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Educational Evaluation

These Quick Notes will familiarize you with the format of the PDPEF (Programme Director’s Planning and
Evaluation Form), the primary tool for programme evaluation. Educational evaluation 1s a quality assurance
process, which allows us to ‘see how well we are doing at what we say we do’ within our programmes, and as an
organization. To better understand CISV’s approach to educational evaluation carefully review any or all of
the following CISV resources:

s Big Ed (info file, T-02)

% The Passport (info file, T-03)

s The Complete Notes to Educational Evaluation

s The Official Programme Guides

What is the PDPEF?
The PDPEF 1s designed to help plan and evaluate CISV programmes.

Who uses the PDPEF?

It 1s to be used by programme directors, staff, leaders, junior staff, interchange junior and co-leaders as well as
national and local Interchange coordinators (NIC/LIC). Staff and older participants are also encouraged to
contribute to the PDPEF, and the planning and evaluation of the programme (see the Complete Notes or
Programme Guude for 1deas).

Who is responsible for submitting the PDPEF?

The programme director/NIC or LIC is responsible to ensure the PDPEF is used, completed and submitted
online within 2 weeks after the end of the programme or host phase. For Interchange, a PDPEF must be
completed for each hosting phase and it 1s the responsibility of the hosting NIC/LIC to complete and submit it
within 2 weeks of the end of that phase.

How to use and complete the PDPEF

The PDPEF 1s to be used during all phases of your programme. The PDPEF sub-headings indicate the best
time to fill in the requested information, titled “before, throughout or after”. The PDPEF has 6 sections.
Please review the form carefully, and complete the sections as you plan and evaluate your programme.

Please follow the instructions for each PDPEF section. As you access the form online, you can save content
and print as needed. To access the PDPEF wisit http://forms.cisv.org/pdpef/.

Section 1: Administration: Information for the International Office (l0O)

This section requests administrative information about the programme, its staff, leaders and participants. It
records all the necessary information for the programme that includes:

e myCISV pre-registration o Issues
e Address List e Health, Legal and Insurance forms
e Attendance information e Arnval and departure information

There are sub-sections that must be completed before, throughout and after your programme.
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Section 2: Education: Information for the International Educational Programme Committee, NA's, and
International Training and Quality Assurance Committee

Section 2 1s to be used at ALL PHASES of the programme as a tool to help staff, leaders, and sometimes
delegates to plan and evaluate the educational content for your programme.

To assist with planning, the following sub-sections are to be discussed and recorded in the PDPEF before the
programme begins:

2.1 Programme theme and use of the peace education content
2.2 The use of CISV’s educational tools
2.3 Evidence to be collected (we want to know which activities you will plan to achieve the programme
goals and indicators, and which information or evidence will you collect which demonstrates that the
programme goals and indicators have been achieved). In other words:
»  What delegates will learn (goal)?
= How will they learn 1t (activity)? And,
= How you will know it has been learned (evidence)?

Throughout the programme, the programme director, staff, leaders and junior leaders, and older participants
can use sub- section 2.4, the Group Evaluation Form (GEF), and/or the Individual Evaluation Forms (IEF) to
evaluate the progress of the programme goals and indicators. The IEF 1s an optional form which can be used
throughout the programme by leaders,junior leaders or participants to keep track of their learning outcomes.
They can then be used as a reference to complete section 2.4 at the end of the programme.

In sub-section 2.4, each programme must provide an evaluation for each delegate. Qur primary objective is to
evaluate the programmes eflectiveness. We are NO'T evaluating the level of imdividual’s achievement.
Therefore, the form will only allow two options, achieved or not achieved. Place a tick in the appropriate box
when the indicator has been achieved (at any level). An empty box means “not achieved”. If you are unsure 1if
the mdicator has been achieved please leave the box empty and this will be counted as “not achieved”.

After the programme complete the other sub-sections which request information on any research conducted,
1issues on inclusion and the featured educational content area for the programme year.

For more about “How to Evaluate” learning goals please refer to the Complete Notes to Educational
Evaluation or visit the Evaluation and Research webpage on Resources, just click here.

Section 3: Practical Arrangements: Information for International Educational Programme Committee
and NAs

This section can be monitored informally throughout the programme. It includes information from staff,
leader and participant feedback about the site, food, facilities and arrangements, transportation, etc.

Interchange’s Section 3 1s different from the other programmes, and will only be available for Interchange
programmes. It will request information on the host families and Interchange partners.

Section 4: Recommendations and Risk Management: Information for 10, International Educational
Programme Committee, NAs and the International Risk Manager.

