Formative Evaluation Plan


Formative Evaluation Plan
Instructions for Rating Curriculum

PTS is starting a new process to systematically evaluate our training curriculum.  Researchers have developed curriculum standards that the Partner Training Section has decided to utilize in our own formative evaluation plan. This review will examine the extent to which each of the standards is met. Finally, the results will be used to make adjustments to improve the effectiveness of the curriculum. In the future, the curriculum standards will be used to guide the development, revision and evaluation of other trainings.

[Insert specific instructions related to the actual survey tool (paper, Quia, etc.) being used.]

The goal of the rating process is not to assign a score but to identify where improvements need to be made in the curriculum. Therefore, if you feel the standard has not been met but can’t decide whether the 1st or 2nd rating option is best, just pick one and focus your energy on giving feedback to inform curriculum revisions.

The comment section will be invaluable to the evaluation process, so please provide detailed information to support your rating (particularly if the standard has not been met). Positive feedback is always welcome so we can build on what is working, however, it is also essential to know where you think the curriculum is deficient.

More than one person will rate each standard, so your ratings and feedback will be pooled with others before final recommendations are made. Depending on the results, you may be asked to have a follow-up discussion to help arrive at consensus about final recommendations.

Because this evaluation process is new, we invite feedback on the standards, the rating options and the rating process. You may use any of the comment fields to give specific or general feedback.

As you review the curriculum and formulate your ratings, please keep in mind that this process is intended to evaluate the curriculum, NOT THE TRAINING DELIVERY. Therefore, please focus only on what is presented in the curriculum, not on what you have observed in training. For example, if the activity instructions in the curriculum are vague, but your experience in training is that the trainer does an excellent job giving clear instructions, your rating should focus on the vague instructions in the curriculum, not on the great job the trainer did in explaining the instructions. 

If you have any questions, concerns, or needs at ANY point in the rating process, please contact _____________ so that we can address them immediately.

Training Curriculum Standards

	LEARNING OBJECTIVES (each learning objective is rated on standards 1-4)

	1
	The learning objective directly or indirectly links to essential job requirements (i.e., either the job tasks or the competencies needed to perform the tasks) of intended audience

· Not at All

· Somewhat

· Completely

	2
	The learning objective derives from a needs assessment that establishes that training is the preferred method of imparting the knowledge and skills required for the job (versus, for example, through pre-hire education/experience or on-the-job experience)

· No

· Yes

	3
	The learning objective is unique to this training (i.e., does not duplicate learning objectives in other trainings) unless duplication serves a specific purpose

· No, some or all of the competency is included in another training and there probably should be no duplication

· Yes, the competency is unique to this training OR duplication serves a specific purpose

	4
	The learning objective follows the guidelines adopted by the training organization

· Not at All

· Somewhat

· Completely

	5
	The learning objectives build on learning objectives associated with prerequisite training

· Not at All

· Somewhat

· Completely

	6
	The learning objectives are comprehensive (i.e., they include all relevant objectives, and no important objectives have been omitted)

· Not at All

· Somewhat

· Completely


	TRAINING CONTENT

	7
	The training content adds to or builds on existing knowledge of participants (job related or not), without overemphasizing material learners already know; content explicitly links new information with existing knowledge

· None or very little of the training content appears to build on existing knowledge of participants OR much of the content overemphasizes material learners should already know

· Some of the training content appears to build on existing knowledge of participants OR some of the content overemphasizes material learners should already know

· Much of the training content appears to build on existing knowledge, without overemphasizing material learners already know

	8
	The training content addresses relevant state and federal statutes and policies

· The training content addresses very few of the relevant state and federal statutes and policies OR includes many that are not central to the content

· The training content address some, but not all, of the relevant state and federal statutes and policies OR includes some that are not central to the content

· The training content addresses all of the relevant state and federal statutes and polices AND includes only those that are central to the content

· Not applicable; there are no relevant state and federal statutes or polices

	9
	The training content is consistent with research and best practice guidelines

· None or little of the training content is consistent with research and best practice guidelines

