SIHLE Monitoring and Evaluation Field Guide





Tool 7

Sample Data Planning Matrix

The data planning matrix links SMART objectives with the evaluation questions. For each evaluation question that has been developed, the matrix can be completed to identify the measures and data sources that will be used to answer each question, the person responsible for collecting the data, and the time frame for data collection. This is a sample Data Planning Matrix and should be modified as appropriate for the implementing agency.

Process Monitoring and Evaluation

	Data Planning Matrix

	Evaluation Question: Were implementation, M&E, and quality assurance plans developed?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data? 
 
	Time Frame for Collection

	1. By (date), an implementation plan for enrolling X percent of eligible participants will be developed.
	Was plan developed?

Yes/No
	Document review/

Copy of the plan
	Program Coordinator
	First month

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	2. By (date), a monitoring and evaluation plan will be developed.
	Was M&E plan developed? Yes/ No
	Document review/

Copy of the plan
	Program Coordinator
	First month

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	3. By (date), a quality assurance plan will be developed.


	Was quality assurance plan developed?

Yes/ No
	Document review/

Copy of the plan
	Program Coordinator
	First month


	Evaluation Question: Are staff appropriately trained?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	4. By (date), X number of adult facilitators and X number of peer facilitators will be hired/contracted.


	Number adult and peer facilitators hired/contracted
	Document review/Staff employment records
	Program Coordinator
	Pre-implementation phase

	5. By (date), X number of facilitators will attend the SIHLE Training of Facilitators (TOF).

	Staff attending SIHLE TOF


	Document review/

Staff TOF completion certificates


	Program Coordinator


	Pre-implementation and annually or after new staff are hired.

	6. By (date), X number of peer facilitators who cannot attend Training of Facilitators are trained by adult facilitator. 
	Number of peer facilitators trained on-site by adult facilitator
	Document review/
Staff training records

	Program Coordinator


	Pre-implementation and annually or after new staff are hired.


	Evaluation Question: Are the materials appropriate for the intervention?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	7. By (date), the adapted materials that will be used for SIHLE will be approved by the project officer for age, gender, and cultural appropriateness. (CORE)


	Approved? Yes/No
	Document review/

Correspondence with project officer
	Program Coordinator
	At the end of first quarter. Any time materials are altered.

	Evaluation Question: Is the program reaching its intended target population?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	8. By (date), X percent of projected participants will be enrolled in SIHLE. 

	Total number of participants enrolled/ Projected participants
	Document review/

Grant proposal and Intake Forms

	Program Coordinator and staff member(s) who complete(s) Intake Form 
	Quarterly



	9. By (date), X percent of enrolled participants will meet the established eligibility criteria (female teens age 14-18). (CORE)


	Total number of participants who meet eligibility criteria/Total number of participants enrolled
	Intake Forms
	Program Coordinator and staff member who complete Intake Form 
	Quarterly




	Evaluation Question: Do participants who start SIHLE complete the intervention?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	10. By the end of the program year, X percent of SIHLE participants who attended the first SIHLE session will have participated in all four of the sessions. 
	Total number of participants who participated in all four sessions/Total number of participants who attended first session
	Attendance forms from all four sessions
	Staff member who completes Intake Form and facilitator
	Quarterly 


	Evaluation Question: What are the differences between the participants who complete the intervention and those that don’t?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	11. On a semi-annual basis, the demographic (age, income level, neighborhood
) differences between participants who complete all four sessions of completed cycles and those who do not will be assessed.
	Average age, average income, neighborhood where participants live of those who complete all four sessions; vs
average age, average income, average distance traveled of those who did not complete all four sessions
	Attendance forms from all four sessions and Intake Forms 
	Staff member who completes Intake Form
	Quarterly 


	Evaluation Question: What are the differences between the participants who complete the intervention and those that don’t? cont.

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	12. On a semi-annual basis, the intervention characteristics differences (time of year, fidelity to the core elements, etc.) between clients who complete all four sessions of completed cycles and those who do not will be assessed.
	Session characteristics of participants who complete four sessions
Vs.
Session characteristics of participants who do not complete four sessions
	Session Fidelity/Process Evaluation Forms and attendance forms
	Facilitators
	Semi-annually


	Evaluation Question: Is the intervention being implemented as intended? 

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	13. By (date), X percent of sessions are facilitated by one adult female facilitator and two female peers (age 18-21) facilitator, who are from the same race/ethnicity as target population. (CORE)
	Number of sessions that were facilitated by one female adult and two female peer/Total number of sessions
	Session Fidelity/Process Evaluation Form
	Facilitator
	Ongoing

	14. By (date), X percent of cycles include four sessions. (CORE)
	Number of cycles that included four sessions/ Total number of cycles
	Session Fidelity/Process Evaluation Form
	Facilitator
	Ongoing

	15. By (date), X percent of SIHLE activities were “taught as suggested.” (CORE)
	Number of activities in four sessions taught as suggested or “taught with changes”/Total activities in four sessions
	Session Fidelity/Process Evaluation Form
	Facilitator
	Ongoing

	16. By (date), X percent of SIHLE sessions were conducted in a community-based setting. (CORE)

	Number of sessions conducted in a community-based setting/Total number of sessions 
	Session Fidelity/Process Evaluation Form
	Facilitator
	Ongoing


	Evaluation Question: Are problems with program implementation being addressed?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	17. Every fifth cycle, the Program Coordinator will obtain and assess responses from key staff and stakeholders about what improvements should be made to the program.
.


