LIFE SKILLS, SENIOR - STEP ONE: GETTING STARTED

A. Determine the program to be evaluated: 

B. Choose Delivery Method: 

· 4-H

 Club 

· 4-H

 Club - Military 

· 4-H

 Overnight Camp 

· 4-H

 Day Camp 

· 4-H

 Special Interest/Short Term 

· 4-H

 School Enrichment 

· Challenge/Portable Challenge 

· Volunteer/Leader Training 

· Direct Teaching 

· Other 

C. Choose the life skills to be taught in selected program: 

· Decision Making 

· Self-Responsibility 

· Leadership 

· Wise Use of Resources 

· Useful / Marketable Skills 

· Accepting Differences 

· Communication 

· Healthy Lifestyle Choices 

· Accepting Differences 

· Self-Responsibility 

LIFE SKILLS, SENIOR - STEP TWO: LIFE SKILLS

Identify indicators that you wish to use to measure life skills.

EIGHT LIFE SKILLS 

 can be measured through Life Skills, Senior. Each life skill has several indicators. Choose as many as fit your program or evaluation purpose, for each life skill. These will be the statements on the evaluation form that participants rate themselves on: 

· Decision Making 
· Wise Use of Resources 
· Communication 
· Accepting Differences 
· Leadership 
· Useful/Marketable Skills 
· Healthy Lifestyle Choices 
· Self-responsibility 
Decision Making - Choosing among several alternatives. 

1. List my options before making a decision. 

2. Think about what might happen because of my decision. 

3. Evaluate decisions I have made. 


Wise Use of Resources - Using sound judgment, not wasteful, being responsible, setting priorities. 

1. Wisely use the natural resources in my environment. 

2. Plan how to use my financial resources. 

3. Use my time wisely. 

4. Take care of my personal belongings. 


Communication - The exchange of thoughts, information, or messages between individuals using speech, writing, gestures, and artistic expression. 

1. Make a presentation. 

2. Listen carefully to what others say. 

3. Clearly state my thoughts, feelings, and ideas to others. 

4. Settle disagreements in ways that are not hurtful. 


Accepting Differences - To recognize and welcome factors that separate or distinguish one person from another. 

1. Treat people who are different from me with respect. 

2. Work/play with people who are different from me. 

3. Have friendships with people who are different from me. 


Leadership - To assist a group in meeting its goals by showing or directing along the way; using personal influence to guide a group in reaching its goal. 

1. Organize a group to reach its goal. 

2. Use different leadership styles. 

3. Get others to share in leadership. 


Useful/Marketable Skills - To have the abilities wanted by employers and needed to hold a job. 

1. Work out problems that are presented to me. 

2. Follow instructions as they are given me. 

3. Contribute as a member of a team. 

4. Accept responsibility for doing a job. 

5. Keep accurate and useful records. 

6. Apply for a job. 


Healthy Lifestyle Choices - Selecting a way of living that is in accord with sound condition of body and mind, prevention of disease and injury. 

1. Make healthy food choices. 

2. Choose activities that promote physical health and well being. 

3. Manage stress positively in my life. 

4. Avoid risky behaviors. 


Self-responsibility - Taking care of oneself; being accountable for one's behavior and obligations; choosing for oneself between right and wrong. 

1. Do what is right for myself when with a group. 

2. Admit to mistakes I make. 

3. Understand it is important to follow through on commitments I have made. 

4. Have control over my own personal goals/future. 

LIFE SKILLS, SENIOR - STEP THREE: NOTICE OF EVALUATION
Notice of Evaluation
The WSU Extension Life Skills Evaluation System has been reviewed by the WSU Office of Research Assurances (ORA).   The ORA has determined that the Life Skills System is a program evaluation tool that is used to determine the effectiveness of our programs.  Therefore there is no legal mandate to require written consent from our adult participants or parental consent from the parents/guardians of our youth participants.  HOWEVER, because we want to be ethical, open and truthful, in dealing with all the participants in our programs WSUE requires that: 

1. A written notice be provided to all parents/guardians whose children under 18 years of age may be asked to participate in the evaluation of your program. (See notice below.) We suggest that you send a copy of this notice along with your program materials when youth enter your program. You only need to give the notice to parents once a year. It is then their responsibility to contact you if they do not want their child to participate in the evaluation. If you do not hear from the parents, then their son or daughter can participate, if the youth so desires. 
2. The youth in your program must be informed about the evaluation.  For this reason the paragraph at the top of the customized evaluation form that explains the participants' rights in completing the evaluation must remain on your evaluation form. You need to read it with the participants (both youth and adult) who will be completing the evaluation. 