After the programme 1s complete, please provide information about exceptional leaders, those who may have
cause for concern, and health or other incidents that should be brought to the attention of the International
Risk Manager.
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Section 5: Community Activity and Partner Organisation (PO) Information: Information for 10,
International Committees

This new section is to record valuable contributions to communities and the organisations with whom we
partner. After the programme, please provide a brief summary of the community project and the contact
mformation for the partner organisation (PO) or like minded organisation which was involved.

We respecttully request all programme directors, NIC’s and LIC’s to have the PO or LMO complete the
Partner Organisation Evaluation within 2 weeks of the end of the project by sending the following link to your
PO contact: http://bit.ly/hFaHhE

The International Commuttees will collect and process the PO evaluations

Section 6: Additional Comments: Information for 10, International Educational Programme Committee
and Training and Quality Assurance Committee

This section 1s made available to add any other comments to the evaluation of the programme.
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E-NOTES: PDPEF Online Access - How to find and use the online form

These notes are to help you find your PDPEF on SharePoint, enter and save data, and to submit your
completed form.

Important 1: It is recommended that you save at regular intervals, around every 15 to 20 minutes while
completing the form.

Important 2: MAC USERS ONLY. The best web browser to complete the PDPEF 1s Firefox. Safari and
others have been found to have lmitations when interacting with a Microsoft SharePoint. Mozilla Firefox
version 4 1s available as a free download from http://www.mozilla.com/en-US/firefox/new/ if you do not
already have 1t mstalled.

Step 1: Finding your form

First of all you will need to:
e Be registered on myCISV (http://www.clsv.org/mycisv).
e Please write down your myCISV username and password.
e (Claim participation in your programme - indicating your correct role. 70 access the online PDPEF you
must have claimed participation in your programme as director, stafl, international stafl, NIC or LIC.

When you have done this:
e Go to the following address http://forms.cisv.org/pdpel/default.aspx
e Then enter your myCISV username and password. It will look like this picture below

e C(lick on Sign In

(7]

¥4
Welcome to the CISV Electronic Forms Library

To log In here you must use your MyCISV Username (e.g. ABO01234) and password.

MyCISV Username:
MyCISV Password:
Sign In

Sign me In automatically
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Step 2: Creating a new PDPEF.

Once you have signed in you will see this on your screen: Open PDPEF application
CISV Electronic Forms - Testing Welcome ns000018 ~ @
iﬁ.‘:ﬁ PDPEF “PDPEF - »

Home GPDREE

View All Site Content CISV Electronic Forms - Testing = PDPEF

LIInEis Welcome to the PDPEF Application

= Drafts f " j

= Submitted The POPEF Application will allow © create, edit and review PDPEFs online. l’ .
Microsoft l ..
Lists Open PDPEF Application WlndOWS A
Discussions SharePoint Senvices
_ Your Active Forms
Sites - c
Reference Chapter NA Director Name Status Action
People and Groups y-2003-293 Newcastle GBR U v DRAFT  Open
5] Recycle Bin
To edit an existing
PDPEF click on this
link [OPEN]
Done & mnternet F3 - | ®|100% -

e To open a new PDPEF click on the ink [Open PDPEF Application].

e If you are directing more than one programme in a year, you will see them listed as in the picture
below:

U W s | g g

! international PROGRAMME DIRECTOR’S PLANNING AND EVALUATION FORM (PDPEF)

55562 building global friendship .
ISV International Ltd company Registration: 3672838 Telephone: +[44 191] 232 4988 |_|St Of Progra mmes
MEA House, Ellison Place charity Registration: 1073308 Fax: +[44 191] 261 4710

Newcastle upon Tyne E-mail: International@cisv.ors
NE1 8XS England iy pis
Find PDPEF

The Programme Director's Planning and Evaluation Form (PDPEF) has been designed to help Programme Directors, Staff and
programmes. We strongly recommend that you read through this form together with the PDPEF Guidance Notes ti
programme begins. The form is divided into 4 sections:

and evaluate their
d and your programme guide before your

Username ‘ N5S000018
# Reference Chapter Status Actions
1 V-2003-999 GER - GREAT BRITAIN IRV et Y DRAFT E Open Form

\J
\‘ New Form

e If you want to open an existing PDPEF click [Open Form]
e If you want to start a new PDPEF for a programme that has not yet started click [New Form].

Step 3: Entering and saving information

Please also note that the form 1s designed to be used throughout out the programme. This 1s why some

sections are marked Before, Through out and After. You can enter and save data, then close it and come back
to 1t whenever suits you.

