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• Remind participants that this workshop series will guide you through a four-phased 
evaluation process. 

• Today, we will focus on the third phase, which focuses on developing a data collection plan. 
• Briefly remind participants of phase 1 and 2, which were recently completed, and phase 4 

ahead. 

• Phase 1: Preparing for Evaluation (complete) 
• Learn about the process of evaluating professional learning and development 
• Create a logic model of the professional learning and development initiative 

• Phase 2: Developing Strong Evaluation Questions (complete) 
• Defining audience and purpose 
• Identifying evaluation questions that align with program outcomes and outputs and 

making sure you have a mix of questions that address implementation and outcomes 
• Prioritizing evaluation questions 

• Phase 3: Collecting Data (Current phase)
• Advantages and disadvantages of various types of data sources, aligning existing data 

collection approaches with evaluation questions, identifying gaps in data collection, 
developing new tools and strategies to address these gaps 

• Phase 4: Analyzing Data (upcoming)
• Approaches to data analyses, considerations when interpreting results, ways to 

communicate results effectively 
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• Remind participants that this is one model of continuous evaluation that we are going to use 
as a framework for the evaluation planning process. It was created for the US Department of 
Education as a free guide for educators to use evaluation. 

• Walk through the five steps of the model and explain that steps one and two were addressed 
in prior workshops, step 3 will be the focus of the current phase, and steps 4 and 5 will be 
addressed in phase 4. 
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• Tell the participants that this graphic illustrates the process of moving from your logic model 
to collecting data. Remind them that we’re concerned with ensuring we have data that will 
provide information about our most important evaluation questions. Now that they have well-
developed evaluation questions, they can use them as a guide in identifying applicable data. 

• Tell the participants that the two critical questions they’ll have to answer are 1) what 
information is needed in order to answer their evaluation questions?, and 2) what data can be 
collected, given data capacity and access? 

• Prompt the participants to think about the purpose of their evaluation. Are they concerned 
with simply understanding/exploring the rollout of the implementation, or are they more 
concerned with measuring the resulting impact? 
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     Describe the goals for today's workshop. 
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   Walk through the agenda. 



                • Ask each team member to share reflections from their work on the logic model and evaluation 
questions. 
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• Use the guiding questions and ask participants to share any questions, challenges, and reflections. 
• Allow participants to revise evaluation questions as needed. 
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• Tell participants that they will learn about different types of evaluation data, and advantages and 
disadvantages of each type. 



                  
              

            
    

• Ask participants to brainstorm data they are currently collecting and how it is being used. Ask them to 
identify which of their evaluation questions each of these data sources might help to answer. 

• Tell the participants to keep these data sources in mind as they learn about advantages and 
disadvantages of types of data. 
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• Tell the participants this list represents some common data sources. 
• Some examples of administrative or extant data are assessment or test results, 

district demographics, teachers’ evaluation ratings, etc. 
• Ask participants to think about 1) if any of their data aligns with the types of data sources mentioned 

and 2) which of these data sources could help answer their evaluation questions. Ask participants to 
share their answers. 
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• Review the content on the slide 
• Check the chat for participant comments on their own data sources and make connections to their 

own initiative. 
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• Review the content on the slide 
• Ask participant to make connections to their own data sources and evaluation questions. 
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• Review the content on the slide 
• Ask participant to make connections to their own data sources and evaluation questions. 
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• Review the content on the slide 
• Ask participant to make connections to their own data sources and evaluation questions. 
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• Review the content on the slide 
• Ask participant to make connections to their own data sources and evaluation questions. 
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• Review the content on the slide 
• Ask participant to make connections to their own data sources and evaluation questions. 
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• Tell participants that it’s important to continually monitor data quality especially as they begin 
programming. This will allow them to identify unanticipated data collection challenges early on. 
Monitoring data quality entails periodically attending to a few questions to ensure data is being 
collected as planned: 

• [Box 1] “Are the data representative?” This asks you to consider data that might fail to capture, or 
represent, all segments of the population. Do the data reflect the population of interest? 

• Do the data reflect the demographics of the population involved in your initiative? 
• Do the data include all stakeholders involved in your initiative? 

• [Box 2] “Are the data valid and reliable?” This asks you to consider questions about whether the data 
are truly measuring our outcomes of interest (validity), and if it is capturing the data in a way that is 
consistent, or stable (reliability). 

• Have the data been collected in a consistent way? 
• Does the data collection instrument accurately measure the outcome(s) of interest? 

• [Box 3] “Are the data complete?” Here we’d like to know if the data gathered from individual 
participants or respondents captures all the information we intended to capture? If you surveyed 
100 people, but only 35 completed the survey, it would be important to consider whether you have 
enough complete data to answer your evaluation question. 

