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Overview of the Center to Improve Project Performance

First formed in 2008, CIPP’s overall mission is to advance the rigor and objectivity of evaluations
conducted by or for OSEP-funded projects so that the results of these evaluations can be used by
projects to improve their performance and used by OSEP for future funding decisions, strategic
planning, and program performance measurement. CIPP is operating under its second five-year
contract.

The first CIPP contract provided summative evaluation support and oversight to 11 projects, selected
by OSEP, in planning and executing their summative evaluations. CIPP staff worked with project and
OSEP staff to refine each project’s logic model and develop its summative evaluation design. Based on
the evaluation design and plan, CIPP staff oversaw project summative evaluation activities and
provided technical assistance (TA), as needed, to the grantees by selecting samples; developing draft
instruments; monitoring data collection and performing reliability checks; analyzing study data;
providing accurate descriptions of the methods and valid interpretations of findings; and organizing,
reviewing, and editing project evaluation reports.

The second CIPP contract continues the work with the selected projects from the prior contract.
Additionally, beginning in 2014, CIPP will provide intensive TA to 16 of OSEP’s largest grantees in the
development of their logic models and their formative evaluation plans. Related to the work on project
evaluations, CIPP staff will work with OSEP staff to improve the consistency, objectivity, and rigor of
OSEP’s 3+2 evaluations, a formal process applied to projects funded in excess of $500,000 to evaluate
their implementation and early outcomes following Year 2 of their grant. Also, CIPP will continue to
provide TA in evaluation to OSEP-funded projects on request, prepare a variety of TA products focused
on evaluation issues, and provide presentations on evaluation through Webinars and conferences.

Contact Information:

Thomas Fiore, CIPP Project Director
Westat
ThomasFiore@westat.com

Jill Lammert, CIPP Assistant Project Director
Westat
JillLammert@westat.com

Patricia Gonzalez, Project Officer
Office of Special Education Programs
U.S. Department of Education
Patricia.Gonzalez@ed.gov
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Introduction

Generally, the purpose of an evaluation is to provide information on a project’s implementation and
outcomes. This includes providing qualitative and quantitative information on how well the project
components have been implemented and analyzing the extent to which the project’s objectives and
outcomes have been achieved. The results of such evaluations provide project implementers with
evidence to make decisions about project improvements, expansion, and sustainability; assess efficiency
and guide cost-containment strategies; and facilitate replication in other settings. More importantly,
evaluation results can provide information on a project’s impact—information that can be used by the
funder, the Office of Special Education Programs (OSEP), and by other key stakeholders to make an
assessment of the nature and scope of project achievements. OSEP grantees are required to report on
their project’s accomplishments using tools such as the Annual Performance Report. Grantees use
evaluations to identify what to measure for this reporting and to plan for and track the process of
collecting, analyzing, and reporting on each desired accomplishment or evaluation metric. This
document is written to assist grantees and their OSEP Project Officers in planning for, finding and hiring,
and working with third-party evaluators to design, implement, and complete a project evaluation.

Evaluations typically feature three components targeted at three distinct lines of inquiry: progress
monitoring, formative evaluation, and summative evaluation.

e A progress monitoring component examines the extent to which the project is progressing
toward attaining its objectives and yearly benchmarks. Methods used often rely on
administrative records and on descriptive (e.g., frequency of responses, measures of central
tendencies) and correlational (i.e., exploring relationships among variables) statistical
techniques.

e A formative component addresses questions related to how well the project’s components and
strategies are being implemented. Methods commonly include qualitative techniques such as
interviews and observations and quantitative techniques such as surveys, and descriptive and
correlational statistics.

e A summative component addresses the question of the effectiveness of the project in achieving
its goals and desired impact (including impact on students) and identifies features/components
of the project that were unique and/or effective (or ineffective). Summative methods often
focus on quantitative methods such as descriptive, correlational, and advanced statistics, but
also can include qualitative analysis of observational, interview, and open-ended survey data.

Appendix A contains more information on each of these components. Some readers may find it helpful
to review Appendix A before proceeding. Lammert, Heinemeier and Fiore (2013) is another good
resource.