· Some of the training content is consistent with research and best practice guidelines, but some is not

· All of the training content is consistent with research and best practice guidelines

	10
	The training content is consistent with, but does not duplicate, other trainings, especially prerequisites (unless there is a specific purpose to be served)

· The training content has significant inconsistencies with other training(s) OR unnecessarily duplicates a significant portion of other training(s)

· The training content has slight inconsistencies with other training(s) OR unnecessarily duplicates a small portion of other training(s)

· The training content is consistent with other training(s) AND does not unnecessarily duplicate any portion of other training(s)


	11
	The training content is consistent with the realities of job circumstances and demands (without adding excessive difficulty for learners)

· None or little of the training content is consistent with the realities of job circumstances and demands OR the realistic nature of the training may make much of the training difficult for learners

· Some of the training is consistent with the realities of job circumstances and demands, but some is not OR the realistic nature of the training may make some of the training difficult for learners

· All of the training content is consistent with the realities of job circumstances and demands AND the realistic nature of the training does not add difficulty for the learners

	12
	The training content is internally consistent

· The training content has significant internal inconsistencies

· The training content has slight internal inconsistencies

· The training content is internally consistent

	13
	The training content is central to the learning objectives (i.e., there is not extraneous content)

· Some of the training content is central to the learning objectives (i.e., there is a moderate or significant amount of extraneous content)

· Most of the training content is central to the learning objectives (i.e., there is a small amount of extraneous content)

· All of the training content is central to the learning objectives (i.e., there is not extraneous content)

	14
	The training content is the appropriate depth and scope for the learning objectives

· The training content is not the appropriate depth and scope for the identified competencies; significant changes need to be made to expand or reduce the depth of scope of the content

· The training content is not the appropriate depth and scope of the identified competencies; moderate or minor changes need to made to expand or reduce the depth or scope of the content

· The training content is the appropriate depth and scope for the identified competencies; no changes need to be made

	15
	The training content can be covered in the allotted time

· The training content cannot be covered in the allotted time; significant time needs to be added to cover all of the material

· The training content cannot be covered in the allotted time; a small amount of time needs to be added to cover all the material

· The training content can be covered in the allotted time

	16
	The training content addresses effective cross-cultural practice

· Not at all or very little

· Somewhat

· Very much


	Training Organization

	17
	The overall content has been divided into smaller segments or clusters (i.e., elements that are highly related are grouped together in manageable chunks)

· The content is not at all divided or sorted into recognizable chunks. The content is presented as one large block of material or a continuous stream of topics.

· The content is somewhat or poorly divided into chunks. The content could be better presented with additional or different chunks.

· The content is well divided into easily identified chunks. The number and type of chunks facilitate comprehension.

	18
	Segments/clusters/chunks have been organized into an overall framework that reflects their relationships with one another (e.g., process, sequences, stages/steps, types, components, categories)

· Content has no obvious framework or organizing structure

· Content has a weak framework or organizing structure; it is not readily obvious or does not reflect the relationships between chunks or information

· Content has a strong and obvious framework that reflects the relationships between chunks of information

	19
	Overviews, advance organizers, summaries, and reviews are included to convey and reinforce organization

· There are few or no overviews, advance organizers, summaries, or reviews

· There are some overviews, advance organizers, summaries, or reviews, but more would facilitate learning

· There are frequent overviews, advance organizers, summaries, or reviews

	20
	Complex material (even within a module) is broken down into smaller segments to aid comprehension

· There are significant portions of the material that should be broken down into smaller segments to aid comprehension

· There are some portions of the material that should be broken down into smaller segments to aid comprehension

· There is no need for any of the material to be further broken down into smaller segments

	21
	Overall framework of the curriculum (i.e., underlying structure or organization of curriculum) is depicted in some way (e.g. hierarchy, outline, table, matrix, flow chart)

