
MICROFICHE 
REFERENC 
LIBRARY 

A project of Volunteers in Asia 

by: Noreen Clark and James McCaffery 

Published by: 
World Education 
210 Lincoln Street 
Boston, MA 02111 USA 

Paper copies are,$7.50. 

Available from: 
Mr. Ananth Narayan 
World Education 
P.O. Box 5066 
Kendall Park, NJ 08824 USA 

Reproduced by permission of World Education. 

Reproduction of this microfiche document in any 
form is subject to the same restrictions as those 
of the original document. 



d EM 

By NOREEN CLARA md JAMES MCCAFFERY 



d E 

Training program staff 
in assessment of 

community-based programs 

through a field-operational seminar 

By: NOREEN CHARS Afud JAMES M&A&R~ 

Graphics: Karla Kaynee 



i 

;’ 

I 
,’ 

’ 

@ 1979 by World Education, 1414 Sixth Avenue, New York, N.Y. 10019 @ 1979 by World Education, 1414 Sixth Avenue, New York, N.Y. 10019 

library of COnQreSS Catalog Card #78-65627 library of COnQreSS Catalog Card #78-65627 

ISBN O-914262-1 l-4 ISBN O-914262-1 l-4 

Printed in the United States of America Printed in the United States of America 

;, ;, 
‘- ‘- 

Cover drawing produced during the Mombasa seminar as part of small group Cover drawing produced during the Mombasa seminar as part of small group 

activity during Phase I: Introductory, Activity B: Visualizing the Group. activity during Phase I: Introductory, Activity B: Visualizing the Group. 

African art reproduced from African Designs From Traditional Sources 
by Geoffrey Willtab 



TAbk CONTENTS 
Acknowledgments page 

Introduction. . . . . . . . . . . . . . s . . . . . . . . I 
Evaluation Approaches, . . . . . . . . . . . . . . . . . . s 
The Case Study. . . . . . . . . . . . . . a . . l . . . . 7 
Preparing for the Workshop, . . . . . . . . . . . m . . . . 9 
Notes About the Use of the Manual. . . . . . . . . . . . . . II 

Phase I: Introductory. . . . . . . . . . . . . . . . . . . 13 

The Very First Step 
Visualizing the Group 
Eliciting Expectations 

Phase II: Demystifying Evaluation , . . , . . . . . . . . l I l 25 
The Anatomy of Judgments 
Why Evaluate? 
Collecting Data 

Phase Ill: Introducing Field Reality. . , . . . . , . . . . . . 37 
Background for Field Work 
First Site Visit 

Phase IV: Action and Reflection . . . , . . . . . . , . . - . 43 

First Impressions and the Evaluator’s Responsibility 
Approaches to Data Collection 
Field Work and Analysis 

Phase V: Synthesizing . . . . . . , . . . . . . . . . l . .53 
Preparation and Presentation of Field Team Reports 
Linking to One‘s Own Work 

Phase VI: Ending the Workshop. . . . , . , . . . , . . I l 61 
Participant Evaluation of Workshop 
Closure 

Appendix: list of Participants and Members of Planning Committee l a e a 67 





We wish to extend our special thanks to Mr. Bethuel Kiplagat and the Na- 
tional Christian Council of Kenya for helping with the overall coordination 
of this project and providing strong support throughout. We are indebted 
to Mrs. Elvina Mutua and Tototo Home Industries for their kind coopera- 
Son in hosting the seminar and allowing us to learn with and from them. 
In addition, David Macharia and the Institute of Adult Study in Nairobi 
provided invaluable assistance in planning and conceptualizing this sem- 
inar and in making Daudi Nturibi’s services available to us. 

- ‘E -. We wish also to express our thanks to the Carnegie Corporation, 
. the Hazen Foundation, UNICEF, the United Nations Fund for Population 

Activities, and the Agency for International Development, whose financial 
support to World Education made possible the field-ope.dtional seminar 
on which this manual is based. The publication itself has been paid for 
through a Development Program Grant to World Education from the office 
of Private and Voluntary Cooperation, Bureau for Private and Develop- 
ment Cooperation, Agency for International Development. The opinions 
expressed ark those of the authors and do not necessarily reflect the opin- 
ions of AID, 

We accept full responsibility for any omissions or mistakes that occur 
in this manual. However, we wish to share any credit we might receive for 
the successful aspects of this work; the strength of this manual does not de- 
rive from us, but rather from the energy and output and electricity of the 
group that met and worked together in Mombasa, in October and Novem- 
ber of 1977. This is an attempt to codify that exciting experience and 
make it available to the nonformal education community. We list in the 
appendix all thah,y who took part in the seminar, for, in a very real way, 
they shared in the production of this manual. 

Noreen Clark 

James McCaffery 





iNTROdUCTiON 

The organizations in Africa that have collaborated with World Education 

in nonformal education programs have at various times expressed interest 

in learning more about how to evaluate their programs effectively. indeed, 

some of them have had no experience evaluating their projects while others 

have used comprehensive evaluation techniques. World Education there- 

fore proposed an evaluation seminar, and the National Christian’ Council 

of Kenya (NCCK) agreed to co-sponsor the event. Teams of stoff members 

from World Education-assisted projects in Ghana and Ethiopia were in- 

vited to attend, as well as staff members from development projects in 

Kenya (under NCCK sponsorship) and Sierra Leone. 

Because World Education believes in experience-based learning, we 

decided early on that the participants would actually try out assessment 

techniques in a village setting. Further, each person invited to attend had 

rich experience in nonformal education; we wanted to capitalize on that 

extensive and varied pool of skills. We chose a participatory format. The 

seminar schedule was constructed to take into account both the logistics of 

field work and the need for situations where participants could discover 

and discuss evaluation methods. Within the basic structure, however, indi- 

vidual activities were’ to be highly flexible. Participants would be encour- 

aged to emphasize the aspects of evaluation of most interest to them and 

would be given maximum opportunity to adapt from basic evaluation meth- 

ods to create innovative village assessment techniques. 

Every activity was to be participant-oriented and implemented 

through what we have termed “collegiality’‘-that is, with power and au- 

thority shared equally among colleagues. We tried to design each session 

of the seminar to ensure that responses to exercises and solutions to prob- 

lems would come primarily from the experience, common sense, and in- 

genuity of those who took part. In many seminars and conferences pro- 

fessional colleagues are forced into teacher-student relationships. Here, we 

wanted to ensure that group members would interact like the professional 

colleagues they are-sharing ideas, engaging in dialogue, analyzing in- 

formation, planning and carrying out actions-all the while serving as each 

other’s consultants. Although we obviously had our own approach to eval- 

uation, we did not impose lectures on the group, or teachers, or recipes on 

how to conduct evaluation. As a result, participants produced and used 

particular evaluation instruments and approaches that they had selected 

as most effective and managetible. And all the participants did develop 

assessment skills that would be useful on a daily basis in their own projects. 

This successfully brought evaluation out of the realm of theory and into 

actual practice. 
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The Resource Peopk 
The role of the “resource person” in a seminar like this is challenging. There 

are three facets of the role: workshop Aanner, process facilitator, evalu- 

ation specialist/learner. First, each of the five resource ?rsons ut the Mom- 

basa seminar helped design the seminar: us the workshop progressed, the 

resource people met doily to refine and revise the design and to increase 

learning opportunities for all participants bused on each day’s experience. 

Second, responsibility for facilitating particular sessions was rotuted among 

the resource people. Finally, the resource persons also acted as participants, 

members of the workshop group who struggled with and learned as much 

about evaluation as the other participants. Therefore, the resource per- 

son’s role in this kind of seminar tends to be more complicated than that 

of the traditional trainer or evuluation expert. 