Grantees often choose to work with a third-party evaluator—a qualified professional trained and
experienced in the techniques to be used in the evaluation—who can help the project conduct any or all
of the evaluation components listed above. This product is prepared under the assumption that
grantees have already decided to hire a third-party evaluator, although the tasks that may be assigned
to the third-party evaluator may vary considerably from one project to the next. Throughout, we
provide ideas, tips, strategies, and suggestions grantees may find useful to make the most of an
evaluation that incorporates a third-party evaluator. The document presents a discussion of the
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benefits, drawbacks, and limitations of using a third-party evaluator and practical guidelines for creating
a third-party evaluation scope of work, developing a Request for Proposals, soliciting bids for and
contracting with a third-party evaluator, and monitoring and managing the work of the third-party
evaluator.

Part 1 of this document provides general considerations for grantees who want to make the most of a
third-party evaluation. Following this, Part 2 discusses the steps involved in finding and hiring a third-
party evaluator, and provides guidance on creating a Request for Proposals, completing the solicitation
process, and preparing and executing a contract for services.

Part 3 discusses specific guidance on monitoring and managing the work of the evaluation overall,
including how to create a successful working relationship with the third-party evaluator and how to
know when the evaluation is—and is not—proceeding as planned or meeting project needs. Part 4
focuses on wrapping up the evaluation project. Finally, the Appendices include a primer on evaluation
design and planning (for those readers who may want some additional information on this topic),
sample documents and templates that may provide further ideas and guidance for working with a third-
party evaluator, information on practices for protecting confidentiality, and recommended readings on
research and evaluation methodology.

WeStat Guidelines for Working with Third-Party Evaluators 2



Part 1. Making the Most of a Third-Party Evaluation

Typically, a third-party evaluator can be
thought of as a “critical friend” who Top 5 Tips for Working with Third-Party Evaluators
provides support, assistance, and
feedback to the project through the
formative and summative methods of

1. Hire as early as possible (such as during the application
development or planning stages) even if only to
conceptualize and design your evaluation;

evaluation. To this end, this document is 2. Expect to devote time to the evaluation—even if only in
written to help ensure a project makes the form of communication and monitoring the

the most of its investment in a third- evaluation’s progress;

party evaluator—which requires 3. Conduct an evaluation needs assessment—use the

findings to create a contracted scope of work for the
third-party evaluator;

4. Communicate regularly—keep regular track of
evaluation activities and any implementation issues

grantees have some exposure to and
familiarity with evaluation basics.
Appendix A includes a brief primer on

evaluation basics; grantees may find that arise; and

reviewing that information useful before 5. Receive interim reports and work products at regular
proceeding with the rest of this intervals—monitor implementation of activities and use
document.? feedback to make project improvements.

1.1 Determining what is needed from the third-party evaluation

At the start of a project, grantees may (a) have a complete evaluation plan, (b) need to revise or update
the project’s evaluation plan, or (c) need to develop an evaluation plan for the project. Grantees that
have a complete evaluation plan may elect to work with a third-party evaluator to complete specific
tasks. Grantees that need to revise, update, or develop a plan may choose to work with a third-party
evaluator to complete these design tasks. The third-party evaluator may then continue to work with the
project to conduct the evaluation or the grantee may elect either to do the evaluation work internally—
especially if the evaluation will be primarily formative—or to search for and hire a different third-party
evaluator.

The first step in developing an evaluation plan is to identify the project’s goals, strategies, outputs,
outcomes, and the evaluation questions (see Appendix A). This information can then be used to
complete an evaluation needs assessment, like in the example presented in Exhibit 1. Grantees are
encouraged to review Appendix A or other evaluation resources (see Appendix F) if any of the items or
terms in the needs assessment are unfamiliar. An evaluation needs assessment can help grantees
identify the specific tasks that need to be conducted for the evaluation, including those that will be
contracted to a third-party evaluator. Ideally, the needs assessment will be conducted as part of the
proposal process or as soon as possible after the project receives its “green light” from OSEP.

