Ohio Commission on Minority Health Demonstration Projects

Guidelines for Interim and Final Evaluation Reports 
(FORMAT TO BE USED FOR QUARTERLY, ANNUAL and Biannual Reports)
· There is no size limitation to Evaluation Reports. As long as the elements identified are covered in sufficient detail, the report can be as long or as short as you require.
· Please follow the following outline in writing the Final Report:

A. Cover letter. Include name of project, Project Director name and contact information, Evaluator name and contact information

B. Executive Summary. Include a brief description of the program, number of participants reached, description of data collected, what the outcome measure(s) were, and a summary of the main outcomes of the project in language easily understood by policymakers and practitioners. 

Example:

This report evaluates a school-based asthma intervention program delivered in three elementary schools in XXX, OH. This intervention was completed between July 1, 2007 and June 30, 2009. The intervention was delivered by [organization].


The educational intervention used the Asthma Care Training (ACT) for Kids program developed by the Asthma and Allergy Foundation of America to teach children and their families’ asthma self-management skills. Six 20 to 30 minute sessions were provided over the children’s lunch period. A total of 75 children participated in the intervention.


Data collected included demographic information for the children and their parent/guardian, self report of asthma severity, and self-reported asthma quality of life. An environmental assessment was conducted in 44 participants’ homes. The outcome measure for this project was change in reported quality of life.


After the program, there was a positive change in the participants’ self-reported quality of life, both overall and in two out of three subordinate domains: symptoms of asthma and emotional function. In one domain, activity limitation, there was a negative change.  None of the changes were significant at the p = .05 level.


C. Program Rationale. The reason for the program, i.e., summary of the need(s) the program was meant to address.
D. Program Summary. Description of interventions and services that were delivered as part of the program.

E. Description of Program Participants. Explanation of how program participants were identified and recruited and a description of demographic characteristics of participants. If applicable, also describe demographics of participants who dropped out of the program and comparison subjects.
F. Description of Program Delivery. Summarize how well the program achieved the service delivery targets originally proposed, i.e., number of people served, number and type of interventions delivered, etc. If these targets were modified during the course of the project, discuss why. 
Example:

The XXX project proposed to deliver diabetes self-management classes offered once a week for six weeks. This cycle of classes was to be offered four times during the project period, and the goal was to have 20 adults complete all six classes each time, for a total of 80 participants. The original instructor for the classes left to take another job, and we were unable to hire another instructor right away. Because of this, we were able to offer the series of classes only three times. Class attendance was better than expected, however, and a total of 78 participants completed the full education session. 
G. Program Evaluation Design. Discuss the evaluation design used and its strengths and weaknesses in the context of your program.
H. Program Outcomes. Present data related to the outcomes identified in the original grant proposal. If these were modified during the course of the project, discuss why. If there is a significant amount of missing data, please explain why (for example, if there were 100 program participants but pre and post test data was collected/available for only 20 participants).
IMPORTANT- All statistical evidence should be summarized and displayed in tables and charts. All tables and charts should be clearly labeled and number and referred to in the body of the report. Do NOT include copies of printout material from statistical programs or raw data (copies of completed surveys, spreadsheets of clinical data such as blood pressures, blood glucose levels, weights, etc.)
I. Participant reactions/satisfaction (if applicable). Discuss evidence of participant’s reaction to and/or satisfaction with the services they received, if available.
J. Implications. Discuss implications of the results for your future programming and perhaps for other programs.
· Interim reports (i.e., reports submitted prior to the final report) should include sections A-G above. If any outcome data is available for sections H and I, please also include those sections. Section J can be used to discuss any modifications to the program made necessary by evaluation data already obtained. All reports should be comprehensive, that is, a report submitted after the program has been in operation for one year should include data on all participants up to that point. The final report will include data on all participants served during the life of the project.  
