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This report is addressed to…

Our program conducted this assessment in order to…

From this assessment, we concluded that…

Our main recommendations, based upon this assessment, are as follows: 

1)

2)

3)

We also suggest the following action steps:


1)


2)

3)
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Your text here. (For example:)

The goals and purposes of [this program] are…

The participants in [this program] are… and their activities include…

The staff members who work with this program are…

[image: image9.wmf]Overview of the Assessment Process

Your text here. (For example:)

PURPOSE

This program chose to undertake the self-assessment process in order to….

We hoped to learn… 
MEASURES

We used a survey called the YET [or substitute the name of the survey you used, and the details about what it is designed to measure] which was part of the “Youth-Adult Leaders for Program Excellence” program assessment guide. The YET is designed to assess how much and how well a program involves youth members. Specifically, the YET assesses group effectiveness (trust, goals, standards, and enjoyment everyone works for), youth voice and opportunities (chances to be heard, respected, and taken seriously) and impacts (what members and the program gain—improvement, knowledge, skills, and abilities).

PROCESS
The assessment began … and lasted through ….
The Assessment Leadership Team was made up of youth and adult members…; each person was responsible for…

SAMPLE

[This many] people completed the surveys on [such and such date]. [55%] of respondents were female, and [45%] were male. The average number of years of experience in the program was [2.5]. 
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ANALYSIS

The Assessment Leadership Team entered data from the surveys into an Excel workbook, which helped to calculate the average response to each question, and produced graphs and charts of the data. The Assessment Leadership Team discussed the data and later presented it to other members of the program to understand what the most important findings were…
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Your text here. (For example:)

The three questions that scored highest among all respondents were… and they received scores of …

The three questions that scored lowest among all respondents were… and they received scores 
of …

The questions that showed the biggest differences between youth and adult responses were…

Most youth rated the program relatively high on questions…

Most adults rated the program relatively high on questions…

Responses to most questions were generally [high or low or mixed]…

The “big picture” that we see from these findings is that…
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Your text here to explain the table. 
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Your text here to explain the graph. You will probably want to include a graph like this (from the Excel workbook) for each of the survey categories.
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Your text here. (For example:)
The data collected through this self-assessment show that our program is… We are doing well at … but we need to improve by….

The three most important things we learned are 


1)


2)


3)
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Youth and Adult Leaders for Program Excellence:


A Practical Guide for Program Assessment and Action Planning





Welcome to your Report Template!


To save time and guide you through the report-writing process, we have created a template for you. The template is formatted to give your report a professional look, and includes directions for how to write each section. Just type your report right in �the template (as a Word document), and save it with a new name.


�When you are finished with the report, it will have eleven parts: 


	 1)  Cover Page


	 2)  Executive Summary


	 3)  Evaluators and Authors of the Report


	 4)  Table of Contents


	 5)  Introduction


	 6)  Overview of the Assessment Process


	 7)  Main Results (with graphs and charts)


	 8)  Key Findings


	 9)  Conclusions


	10)  Recommendations


	11)  Executive Approval





After you’ve written each section, you can delete the yellow text boxes that enclose the instructions, so that only your text remains. Good luck!


When you finish writing the report, � DELETE this page before printing.





This section gives an overview of your assessment. It’s geared for people that don’t have time to read your whole report, so it should be fairly short (one to two pages) and direct. You want to get right to the point!





This is the first section that your audience will read, so choose your words carefully to achieve the best impact.


�


Questions to answer in the Executive Summary:


To whom is this report addressed?


Why did your program conduct this assessment?


(To answer these first two questions, it might help to refer back to the “Purposes and Benefits for Us” Worksheet that you completed during the planning stage of the assessment process.)


What are the major conclusions from your assessment?


What are your main recommendations?


What are the action steps that your program should take? 





 HELPFUL TIP:  Write this section last, after you have prepared the rest of the report.








When you finish writing this page, �CLICK on this yellow box and DELETE it.





�





List the names of all the researchers who worked on this assessment. Names are usually listed in alphabetical order by last name. Another alternative is to order the names from those who worked on the project most (first) to those who worked on it least (last).





You may choose to write a brief biographical sketch of each person telling her/his role or interest in the assessment project and relationship to the organization or group. If you have a digital camera, you could place a photo of each person next to her/his bio.





For example:





Pat Martinez is a tenth grader who has been a part of Youth Group X for three years. For the self-assessment assessment project, Pat was a core team member who coordinated survey administration and data analysis. This was Pat’s second time participating in a group assessment project.