The sample needs assessment presented in Exhibit 1 is for the fictional Anywhere State Speech and
Language Pathologist (SLP) Support Project, which is designed to respond to the need for highly qualified
SLPs who are proficient in evidence-based practices and who can work with bilingual secondary students
with disabilities (more examples featuring the Anywhere State SLP Support project are presented in

Appendix A).

! See also Lammert, Heinemeier & Fiore (2013).
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Exhibit 1. Sample Evaluation Needs Assessment for the Anywhere State SLP Support Project

have an evaluation plan (a
description of the
evaluation questions, data
collection tools and
methods, analysis
approach, and reporting
requirements)?

Note: Very often projects have

place but the plan requires review

(1) Does your program already

some or all of an evaluation plan in

or revision after a project is funded.

[ Yes, there is a complete evaluation plan in place, which
responds in full to the evaluation requirements—proceed to
question 2. If you want to double check your answer,
complete the checklist at right to identify possible
third-party evaluator tasks

[XI There is a plan, but I'm not sure if it is complete or if it
responds to requirements in full— complete the checklist
at right to identify possible third-party evaluator tasks

[0ONo— complete the checklist at right to identify
possible third-party evaluator tasks

[ Create or review the comprehensive evaluation plan
OR
[X1 Review, develop, or refine formative evaluation questions
[X] Review, develop, or refine summative evaluation
questions
[XI Identify or review data collection sources
[XI Identify or review data collection instruments
[XI Create/pilot test data collection instrument(s)
[XI Design data collection procedures
O Implementation progress monitoring
[XI Service statistics (e.g., numbers served; numbers
of services provided)
[ Fidelity of implementation
[XI Outcomes/impact data
[XI Design data entry/ management procedures
[XI Create data analysis plan
[ Design or review evaluation budget
1 Design or review report template(s)

(2) Are there internal staff with

the evaluation?

Note: Very often projects will
ensure statisticians and qualitative
specialists (team members who
specialize in qualitative research)
are available to work on or support
the evaluation.

skills necessary to conduct

OYes, internal staff are qualified for the types of evaluation
required— check off the applicable and needed skills
below and proceed to question 3

O Formative evaluation—the evaluation will collect
data on implementation progress and provide
periodic feedback to project implementers to
support project improvement

[J Measuring Fidelity of Implementation—the
evaluation will collect data on implementation of the
core components of the project, measure fidelity to
the proposed theory of change, create and assign
fidelity scores, and determine the level of
component-level and overall fidelity of
implementation

[J Experimental design—the evaluation will collect
data on individuals randomly assigned into
treatment and control groups; the evaluation will
rigorously monitor treatment and control group
conditions over the duration of the project

[J Quasi-experimental design—the evaluation will
collect data on individuals placed into treatment
and comparison groups; the evaluation will
rigorously monitor treatment and comparison group
conditions over the duration of the project

[J Non-experimental—the evaluation will collect
data on the treatment group; a comparison group
may be created post hoc (the evaluation will not
track comparison group conditions over the
duration of the project)

1 Design and implementation of a sampling plan—
the evaluation will design a sample that is sufficient
for the evaluation’s approach, methodology, and
analysis framework. The evaluation will identify
how to treat sampled data (e.g., establish sample
weights and limitations on interpretation of data, if
any.)

Unsure or No — complete the checklist at right to
identify possible third-party evaluator tasks

[0 Conduct formative evaluation activities
O Conduct study of fidelity of implementation

Implement experimental or quasi-experimental design
study (evaluator should have advanced background and
expertise or training in sampling, research methodology)

O Implement non-experimental study (evaluator should
have basic background and expertise or training in
research methodology)

Design and implement a sampling plan

Westat
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Question

Check the best option...

Possible Third-Party Evaluator Tasks

(3)

Can internal staff be
sufficiently allocated to

perform all evaluation tasks

and responsibilities?