Since this is so, those who serve as resource people should be care- 

fully selected. They need a variety of skills that are only rurely combined in 

one individual-which is why a seminar like this requires a team of resource 

people. The team needs process trainers, skilled in working with groups; 

they must be especially good ot facilitating group discussions and enabling 

people to take part in and contribute to the group’s work. They also need 

some technical knowledge of program evaluation. And finally, they must 

be able to deal with-indeed capitalize on-their constantly shifting roles. 

Knowing when to play expert, facilitator, or participant demands great 

sensitivity to the goals of the workshop, the obiLctives of a particular session, 

and the ongoing needs of the group.* 

In a participatory workshop, there is always a continuous effort to 

refine the workshop format to fit the emerging needs and interests of the 

participants. If the resource person states that something will be changed 

or redesigned in response to participants’ wishes or expectations, some ac- 

tion will have to be taken. If the desired change cannot be made, the group 

should be informed why not. Unless promises to redesign are kept, the full 

participation and commitment of every person attending simply will not 

take place. The group may even begin to suspect that the resource people 

are manipulating workshop events, in order to make them appear partici- 

patory. It is far better to have a good nonparticipatory seminar than a work- 

shop that is made to appear participatory but, whether through inteni or 

neglect, is really not. 

A Necessury Balunce 
Any seminar that takes place over several days should incorporate a bal- 

ance of large group meetings, small group meetings, and individual work. 

But a field seminar stresses active participation: we wanted to include visits 

to the villages, seminar meetings, and time for individuals to read under 

the nearest tree. We even took cure to ensure that there would be a bal- 

%I this manual, the terms resource person, trainer, facilitotor, and planning team member are variously 

used to refer to the wme person, depending on the role being played. 



anced amount of time spent sittir‘g in chairs and moving about the room 

to write on pieces of flip chart paper or read another team’s product. Par- 

ticipation should be physical as well as mental; it should involve the process 

of experiencing as well as the discussion of experience. 

The workshop groups in the Mombasa seminar were able to pro- 

duce Q great deal. One device we used to record information wos a daily 

written summary. At the end of an exercise, after each small group had 

shared its results with the entire group, o resource person would summa- 

rize this product und distribute it for use in the next day’s session. This sim- 

ple but important clerical function makes it possible for each group to 

work from the record of the previous day’s activity, and allows groups to 

learn from euch other, to avoid each other’s mistakes. The work produced 

also serves us concrete evidence of the group’s accomplishments during the 

works;lop, and provides something tangible to take buck home at the sem- 

inar’s end. 

Workshop Groups 
The participants in this workshop came from Sierra Leone, Ghana, Ethi- 

opia, Kenya, and the United States. For the first several days we made 

sure, by frequently changing the makeup of the small groups, that each 

person hod Q chance to work with everyone else. For the six days of the 

field site visits, however, we tried to place one person from each country 

on each field team, to maintain a balance between men and women, and 

to have Q Kenyan on each teum who could serve us interpreter. Although 

there were good reasons for rotating teums from site to site, we found that 

assigning one team to one site increased the level of involvement of each 

village and allowed more continuity. Each field site team visited the some 

village four times. On the lust day of the seminur, we reorganized the 

teams by country so that each one could consider and record the informa- 

tion they had discovered that had implications for the projects in their own 

country. 





EVAhATiON Ap~ACk 

Evaluation for most ugencies is both internal (what the program staff f 

and external (what the outside funder, parent organization, or evulua1,tin 

consultant does). A premise of this seminar is that continuous internal eval- 

uation can improve programs and put administrators in Q stronger position 

to respond to outside evaluators. 

To conduct a seminar like the one described here, therefore, it is 

important that individuals chosen as facilitators hove some pructical expe- 

rience in evaluating community programs. The seminar concentrates on (1) 

helping program administrators and field stuff become aware of the need 

for evaluation to improve decision making and (2) assisting them to ask the 

right evaluation questions about their projects. The seminar is not designed 

to produce experts in evoluution: it is intended to assist administrutors to 

identify und initiate evaluation approaches to improve the operation of 

their organizations. 

Those who hove worked in community settings know that rigorous 

research designs are neither desirable nor possible in conducting village 

evaluation. The program stuff member can use only those data collection 

techniques that fit the particular area in question and are acceptable to 

the people involved. Precise methodology and cumbersome assessment 

procedure must be retired in favor of more unobtrusive and less disruptive 

techniques. To be effective, evaiuation steps must be easy to initiate and 

conduct, otherwise program stuff will be unlikely to accept them os an 

ongoing part of their regular responsibilities. 

In the Mombasa seminar, participants begun their exploration of 

data collection approaches bi using conventional techniques: interviews, 

using questionnaires, observation, using checklists, and informal interviews 

with key people. As time went on, however, teams began to think of other 

more innovative and simple ways to get information that might serve the 

purpose of program improvement. Some of these, although less frequsntly 

used by evaluators, might be successful if employed systematically in the 

village setting.* 

In Mombasa, for example, teams tried out open-ended group and 

individual interviews using pictures to stimulate discussion, games related 

to particular skills or interests, and group problem-solving for identifying 

needed changes and chunge strategies. No doubt unother group of seminar 

participants would come up with as many different ideas. The seminar train- 

ers, therefore, should encourage creativity while helping participants devel- 

‘Some of these techniques ace described in detail in a forthcoming Worjd Education publication, A 

Training Kit for Nonformal Educators. 



op good evaluation techniques. 
In other words, trainers should assist participants to recognize that a 

technique must be used systematically, must promote careful documentation 

and recording of data, must recognize and eliminate bias to the greatest 

extent possible, and must yield representative information. Trainers must 

then help participants fit data collection and analysis procedures into a com- 

prehensive evuluation plun. There are several books and articles which may 

provide potential trainers with a refresher in the principles and practice of 

program evaluation. Some of these are listed below: 

Hall, Budd, “Participatory Research: An Approach for Change,” Conver- 

gence, Vol. Ill, No. 2, 1975. 

Pettit, John J., Infegrated Family Life Education Project (conducted by the 

Ethiopian Women’s Association). New York: World Education, 

1977. 

Weiss, Carol H., Evuluafion Research, Englewood Cliffs, New Jersey: Pren- 

tice-Hull, 1972. 

World Education, REPORTS: Special Issue on Evaluation, No. 15, October 

1977, pp. 3-l 3, 14, 15, 20, 24. 
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ThE CASE mdy 

This seminar alternates between actual evaluation work done at a village 

site and learning in the seminar or small groups. The seminar, therefore, 

is best conducted by, or in collaboration with, an organization that is in- 

volved in community projects. The organization and its activities become 

a case study for the seminar to use, and if an actual case study is written 

up, it can be a valuable asset to the learning process. 

The study provides participants with a common background for work- 

ing together to develop evaluation approaches. The case study should do 

two major things: describe the organization, program and activities to be 

evaluated, and provide the major evaluation questions to be answered. In 

the Mombasa seminar, for example, the case study was written in four seg- 

ments. The initial segment described the purpose, obiectives, and adminis- 

trative structure of Tototo Home Industries, the organization serving as co- 

sponsor of the seminar and as the case for study. The second segment de- 

scribed the six Tototo project villages. These were the communities that 

agreed to cooperate in the seminar by letting participants use the village 

as a site for practicing evaluation approaches. This segment provided a 

brief description of the villages and a history of Tototo’s work in each. 

The next segment outlined sev~ or eight questions the administra- 

tors of Tototo had about their project activities. Tototo administrators had 

not collected data to answer these questions and felt that such data would 

help them improve their program. 

The final segment set forth the task that the seminar participants 

would accomplish. This task was the focus of the field work portions of the 

seminar and enabled participants to gain practical evaluation experience. 

The task required that each field work team (1) develop and try out data 

collection approaches answering one or two of Tototo’s evaluation ques- 

tions and (2) design, based on their field work experience, a plan for con- 

tinuous evaluation which Tototo administrators might include in program 

operation. 