Jo Schmo is a counselor for Youth Group X. Jo has worked with this group for seven years, and this is the third time Jo has participated in the organizational self-assessment process. As a facilitator, Jo helped support the core research team throughout the assessment process.





When you finish writing this page, �CLICK on this yellow box and DELETE it.





 





�





Once you have finished writing the report, Microsoft Word can update this page for you and fill in all your new page numbers automatically. (For this to work, do not change the font formatting of the headings in the paper.)





To update the Table of Contents:





Right click on the Table of Contents.


Click on “Update Field”


Click on “Update Entire Table.”








When you finish writing this page, �CLICK on this yellow box and DELETE it.





 





�����





Tell the name of your group or program and provide a general description of it. Think about your audience (the people who will read this report) as you write this section. What do they already know about you and what will they want to know? If they already have a good understanding of what you do and who you are, then this section can be pretty brief. 





Questions you might want to address in this section:


What are the goals and purposes of your program?


Who are the participants in the program?


What do the participants in the program do?


Who are the staff that work with your program (facilitators, coaches, directors)?


Is your program part of a bigger organization? 








When you finish writing this page, �CLICK on this yellow box and DELETE it.





Important questions to answer in this section:


PURPOSE


Why did your group do this self-assessment? 


Who made the decision? 


Did you have particular research questions that you wanted to answer? 


Did you do the assessment in order to inform a particular audience? 





MEASURES


Which assessment tools were used? �(e.g., YET, ORG-YET, PAAT, kidPAAT)





�                             �


PROCESS


When did the assessment begin and how long did it take?


Who was on the Assessment Leadership Team? What was their role? How many times did they meet?





SAMPLE


How many people completed surveys? (Maybe break this down by male/female, years of experience, etc.)


Was anybody left out of the assessment who should have been included? Tell whether any particular viewpoint(s) might be missing from your report.


Insert the “Description of Participants” table from the Excel file (use the copy and paste functions.)





ANALYSIS


How did you analyze the data?








When you finish writing this page, �CLICK on this yellow box and DELETE it.








The purpose of this section is to present the findings from your data analysis. Show the numbers in graphs and tables, and write explanations that clarify what all the scores mean. Insert the appropriate graphs and tables from the Excel workbook where you entered your data (using the copy and paste functions).Refer to the “Data Analysis Worksheet” that you have already completed for help in answering the important questions.





Questions to answer in this section:





What stands out about these results?


What are the 3 questions that received the highest scores among all respondents?


What are the 3 questions that received the lowest scores among all respondents?





How do youths’ and adults’ beliefs compare?


On what questions do most youth rate the program relatively low or relatively high?


On what questions do most adults rate the program relatively low or relatively high?


Where are the biggest differences between youth and adult respondents?





Discuss the overall results. What is the “big picture” that the findings show?


Are the findings generally high or low?


How do the scores confirm what you expected?


How do the scores surprise you?


What can you learn from the data?





Be sure to describe what the response choices were in the different sections – in other words, was the scale 1-5? What do the numbers mean? This is especially important if you are reporting results of the YET or the ORG-YET, because the scales are not the same in all sections.


               �        	  �          �





When you finish writing this page, �CLICK on this yellow box and DELETE it.








EXAMPLE TABLE: SUMMARY OF YOUTH AND ADULT YET SCORES





OVERALL MEANS�
�
 �
 �
 �
 �
�
CATEGORY�
Group Effectiveness�
Voice & Responsibilities�
Impacts�
�
RANGE�
1= lowest, 3=highest�
1=lowest, 6=highest�
1=lowest, 6=highest�
�
YOUTH AVERAGE�
2.50�
5.17�
4.81�
�
ADULT AVERAGE�
2.63�
4.33�
5.50�
�
COMBINED AVG.�
2.55�
4.83�
5.09�
�
 �
 �
 �
 �
�



When you finish copying your own tables onto this page, �CLICK on this yellow box and DELETE it.








What conclusions can be drawn from your data analysis? Don’t try to include all possible conclusions; just summarize what you found and why it’s important. Try to do this in three points.





Questions to address in this section:


What kind of conclusions can you make based on the data?


Are there any conclusions that you still cannot make (because there’s not enough data, the data neither confirms nor refutes them, the data does not address them, etc.)? 


�


When you finish writing this page, �CLICK on this yellow box and DELETE it.





