants’ experience. It will help the
Health Unit plan its programs better.

e Do not sign your name. We won't know which questionnaire came from which participant
so please be completely honest. Your answers will in no way affect your participation in the
Parenting Series. Although completion of the questionnaire is voluntary, we would greatly
appreciate your co-operation. If there are questions which you would prefer not to answer,
just leave them blank.

e For the first set of questions, put a check mark in the box next to the answer that best
describes what you think. The very last question asks for your suggestions for improvements.
Write your answer on the sheet. If you run out of room, use the other side of the paper.

e ASK if there are any questions about the purpose or the process.
e ALLOW about 5 minutes.
e  WAIT until everyone is done.

e COLLECT the questionnaires from everyone in a big envelope so that no one, including yourself,
can see people’s responses. Keep the questionnaires from each series separate. Mark on the
envelope the date and location of the series.

¢ THANK people for their co-operation.

C12 a
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Registration Form
You and Your Toddler Parenting Program (in English)

October 2 - November 6, 1997, 7 - 9 pm
Main Hall, Marshcourt Community Centre

1. What is the first name and date of birth of the parent(s) who will be attending
the series?

Name: Date of birth: (mm/dd/yy)

Name: Date of birth: (mm/dd/yy)

2. What is the name and date of birth of your child/children?

Name: Date of birth: (mm/dd/yy)
Name: Date of birth: (mm/dd/yy)
Name: Date of birth: (mm/dd/yy)
3. What is your telephone number? (work)
(home)

4. What is the highest level of education you have completed?
O Elementary school
O Some high school
00 Completed high school (grade 12 or 13)
00 Some college or university
O Completed college or university

5. How did you hear about the series?

Personal information on this form is collected under the authority of section 5 of Health Protection and
Promotion Act, R.S.O.> 1990, c.H.7, and will be used in planning and delivering services for clients and their
families.

Questions concerning the collection and use of this information should be directed to Catherine Murdoch,
(423) 734-9836.

C-14 » p r ogram e valua¢tion



Focus Group with Staff
Evaluation of the Parenting Program

Participants:  Staff
Moderator:  Outside consultant

Length: 1.5 hours
Location: Health Unit meeting room
Introduction

Hello, my name is Ashika Oleander. Thank you for participating in today’s discussion about the You
and Your Toddler Parenting Program. As you know, this focus group is one part of the evaluation

of the program. Just before we get started, | want to set some ground rules for our discussion. Let’s
respect each other’s opinions and points of view. There are no right or wrong answers. In fact I'm
very interested in different points of view. Negative comments are just as interesting and valuable
as positive ones. Say exactly what you think, not what you think others may want to hear. As a
courtesy, speak one at a time and don’t interrupt someone while they are speaking.

Discussion

1. To get started, I'd like each of you to take a moment and jot down three things that worked really
well in the Parenting Program. Just the first three things that come to mind. Then write down at
least one area of the program that could be improved. Pause and give people a chance to reflect
and write down their answers. Ask each participant to share what they wrote down.

2. Let’s think about some of these areas in more detail.

a) First, what are your impressions of the topic areas?
Prompts

* Relevance to parents

¢ Degree to which they stimulated discussion

b) Let’s move on to thinking about where the series were held. Were there any problems for
you or the participants at any of the locations used for the Parenting Program? Should the same
locations be used in the future?

Prompts

e Access for people with disabilities e Availability of parking

¢ Convenience e Interruptions or distractions
* Proximity to bus routes ¢ Safety of the neighborhood

c) Do you have any suggestions for improving recruitment to the series?

d) What other suggestions do you have for improving the program?

Prompts
¢ Length of each session ¢ Target group
e Number of sessions in the series ¢ Partnerships with community groups

¢ Timing of the series

List suggestions for a-d on flip chart. Ask if anything has been missed.
Ask if people agree with summary.

3. a) Imagine we had a new staff member in the Parenting Program. What would they require and
how should they be prepared to do the job?

Prompts

® tools/resources e skills (recruitment, organization, facilitation)

e training ¢ knowledge (content areas, community resources and
® support referral agencies)

b) In light of these requirements, did you feel well-prepared to implement the program activities?

4. Finally, to wrap-up, are there any other comments about the program you would like to make?

Thank participants for their feedback.

