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The Formative Evaluation Checklist
It is easy to leave evaluation until the end of the project or until you are asked to prepare an evaluation report. When deeply involved in getting the work done and trying to implement the action plan, making time to stop and reflect on things are going in a structured way may not seem a priority.

The ‘summative’ end-of-project type of evaluation is obviously important, for making sure that the impact of the work is visible, and value has been demonstrated. However, in order to grow as a group and continuously improve it makes sense to keep an eye on how things are going before this point. Some form of ongoing ‘formative’ evaluation is also needed. By evaluating a project formatively, problems that have emerged can be responded to, adjustments can be made where appropriate, resulting in an improved set of out outcomes and increased learning during, rather then after the project.

How to use the Checklist

This checklist has been developed as a tool for PRD groups to evaluate their ways of working and group effectiveness.  It is envisaged that individual groups will use this checklist in the way that is most appropriate for their group and that fits with the groups’ style and working preferences.  For example, individual group members may wish to consider the areas independently and then share their thinking electronically or through a conference call, or use it as a group when you have a face to face meeting. The checklist can be adapted to include questions which are more relevant to the group. We have included in the checklist a section which corresponds to the Maturity Matrix, which helps PRD groups to ascertain their maturity as a group.  The PRD group should decide whether they wish to consider group maturity when evaluating their performance.
Section 1 of the checklist asks some open ended questions for you to begin thinking about how your group is working overall, what is working well and what is less effective.  Section 2 has two main columns, one where you are able to give yourself a rating for various elements of effective working (red/yellow/green) and a second column that links to the Maturity Matrix that allows you to highlight other areas for improvement and track progress over time.  As mentioned, you may use this tool in the manner that best works for your group and may wish to adapt this as your group matures and evolves over time.
	Section 1 – Overall View

	Start with your instincts and intuition – what is your ‘gut feeling’ about how it’s all going?


	Now think about why you feel like this, what is contributing to this overall assessment?  



	Note some things that are going well

	Note some things that are not going so well, and try and pinpoint why



	Section 2 – Checklist

	
	Good


	OK


	Could be better


	Maturity of group

	
	(include notes to support your rating)
	

	Team Building and Planning

	Working effectively together – getting the work done


	
	
	
	[image: image2.jpg]LEARNING
AND SKILLS
IMPROVEMENT
SERVICE



Forming

There is a commitment to working together as a PRD group.  The group is spending time building the trust and relationships necessary to make PRD a success.

Developing

The core values and strategic objectives for the group are understood.  This is reflected in the group action plan and protocols.

Integrating

The strategic objectives of the group, developed in the action plan, are considered within the member organisations’ quality improvement plans.  There is a commitment to a full cycle of PRD reviews across all member organisations.

Embedding

Member organisations’ SARs consider PRD activity and understand its role in quality improvement.  Organisations’ SMTs take account of recommendations from PRD feedback.

Self sustaining

Group has fully embedded PRD into all member organisations’ quality improvement processes.  Collaborative development is occurring at all levels within member organisations and PRD is a core activity 



	Working effectively as an individual – getting the things I have to do done

	
	
	
	

	Developing productive working relationships in the group


	
	
	
	

	Making good use of time in meetings/conference calls


	
	
	
	

	Communicating effectively within the group


	
	
	
	

	Dealing with any difficulties in our cluster group


	
	
	
	

	Keeping my colleagues informed


	
	
	
	

	Being clear about how we are monitoring progress against our action plan

	
	
	
	

	Adapting our plan if necessary

	
	
	
	

	Making best use of the support and resources available from LSIS

	
	
	
	


	
	Good


	OK


	Could be better


	Maturity of group

	Skills and Values

	Gaining/maintaining senior manager active support


	
	
	
	Forming

PRD is the responsibility of a few key enthusiasts and is not yet fully understood within the member organisations. Group is beginning to look at the skills sets of members and align core values

Developing 

Group is extending PRD activity across the organisation.  A group code of practice is agreed.  PRD roles are defined and reviewers’ skill sets are developed.

Integrating

Group has ensured that PRD roles and responsibilities are clearly understood across staff of member organisations.  A  culture of group collaborative improvement now exists.

Embedding

PRD is highly valued by the group organisations as a tool for quality improvement and CPD.

Self sustaining

PRD roles are now built into the group’s member organisation’s systems and processes.  Group members’ staff are confident internal and external PRD practitioners.



	Dealing with any difficulties arising within my organisation


	
	
	
	

	Creating a sense of collective responsibility for improvement


	
	
	
	


	
	Good


	OK


	Could be better


	Maturity of group

	Processes 

	Keeping to agreed ground rules, protocols, procedures


	
	
	
	Forming

PRD processes still informal.  Group focus is on building relationships and developing understanding.

Developing

Generic processes are being established by the group, adopted from other groups or from the SfE programme.

Integrating

Formalised group systems and processes are in place for PRD activity and are well understood by review teams.

Embedding

Group systems and processes extended to member organisations and consistently reviewed and applied. 

Self sustaining 

Ongoing Group improvement strategies are applied to PRD systems and processes internally in member organisations and shared externally to support continuous improvement across the sector.



	Providing and/or accessing necessary information in good time
	
	
	
	

	Providing and receiving timely and good quality information
	
	
	
	


	
	Good


	OK


	Could be better


	Maturity of group

	Evaluation

	Being clear about what ‘success’ and ‘impact’ will look like
	
	
	
	Forming

Group is not at evaluation stage but beginning to consider key areas for PRD to review.

Developing

Group is beginning to benchmark data, define KPIs and share good practice across the group.


Integrating

Group KPIs are defined, measured, linked to Action Plan and shared with member organisations’ management teams.  Information is shared willingly across the group to benchmark current capability.

Embedding

Group can clearly define the impact PRD is having on the member organisations and is able to articulate and share this with the programme and other PRD groups to support the improvement of PRD across the sector.

Self sustaining

Group members’ relationships are robust, effective and developmental both internally and with other PRD groups.  There is clear evidence of the impact of PRD on member organisations quality improvement agendas.



	Recording successes and lessons learned


	
	
	
	

	Collecting information and evidence for final evaluation
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