This part of the report cannot be written until the larger group has met and narrowed down the list of recommendations brainstormed by the Assessment Leadership Team at their data analysis meeting. You might want to include that list from your brainstorming session in the draft, so that everyone who reads the draft can see the list you are working with.





This section should identify recommendations that can be made from the results. While you may think of many possible suggestions, you should discuss no more than three in this report. For each recommendation, fully describe who will need to do what in order to implement it.





After the Assessment Leadership Team has met again to do Action Planning, this section can be finalized. (Refer to the “Action Planning Outline” Worksheets for help in writing this section.)





Questions to address in this section:


How did you come up with each recommendation? (Always refer to the data.) 


Who needs to be involved to take action on the recommendations?


What timeline would you recommend for each step?





           �             �                    


When you finish writing this page, �CLICK on this yellow box and DELETE it.





Once your report is complete and has been approved by all the people in your group, submit a copy to your Executive Director for approval and a signature. Are there any other important signatures that should be on the final report? 





�





CLICK on this yellow box and �DELETE it before you print this report.





EXAMPLE TABLE: DESCRIPTION OF PARTICIPANTS





�
Youths�
Adults�
Combined�
�
Total participants in study�
6�
4�
10�
�
Males�
3�
2�
5�
�
Females�
3�
2�
5�
�
Staff members�
1�
4�
5�
�
Program members�
5�
0�
5�
�
Average years in program�
1.6�
2.8�
2.1�
�






When you finish copying your own chart onto this page, �CLICK on this yellow box and DELETE it.





� EMBED Excel.Chart.8 \s ���
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[image: image21.wmf]_1132139355.xls
Youth

		YET Scores for Youth

				Demographic characteristics																Group Effectiveness																								Youth Voice & Responsibilities												Impacts														Add'l Questions

		Name		Male		Female		Youth		Adult		Age		Staff		Member		Time		Q1		Q2		Q3		Q4		Q5		Q6		Q7		Q8		Q9		Q10		Q11		Q12		Q13		Q14		Q15		Q16		Q17		Q18		Q19		Q20		Q21		Q22		Q23		Q24		Q25		A		B		C		D

				1		0		1		0		14		0		1		2		2.00		3.00		1.00		2.00		2.00		2.00		3.00		3.00		2.00		1.00		1.00		2.00		5.00		6.00		5.00		4.00		5.00		6.00

				0		1		1		0		15		0		1		1		2.00		3.00		3.00		2.00		1.00		1.00		2.00		3.00		2.00		1.00		2.00		3.00		3.00		4.00		5.00		4.00		5.00		2.00

				1		0		1		0		18		0		1		1.5

				1		0		1		0		16		0		1		3

				0		1		1		0		17		0		1		0.25

				0		1		1				15

		MEAN		3		3		6		0		15.8333333333		0		5		1.55		2.00		3.00		2.00		2.00		1.50		1.50		2.50		3.00		2.00		1.00		1.50		2.50		4.00		5.00		5.00		4.00		5.00		4.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

																CATEGORY				Group Effectiveness																								Voice & Responsibilities												Impacts														Add'l Questions

																MEAN				2.04																								4.50												0.00														0.00





Adult

		YET Scores for Adults

				Demographic characteristics																Group Effectiveness																								Youth Voice & Responsibilities												Impacts														Add'l Questions

		Name		Male		Female		Youth		Adult		Age		Staff		Member		Time		Q1		Q2		Q3		Q4		Q5		Q6		Q7		Q8		Q9		Q10		Q11		Q12		Q26		Q27		Q28		Q29		Q30		Q31		Q32		Q33		Q34		Q35		Q36		Q37		Q38		A		B		C		D

				1		0		0		1		26		1		0		3		3.00		2.00		3.00		2.00		3.00		2.00		3.00		2.00		3.00		2.00		3.00		2.00		5.00		3.00		1.00		2.00		4.00		6.00

				0		1		0		1		45		1		0		5		3.00		2.00		1.00		2.00		3.00		3.00		3.00		3.00		2.00		2.00		1.00		1.00		6.00		5.00		6.00		6.00		3.00		5.00

				1		0		0		1		98		1		0		1

				0		1		0		1		37		1		0		2

		MEAN		2		2		0		4		51.5		4		0		2.75		3.00		2.00		2.00		2.00		3.00		2.50		3.00		2.50		2.50		2.00		2.00		1.50		5.50		4.00		3.50		4.00		3.50		5.50		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

																CATEGORY				Group Effectiveness																								Voice & Responsibilities												Impacts														Add'l Questions

																MEAN				2.33																								4.33												0.00														0.00





Demographic summary

		Description of Participants

				Youths		Adults		Combined

		Total participants in study		6		4		10

		Males		3		2		5

		Females		3		2		5

		Average age		15.8		51.5		30.1

		Modal age		15		.		.