NOTE to WSU personnel:  If you plan to submit the results of your evaluations to a peer-reviewed journal please contact Mary Katherine Deen at mdeen@wsu.edu or 509-662-4730 for further instructions.
Notice to Parents/Guardians

As a participant in the (name of the program) your son or daughter may be asked to help with the evaluation of the program. At the end of each program or program year, we conduct an evaluation to tell us how well the program is working. Your son or daughter may be asked to complete a written survey about what he or she may have learned from participating in the program. We estimate that it will take the youth participants approximately 10 minutes to complete the survey. 
Youths are not required to participate in the evaluation. If your son or daughter decides that he or she does not wish to participate, it will not affect his or her participation in this or future WSU Extension programs. If your son or daughter does not want to answer some questions on the survey, that is okay. The survey responses will be anonymous, and your son's or daughter's responses will not be identified in any way. 
If you do not want your son or daughter to participate in the evaluation of (name of program), please contact (name of local program staff member) at (contact information) before your child begins attending the program.
LIFE SKILLS, SENIOR - STEP FOUR: CREATE EVALUATION FORM

A. Log In 

Log in by entering your WSU Network ID (NID) and password. Washington State University employees and students can create their Network ID if they do not have one already. If you do not have a WSU ID number and therefore cannot create a WSU Network ID, contact Computing and Web Resources Support at cwr.support@wsu.edu or 509/335-2813. 

Once you have logged in, you are now in the Life Skills Evaluation System. 

B. Create form 

1. Click on the Create button to create an evaluation form. 

2. A window will appear asking you if you have completed the necessary procedures for participants under 18 years of age. Click the appropriate button to answer. If you have NOT obtained the proper permissions, the system will take you back to the Participant Consent page so you can read about what you must do to comply. 

Select an age range for participants. This determines which component will be used: Life Skills, Senior. or Life Skills, Junior. 

Click Next to continue. 

3. Enter Program Information
Type the name of the educational program you are evaluating in the text box. Then select the Delivery Method from the drop-down menu. 

4. Select Outcome Indicators
Select 5-10 indicators to be included in your evaluation form from the list of indicators. Choose indicators based on your program's outcomes. Click in the box next to an indicator to select it. 

5. Create Additional Indicators
Below the "Outcome Indicators" there are 10 text boxes in which you can add your own program indicators. This is optional but may be useful for your local program. Remember: If you are going to publish your evaluation results anywhere, you MUST have the additional indicators approved by the WSU Institutional Review Board before using the indicators. See Participant Consent. 

6. Review Your Choices
Click Next at the bottom of the page. This will bring up a review page of your evaluation choices thus far so you can review what you have chosen and make changes, if necessary. ClickPrevious if you want to make changes. If everything is correct, click on Finish to save your evaluation form. 

Your evaluation form is saved for you within the Life Skills Evaluation System as a Rich Text (rtf) document and can be accessed at any time through this Web site. 

C. View Actual Form 

To view your form, click "View Evaluation Form" from the menu on the left. Follow the directions given on screen. Save a copy of the form in a file on your local computer. You can now add any graphics or logos to personalize the evaluation form, but do not remove the WSU Extension logo or the Consent paragraph at the top.

You will notice at least three census-type questions (pre-test) or open-ended questions (post-test) at the end of your form. You can input participant responses to these questions into the Evaluation System. When the report is printed, these responses will print out as you have entered them. 

D. Print Copies 

Print copies of your evaluation form to distribute to program participants. Have participants complete the (post-test) evaluations during one of the last sessions of your program. 

LIFE SKILLS, SENIOR - STEP FIVE: USING THE FORM

1. Timing: When will you administer the evaluation? 

· Schedule time for the evaluation, preferably 15 - 20 minutes. Look for a time when participants can reflect on the activites they have participated in and think about what they have learned. 