[JYes—proceed to question 4

[XI Unsure or No — complete the checklist at right to
identify possible third-party evaluator tasks

[ Create/pilot test data collection instruments
X Collect data on
[0 Implementation progress
[ Service Statistics (e.g., numbers served; numbers

of services provided)
[ Fidelity of implementation
[XI Outcomes/impact
[XI Perform data entry/management
[XI Conduct data analysis
[ Provide performance feedback to project team
Write reports
[ Other:
Collect data on
O Implementation progress
[ Service Statistics (e.g., numbers served; numbers
of services provided)
[ Fidelity of implementation
[XI Outcomes/impact
O Perform data entry/management
[XI Conduct data analysis
O Provide performance feedback to project team
[X] Write reports
O Other:

(4) Can internal staff perform
all evaluation tasks and
responsibilities objectively
and without jeopardizing
the credibility of evaluation
findings?

O Yes—proceed to item 5

[XI Unsure or No — complete the checklist at right to
identify possible third-party evaluator tasks

(5) NEEDS ASSESSMENT COMPLETED

o Ifthe answer to all questions is “yes”, the project may not need a third-party evaluator.

e Ifthe answer to one or more questions is “unsure or no”, the project may benefit from hiring a third-party evaluator to perform specific tasks, as
identified in this assessment.

As illustrated in Exhibit 1, once the needs assessment is completed, grantees may find that the project
already has qualified and available staff who can perform a number of evaluation tasks. Similarly, the
needs assessment can help the project team to identify the areas where additional support may be
needed for the evaluation. Grantees can use the items identified in the “Possible Third-Party Evaluator
Tasks” column above to develop a list of third-party evaluator responsibilities and tasks.

In the example presented above, the needs assessment indicated the following:
e The project had an evaluation plan that was submitted with its proposal. The evaluation plan
received comments from the OSEP review team and requires revisions.
e The plan identified several quasi-experimental elements to the summative evaluation.
However, none of the internal project staff have experience in implementing quasi-experimental
studies.
e The plan identified two sampling opportunities. However, none of the internal project staff
have experience in designing or implementing sampling plans.
e The project needed assistance collecting outcome data, especially observation data. The project
also needed assistance with data entry, data quality reviews, and data analysis and reporting.
e The project’s internal staff could not provide sufficient objectivity and credibility, especially with
regard to outcomes data collection, analysis, and reporting.
e The project needs assessment identified the following tasks that could benefit from third-party
evaluator support:
o Evaluation design with specific attention to:
= Review, development, or refinement of evaluation questions
= |dentification or review of data collection sources
= Identification or review of data collection instruments
= Creation/ pilot testing of data collection instrument(s)

Westat
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= Design of data collection procedures ( Service Statistics and Outcomes/ impact
data)
=  Design of data entry/ management procedures
= Development of a data analysis framework
Guidance and expertise in designing and implementing quasi-experimental studies
Guidance and expertise in designing and implementing sampling plans
Data collection (outcomes/impact data)
Data entry /management
Data analysis
Report writing

O O O O O O

This information can be used to create a scope of work for the third-party evaluator (and for the overall
project evaluation), prepare a Request for Proposals (RFP), define contract terms, and establish project

management milestones, as discussed later in this document. A blank needs assessment form is located
in Appendix B.

1.2 Benefits and limitations of working with a third-party evaluator

Grantees who work with a third-party evaluator should be aware of the potential benefits and
limitations of this working relationship, as shown in Exhibit 2. Benefits include the needed skills or
objectivity brought to the project by the third-party evaluator while limitations refer to the, often
unforeseen or unplanned, tasks or costs associated with monitoring and managing the work of the third-
party evaluator.