	Input is gathered from key staff and stakeholders? Yes/No


	Documentation of staff feedback/Meeting notes, stakeholder interviews, focus groups, etc.
	Program Coordinator
	Every fifth cycle

	18. Every fifth cycle, the project team will make necessary changes/enhancements to implementation based on data gathered from key staff and stakeholders.
	Changes are made to SIHLE implementation based on feedback gathered? Yes/No
	List recommended changes and enhancements and changes made/Meeting notes or Program Coordinator notes
	Program Coordinator
	Every fifth cycle


	Evaluation Question: Are barriers to reaching and retaining participants being addressed?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	19. Every fifth cycle, the Program Coordinator will obtain and assess feedback from participants and staff about barriers to reaching and retaining the target population for the intervention.
	Accomplished? Yes/No 


	Documentation of staff feedback/

Meeting notes, key informant interviews, focus groups, etc. 
	Program Coordinator
	Every fifth cycle

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	20. Every fifth cycle, the Program Coordinator will make changes/enhancements to the SIHLE recruitment and enrollment strategies based on the assessment of barriers to reaching and retaining the target population.
	Changes made? Yes/No
	Document review/Meeting notes
	Program Coordinator
	Every fifth cycle


	Evaluation Question: Have the quality assurance activities been completed?

	Process Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	21. Each quarter, the facilitators and supervisor will hold a debriefing session after at least one session per cycle to discuss how well facilitators are meeting session goals and facilitating the sessions.

	Total number of cycles with at least one debriefing session/Total number of cycles
	SIHLE Facilitator Observation Form
	Program Coordinator
	Quarterly

	22. Each quarter, participants will rate facilitators’ performance for all sessions with at least an average ranking of four on a scale of one to five.


	Average of facilitator performance
	Session Evaluation Forms for all four sessions
	Facilitators collect forms completed by participants
	Ongoing

	23. Each quarter, participants completing the session feedback form will rate all the sessions with at least an average ranking of four on a scale of one to five.

	Average of session performance
	Session Evaluation Forms for all four sessions
	Facilitators collect forms completed by participants
	Ongoing


Outcome Monitoring and Evaluation

	Data Planning Matrix

	Evaluation Question: Do our participants report increased knowledge and skills? 

	Outcome Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	1. At the end of each quarter, X percent of participants completing a Session 3 Evaluation will report they “agree” or “strongly agree” that they learned how to communicate more assertively.
	Number of participants reported they “agree” or “strongly agree” that they learned how to communicate more assertively/Total number of participants completing Session Evaluation for Session 3
	Evaluation for Session 3
	Facilitator
	Ongoing

	2. At the end of each quarter, X percent of participants completing a Session 3 Evaluation will report they “agree” or “strongly agree” that they are confident they can start a discussion about condom use with their partners.


	Number of participants reported they “agree” or “strongly agree” that they are confident they can start a discussion about condom use with their partners/ Total number of participants completing Session Evaluation for Session 3
	Evaluation for Session 3
	Facilitator
	Ongoing

	3. At the end of each quarter, X percent of participants completing a Session 3 Evaluation will report they “agree” or “strongly agree” that they can use a condom correctly.


	Number of participants reported they “agree” or “strongly agree” that they can use a condom correctly/Total number of participants completing Session Evaluation for Session 3
	Evaluation for Session 3
	Facilitator
	Ongoing


	Outcome Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	4. At the end of each quarter, an average of X percent of participants completing Evaluations for Sessions 2-4 will report making at least one positive change in their lives as a result of the prior week session. 
	Number of participants who reported making at least one positive change in their lives in Sessions 2, 3, and 4/Total number of participants who attended each session 
	Evaluations for Sessions 2, 3, and 4
	Facilitator
	Ongoing

	Evaluation Question: Are participants who are referred to a service, accessing it? 

	 Outcome Objective
	Measure(s)
	Data Collection Method(s)/Source
	Who Will Collect the Data?
	Time Frame for Collection

	5. At the end of each quarter, X percent of participants referred to services will access those services within X days of the referral.
	Number of participants who accessed services/Total number of participants referred to services
	Referral forms
	Facilitator
	Ongoing








� The person who collects the data may or may not be the same person who enters the data into a database. If there are staff dedicated to data entry, this column can be split to reflect who will collect the data and who will enter the data. This SAMPLE data planning matrix assumes that the program coordinator will be responsible for analyzing all data, and therefore doesn’t specify who will analyze the data. If responsibility for analysis varies by objective, this column may be modified to indicate both who will collect the data and who will analyze it.


� Objectives marked “(CORE)” refer to SIHLE core elements. 


� Intake forms are synonymous with enrollment forms in this example.


� When quarterly reporting is done, it will be necessary to choose a cut-off date for data collection. For example, if your fiscal year is from July-June, you may want to report data from July 1-September 30. When considering data cut-off dates, it is necessary to decide ahead of time which data will be included in the data set. For example, if the time period between Session 1 and Session 4 is one month, you may not want to include any Session 1 data for the last week in September because the data for Sessions 2, 3, and 4 will not be available, even though Session 1 may have been completed.


� If you want to know what neighborhood participants are from, be sure to add it to your Intake Form.
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