WILLOW Monitoring and Evaluation Field Guide





Tool 1 


Monitoring and Evaluation Task List
	Developing a Monitoring and Evaluation Plan

	

	Activity
	Responsible Staff Person
	Timeline
	Achieved
	Comments

	Develop a logic model (Tool 2)
	
	
	Yes/No/NA
	

	Develop evaluation questions (Tool 6)
	
	
	Yes/No/NA
	

	Write SMART objectives (Tools 5& 6)
	
	
	Yes/No/NA
	

	Complete a data planning matrix  with your evaluation questions, objectives, measures, etc., including QA activities required for WILLOW (Tools 6 & 7)
	
	
	Yes/No/NA
	

	Develop and/or revise data collection forms (Tools 8 &9)
	
	
	Yes/No/NA
	

	Develop a data management plan to guide data entry, cleaning and generation of reports (Tool 11)
	
	
	Yes/No/NA
	

	Develop data analysis plan (determine who will analyze the data, and what the frequency of data analysis will be) 
	
	
	Yes/No/NA
	


	Implementing a Monitoring and Evaluation Plan
	

	Activity
	Responsible Staff Person
	Timeline
	Achieved
	Comments

	Monitor completion of facilitator training and development  
	
	
	Yes/No/NA
	

	Complete an intake form
 for all participants 
	
	
	Yes/No/NA
	

	Facilitators complete Fidelity/Process Evaluation Form (Tool 8) and referral tracking forms
 
	
	
	Yes/No/NA
	

	Participants fill in attendance sheet and Session Evaluation Form (Tool 9) at each session 
	
	
	Yes/No/NA 
	

	Program Manager completes Facilitator Observation Form (Tool 10) once per cycle
	
	
	Yes/No/NA
	

	Enter data from all forms into PEMS and/or other database
	
	
	Yes/No/NA
	

	Aggregate data/Run PEMS Reports (Tools 13, 14, 15)
	
	
	Yes/No/NA
	

	Conduct data analysis (Tool 12)
	
	
	Yes/No/NA
	

	Use data for program monitoring and improvement
	
	
	Yes/No/NA
	

	Use data for reporting
	
	
	Yes/No/NA
	


� Tools to assist with each task are available in Appendix A.  Please note that additional tools may be needed, or that you may need to modify the tool to fit your needs. 





� See PEMS Web site https://team.cdc.gov for an example intake form.


� See PEMS Web site https://team.cdc.gov for an example referral tracking form.
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