The background of the organization serving as a case for study and 

its procedures for operating in the village must be presented descriptively 

and nonjudgmentally. Once the case is prepared, it is then the job of sem- 

inar participants to develop ways to collect data that will enable cooperat- 

ing administrators to decide what things they will change about their pro- 

gram and to identify what is working well. Perhaps even more important, 

the end product could include suggestions for an appropriate evaluation 

system or methodology for the cooperating organization. The seminar pro- 

vides an opportunity for participants to learn by addressing the real prob- 

lems of a real agency rather than by engaging in hypothetical discussion. lt 
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is obvious, therefore, that the success of the seminar must depend on care- is obvious, therefore, that the success of the seminar must depend on care- 

ful selection of both the organization and the villages to study, The benefits ful selection of both the organization and the villages to study, The benefits 

to the organization include staff training and the evaluation plans partici- to the organization include staff training and the evaluation plans partici- 

pants develop during the seminar; in Mombasa these proved very useful pants develop during the seminar; in Mombasa these proved very useful 

to Tototo Home Industries. to Tototo Home Industries. 

Given the requirements discussed above, it is obvious that the or- Given the requirements discussed above, it is obvious that the or- 

ganization serving as the case for study must be a strong one, confident ganization serving as the case for study must be a strong one, confident 

in its program, and willing to have “outsiders” looking at its program in a in its program, and willing to have “outsiders” looking at its program in a 

learning situation. learning situation. 

Those interested in using the Mombasa case study as a model for Those interested in using the Mombasa case study as a model for 

writing their own can obtain more information from World Education. writing their own can obtain more information from World Education. 



PREpARiy FOR TkE WORkShOp 

How much time is spent on the tasks outlined below will depend on the ex- 

isting contacts and experience of the planners, on the difficulties encoun- 

tered in working out arrangements with the host agency, and on how much 

help is available to do the groundwork. Planning for the seminar could 

take from several weeks to several months. 

1. Collaborating agencies need to be identified and cooperating 

villages selected. To ensure a successful field experience, lead- 

ers in local communities must be involved from the outset. This 

cannot be overemphasized. The people in each village where 

seminar participants will do field work will need to be involved 

in the planning process. Seminar organizers must be sure that 

village leaders and residents understand and accept the obiec- 

tives of the field experience. If the planners have no previous 

relationship with the local residents of the villages in which they 

intend to do field work, then the process of gaining entry and 

acceptance into their chosen field sites could take some time. 

Even if seminar planners have worked in these villages before, 

several visits, meetings and informal discussions will be neces- 

sary. As with most endeavors, the degree of participation and 

collaboration among bhose involved in planning-host agency, 

adyisory group, seminar organizers, and the residents at the 

field sites-i s b ound to influence the extent of success achieved. 

2. An advisory group can be very helpful. A group of local non- 

* formal educators can be convened to define the scope of the 

seminar and identify resources. Two or three meetings should be 

enough to adapt the general seminar plan to the specific locale 

and to refine the activities accordingly. 

3. A case study should be developed for use in the workshop, es- 

pecially if participants come from different agencies and have 

had dissimilar work experiences. This case study will provide a 

common background for participants about the villages where 

they will be working and the evaluation objectives to be met. 

4. This seminar is designed for teams of staff members of small, 

community based programs. It is helpful to establish criteria by 

which appropriate participants wiii seiect themselves or be select- 

ed by their agencies. Those who work at the field level and thus 
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have an opportunity actually to carry out project assessments are 

in the best position both to contribute to the seminar and get the 

most out of it. Obviously, the agencies that send participants 

must view the evaluation seminar as relevant to their own goals. 

5. It is important to establish an initial measure of participants’ abil- 

ities and interests related to program evaluation. This might be 

done in a variety of ways: by means of questionnaires, informal 

surveys, interviews conducted before the seminar, or any other 

device that the planners can design for this purpose. The results 

from this investigation can be used later to assess the seminar’s 

effect on participants. * 

6. Someone shoutd be available to ha:ii?r seminar logistics to en- 

sure that the sessions run smoothly, are relaxed and enjoyable, 

and allow for cross-fertilization of ideas. This person would be 

responsible also for planning sufficient leisure time, setting up 

secretarial and other support services, and arranging travei p!uns 

and accommodations for trips to the field sites. In addition, this 

kind of advanced planning allows participants to get to know 

each other both within planned work sessions and during leisure 

time. it enables collegial exchange and sharing of ideas to be an 

aspect of all seminar activities. 

‘The insfruments used to aucss the Mombasa Seminar ore available from World Educofion. 
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NOTES AbouT TkE USE of ThE MANUAL 

The manual is organized according to the six phases that constitute the for- 

mat of the evaluation seminar. Within each phase there are two or more 

activities. Some of the activities can be effective alone while others must be 

used in sequence. This seminar was designed for 20 participants and, of 

course, activities would need to be significantly modified to work with a 

larger or smaller number of people. 

The manual is organized according to the six phases that constitute 

the format of the evaluation seminar that emerged from our work together 

at Mombasa. The six phases of the seminar are: Introductory, Demystify- 

ing Evaluation, Introducing Field Reality, Action and Reflection, Synthesiz- 

ing, and Ending the Workshop. These, and the activities that comprise 

them, can be used as guidelines for the development of phases and ac- 

tivities more suitable for a different group. 

Some of the activities can be effective alone while others must be 

used in sequence. Each activity is described in the same format, under the 

following headings: 

1. Reason for doing: The objectives of and reasons for each activity. 

2. Conducting the activity: Specific instructions or directions. 

3. Process/maintenance tasks: Directions designed to make the 

trainer aware of those things he or she might do to ensure that 

the training process continues once an activity is actually under- 

way. Here we use “training process” to mean the interaction of 

group members as they work together-certain things have to be 

done to examine this process and make sure it flows smoothly. 

A training group will be unproductl*rn if a trainer does not per- 

form certain process/maintenance tu.lc; ‘T ns during each session. 

4. Closure: Things a trainer can do to bring the activity to an ef- 

fective close. This may involve a review process that highlights 

what has been learned and places particular activities within the 

scope of the larger workshop plan. 

5. Things fo be aware of: What also might be termed contingen- 

cies or possible pitfalls. These are different from process/main- 

tenance functions, and this section introduces methods that the 

trainer can use in case activities do not go as planned. This phase 

may include discussion of the complexities or nuances of par- 



titular activities. We have tried, in this training manual, not titular activities. We have tried, in this training manual, not 

only to provide instructions for the ideal workshop but also to only to provide instructions for the ideal workshop but also to 

discuss unexpected occurrences that can enrich or inhibit leurning. discuss unexpected occurrences that can enrich or inhibit leurning. 
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Activity A: THE VERY FIRST STEP 

Activity B: VISUALIZING THE GROUP 

Activity C: ELIClTlNG EXPECTATIONS : I 

13 I 



I If 



(Phase I: Introductory) 

ACTiViTy A: THE VERY FIRST STEP 

REASONS FOR DOING: Tofu/ Time: I hour 

-To review basic seminar goals and objectives. 

-To introduce and review seminar schedule and com- 

mitments. 

-To take care of formalities and preliminary logistics. 

-To emphasize the participatory and collegial na- 

ture of the seminar. 

CONDUCTING THE ACTIVITY: 

-At an opening dinner or similar initial event, before 

the first work session, the workshop organizers or 

another appropriate person should make a brief pre- 

sentation touching on the pornts outlined above. 

. 

-A written preliminary schedule and objectives should 

be distributed. 

PROCESS/MAINTENANCE TASKS: 

-Keep the physical arrangements informal. Resource 

persons should be seated with the rest of the group. 

-Make sure that any speeches given are absolutely 

necessary, and are kept brief. 

CLOSURE: 

Leave group with a summarized statement of general 

objectives. 