Section 1.1 and 1.2 will be completed automatically picking up the data from within myCISV so please ensure
your details are up to date.
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Before participanis / Interchange pariners arrive

1.1) Programme Details

1.2) Programme Director / NIC or LIC Details

Host MNational Association

GBR - GREAT BRITAIN

Given Name

Host Chapter Morth East Surname
Programme Ref. 5-2014-999 National Association T
Form Status DRAFT A MyCISV usermame

Section 1.3 will allow you to add a word document or spread sheet containing the address list of everyone
participating in the programme. You need to provide an address list even when all participants have claimed
participants on myCISV.

1 3) Address Information

Yes /No

participation roles.

Has everyone in your Programme registered and claimed participation on MyCISV?
This includes all youth and adults in the Programme. If anyone has not claimed participation in
your Programme, you must add their details manually to your address list.

The address list must contain full name, date of birth, e-mail address, National Association and

Attached address List

Please do not exceed the file size 500kB.

You can either e-mail the address list directly to the 10 or attach it to this PDPEF

If you choose to export the address list from MyCISV (an excel-sheet), ensure that the data is
complete and correct. If it is not complete, please manually add the missing information before e-
mailing or attaching it. Instructions available in MyCiSV Help Notes - Programme Manager.

[@ Click here to attach a file

E Add fie

Section 1.4 Add each participant countries by hand by using the [INSERT ROW] button.

1_4) Attendance Information

Fiease list the total number of participants per country (yvouth and adults) who atten

Add new country

ramme, or Interchange Host Phase. Do not include Kitchen 5taff.

# |CISV Country (NA/PA) Partici ﬁ aders (c:f)a:::em Junior Staff Staff TOTAL
M 1 [[GBrR-GREATBRITAN v 0 0 0 0 0 0
Total / 0 0 0 0 0 0
B Insert row

THIS INFORMATION IS VERY IMPORTANT. PLEASE DOUBLE CHECK THATIT IS ACCURATE. ALS0O ENSURE THAT YOUR ADDRESS LIST REFLECTS THESE NUMBERS.

All Sections  Where a question uses a drop down box, move your mouse pointer to the dropdown symbol
and scroll down the list until you find the correct country, option or answer to the question.

1.5) Iss

ues

This section applies to all youth and adults: Participants, (Co-)Leaders, Staff, Junior Staff, JCs and Junior Leaders

Did anyone arrive later than the start date of the Pr

gr 1e or Inter ge host phase?

If so, fill in their details, each late participant on a separate row. If this is a delegation gender does not apply.

Gender Number
# CISV Country (NA/PA) Chapter Role M/E of Days
~ | (select) - c C 0
B Insel)| G- ALGERIA o
Was an oApc - ARGENTINA e most recent Information with Invitations report from the 10?
If so, fill AUS - AUSTRALIA \articipant on a separate row. If this is a delegation gender does not apply.
You can|AUT - AUSTRIA tions report from your National Secretary or the /0.
BLR - BELARUS Gender
# BEL - BELGIUM . hapter Role M/F Case
BIH - BOSNIA AND HERZEGOVINA
BRA - BRAZIL (select) - c C (select) -
BUL - BULGARIA
E InselcAN _CcANADA
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If you want to add a new row or item click on [INSERT ROW] you can have multiple rows.

Insert new row
If so, fill in their details, each late -"}’{“:"-"4 on a separate row. If this is a delegation gender does not apply.

Gender Number
M/F of Days

\ _ T (select) - c C |0

# Cisv muntw) Chapter Role

[ Insert row

Insert Row Before
Insert Row After
Remove this Row

To save whilst completing the form, click on [SAVE DRAFT]. It is recommended that you save at regular
mtervals, around every 15 to 20 minutes while completing the form.

I Save Draft HSubmit Final Version ” Print View ” Close Form H Back to List ] Save on Change On W _'

To close the PDPEF click on [Close Form]

For technical support, please contact pdpef@support.cisv.org. You can also click on [SAVE AND SEND
ERROR TO SUPPORT].

Step 4: Submitting your completed form

Once you have completed all sections of the PDPEF, you should submit the form to the International Office
by clhicking [SUBMIT FINAL VERSION]. This is how the programme administrators will know your
PDPEF is now completed and ready for use in evaluation. You should submit your completed form within 2
weeks of the end of the programme.

Congratulations! You now know how to find, use, complete and submit your PDPEF.

Thank you and have a great programmel!
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