· Suggested times might be before the last activity of the program, at the final meal or snack, or as part of a final celebration. Often the very end of a program is not the best time because participants are tired or need to leave and cannot concentrate on the evaluation. 

2. Setting: Where will you administer the evaluation? 

· Choose a setting that is comfortable and quiet. 

· Make sure everyone has a place to sit and a writing surface. 

3. Supplies: Do you have the needed supplies? 

· You will need enough copies of the evaluation and pencils for all participants who might attend when the evaluation is distributed. 

· Snacks or refreshments served during the scheduled evaluation can sometimes have a calming effect. Know your audience. 

· Including an incentive (i.e. certificate or treat) for completion of the evaluation is often used as a motivator. 

4. Introduce the Evaluation Form: What do I say? 

· In lieu of having participants read the permission statement at the top of the evaluation form, it can be read out loud or paraphrased. Answer any questions about the permission statement. 

· Instruct the participants to think about the statements in relation to the program they have just completed. You might say: "Think back on what you have learned in this (name of your program) on (topic of program). Respond to the statements based on this program." 

5. Finishing up: What more do I need to do? 

· Collect the evaluation forms. You may want to have a container or large envelope for the evaluations. This assures the participants that you cannot identify individual evaluations. (Note: Participants must have participated in six or more hours of the program for their evaluation to be valid. Evaluations from participants with less than six hours attendance are invalid. Identify any invalid evaluations and exclude those evaluations from the final data entry.) 

· Proceed to the next step: Enter Data. 

· NOTE: Evaluations must be kept in a confidential file for three years. After that, they may be discarded. 


* For all participants under 18 years, parental consent forms must be obtained BEFORE the evaluation is conducted.

LIFE SKILLS, SENIOR - STEP SIX: ENTER EVALUATION DATA

1. Number the evaluation forms beginning with #1, after you've collected all your data. 

2. Click on Enter Evaluation System. Log into the system. Click Enter Evaluation Data. A form will appear asking for some information about your program. After completing the form, click on Save. 

3. Enter data for each evaluation form number on the blank form where your evaluation outcome indicators are listed. Then, enter marked response into the appropriate box. 

4. Click on Save, after you're done. A new blank entry form will appear. 

5. Select another menu item or leave the Web site, when you're done with your last entry. 

LIFE SKILLS, SENIOR - STEP SEVEN: GENERATE REPORTS

1. Return to the Home page of the "Enter Evaluation System" and click on Generate Reports. 

2. Choose which type of data you would like to include in your report: individual, county or state; the report year; and whether you want a numeric or graphic report. 

3. Click on the program report that you want. 

4. Print out a copy of your report by clicking on the print icon located in your toolbar. 

LIFE SKILLS, SENIOR - STEP EIGHT: WRITING UP RESULTS

The Logic Model is a framework that guides an evaluation. 

LOGIC MODEL 
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LIFE SKILLS EVALUATION SYSTEM




For information on the Logic Model go to: (Logic Model, opens in new window). 
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One: Describe your program - 
Logic Model "Inputs" 

· What is the name of your program and topic? 

· Where and when was the program held? 

· Who sponsored the program? 

· What resources were involved in implementing your program? 

· How many staff and volunteers were involved? 

· What types of facilities were needed? 

· How much did it cost? 

· What were the objectives of your program? 

· What life skills were you trying to teach? 

· What content area were you teaching? 

· Why did you select these life skills and content area? (Optional - see example below) 
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Two: Generate a report from the Life Skills Evaluation System 

· Go to the "Enter Evaluation System" 

· Click on "reports" 

· Print out BOTH the graphic form and numeric form 
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Three: Describe who attended your program and the number of hours/sessions held - 

Logic Model "Outputs" 

· Use the information from the demographic data from your Life Skills Evaluation numeric summary report for this information. 

· Figure and report the response rate.

How to figure the response rate: Divide the total number of people who filled out the evaluation by the total number of people participating in your program. Example: 45 youth filled out the evaluation. 50 youth participated in the program. 45 divided by 50 = .90 or 90%. 

Note: The higher the response rate the better your evaluation represents what really happened as a result of your program. 