15 



TO BE AWARE OF: Because this is the very first ses- 

sion, it will, at least to some degree, set the tone for 

the entire seminar. This may present some difficulties, 

especially if there is a visiting dignitary who will, 

for one reason or another, be making a speech. You 

will want, therefore, to involve as leader of the ac- 

tivity an individual whose personal style is friendly 

and informal so as to erase any formal tone that 

might be cast upon the seminar. 

-Set aside another appropriate time to handle the 

logistics of the seminar and individual participants’ 

questions about accommodations, travel, and so on. 

Don’t intermingle discussion of these logistical ar- 

rangements with the seminar goals and history. 

. 



(Phase I: Introductory) 

AlcTivky B= VISUALIZING 
THE GROUP 

REASONS FOR DOING: Total Time: 7-2 hours 

-To introduce people to one another, to open inter- 

personal communications and to learn about each 

other’s experience. 

-To begin with a participatory activity. 

-To place a value on creativity, inventiveness, and 

innovative approaches to common activities. 

mm 
-To introduce small group work early in the seminar. 

-To characterize the trainers (resource people) as 

facilitators and participants rather than “leaders.” 

-To set an informal tone. 

-To establish that reaching seminar objectives can 

be enioyable. 

-To acclimate participants to the context of the sem- 

inar. 

CONDUCTING THE ACTIVITY: 

-Ask participants to form small groups, joining oth- 

ers whom they don’t know. 

-Provide newsprint, ink markers, and masking tape 

for each group. 

-Ask each group to spend 20-30 minutes getting ac- 

quainted, and then to draw a collaborative picture 

that will represent them and that will constitute their 

introduction to the large group. No words are al- 

lowed in the drawing. 
Group drawing 
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-Reconvene the participants and ask each small 

group, by using its drawing, to introduce itself to the 

others. Groups themselves decide how to handle this 

introduction. 

PROCESS/MAINTENANCE TASKS: 

-Set time limits for individual introductions in the 

small group, to prevent one or two people from dom- 

inating. 

-Move group introductions along according to time 

available. 

-Create an atmosphere of participation. 

-Encourage individuals to ask questions or comment 

on each group’s drawing. 

-Initiate closure when the large group has finished 

talking about the drawings. 

CLOSURE: 

-Assist group to: 

--Look for commonalities and differences 

among the groups; 

-Generalize from the introductions some in- 

teresting and useful observations and relate 

them to evaluation; 

-Recognize the range of experience, exper- 

tise, and interest within the group. 

-Relate ideas from the introduction to the seminar 

objectives, the overall schedule, and the following 

&y’s work. 

TO BE AWARE OF: This is not a test of artistic abil- 

ity, but an opportunity to exercise creativity and to 

Group drawing 



get acquainted. You will want to emphasize that the 

quality of the drawing is not a measure of success 

in this activity. 

Some participants will enter wholeheartedly 

into the task; others will be more reticent. Acknowl- 

edge the contribution each person can make, being 

sure at the same time not to single out individuals in 

ways to make them appear more “expert” than 

others. 

Encourage groups to have fun with the activ- 

ity, and to be as innovative and creative as they want. 

Group drawing 
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(Phase I: Introductory) 

ACTiViTY c: ELICITING 
EXPECTATIONS 

REASONS FOR DOING: Total Time: Is-2 hours 

-To give each participant a chance to air his expec- 

tations, to share and validate these expectations with 

the whole group. 

-To determine how each participant’s expectations 

fit with seminar objectives and activities; to identify 

those individual expectations the seminar should be 

able to meet and those it cannot meet. 

--To continue the participatory approach. 

-To adjust or refine seminar design, where appro- 

priate and possible, to fit more closely the group’s ex- 

pectations. 

-To establish that the seminar involves individual 

work, movement, everyone working together writing 

on flip charts, group discussion of products, etc. To 

emphasize that seminar participation involves more 

than just sitting and listening. 

CONDUCTING THE ACTIVITY: 

-Space pieces of newsprint on the walls around the 

room. Have lots of ink markers available. 

-Ask participants to work individually and to write 

their expectations for the seminar on notepads. Spend 

approximately 15-20 minutes on this. 

-When participants have finished, ask each to se- 

lect the three most important expectations for him 

or her, move to one of the pieces of newsprint on 

the wall, and write those expectations on it. 
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-When everyone has listed three expectations, ask 

participants to walk around the room reviewing all 

expectations. Ask anyone who feels that an impor- 

tant expectation has been overlooked to add it to 

the list. 

-Reassemble in a large group and, as a group, move 

to each list of expectations. 

-Lead the group in reviewing each list for clarity, so 

everyone knows what was meant by each expecta- 

tion. 

-After this review, identify to the group which ex- 

pectations the seminar should meet directly, those 

the seminar will touch on, those which the seminar 

might, with some changes, touch on and those the 

seminar, given limited time and resources, will not 

meet. 

PROCESS/MAINTENANCE TASKS: 

-Make the following ground rule and keep to it: 

Discussions or questions about expectations are for 

clarification only, not to register agreement or dis- 

agreement. 

-Encourage openness regarding expectations-ac- 

cept all as valid. Be straightforward about those that 

can’t be met, without disparaging them, since they 

may be valid but beyond the scope of the seminar. 

-Use your judgment to determine if slight modifica- 

tion of the seminar design will better meet the group’s 

expectations (e.g., there is generalized agreement 
about,the expectation and its feasibility). If you and 

the group agree that a change in the program will 

be beneficial, take the needed action and keep the 

group up-to-date on how the change is being inte- 

grated into the schedule. Don’t suggest a change in 

schedule unless you are sure it is possible. 

-Move the entire process along: don’t get bogged 

down on one area. Summarize and generalize about 

expectations whenever possible. 



CLOSURE: 

-Assist group to: 

-Recognize common elements among the 

group’s expectations; 

-Summarize the extent to which the seminar 

should meet expectations; 

-Review which sessions should meet partic- 

ular groupings of expectations. 

TO BE AWARE OF: Encourage people to be phys- 

ically active: walk around, write on the newsprint, 

confer with each other, etc. 

It is reasonable and acceptable for trainers to 

list their own expectations. 

If discussion focuses on disagreement with or 

discounting of participants’ expectations, then you 

will want to intervene and enforce the “clarity” 

ground rule. It is especially important for trainers to 

demonstrate that there are seminar ground rules and 

establish the extent to which they will be followed. 

Set the pattern in this activity. 
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Activity A: THE ANATOMY OF JUDGMENTS 

Activity 6: WHY EVALUATE? 

ktivify C: COLLECTING DATA 
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(Phase II: Demystifying Evaluation) 

ACTiVy A: THE ANATOMY 
I 

. OF JUDGMENTS 

REASONS FOR DOING: Total Time: 3-4 hours 

-To demonstrate that people constantly evaluate 

things. (“Evaluation” is not something done only by 

scholars or experts.) 

-To use participants’ recent everyday experience as 

a basis for developing evaluation questions. 

-To illustrate that participants already know-al- 

though perhaps only implicitly-processes of evalua- 

tion; to begin to make these processes explicit. 

-To acknowledge participants’ experience and com- 

mon sense as a legitimate basis for developing pro- 

gram evaluation. 

CONDUCT/NC THE ACTIVITY: 

This activity has 3 stages: 

Stage I (about an hour) 

-Choose several topics common to the experience of 

the whole group, such as logistical arrangements for 

the seminar or the first group activity of the seminar. 

-Divide the large group into a selected number of 

groups of 4-8 people according to the topic each in- 

dividual chooses to evaluate. 

-Provide markers, newsprint, and masking tape, and 

allow small groups about 30 minutes to discuss their 

topic and develop evuluative/judgmental statements 

about the topic. Ask each group to display its list on 

the walls in different parts of the room. 

-Ask the large group to walk together from one list 
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to another and review each; focus discussion on un- 

derstanding and clarifying each evaluative state- 

ment on the list; that is, what did the group mean 

to convey in the judgment? Review each group’s list 

in the same way. 

Stuge 2 (about I’/ hours) 

-Reconvene the original small groups. 