		Staff members		0		4		4

		Program members		5		0		5

		Average years in program		1.6		2.8		2.1





Scores Summary

		

		Summary of Youth and Adult YET Scores

		organization name, date of survey administration

		CATEGORY		Group Effectiveness

		QUESTION		Q1		Q2		Q3		Q4		Q5		Q6		Q7		Q8		Q9		Q10		Q11		Q12

		YOUTH MEAN		2.00		3.00		2.00		2.00		1.50		1.50		2.50		3.00		2.00		1.00		1.50		2.50

		ADULT MEAN		3.00		2.00		2.00		2.00		3.00		2.50		3.00		2.50		2.50		2.00		2.00		1.50

		COMBINED MEAN		2.50		2.50		2.00		2.00		2.25		2.00		2.75		2.75		2.25		1.50		1.75		2.00

		CATEGORY MEAN		2.19

		CATEGORY		Voice & Responsibilities

		QUESTION		Q 13/26		Q 14/27		Q 15/28		Q 16/29		Q 17/30		Q 18/31

		YOUTH MEAN		4.00		5.00		5.00		4.00		5.00		4.00

		ADULT MEAN		5.50		4.00		3.50		4.00		3.50		5.50

		COMBINED MEAN		4.75		4.50		4.25		4.00		4.25		4.75

		CATEGORY MEAN		4.42

		CATEGORY		Impacts

		QUESTION		Q 19/32		Q 20/33		Q 21/34		Q 22/35		Q 23/36		Q 24/37		Q 25/38

		YOUTH MEAN		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		ADULT MEAN		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		COMBINED MEAN		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		CATEGORY MEAN		0.00

		CATEGORY		Add'l Questions

		QUESTION		A		B		C		D

		YOUTH MEAN		0.00		0.00		0.00		0.00

		ADULT MEAN		0.00		0.00		0.00		0.00

		COMBINED MEAN		0.00		0.00		0.00		0.00

		CATEGORY MEAN		0





Report table

		Use the table that makes the most sense to insert in your report

		OVERALL MEANS

		CATEGORY		Group Effectiveness		Voice & Responsibilities		Impacts		Additional questions

		RANGE		1= lowest, 3=highest		1=lowest, 6=highest		1=lowest, 6=highest		1=lowest, 6=highest

		YOUTH MEAN		2.04		4.50		0.00		0.00

		ADULT MEAN		2.33		4.33		0.00		0.00

		COMBINED MEAN		2.19		4.42		0.00		0.00

		OVERALL MEANS

		CATEGORY		Group Effectiveness		Voice & Responsibilities		Impacts

		RANGE		1= lowest, 3=highest		1=lowest, 6=highest		1=lowest, 6=highest

		YOUTH MEAN		2.04		4.50		0.00

		ADULT MEAN		2.33		4.33		0.00

		COMBINED MEAN		2.19		4.42		0.00





Y. Questions

		Youth Questions for Sorting

		Mean Scores				Questions

		2.00		Q1		In this group, youth get what they need (people, information, and materials) to be effective.

		3.00		Q2		In this group, youth get to make choices and decisions about the things they want to do.

		2.00		Q3		In this group, it is clear that youth and adults really respect each other.

		2.00		Q4		Youth don't feel dominated by adults in this group.

		1.50		Q5		Youth learn a lot from adults in this group.

		1.50		Q6		Youth have a say in setting the agenda or goals for the work of this group.

		2.50		Q7		People in this group talk honestly with each other.

		3.00		Q8		People in this group really seem to like each other.

		2.00		Q9		Members of this group trust one another.

		1.00		Q10		Adults learn a lot from youth in this group.

		1.50		Q11		Members of this group are excited about the things that are happening here.

		2.50		Q12		There is a good balance of power between youth and adults in this group.

		4.00		Q13		In this group, I get to express my ideas, concerns, and opinins publicly.

		5.00		Q14		In this group, I have enough chances to work closely with adults to carry out activities and events.

		5.00		Q15		Adults in this group help me solve problems and give me guidance instead of telling me what to do.

		4.00		Q16		The responsibilities I have in this group are challenging and interesting.

		5.00		Q17		If I disagreed with what everyone else said in this group, I would not hesitate to speak out.

		4.00		Q18		My ideas and suggestions are taken seriously by others in this group.

		0.00		Q19		Working in this program has made me more confident to express myself.

		0.00		Q20		My involvement in this group has helped me strengthen my planning and coordination skills.

		0.00		Q21		My involvement in this group is helping me move in the direction in life I want to go.

		0.00		Q22		Because of my involvement in this group, I know where to go in my community to get support for the things I think are important.