Exhibit 2. Benefits and Limitations of Working with a Third-Party Evaluator

Benefits Limitations

Third-party evaluators can: Third-party evaluators may:
e  Bring technical expertise in research methodology, e Add unanticipated or additional cost to the project
statistics, or related topics to the project team e Add to project monitoring and management tasks
e Provide credibility and objectivity by acting as an focused on the work of contractors
external “critical friend” e Not know the project background or content area
e Take on responsibility for completing some or all of as well as project staff
the (formative and summative) evaluation tasks, e Beless available or accessible, as compared to
allowing project staff to focus on project project staff
implementation

It is important to keep in mind that even when the third-party evaluator has a significant role in the
project, the Project Director (or Principal Investigator) bears ultimate responsibility for ensuring that the
project and its evaluation are carried out as planned and that all OSEP project implementation and
reporting requirements are met.
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1.3 Determining when to bring a third-party evaluator on board

The decision of when to hire the third-party evaluator affects what the evaluator can and cannot
provide to the project. If the grantee engages the evaluator at the start of the project, the third-party
evaluator can provide guidance and assistance on foundational aspects of the evaluation—its design and
methods. A third-party evaluator brought on board towards the end of the project may have limited
ability to revise, modify, or correct decisions made earlier in the evaluation. Exhibit 3 provides an
overview of how the timing of hiring can influence what a third-party evaluator can contribute to a
project.

Exhibit 3. The Influence of Timing on Expectations for Third-Party Evaluations

Third-Party Evaluator is Hired Early in the Third-Party Evaluator is Hired Late in the
Evaluation Evaluation
Evaluation The third-party evaluator can contribute The third-party evaluator will be limited in his or
Questions to the development of formative and her ability to provide recommendations or
summative evaluation questions. guidance on formative and summative questions.

The evaluator may be able to identify the
limitations of existing evaluation questions.

Evaluation Design The third-party evaluator can contribute The third-party evaluator will be limited in his or
to and provide significant guidance on the  her ability to provide guidance. The evaluator
evaluation’s design. likely will not be able to revise, modify, or correct

design features. Evaluation questions may not be
addressed at all or answered incompletely by a
poor design.
Data Collection The evaluator can provide guidance and The evaluator may not be able to collect or
assistance in determining the logistics and  correct for data that have been collected and are
methods of collecting data. The evaluator  missing, incomplete, or inconsistent. Poor quality

can ensure the data collected are data may need to be eliminated from the
consistent with the evaluation design. evaluation.
Data Entry and The evaluator can provide guidance and The evaluator may have to re-enter, re-code, or
Management assistance in creating a data entry and re-align data that have already been entered into
management system that streamlines the  a [faulty] system—this can be a timely and
movement of raw data into analysis— expensive process.
saving the project team time and money.
Data Analysis The evaluator can provide guidance and The evaluator may be able to review the data
Framework assistance in creating a data analysis collected and establish an analysis framework that
framework and ensure the framework is works for the data that have been collected, but
consistent with the evaluation design. the framework may or may not be consistent with

the evaluation design if it is constructed after all
data collections are completed.

Reporting The evaluator can provide guidance and The evaluator can use the data that are available
assistance in the creation of report to respond as appropriately as possible to the
templates that are aligned with the report template or questions. There is a chance
project’s theory of change and funder that data may not have been collected correctly,
expectations. Knowing ahead of time appropriate data may not have been collected, or
what the report will look like may help the evaluation may not be well-aligned with the
focus the evaluation over the course of its  report template, questions, or requirements of
implementation. OSEP.
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1.4 Developing a third-party evaluator scope of work

Grantees that use a third-party evaluator may create (a) a scope of work for the internal project
evaluator and (b) a scope of work for those aspects of the evaluation the third-party evaluator will
complete. As outlined above, completing an evaluation needs assessment can give the project team
important information that can be used to develop a scope of work. Ideally, a scope of work is written
with sufficient detail to clearly convey the specific tasks to be completed, the duration of the work
involved, and the required deliverables.

TIP: The evaluation scope of work may need to
Generally speaking, the third-party evaluator’s scope of change over time. New or unplanned evaluation
work contains the same types of elements as the overall | duestions or objectives may arise due to mid-
project evaluation’s scope of work, with a focus on the SULEET EEREES (I pIefes: I PEmEhiEE e 67 654

. , . . . result of evaluation activities. Thus, it may be
third-party evaluator’s contributions. Creating a

. . necessary to change the evaluation’s scope of
comprehensive third-party evaluator scope of work that work at some point during project

contains details such as specific tasks, expectations for implementation. It is important to keep in mind
meetings and communication, expectations for that these changes may affect the third-party
submission of draft and final products, travel and evaluation as well as the overall project budget.

lodging requirements, use of respondent incentives in

data collection, etc., will help grantees accurately and

adequately budget for third-party expenses. Importantly, the third-party evaluator scope of work also
should contain performance management expectations and milestones, so that the grantee can conduct
effective oversight of the third-party evaluator. The scope of work can be incorporated into the Request
for Proposals (RFP), either as part of the main RFP document, or as an attachment (Section 2.1 discusses
development of RFPs).