-Rotate them so that one group moves to another 

group’s list. 

-Give the small groups the following task, provid- 

ing the example here or a similar one. Spend about 

an hour on this task: To generate questions from 

analysis of another group’s evaluation. Each group 

is to ask these questions about another group’s eval- 

uative statements and then record answers on news- 

print: 

-What questions might the other group hove 

asked to arrive at evaluative statements? 

What questions are implied in these eval- 

uative statements? 

-What additional questions are stimulated 

by the evaluative statement made by the 

group? 

-What questions might evaluators have asked 

that they didn’t? 

Stage 3 (about I-155 hours) 

-Assign two or three of the small groups to one part 

of the room and two or three to another; that is, di- 

vide the whole group in half but keep the working 

groups together. Give each group two or three of 

the lists of questions generated in Stage 2. 

-A trainer in each of the two groups then assists par- 

ticipants to review the questions generated in Stage 

2 and to translate each question into a question for 

program evaluation; for exumple, “Can one ask this 

or a similar question about one’s own program or 

project?’ 
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i&E is AN EXAMtiE 

rhis EXAMPLE is from the Mombbsa 

seminar: 

EVALUAlfVE STATEMENtS 

3. The trip to Mombasa wtx good 

because if was free. 

b. Breakfosf this morning was dis- 

organized and the menu was 

inappropriate. 

QUESTIONS ONE MIGHT ASK 

ABOUT THESE EVALUATIVE SJ’ATE- 

MENTS OR THAT ARE IMPLIED IN 

THEM 

a. This trip wets good because if 

cosi nothing: 

1. What is the cost of the trip in 

money? Was it really “free?” 

2. What are hidden costs, if any? 

3. Where does the money come 

from? 

4. Given the cost-to someone- 

was it the best wcry to travel? 

b. Breakfosf wcls disorganized and 

the menu WCIS inappropriate: 

1. Whaf kinds of food are appro. 

priate for breakfasi? 



2. How should breakfast be or- 

gonized? 

3. What do people from different 

countries expect from breakfast? 

a. A specific question generated by 

the evaluative statement abouf 

the facilities in Mombasa was: 

“What kind of service did 

you exped of the seminar 

facility?’ 

b. This was trans/ated info the foC 

lowing program evaluation ques- 

tion: “What do our project-clients 

expect from services? 

Here’s an example of the thought 

process that follows through the 

three stages: 

Stage one: An evaluative dofement 

is made by a group: “Service at 

the seminar facility is poor.” 

Stage two: One quesfion among 
others mired by the statement is 

identified: “Whot kind of service 

does one expect at the seminar 

faci/ityY’ 

Stage three: The question is trons- 

loted into o program evaluation 

quesfion: ‘Whof are the expecta- 

tions of our clients regarding ser- 

vices of our project7 

PROCESS/MAINTENANCE TASKS: 

-Help groups to follow the logical progression of the 

three stages of the activity. 

-Give clear directions and specific examples at each 

stage. 

-This is a somewhat complex exercise; go slowly if 

necessary and help people to participate. 

CLOSURE: 

-Inform the group that the product of this activity, 

the list of program evaluation questions they devel- 

oped, will be used at the next seminar session, which 

will focus on collecting information to answer such 

questions. 

-Mention the number and kinds of questions that 

were generated out of the everyday experience of 

the group members. Link this product to the idea that 

developing questions is not a mystical, scholarly ac- 

tivity; it’s part of the evaluation that everyone does 

everyday. This exercise makes the process explicit 

and systematic. 

>TOBEAWAREOF: InreviewinglistsinStagesT 

and 2, the discussion may go beyond attempts to 

clarify and may develop into disagreement. If so, 

you will want to intervene. 

Don’t be surprised if some of the questions 

generated in Stage 2 are not easily translated into 

program evaluation questions. The group may get 

bogged down on a particular item. If so, suggest that 

they omit it and move on. Some items simply may 

not translate. 

There will also be a temptation on the part 

of the participants to make judgments about ques- 

tions. Reiterate that any question may be included if 

a member feels it would be useful for program eval- 

uation. 

At the end of the activity trainers may want 
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to re-emphasize the thought process with the group, 

using the example suggested, but it is advisable not 

to do it at the beginning. The exercise is best done 

step-by-step with directions for each stage given as 

that stage is reached. 

The product from this session will be a long 

list of questions. It may be. helpful for the trainers to 

consolidate this list and categorize it before the data 

collection sessiort(Phase II, Activity C-Page 33).Ques- 

tions related to administration, for instance, can be 

clustered together, as can those related to clients, 

project context and background, or communications. 



(Phase II: Demysta’fying Evcduation) 

ACTSTY I% WHY EVALUATE? 

REASONS FOR DOING: Total Time: I hour 

-To enable the group to recognize that there are 

several valid reasons for conducting evaluation. 

-To assist group members to see that there are sev- 

eral ways to use evaluation data and findings. 

-To introduce the idea that effective program eval- 

uation has certain general characteristics. 

CONDUCTING THE ACTIVITY: 

-Convene participants in one large group. Ask group 

members to offer the reasons one evaluates a pro- 

gram or project. 

-List these reasons one by one on newsprint as they 

are suggested. 

-When the group has run out of ideas, review the 

tist and where possible summarize and synthesize the 

reasons given for evaluation. These may include, for 

example, “evaluation is helpful for effective deci- 

sion making because it enabies project staff mem- 

bers to: assess their own performance; anticipate 

needed changes; set project standards and criteria; 

and determine project benefits.” 

-Use the summary of reasons as the basis of a mini- 

lecture on the characteristics of effective evaluation: 

it is continuous, internal, external, participatory, and 

it is used for decision making. 

PROCESS/MA/NTENANCE TASKS: 

-Accept any reason a participant offers for conduct- 

ing evaluation. 
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-Refer to the list of evaluation reasons developed by 

the group in summarizing and describing character- 

istics of evaluation. 

-Move the activity along; don’t deliver a long lecture 

on evaluation. 

-Elicit from the group members what reasons are 

acceptable and unacceptable to them for evaluating 

their own program. 

CLOSURE: 

-Point out to the group that the reasons for evalua- 

tion and the characteristics of effective evaluation 

influence both the kind of data one collects and the 

way in which they are collected. 

-Ask the group to keep in mind reasons for and 

characteristics of evaluation during the next activity 

on data collection. 

10 BE AWARE OF: Be straightforward Tn acknowl- 

edging that there are values associated with why and 

how one conducts an evaluation and help partici- 

pants recognize their own values and biases. 

Stress that a primary aim of evaluation is to 

collect data for decision making about elements of 

a project. 

Stress that the more simple and practical the 

evaluation is, the more useful it will be for judging 

the effectiveness of community-based programs. 
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(Phase II: Demystifying Evaluation) 

Acriviry C: COLLECTING DATA 

REASONS FOR DOING: Total Time: 3-4. hours 

-To identify various ways to collect data. 

-To demonstrate that criteria must be established 

for each evaluation question in order to answer it 

adequately. 

-To illustrate that there are several basic methods 

for evaluation from which one can adapt and modify 

creative/innovative approaches. 

-To reinforce that these basic methods are within 

participants’ experience. 

COIVDUCTING THE ACTIVITY: 

There are two stages to this activity: 

Siage I 

-Hand out the list of categorized evaluation ques- 

tions developed in Stage 3 of the “Anatomy of Judg- 

ments” activity (page 28 ). 

-Ask small groups of 4-8 participants to select a 

question from each category. 

-Give each group the following three-step task: 

1. Clarify the question so all in the group 

understand what it means. 

2. Determine what you will accept as evi- 

dence of success. 

3. Determine how one would answer the 

question; how one would collect informa- 

tion about it. 
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-Go through one example with the entire group. 

-Give the small groups approximately an hour to 

complete this task and to summarize their work on 

newsprint. 