· How many hours was the program? 

· How many sessions were held? 
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Four: Summarize the changes in Life Skills - 

Logic Model "Outcomes" 

· Look at your results. Ask yourself these questions. Think of other questions to ask. 

· Which life skill indicators showed the greatest improvements? 

· Which life skill indicators stayed the same? Did any averages go down? 

· Were there groups of indicators related to one life skill that went up more than other groups? 

· Below are examples of reporting changes in indicators: 

· "In a computer training program, participants reported the greatest improvements in following instructions, reflecting an increase in the area of marketable skills. They also improved their life skills in the areas of leadership and communication, based on increases in their abilities to organize a group to reach its goals and to listen carefully to others." 

· "Participants reported no changes in their abilities to keep accurate records or to make a presentation." 

· "Overall, participants gained the most knowledge and skills in the area of communication." 
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Five: Share Your Results 

Before sharing your results think about the following:

· Who is my audience for this report? 

· What does the audience need/want to know? 

· What format best reaches this audience? Example: oral presentation, written report, display/poster, flyer, brochure. 


Based on the answers to the above questions create your report. 

	Sample Report for Program Funders 

The Whitman County Web Wizard program is a school-age program for youths ages ____ and is designed to help youths learn computers skills and design web pages. This program is held for ________ weeks during the school year. The program, sponsored by WSU Cooperative Extension 

4-H

 Youth Development program and _________ is held at the local library after school from ______to ______. Each youth attends an average of ________ hours of programming. The planning committee identified four program objectives to help youths: 1) learn computer skills, 2) develop leadership skills, 3) enhance communication skills, and 4) learn marketable skills. These objectives were selected because a community employer's survey indicated these skills were needed for potential employees. 

Twenty-four youths ages 11-14 attended the program this year (18 boys and 6 girls). All youths came from the surrounding area of the small eastern Washington community of Colfax. Twenty-two youth were Caucasian and two were Hispanic.

The Life Skills Evaluation System was used to assess life skills learned in the program. The Life Skills Evaluation Instrument has been tested and is valid and reliable for youth and adult programming. The instrument uses a retrospective pretest/posttest and was administered during the last meeting of Web Wizards. Twenty-one of the twenty-four youths registered for the program were in attendance at that meeting and completed the evaluation form for a response rate of 88%.

Seventy-five percent of the participants made gains from pretest to posttest. As measured by this self-report, the youths made gains in knowledge and behavior of the life skills in the areas of leadership, communication, and marketable skills. The gains for the total instrument and the individual life skill indicator (the measurement to assess the life skill) are illustrated in the attached graph. From this information we find that the Web Wizard program is helping youths learn the life skills of leadership, communication, and marketable skills. 

The evaluation also measured changes in computer skills. Results indicated that youths did make gains in their knowledge of computers. The greatest gains were made in learning how to create Web pages.

Finally, we asked the youths open-ended questions about what they liked and disliked about the program. Twenty of the twenty-one respondents reported that the program was helpful and that they learned more about computers. One youth said, "This was great! I never knew that creating Web pages could be so much fun." Another youth wrote, "Knowing how to create Web pages helped me at my job at the drugstore. The owner now wants me to create a Web page for his home business."

One person was not pleased with the program and others had suggestions for improvement. One youth wrote, "I didn't learn anything. The teacher was really boring." Other youths reported that sometimes they didn't have enough time on the computer to finish what they started. This tells us that next time we need to either find more computers so that each participant has access to one, or we need to limit the number of participants in each session. 

Overall, our Web Wizard program was a success. In the self-reports youths were found to have made gains in life skills from pretest to posttest. Youths also gained knowledge in how to use computers.



	


LIFE SKILLS, SENIOR - STEP NINE: PLAN FOR FUTURE PROGRAMS

Some questions you might ask yourself and/or the planning committee: 

· Did our participants learn the life skills we hoped to teach? 

· Do we want to make changes in how we taught the life skills? 

· What changes, if any, would we make next time we offer the program? 

· What was successful and we want to keep the same? 

· Will different resources "inputs" be needed to offer the program again? 

· Will you expect different "outputs" next time based on the response to the program? 

· Will you expect different "outcomes" next time based on what you know about the program? 