		0.00		Q23		In this group, I've gotten to know adults I can call on in the future.

		0.00		Q24		My inolvement has helped this group make better decisions.

		0.00		Q25		Adults' involvement has helped this group make better decisions.

		0.00		A

		0.00		B

		0.00		C

		0.00		D





A. Questions

		

		Mean Scores				Questions

		3.00		Q1		In this group, youth get what they need (people, information, and materials) to be effective.

		2.00		Q2		In this group, youth get to make choices and decisions about the things they want to do.

		2.00		Q3		In this group, it is clear that youth and adults really respect each other.

		2.00		Q4		Youth don't feel dominated by adults in this group.

		3.00		Q5		Youth learn a lot from adults in this group.

		2.50		Q6		Youth have a say in setting the agenda or goals for the work of this group.

		3.00		Q7		People in this group talk honestly with each other.

		2.50		Q8		People in this group really seem to like each other.

		2.50		Q9		Members of this group trust one another.

		2.00		Q10		Adults learn a lot from youth in this group.

		2.00		Q11		Members of this group are excited about the things that are happening here.

		1.50		Q12		There is a good balance of power between youth and adults in this group.

		5.50		Q26		Youth in this group have enough chances to express their ideas, concerns, and opinions publicly.

		4.00		Q27		In this group, I have enough chances to work closely with youth to carry out activities and events.

		3.50		Q28		Adults in this group help youth solve problems and provide coaching and constructive feedback rather than telling youth what to do.

		4.00		Q29		The responsibilities youth have in this group are challenging and interesting.

		3.50		Q30		If a young person disagreed with what everyone else said in a group, s/he would not hesitate to speak out.

		5.50		Q31		Young people's ideas and suggestions in this group are taken seriously.

		0.00		Q32		Working in this program has made the young people more confident in their ability to express themselves.

		0.00		Q33		Young people's involvement in this group has helped them strengthen their planning and coordination skills.

		0.00		Q34		Young people's invovlement in this group is helping them move in the direction in life they want to go.

		0.00		Q35		I expose young people in this group to contacts in the community that can support the things youth think are important.

		0.00		Q36		Young people have gotten to know adults through this group whom they can call on in the years to come.

		0.00		Q37		My own contributions have helped this group make better decisions.

		0.00		Q38		Young people's invovlement has helped this group make better decisions.

		0.00		A

		0.00		B

		0.00		C

		0.00		D
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3

2.5

2.75

2

2.5

2.25

1

2

1.5

1.5

2

1.75

2.5

1.5

2



Graph Voice & Resp

		Q 13/26		Q 13/26		Q 13/26

		Q 14/27		Q 14/27		Q 14/27

		Q 15/28		Q 15/28		Q 15/28

		Q 16/29		Q 16/29		Q 16/29

		Q 17/30		Q 17/30		Q 17/30

		Q 18/31		Q 18/31		Q 18/31



Youth

Adults

Combined

YET Item Number

Mean Score

EXAMPLE: Youth Voice & Responsibilities

4

5.5

4.75

5

4

4.5

5

3.5

4.25

4

4

4

5

3.5

4.25

4

5.5

4.75



Graph Impacts

		Q 19/32		Q 19/32		Q 19/32

		Q 20/33		Q 20/33		Q 20/33

		Q 21/34		Q 21/34		Q 21/34

		Q 22/35		Q 22/35		Q 22/35

		Q 23/36		Q 23/36		Q 23/36

		Q 24/37		Q 24/37		Q 24/37

		Q 25/38		Q 25/38		Q 25/38



Youth

Adults

Combined

YET Item Number

Mean Score

Youth Impacts

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0



Graph Addl Qs

		A		A		A

		B		B		B

		C		C		C

		D		D		D



Youth

Adults

Combined

YET Item Number

Mean Score

Additional Questions

0

0

0

0

0

0

0

0

0

0

0

0