Db r ogram e valua¢tion
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Interpretation of Findings Worksheet

Purpose of Evaluation: Swuld we contime to of fer the parenting Series on health topics for familes with less formal edncation?
(Copy from Purpose Statement)

Evaluation Questions

: Expectations of the Program

| Findin

s
(Copy %rom Data Analysis Worksheet)

Expectations

: Why?

Conclusion(s)

or kSS rate the Series as excellent or good

dc Swygestions for change inchded volving parents more in the chaice of

Needs of parents vary and peqple el more involved if' they

(Copy from Evaluation (Copy from Expectations Worksheet) Met? “Most plausible explanation is...” “In summary...”
Questions Checklist)
1 How many pegple participated i the . Tn - At least 10 or more people attend each Session in both east I Al of the sessins in the east end had at least 10 pegpt, No The s¢sSions in the east end are of fered in The Farenting Program is worthwhit,
program? and west, In the wess, only half’ the series had 10 people, CONCEIon WItH commmnity resonce centres, out there are Some problems,
The support of an existing organisation 1s critical
Y Minimmn of 250 registrants in 25 series, Y 310 particpmes n 25 series, %s ¥0 valaate the program and for advertising, 1 Recrutment to series in west is
- low and not getting the right mix. of
2. How did particpants find ont abont . 2a At least 50% were referred from commmity resomce Za 0% of east end participants were referred by commmisy resomce No Broad advertising drew a variety of peop, peope,
e program? censres, centres compared to only 10% of other participants, More Selective advertising in east was more effective in
; recruiting sarger grony. 2. Farents want more involvement i
3. Did the program reach the intenaed | 3a At least 50% of participants’ education is high School or 34 50% of participants i the east had high School edncation or o Selecting ropics and more time to
taget gronp? £ss, less; 20% in other areas, discuss amonyg
3b At least 95% have chittren 2 ¥0 4 years ol 2b 100% of parents had chidren 2 to 4 years old, %s themselves,
4, Were particpants savisfied with | 4a At least 70% of al particpmts mte the series as 4a BO% of participants rated the series as excellent or good, s Topics were relevant and faciltators were effective, Staff 3 Some staff need sypport to devel-
the series? excelent or good, 4b 85% of parents with high School edneation or eSS rated the were wel-trained and bullt on their ex perience for succes- o [aciitation skils,
40 At least 70% of parents with high School edwcation 8es8ioms 43 Jood or excelent, Ys Sive 8¢38ims,

dc Some suggestions for improvements i length, location topics and more time for discussion, %s can Select specific oples,
topics and other aress, 44 B5% of particpants said they would recommend it £ 4 ffriend,

44 At least 70% of all par ticipants say they woild recommend %s
the Series 10 a [riend,

5 Did participants think that ther Sa At least 70% of participants think ther parenting skils S0 75% of parents thomght that their parenting SKils improved immedl- %s
parenting skils improved? improved immediately after Series and one month later. arely after and one mont# later,

& Did particpamts think that ther Ga At least 70% of particpants think their knowledge abont 6a B3% of particpmts thomght that their knowledyge abont %s
Knowledge about parenting increased? parenting increased immediately after Series and one month parenting increased immedately after and one month later,

later,

7. Did parents’ commmication skils Method was not feasivk (refer to Step 24)) therefore there are -
improve? 7a At least 70% of parents improved their commmication skils, . no findings.

8 Did staff thik they were well 8a All staff think they were well prepared to inplement activi- 8a 7 of 8 staff thght they were o Staff member had had littie eX perience
prepared to implement the s, wel prepared, Jaciitating gronps,
activities?

9, What suggestions did staff have : Ga Swygestions from Staff relate to topis, S Swgestions: %s See above
20 improve the delvery of the location, participamts and other areas, New Staff - pair with ex perienced one
program? Farents want more choice

More time for dischssion

10, Did staff implement activities as ' 104 At least 75% of topics are discussed, 108 80% of topics were discussed, s Frogram was wel designeq,
Planned? 106 At least 30 min, of discussion on each topic covered, 106 100% of topics covered had at least 30 min, diScussion

10c At least 75% of al plamred activities take place, 10c 90% of planned activities took place,
104 All resonrces that Shond be are in fact distrionted, 104 All resomrces were distrivuted,

Unexpected findings:

a prog a m evaluation
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Interpretation of Findings Worksheet
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