· Overall framework is not at all or poorly depicted

· Overall framework is somewhat depicted or could be more effective

· Overall framework is well depicted

· Not applicable; there is no overall framework

	22
	Training materials reflect and reinforce the overall organizational framework

· Rarely or Never

· Sometimes

· Always

· Not applicable; there is no overall framework


	23
	Curriculum topics and activities are in the optimal sequence

· Some or few of the curriculum topics and activities are in the optimal sequence; significant rearrangement is necessary

· Most of the curriculum topics and activities are in the optimal sequence; some rearrangement is necessary

· All of the curriculum and activities are in the optimal sequence

	Training Methods

	24
	Training methods are an appropriate match for the learning objective

· Few or none of the training methods are an appropriate match for the competencies

· Some of the methods are an appropriate match for the competencies, but some could be improved

· All of the training methods are an appropriate match for the competencies

	25
	Training methods gain the attention and focus of the learner

· Few or none of the training methods gain the attention and focus of the learner

· Some of the methods gain the attention and focus of the learner, but some could be improved

· All of the methods gain the attention and focus of the learner

	26
	Training methods engage participants in active learning and limit passive learning (Note: Active learning refers to methods that cognitively engage learners so that they actively process or act on information in some way, versus simply being passive recipients or note takers.)

· Few or none of the training methods engage participants in active learning; most or all of the learning is passive

· Some of the training methods engage participants in active learning; some of the learning is passive

· Most or all of the training methods engage participants in active learning; little or none of the learning is passive

	27
	Training methods signal or somehow highlight the essential material; they direct participants’ attention to the most important pieces of information

· Few or none of the training methods signal or somehow highlight the essential material

· Some of the training methods signal or somehow highlight the essential material

· Most or all of the training methods signal or somehow highlight the essential material

	28
	Training methods present information in a clear and understandable way

· Information is rarely presented in a clear and understandable way

· Information is sometimes presented in a clear and understandable way, but there is need for improvement in some areas

· Information is always presented in a clear and understandable way


	29
	Training methods ensure that the volume of information presented at one time is manageable for learners

· The volume of information presented at one time is rarely manageable for learners

· The volume of information presented at one time is sometimes manageable for learners

· The volume of information presented one time is always manageable for learners

	30
	Training includes many realistic, effective examples

· There are few or no realistic, effective examples

· There are some realistic, effective examples

· There are many realistic, effective examples

	31
	For learning objectives involving observable behaviors, training provides a model displaying effective demonstration of the behavior

· Training rarely or never provides a model displaying effective demonstration of the behavior

· Training occasionally provides a model displaying effective demonstration to the behavior

· Training always provides a model displaying effective demonstration of the behavior

· Not applicable; there are no competencies involving observable behaviors

	32
	Training methods include mnemonics or other memory aids where useful

· Mnemonics or other memory aids are rarely or never used (and there are places where they would be useful)

· Mnemonics or other memory aids are sometimes used (and there are additional places where they would be useful)

· Mnemonics or other memory aids are often used

· Not applicable; there does not appear to be any use for mnemonics or other memory aids

	Training Methods: Visuals

	33
	Training methods make simultaneous use of spoken (not written) words and pictures (illustrations, graphs, maps, photos, animation or video) to convey information (to capitalize on learners’ dual means of processing information)

· Spoken words and pictures are rarely used simultaneously

· Spoken words and pictures are sometimes used simultaneously

· Spoken words and pictures are frequently used simultaneously

	34
	PowerPoints follow suggested guidelines for quantity of content, format, etc.

· Rarely or Never

· Sometimes

· Always

· Not applicable; there are no PowerPoints

	35
	Visuals are central to the message and do not distract attention

· Few or none of the visuals are central to the message

· Some of the visuals are central to the message

· All of the visuals are central to the message

· Not applicable; there are no visuals

	36
	Visuals can be expected to achieve their intended purpose (e.g., effectively convey information, enhance understanding, elicit affective reactions)

· Some or few of the visuals can be expected to achieve their intended purpose

· Most of the visuals can be expected to achieve their intended purpose

· All of the visuals can be expected to achieve their intended purpose

· Not applicable; there are no visuals

	Training Methods: Activities (each activity is rated on each standard)