-Reconvene participants into the large group after 

one hour and ask each small group to report on one 

of its questions; that is, to describe how members 

handled the three steps of the task. 

-As groups report, the trainer summarizes Step 3 

onto newsprint; that is, the methods suggested by the 

groups for collecting data. 

Stage 2 

-Through open discussion in the large group, assist 

participants to formulate guidelines for collecting 

data-what to do and not to do in carrying out the 

methods they have identified. Many issues, such as 

the ethics, manageability, acceptability, and practi- 

cality of evaluation techniques, may be included in 

the discussion. 

--List the ideas discussed by the group on newsp’rint. 

PROCESS/MAINIENANCE ‘TASKS: 

--Move the process along in Stage 2. Avoid long 

arguments over specific guidelines; if arguments oc- 

cur seek consensus. If there is no consensus, acknowl- 

edge the fact and continue to the next item. 

CLOSURE: 

-Review the list of methods and guidelines proposed 

by the group. 

-Emphasize that adapting evaluation methods to a 

specific field situation using the established guide- 

lines will be the basis of the upcoming field-related 

activities. 

kERE iS AN EXAMtiE 

Here is a question from the list 

developed in Mombasa: 

“Is the atmosphere in client group 

x good?-@’ 

1. the following would need to be 

clarified by the group regarding 

this question: 

-What is meant by “otmo- 

sphere?” 

“Atmosphere” might mean 

“open communicofion among 

participants.” 

-What is meant by “good?” 

“Good“ might mean “effec- 

tive in meeting progrrrm 

goaIr.” 

2. Evidence of success would need 

to be agreed upon by the group 

for this question; e.g., almost a/l 

clients feel they can give direct 

feedback lo program adminis- 

trutorr. 

3. One method of collecting data 

about the group atmosphere 

might be to interview a selected 

number of project &ants about 

communication patterns. Another 

might be to keep track of the 

number of meetings program 

staff have with clients over a 

period of time. And who talks 

about what during meetings, etc. 
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C-oc- TO BE AWARE OF: It may not be possible to de- 

velop specific, detailed guidelines for conducting un 

evaluation, especially if seminar participants do not 

come from the same community. In this case it is 

important to help the group to step back and gen- 

eralize about the k;nds of things that must guide 

evaluation efforts. 

There will be a temptation to change what 

the groups are saying into evaluation jargon. Try 

to avoid this, and at the same time encourage and 

acknowledge the various ways group members de- 

scribe basic evaluation methods. 
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Actlvify A: BACKGROUND FOR FIELD WORK 

Activity 6: FIRST 5llE VISIT 
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(Phase III: Introducing Field Reality) 

ACTiViT)f A: 6bk~~kto~~D 
FOR FIELD WORK 

REASONS FOR DOING: Total Time: 3 hours 

-To provide brief history for each field site where 

evaluation approaches will be tested. 

-To introduce participants to representatives from 

their assigned site, and give them a chance to get 

acquainted. 

-To provide a common context for field activities. 

-To delineate and clarify the field work tasks. 

-To announce field site assignments. 

CONDUCTING THE ACTIVITY: 

-Hand out the written case study describing each 

seminar field site, the evaluation objectives of the 

case study organization, and the teams’ field-site 

tasks. Allow individuals an appropriate amount of 

time to read the material. 

-Reconvene the large group. 

-Give each person his/her assignment to a team 

and field site. (See “To Be Aware Of,“) 

-Allow time for field teams to congregate and chat 

with two or three representatives from each site who 

have been especially invited for this session. 

-Allow time for someone to sort out travel and logis- 

tics with each team separately, 
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PROCESS/MAINTENANCE TASKS: 

-To assure understanding and clarity, allow suffi- 

cient time in the large group for questions about the 

case study. 

-Develop a policy for field site assignment before 

the session. Explain why it is or is not possible to 

change assignments. 

CfOSURE: 

-Encourage field site teams to meet informally to 

prepare for their first visit to the cooperating village. 

-Point out that field teams may want to organize 

how they will operate as a team for the upcoming 

field work, including the important task of recording 

team activities. 

TO BE AWARE OF: It is at this stage that the per- 

manent field site teams are established. Some people 

may question their field assignment and ask for an- 

other site. This will be- easier to deal with if the policy 

has been made clear earlier in pre-workshop plan- 

ning. 
It is suggested that the planning team assign 

individuals to sites rather than having them make 

the selection. The following are considerations for 

making these assignments: 

-Is there a cross section of participants on 

each team? 

-Does at least one person speak the local 

language? 

-Does someone know how to drive and does 

someone know the route? 

Before this session, sufficient meetings need to 

have been held with representatives from each field 

site focusing on their role in the seminar, particularly 

in field visits. 
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(Phase Ill: Introducing Field Reality) 

dvby I% FIRST SITE VISIT 

REASONS FOR DOING: Total Time: One full day 

,m 5 
4 

i /-+ -- & 
*,*o$:*~: 

-To ailow enough time for participants to meet resi- 

lJ3r-l a ia 

dents at the site informally before beginning of semi- 

~ ,-, nar field tasks. 

-To give people a general overview of the village 

field site. 

-To acquaint people with logisticul arrangements at 

the site. 

-To establish rapport and a congenial, nonthreaten- 

ing atmosphere for conducting later fieldwork tasks. 

CONDUCTING THE ACTIVITY: 

--At this time, the teams begin to function indepen- 

dently and organize their own schedule of events for 

the one-day field visit. 

PROCESS/MAINTENANCE TASKS: 

-Reassure the participants that their only “task” dur- 

ing the first visit is to get acquainted with the site 

and village residents. 

CLOSURE: 

-Inform teams that they should let field site repre- 

sentatives know they will return to the site in a day 

or two for follow-up discussion. Clarify what the vil- 

lage people can expect from the team on the next 

visit. 
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TO BE AWARE OF: Field site representatives must 

be on the spot to guide participants and handle the 

village formalities that may be required (e.g., initial 

courtesy calls on leaders, etc.). 

Despite attempts to make the purpose of the 

seminar visits clear to village residents, it is inevitable 

that there will be some confusion. This condition is 

evident in any evaluation process with any group of 

people. Trainers should acknowledge this as a reality 

of conducting’ evaluation and assist teams to develop 

a plan for making their objectives and work as ex- 

plicit as possible to those involved at the field site. 

It is also appropriate to discuss how the teams will 

try to assess their impact on the field site, whether 

they are being clear about their activities, and what 

happens if there are misconceptions or inappropriate 

expectations. 



Activity A: FIRST IMPRESSIONS AND THE 
EVALUATOR’S RESPONSll3lf ITY 

Activity B: APPROACHES X0 DATA COLLECTION 

Activity C: FIELD WORK AND ANALYSIS 
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(Phase IV: Action and Reflection) 

ACT~/~T~ A= FIRST IMPRESSIONS 
AND THE 

EVALUATOR’S RESPONSIBILITY 

REASONS FOR DOING: Total Time: 2-3 hours 

-To provide a structured setting for sharing obser- 

vations about each site with the whole group. 

-To demonstrate that people’s first impressions lead 

them to initial judgments. 

-To illustrate and discuss how initial judgments may 

affect the whole evaluation process. 

-To demonstrate that initial judgments are generally 

based on limited evidence. 

-To illustrate that initial judgments are frequently 

made without reference to a standard or criterion. 

-To make initial judgments explicit and determine 

how to cope with them in carrying out evaluation 

process. 

-To assist participants in identifying their own hidden 

biases. 

-To delineate differences between initial judgments 

and evaluation. 

-To define evaluation as a conscious process of sys- 

tematic data collection and analysis with conclusions 

based on evidence. 

-To discuss and enumerate the responsibilities of the 

evaluator. 
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CONDUCTING THE ACTIVITY: 

-Convene large group. Encourage each person to 

give one first impression of the villages. After each 

person has spoken, open the discussion up for addi- 

tional comments from anyone. 