1.5 Creating an evaluation budget

The evaluation budget is one piece of the overall project budget and identifies the resources (e.g.,
personnel, instruments, incentives, travel) that will be necessary to complete the evaluation. Accurately
and adequately budgeting for the overall project evaluation and third-party evaluator tasks can be
challenging since the budget is informed by the nature and scope of the evaluation. The logistics of
participant recruitment, data collection (e.g., number of sites, number of individuals, location of study
sites, and travel requirements), and data management and maintenance (e.g., staffing, software,
systems development) also will contribute to the cost of an evaluation. For example, a complex, long-
term evaluation with an experimental design may require project staff with advanced training (or a
third-party evaluator with the appropriate qualifications), multiple sites, multiple data collections, and
complex data analysis—all of which add to the cost of the evaluation. This being said, other budget
constraints may affect the total resources available for the evaluation. A third-party evaluator can work
with projects to get the best return on the available investment in evaluation.

Following are some of the most common evaluation budget items:

e Personnel—including internal and third-party evaluation staff (e.g., evaluation project
managers; support or logistics staff; personnel working on the design, deployment, and
maintenance of data entry and management systems, such as databases; and staff assigned to
evaluation planning, data collection, coding, data quality review, data analysis, and report
writing).
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¢ Non-personnel costs of data collection—including (but not limited to) costs of purchasing
commercial data collection instruments, mailings, and respondent incentives.

e Travel—including costs related to recruitment of study sites (if needed) and data collection,
such as airfare, mileage, lodging, per diem, etc.

e Training—including costs related to appropriate and adequate training of evaluation staff (e.g.,
in the use of specific observation protocols or assessment procedures).

e Software and data systems—including hardware and software costs related to data entry,
coding, and management.

e Security of hard copy and electronic data—including the costs of secure filing or storage, anti-
virus and anti-hacking software, and encryption software.

Given the potential for a great deal of variation in the cost of an evaluation, grantees (and evaluators)
may find budgeting to be an iterative process, involving design and review of the evaluation plan,
completion of the evaluation needs assessment, and review and revision of the project and evaluation
budgets. It is most often better to hire the third-party evaluator early in the process so as to establish a
solid foundation for the evaluation and to more effectively manage the costs.

It is relatively common for grantees to underestimate the time and resources that are necessary for a
rigorous evaluation, including data collection, entry, and management. Grantees thus may fail to
allocate sufficient staff time or resources for the type of evaluation that is desired or required. In these
cases, the grantee may consider working with OSEP to reallocate funds so as to provide greater
resources for the evaluation, while still adhering to OSEP requirements regarding the use of grant funds.
Alternately, the grantee may need to re-group and re-think the evaluation budget if there are
insufficient resources for necessary (internal or third-party evaluation) staff. If resources are limited, a
third-party evaluator may be able to provide overall guidance to the evaluation and limited assistance to
data collection, entry, and management tasks that are performed by internal project staff.

Appendix C presents specific staff and time
considerations that may influence the evaluation
budget, as well as tips grantees may find helpful
when creating an evaluation budget. We

TIP: Evaluation design drives costs. Evaluations
have costs that reflect the evaluation’s
methodology and comprehensiveness.
Evaluations that are more methodologically

recommend that grantees use the table included in intricate (e.g., evaluations that incorporate

the appendix to review common evaluation staffing experimental or control-group designs) often
needs (more specifically, the availability of qualified require greater resources. The evaluation budget
staff) and to determine whether or not the project should include all costs necessary to perform a
has allocated sufficient time to specific evaluation high-quality evaluation, including—as

tasks. Appendix D provides time estimates for two CRElcRlietegiicics Bt e g i ater

common data collection activities: focus
groups/interviews and web-based surveys.