• Was the sample size large enough? 
• For surveys, did enough people respond? 
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Tell participants that they will be introduced to a tool to help them identify and align data sources with 
their evaluation questions. 



          
        
           

  
              

               

        
              

               

• Tell participants that they will begin by reviewing the evaluation questions and data that is already 
collected that can be used to answer each question. 

• Populate the chart with responses for one evaluation question as a model. 
• Ask the participants: 

• Are these data sufficient to answer this evaluation question? What other data might you need? 
• What’s the quality of these data? Do you feel confident that they are valid and reliable? 

Activity: 
• Complete the chart for each of the evaluation questions. 
• Consider breaking into small groups or partners and assign different evaluation questions to each 

group. 
• If you break into groups, return to the whole group and have each group share out. 
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• Ask participants to share their reflections for each of the questions. 
• Document any notes or make updates to the table as participants share their thoughts. 
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• If participants were not able to finish filling out the table on evaluation questions and data 
sources, ask them to complete it before the upcoming session. 

• Remind the group of the date, time, and place of the next workshop, workshop 3b. 
• Tell participants that the upcoming session will focus on creating a data action plan and data 

collection calendar for their data sources. 
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• Remind participants that this workshop series will guide you through a four-phased 
evaluation process. 

• Today, we will focus on the second half of the third phase, which focuses on developing a 
data collection plan. 

• Briefly remind participants of phase 1 and 2, which were recently completed, and phase 4 
ahead. 

• Phase 1: Preparing for Evaluation (complete) 
• Learn about the process of evaluating professional learning and development 
• Create a logic model of the professional learning and development initiative 

• Phase 2: Developing Strong Evaluation Questions (complete)
• Defining audience and purpose 
• Identifying evaluation questions that align with program outcomes and outputs and 

making sure you have a mix of questions that address implementation and outcomes 
• Prioritizing evaluation questions 

• Phase 3: Collecting Data (Current phase) 
• Advantages and disadvantages of various types of data sources, aligning existing data 

collection approaches with evaluation questions, identifying gaps in data collection, 
developing new tools and strategies to address these gaps 

• Phase 4: Analyzing Data (upcoming) 
• Approaches to data analyses, considerations when interpreting results, ways to 

communicate results effectively 
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     Share the objectives with the participants. 
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   Read through the agenda. 



                  
 

Tell participants that this is a chance to share updates on their work on the data collection plan 
and further refine. 
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• For the existing data sources that participants identified in the data collection plan table, ask 
them to reflect on the guiding questions. 

• Document responses in relevant columns of the data collection plan table. 
• Tell the participants that their answers to these questions will help them complete the data 

action plan. 



                  Tell the participants that they will use a tool to help them identify action steps related to each 
data source. 



             
                

         
           

                   

• Introduce the participants to the purpose of baseline data. Emphasize that collecting baseline data 
prior to the start of the initiative is an important starting point. Baseline data can be used as a 
reference point as more data is collected throughout the evaluation. 

• Ask the group to brainstorm considerations and constraints for collecting that data. 
• As we move into the next step of creating a data action plan, you will want to include baseline data 

for each data source whenever possible 



     
        

   
             

       
             

        
         

            

          
              

                 

• Give an overview of the table. 
• Tell the participants that they should populate the "category" column with overarching categories 

related to their evaluation questions. 
• For example, if participants have several evaluation questions related to student outcomes, they 

could list "student outcomes" in the category column. 
• Tell participants to list the data sources they identified in their data collection plan in the "data 

source" column, grouping them by the categories they are relevant to. 
• Tell participants to complete the "action steps," "person responsible," and "other people involved 

columns." Guide participants to be as detailed as possible when identifying action steps. 

Activity: 
• Complete a row for one data source as a whole group. 
• Consider breaking into small groups or partners to complete the remaining rows (data sources) 

in the table. Come back together as a whole group and discuss the questions on the next slide. 
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Ask participants to reflect on these questions. Make any updates to the data action plan based on 
information shared in this discussion. 



         Tell participants that they will briefly review a tool for charting out data collection activities. 



                  
   

           
          

               

• Explain that this is an example of how they might plot out their data collection activities over the 
course of a year. 

• The calendar helps to see the data collection demands across the year and make sure there isn’t too 
much being asked of any one group at a particular time. 

• Remind participants that it is good practice to plan times to come together for analysis and reflection 
for continuous improvement on a bimonthly or quarterly basis. 
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              Ask participants to begin completing the data collection calendar in advance of the next session. 
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      Review the tasks for the team to complete before the next session. 
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• Tell participants that the next workshop will focus on making meaning of your data. 
• Tell the participants the date and time of the next workshop. 
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