-Use newsprint to record these impressions, site by 

site, as they are given. 

--Lead the group. in discussion of selected observa- 

tions and determine how individuals reached these 

conclusions, what evidence the conclusions were based 

on, what bias may have influenced conclusions. 

-Assist the group to generalize about the nature of 

first impressions/initial judgments. 

PROCESS/MAINTENANCE TASKS: 

-The trainer’s primary role here is to ask questions 

about the initial judgments made by participants. 

For example: 

-“Would you be willing to clarify that?” 

-“What led you to this conclusion?” 

-“What evidence do you have for this state- 

ment?’ 

-“How many times did you note this occur- 

rence?’ 

-“How do you know this to be a valid state- 

ment about this village?” 

-“What is the criterion for your judgment 

about this?” 

-In order to keep the process moving one trainer 

can list first impressions on newsprint while another 

facilitates discussion. 

-In a nonthreatening way the facilitator should as- 



ii-7 sist participants to recognize bias, insufficient evi- 

dence (e.g., if one sick baby is observed, it may be as- 

sumed that many babies in the village are sick), con- 

clusions that don’t fallow from evidence, inappro- 

priate standards (e.g., prices from one country may 

be used to judge prices of another). 

CLOSURE: 

-Assist participants in making some generalizations 

that differentiate between initial judgments and eval- 

uation. 

-State clearly that evaluators must decide how to 

deal with first impressions in evaluation process (e.g., 

systematically collect data to see if an impression is 

accurate, acknowledge and try to set aside first 

impressions, etc.). Point out that the problem of first 

impressions is similar to the earlier seminar activity 

(page 27) where participants were asked to make 

evaluative statements about seminar logistics without 

setting standards or systematically collecting data. 

-Based on the group discussion, assist participants 

to draw conclusions about evalua?or’s primary re- 

sponsibilities. For example, the evaluator: 

-“Must not make statements without support.” 

-‘Must acknowledge biases.” 

-“Must speak to the interests of those being 

evaluated.” 

-“Must avoid taking sides.” 

These are only examples and the discussion will un- 

doubtedly generate a different and increased num- 

ber of evaluation responsibilities. 

TO BE AWARE OF: It is very likely, given the na- 

ture of the field work, that an issue raised in the dis- 

cussion of evaluator responsibilities will be, “Should 
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seminar participants give instant on-the-spot advice 

to people at the sites ?” This is a complicated issue and 

the group should spend time discussing ‘how it will be 

handled. In the Mombasa seminar, for example, it 

was decided that individuals would respond to vil- 

lagers according to each situ&ion using their own 

judgment, and that other team members would ac- 

cept this. This issue involves some important ideas 

such as evaluator-client trust, appropriate use of in- 

formation, confidentiality of data, the possibility that 

the advice given on the spot may be wrong and 

cause problems, or the converse-that withholding of 

information could cause problems or be viewed as 

uncooperative. These are important evaluation con- 

cerns and deserve full discussion by the group. 

n 
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(Phase IV: Action and Reflection) 

/miviiy B= AmAmES TO 
MTA COUECTIBhl 

Q. A question in the Momboso case 
study is: What do lototo project 
participants use their proiect 
earnings for? Are they and their 
fomqies benefding? 

b. Cforificotion of terms agreed 
upon by group members isr 

bwtitipanh 

1. individwis oduolfy moking tJte 
products sold by tototo. 

2. employees earning money frcm 
the fototo project. 

Whatever hoppens to money re. 
ceived by participants from the 
VW- 

c. Evidence of success: 

I. An agreed-upon percentage of 
tototo participants will vsa the 
money for infant care and nu- 
trition. 

2. An ogreed-upon percentago use 
partial funds to reinvest in mote- 
rids or set aside for their own 
business. 

d. Two methods identified for col- 
fecting information ore: 

1. Interviewing: e.g., select a num- 
ber of project participant, and 
use a scbedute of specific ques- 
tions to determine how they use 
project earnings. 

2. Observing: 9.9, note in a sys- 
temofic way, how pmject par%- 
pmti spend their time ond what 
items ore purdtosed by them to 
Carry out their activities. 

REASONS FOR DOING: Total Time: 46 hours 

-To enable participants to test a process used earlier 

(Phase II, Activity C, page 33 ) in the seminar to 

identify approaches for data collection. 

-To link data collection to the organizational goals 

end questions stated in the seminar case study. 

-To select the questions to be investigated and de- 

velop a practical data collection method. 

CONDUCTING THE ACTIVITY: 

-Working with the large group, select one ques- 

tion from the seminar case study and help the group 

to clarify the question and identify ways to collect 

data to answer it. The process to be used is the same 

as in the previous Data Collection (Activity A, B, or C 

in the Demystifying Evaluation phase, pages ZZS- 35 ). 

-Break the large group into field site teams. Ask 

each team to select a question from the seminar case 

study and use the above process as a way to develop 

a practical instrument for data collection about it. 

Allot about 2-3 hours. 

-Bring teams trrgether for reports and feedback after 

each is finished. 

-Allow sufficient time for teams to adjust their instru- 

ment based on group feedback. They will need to 

prepare a specific plan for using their approach to 

collect data during the following day’s site visit, and 

for determining who will assume which responsibili- 

ties and carry out which functions. 
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I PROCESS/MAINTENANCE TASKS: 

-Stress that the items for data collection should be 

based on organizational questions and concerns out- 

lined in the case study: link data collection to pro- 

gram needs. 

-Emphasize to teams that their evaluation approach 
, 

must be practical and manageable, since it must be 
I carried out the following day. 

-Encourage the large group to give helpful feed- 

back to each team during the reporting session. 

-Encourage each team to incorporate useful feed- 

back into its data collection method. 

CLOSURE: 

;’ 

i 

1 -Wish people good luck in their field visits and set 

, the time for the group to reconvene. 

TO BE AWARE OF: This whole exercise is extreme- 

ly important because it sets a pattern for how people 

will develop evaluation approaches, work together, 

and how groups and individuals will give and re- 

ceive feedback on their daily work products. In other 

words, it becomes a model for teamwork throughout 

the action-reflection phase. 



(Phase IV: Action and Reflection) 

ACTiViTY c: FIELD WORK 
AND ANALYSIS 

REASONS FOR DOING: Total Time: 3 or 4 days 

-To give participants the opportunity to field test 

evaluation approaches and methods; to learn about 

other approaches; to analyze and refine methods; to 

share their experience with their colleagues; and to 

revise their evaluation approaches based on expe- 

rience. 

-To establish action and reflection as a continuous 

process. 

CONDUCTING THE ACTIVITY: 

-Plan ways for the teams to “do” a cycle including 

fieldwork, small group discussion and large group 

analysis, feedback about evaluation approaches and 

each team’s general progress, adjustments and new 

approaches based on feedback, and back to field- 

work. 

-Make clear to each team that members are respon- 

sible for the range of the team’s efforts. Each team 

may refine a single method or technique over the 

three days or try out several approaches. 

-Allow ample opportunity each day after field visits 

for discussion among team members and with the 

larger group. 

PROCESS/MAINTENANCE TASKS: 

-Encourage the development of creative approaches 

and adaptations of basic techniques for data col- 

lection. These adaptations are limitless and may in- 
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TO BE AWARE OF: The trainer is being called up- 

on to play a delicate and rather complicated role as 

both team member and trainer in this phase. One 

must guard against assuming the role of team leader 

or evaluation expert but must, at the same time, facil- 

itate the group process and encourage the team to 

be innovative. The trainer will also want to guard 

against the tendency to withdraw from participating 

in order not to appear the expert. The trainer’s pri- 

mary responsibility is to be a good, active team 

member. 

Some teams may encounter problems; they 

should be encouraged to seek help from other groups 

in discovering solutions. 

Logistical arrangements should be reviewed 

each day. 

