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Local Evaluator Job Description TEMPLATE

The following are suggested items that may be included in an evaluator job description or request for proposal.  Customize this document to create a job description for your local program evaluation.  The yellow box contains the minimum Michigan Department of Education (MDE) requirements for the 21st CCLC grant local evaluation.
Summary
Responsible for data acquisition and analyses in order to provide timely, useful, credible, and fair reports based on the 21st CCLC program grant.  
Education and Qualifications

Minimum:  Bachelor’s Degree with experience as a professional evaluator.

Preferred: 

· graduate degree in evaluation or related field

· experience with 21st CCLC Programs
· experience with evaluation of federally-funded grants

Responsibilities (recommended)
· Become and remain aware of the social, political, and educational context of the community as identified in the grant.  
· Provide support in gathering quantitative and qualitative data on students in the program from EZReports, school student data systems, YPQA, and surveys/focus groups.  

· Analyze all gathered data and provide recommendations for continuous program improvement.

· Support and participate in on-site monitoring by state consultants.

· Collect data in a way that disrupts the program as little as possible.

· Work with district technology departments to collect and handle data in a confidential way, adhering to Family and Educational Rights and Privacy Act (FERPA) guidelines.

· Solicit feedback from project directors and site coordinators to better understand data by determining contextual issues that might impact data or reporting.

· Prepare a local evaluation plan on grant specific goals, as well as the Federal and State 21st CCLC goals and guidelines.  

· Describe and document procedures, data sources, and rationales in detail to ensure reliable and valid conclusions and/or recommendations without bias.

· Correct report errors in a timely manner.

· Provide “next steps” with each conclusion.

· Analyze quantitative and qualitative data on students in the general population (comparison group data) from EZReports, student data systems, and surveys/focus groups to identify specific areas for program improvement.

· Design the evaluation to provide both point-in-time data to assess recruitment success, as well as change-over-time data to assess program effectiveness that will guide continued program improvement.

· Assist project directors with Institutional Review Board (IRB) rules and regulations as well as the rules and regulations of the local school, if necessary.

· Develop survey questions that are useful but also sensitive to culture, socio-economic status, and family situations.

· Make executive summaries of reports available to parents, volunteers, staff, and board members.

· Provide assistance in developing assessment tools, as needed.
Required Reports

· Annual report due in the summer following the school year.
· State outcomes file provided to state evaluation team in June.
Additional Local Reports (recommended)
· Report focused on targeting (e.g., demographics, academic need) in October/November.
· Report focused on changes over summer in October/November.
· Report focused on academic growth during 1st semester and targeting (e.g., demographics, academic need, attendance) in February/March.
· Report focused on targeting for summer school in April/May.
· School board presentation reports. 
· Community stakeholders presentation reports.
Responsibilities of the Local Evaluation as Defined by the MDE in the 21st CCLC Grant Application 


Page 8, Part 5. Local Evaluation.  Each grantee is required to hire a local evaluator.  The project director or site coordinator may not serve as the local evaluator.  At a minimum, the local evaluator will:


Coordinate the collection and monitor the quality and completeness of required federal and state data.  The instruments and collection systems that have been identified, include:


program data, such as enrollment, demographic, attendance, and activity information, to be entered into the EZReports web-based tracking system on an on-going basis;


surveys from parents, students, teachers, and staff at the end of each school year; and


school records data, including student grades, Meap/MME/MiACCESS scores, school attendance, and disciplinary actions at the end of each school year.


Guide the Youth Program Quality Assessment (YPQA) process.  


Assist the program with initial implementation.  


Use local data and the YPQA to guide a performance improvement process and a sustainability plan.  


Review with program staff the 21st CCLC On-site Monitoring Documentation Form.  


Assist with the completion and submission of the Annual Report Form (ARF).  


Collect any additional data requested by the local grantee.  
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