	37
	The purpose of the activity is obvious or clearly explained to participants at some point (explanation need not be prior to the activity if a description of the intent would interfere with the process or the outcome)

· Yes

· No

· Not applicable; an explanation would interfere with the process or outcome

	38
	The activity instructions to participants are clears (as they are written in the trainer’s notes)

· Yes

· No

	39
	The activity instructions to trainer are clear

· Yes

· No

	40
	Participants have the necessary knowledge, information, materials, and/or preliminary skills to do the activity (either as a result of a prerequisite or earlier portions of this training)

· Yes

· No

	41
	The activity is preceded by at least one example that illustrates the desired process or outcome (unless an example would interfere with the process or the outcome)

· Yes

· No

· Not applicable; an example would interfere with the process or outcome

	42
	The activity is followed by feedback, discussion or debriefing

· Yes

· No

	43
	The activity can be expected to contribute to or accomplish one or more learning objectives

· Yes

· No

	44
	One or more of the activities give participants an opportunity to practice applying knowledge or demonstrating skills (within practical limitations)

· Yes

· No


	Training Materials

	45
	Training materials follow formatting standards adopted by the training organization (e.g., font size and type, margins, titles, headers, footers, text alignment, indentations, spacing, dates, pagination, file names, file type, logos)

· Sometimes

· Frequently

· Always

	46
	Training materials include all curriculum components required by the training organization (e.g., title page, acknowledgements, table of contents, agenda, site requirements, target audiences, trainer delivery guide)

· Some of the required curriculum components are included

· Most of the required curriculum components are included

· All of the required curriculum components are included

	47
	Training materials include trainer notes for all elements of the curriculum (e.g., talking points, questions, stories, examples, and practice tips for PowerPoints, handouts, exercises, discussions)

· Rarely or Never

· Sometimes

· Always

	48
	Trainer’s materials clearly specify when slides, handouts, activities, audiovisuals, etc. are used

· Rarely or Never

· Sometimes

· Always

	49
	Training materials include credible references, citations, and sources of information

· Rarely or Never

· Sometimes

· Always

· Not applicable; no material has been borrowed

	50
	Citations are written in APA style

· Rarely or Never

· Sometimes

· Always

	51
	Training materials include copyright permissions where necessary and do not make improper use of copyright material

· Rarely or Never

· Sometimes

· Always

· Not applicable; no material has been borrowed

	52
	Training materials use proper spelling, grammar, and punctuation

· Sometimes; significant errors are evident

· Frequently; minor errors are evident

· Always; no errors are evident


	53
	Training materials can be easily navigated by the trainer and participants

· Some of the materials can be easily navigated by the trainer and participants

· Most of the materials can be easily navigated by the trainer and participants

· All the materials can be easily navigated by the trainer and participants

	54
	Trainer and participant materials are consistent with one another (same titles, sections, page numbers, etc.)

· Rarely or Never

· Sometimes

· Always

	55
	Training materials (e.g., PPT, handout, workbook, flip chart, video, audio) are the best medium for the information

· Sometimes

· Frequently

· Always

	56
	Training materials include useful job aids to enhance transfer (when possible and appropriate)

· There are no useful job aides include, and several would  be possible/appropriate

· There are a couple useful job aids include, but more would be possible/appropriate

· There are useful job aids included whenever possible/appropriate


List of Curriculum Standards Divided by Expertise Categories

	1. Experience doing or supervising the work (in the area of work performed by the target training audience)
	1, 5, 11, 14, 30

	2. Knowledge of policy and statute (in the curriculum topic)
	8

	3. Knowledge of research and best practice (in the curriculum topic) 
	9, 16, 49

	4. Experience in training the curriculum
	15, 25, 37, 38, 39, 47, 48, 53

	5. Experience as a recent participant in the training
	11, 25, 28, 29, 56

	6. Knowledge and experience in curriculum development and review
	2-4, 6, 7, 10, 12, 13, 14, 17-24, 26-56
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