At some point, groups might be reminded ‘that 

they have a continuing responsibility to attempt to 

make clear to villagers what they can/cannot ex- 

pect as a result of all this activity. 

_ elude using such things as games, photographs or 

drawings, problem-solving exercises, group discus- 

sions, and so on. 

-Continually encourage the collegial exchange of 

information and constructive criticism among team 

members and within the large group. 

-Remind teams by what date and time their field 

work must be concluded to enable them to move to 

the next phase. 

CLOSURE: 

-Review purpose of field site visits and logistical ar- 

rangements of large group meetings planned over 

next several days. 



Activity A: PREPARATION AND PRESENTATION 

OF FIELD TEAM REPORTS 

Activity i3: LINKING TO ONE’S OWN WORK 
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(Phase V: Synthesizing) 

mivhy A: PREPARATION AND 

OF 
PRESENTATION 

FIELD TEAM REPORTS 

REASONS FOR DOING: Total Time: 2 full days 

-To enable teams to reflect on their experiences col- 

lecting data. 

-To provide a chance to interpret the data. 

-To allow teams to pull together what they have 

learned about evaluation approaches into generali- 

zations and conclusions. 

-To produce a written report. 

CONDUCTING THE ACTIVITY: 

This activity has two stages: 

Stuge 1: Preparing the report 

-Convene the large group for task assignment. 

-Allow one day for each field site team to accom- 

plish the following task: preparing a two-part report 

whose first part will present and interpret the data 
collected; description of the limitations of data and 

methodology; tentative conclusions based on the 

data; and recommendations to the host organization 

based on the conclusions. The second part of the re- 

port will cover development of a plan for ongoing 

evaluation of the case study project based on the 

team’s experience on site and on field-tested evalua- 

tion techniques. 



Stage 2: Presenting the report 

-Allow one day to present and critique the team 

reports. 

-Hand out a complete copy of each team’s report 

to every participant before beginning the session. 

-Give each team 20 minutes to write out on news- 

print the tentative conclusions of its report, recom- 

mendations, and evaluation plan. Post these sum- 

maries on the walls. 

-Give participants 15 minutes to walk around room 

and review each team’s summary. 

-Assign each team another team’s report to critique 

and give 30 minutes for the team to develop ques- 

tions and comments regarding their assigned report. 

-Reassemble participants. Give each team its turn 

to role play as administrators of the case study. As 

project administrators, they are to ask questions re- 

lated to both conclusions and approach of the team 

who prepared the report they were assigned to re- 

view. While one team plays the administrators and 

questions the team that prepared the report, other 

seminar participants observe the process. The seat- 

ing should be arranged so the administrators and 

the team of evaluators sit face to face for their ex- 

change. The rest of the participants might sit in a 

circle around the two teams. 

Allot about ‘/i hour for each period of question and 

response, 25 minutes for exchange, and 5 minutes 

at the end for questions from observers and general 

discussion. 

PROCESS/MAINTENANCE TASKS: 

-After the critique of each team’s report, reassemble 

the group to develop generalizations regarding field 

report evaluation plans. For example: 

-they should be simple/workable. 



-decision makers must try to use data col- 

lected, 

-there must be conviction within the organi- 

zation that evaluation is not separate from 

other functions but a necessary part of deci- 

sion making. 

-data have to be documented and kept ac- 

cessible. 

-data should be in such a form that they can 

be easily understood by those who will have 

to use them. 

-data must be timely and kept up to date. 

-evaluation goals must be evaluated and al- 

tered as needs arise. 

-as many project participants as possible 

should be involved in the process. 

TO BE AWARE OF: This reporting session could be 

sensitive if the teams’ analyses have uncovered major 

problems related to the administration of the agency 

that is being studied. Be sure to negotiate with host 

agency staff beforehand how best to conduct this 

session. 

Emphasize that reports must be clear and 

concise. 

There should be equal emphasis placed on 
both parts of each team’s report, on both the results 

and the evaluation plan, although the temptation 

will be to spend most of the time on Part One. 
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(Phase V: Synthesizing) 

ACTiViTy B: LINKING TO 
ONE’S OWN 

REASONS FOR DOING: Total Time: 4-4s hours 
I 

-To enable participants to put the seminar experi- 

ence and learning into the context of their own proi- 

ects. 

-To enable country teams to make plans for using 

seminar Iearnings to design or modify their own 

evaluation system. 

CONDUCTING THE ACTIVITY: 

-Reorganize the large group into country teams and 

allow about two hours for the following tasks: 

-discuss what was learned from the seminar. 

-adapt Iearnings and ideas to their home 

project. 

-summarize on newsprint the changes they 

recommend for more effective evaluation of 

their own projects. 

-Reconvene the group and ask each team to report 

on its summary. Allow the group to discuss and cri- 

tique each team’s plan. Allow 1 to 1% hours for this. 

PROCESS/MAINTENANCE TASKS: 

-Emphasize that country team reports should focus 

on new Iearnings and potential changes, not on what 

currently exists in a project, 

-Limit each summary presentation to 10 or 15 min- 

utes, with an equal amount of time for discussion. 



-Select one or two new ideas or changes from each 

report and highlight these as evidence of movement 

in the learning of the team. 

TO BE AWARE OF: Country teams should develop 

their plans realistically, given their own work context 

at home. They should place special emphasis on 

identifying possible obstacles to evaluation. 

During this session it is probably a good idea 

to point out to participants the value of keeping in 

touch with each other and sharing reports on their 

evaluation efforts after teams return home. The sem- 

inar participants might form a network for exchange 

of information and consultation on evaluation of field 

projects. 



PkAS 

Activity A: PARTICIPANT EVALUATION OF WORKSHOP 

Activity 6: CLOSURE 
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(Phase VI: Ending the Workshop) 

AGTiViTY A: PARTICIPANT 
EVALUATION OF WORKSHOP 

CONDUCTING THE ACTIVITY: 
Total Time: 23 hours 

-Allow sufficient time in a comfortable setting for 

participants to complete a post-seminar evaluation 

questionnaire. (Those interested in using the Mom- 

basa evaluation as a model for developing their own 

seminar evaluation can obtain copies from World 

Education.) 

-Reconvene the group and collect questionnaires. 

-In the large group, as a final activity, ask each par- 

ticipant to volunteer one word that expresses his or 

her feelings about the seminar. List these on flip 

charts as they are offered. 

-The trainer may ask for elaboration on two or three 

of the words. 

PROCESS/MAINTENANCE TASKS: 

-Don’t press individuals to offer a word if they don’t 

care to. 

-Keep the process moving. It should be lively and 

snappy* 

-Keep to the one-word ground rule except where 

clarification is needed. 

CLOSURE: 

-Point out to the participants that the list of words 

represents the group’s current feelings about the 

workshop. The tabulation of the pre- and post-ques- 
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tionnaire will provide more data about seminar learn- 

ings and this information will be sent to participants. 

Inform the group that the trainers will contact par- 

ticipants some months later and ask their help to 

assess long-term seminar Iearnings. 

TO BE AWARE OF: The questionnaire can provide 

important information, so individuals should be given, 

and encouraged to use, sufficient time to fill it out 

thoughtfwlly. A trainer “pep talk” to stress the im- 

portance may help here. 

As for the group activity, this is the final one 

in the seminar-it is important to keep it lively and 
have some fun! 

Attend to any closing formalities that may be 

necessary. 

Aa wafuafion of the Mambosa Seminor was carried out by Amos 0. Odenyo, Ph.D., Department of 
Soc.iafogy. Cii Uaiwrsity of Now York, York College. The report, prepared for the Carnegie Corporation 
af New York, is am&b/e from Worfd Education. Its fit/e is Obsevvations of the International Field-Opera 
otional Sarsiaor on Pm&al Evaluation Techniques far Nonfannol Adult Educatjon Programs. 



(Phase VI: Ending the Workshop) 

ACriviTy B: CLOSURE 
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