OSAP Program Evaluator Guidelines
All OSAP programs are required to spend a minimum of 20%  of their total contract for independent evaluation (i.e., not just for the evaluator). As local evaluators are contracted by each program they are accountable to that program.  But since OSAP manages prevention programs, it can make recommendations to the program regarding evaluation.  

Program staff and evaluators are expected to contribute to evaluation activities in different ways.  These activities should be coordinated between the program evaluator and prevention staff.  Each program should define their relationship according to their own needs and capacity, and below are some guidelines for what is generally expected from OSAP program local evaluators.  Please use this document as a tool to inform the design and assessment of your local evaluator’s scope of work. 
1. The program evaluator shall assist the Prevention Coordinator/staff to develop a “Scope of Work” and revise with logic models as needed.  This is advisable in order to initially identify responsible parties for data collection and reporting activities.  

2. The program evaluator shall develop, maintain, and update as needed a local evaluation plan for each program for the entire fiscal year. These evaluation plans will be turned in to OSAP/SE (State Entity) with the transition packet.
3. The program evaluator shall have at least monthly communication with program staff to get updates on the program.  Examples of possible topics for discussion include recruitment issues, fidelity to implementation guidelines of the prevention program(s), successes & barriers to program implementation, issues with data collection protocol, participant retention, strategic planning, capacity, evaluation, needs assessment, etc.  

4. The program evaluator shall participate in all statewide evaluation meetings & activities, OSAP recipient meetings, and State Entity (SE) site evaluations.

5. The program evaluator shall attend trainings on survey administration protocols and analyze strategies as appropriate to the instruments used by the prevention program.

6. The program evaluator shall attend local meetings such as town hall meetings, stakeholder meetings, coalition meetings, as requested by the program.

7. The program evaluator shall conduct a presentation of baseline findings to program staff and supervisors for each initiative being implemented. This presentation might include descriptions of the population being served, prevalence of behaviors, use patterns to be aware of, etc. This will allow program staff to have a better understanding of the issues & trends occurring in the target population.
8. Within the first month of the fiscal year (July), the program evaluator shall conduct a presentation of the final report to the program staff and strategize on solutions to any problems or concerns the findings may have revealed.  

9. The program evaluator will create presentation materials for the local program if requested within a reasonable time frame, e.g., for presentations at Tribal Council, Town Hall and Health Council meetings.  These materials may include for example, descriptive information using longitudinal data from the program, program successes, or community indicators.

10. The program evaluator will assist in writing programmatic reports (bi-annual, CLI, etc.) that meet all OSAP/SE requirements and use the appropriate statewide evaluation findings sheets.  

11. The program evaluator shall assist with & provide guidance on local assessments, developing assessment tools & conducting appropriate analyses for the instruments used by the prevention program. This type of technical assistance will help prevention staff to become familiar with the use and application of tools such as needs assessments, State Epi Profile, NM YRRS, etc. 
12. The program evaluator shall assist as needed with curriculum and strategy selection using current research. 

13. The program evaluator will provide technical assistance as needed and as appropriate to prevention program staff. 

14. Local evaluators should monitor all data collection activities for appropriate human subjects’ protection.  This may include seeking IRB, tribal leadership, school administration or parent approval when appropriate.  This always includes assuring that informed consent is acquired, anonymity & confidentiality is protected, locking up completed instruments, maintaining identifying information separate from completed instruments, explaining the voluntary nature of participation, and identifying any unique protection needs of different kinds of human subjects.   If staff are involved in data collection, local evaluators must assure that they are appropriately trained in basic human subjects protection issues and that they follow protection protocol. 

15. For direct services:  The program evaluator shall conduct & proctor pre/post test survey administration with at least one trained assistant. Those administering the survey should not be the prevention staff working directly with the population. Programs could hire and train someone from the local community to administer pre/post tests as an alternative if communities are uncomfortable with outsiders performing this task. 

16. CBPs:  The program evaluator shall assist with design, administration, and problem-solving for the statewide community survey.  
17. The evaluator will be responsible for data entry for all community survey data collected. 
18. CBPs: The program evaluator shall participate in the development and activities of the Local Epi Workgroups. 

19.  The program evaluator shall seek to assure that data collection is conducted in a culturally competent manner. 
20. In the event that a program evaluator leaves the position, all data collected are the property of the prevention program and must be left with the program.

21. Data will not be shared or presented by the evaluator without express permission of the program provider. 
22. Evaluators are encouraged to continue to develop professional skills and networks by attending professional meetings and publishing and presenting in relevant venues. 

PAGE  
3
OSAP 6/17/15