In the next section we discuss the process of finding and hiring a third-party evaluator.
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Part 2. Finding and Hiring a Third-Party Evaluator

After completing a review of the project’s evaluation, determining the project’s evaluation’s needs, and
identifying the tasks to be completed by a third-party evaluator, grantees can set about finding and
hiring a third-party evaluator. ? This section describes the three basic steps for finding and hiring a third-
party evaluator:

1. Developing a request for proposals

2. Navigating the solicitation and review process

3. Preparing the contract

2.1 Developing a Request for Proposals

The request for proposals (RFP) is a formal invitation to potential third-party evaluators to submit a
proposal in response to an identified need—the needs assessment presented in Appendix B can help
grantees develop a list of project evaluation needs. The RFP also is a procurement process for assessing
which evaluator’s experience, qualifications, and approach will best meet the needs of the project.

The structure of the RFP will guide the evaluator’s response. Generally speaking, evaluators who
respond to an RFP should address all of the RFP’s stated requirements. If, however, a grantee doesn’t
ask for a specific piece of information, the evaluator probably will not provide it in their RFP responses.
Thus, it is important for grantees to carefully consider the project’s evaluation needs and the expected
scope of work (see Part 1) when creating the RFP. Grantees will want to ask specific questions about
how the third-party evaluator will respond to the project’s evaluation needs and the level of training and
experience the evaluator can bring to the project.

A project may have a RFP template or guidelines endorsed by their agency for use in finding and hiring
contractors such as third-party evaluators—the project may want to consult with its grants and
contracts office before developing a new RFP. When developing a new RFP (in the absence of a
template or guidelines), it is common to include the following types of components:

Description of the Project or Program. This section should establish the context for the work to be
performed and include a statement of purpose describing the overall objectives of the evaluation
contract and the extent of the services desired. Grantees also can use this section to present a brief
overview of the grantee organization and of the project to be evaluated. Generally, the more
information a grantee can provide about its project or program, the better or more focused the third-
party evaluator proposal will be. Grantees may consider sharing the approved project proposal or
application or other written materials that discuss the project’s goals, theory of change, primary
strategies, timeline, etc.

? Grantees may want to reference the Joint Committee on Standards for Educational Evaluation’s Program
Evaluation Standards for information on what to expect from a high-quality evaluation. The standards can be
accessed at: http://www.jcsee.org/program-evaluation-standards-statements
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Description of Services Required. This is the heart of the RFP document. This section contains the
third-party evaluator scope of work or the list of tasks the grantee identified in the evaluation needs
assessment. This section also should clearly convey the specific work needed and the duration of the
work involved.

Deliverables. This section provides a complete list of all products, reports, and plans to be delivered by
the third-party evaluator and the projected deadlines for the deliverables. If the grantee has an
evaluation plan with overall timelines and data collection schedule, they can be used to establish the
deliverables schedule. Otherwise, grantees can identify specific products to be delivered and give
general guidelines of the expected timing of delivery (e.g., 20 weeks after the contract signing date). It
may be helpful to have the evaluation timeline precede the OSEP reporting schedule so that evaluation
findings can be used to inform grantee reporting.

Evaluation budget. Grantees may or may not include in the RFP the amount of funding set aside for the
third-party evaluator (see Section 1.5 and Appendix C for information on creating an evaluation budget).
Whenever possible, it is helpful for third-party evaluators to have access to the proposed evaluation
budget or the permissible budget range in order to better understand the scope of the project and to
develop a proposal that reflects both project needs and available resources.

Regardless of whether the estimated funding amount is included in the RFP, grantees will want to
receive a projected budget from the applicant. It is very helpful for grantees to provide clear and
complete instructions regarding how applicants are to break down the budget in table and narrative
form. Details will likely include hourly or daily rates for all personnel (and benefits if they are not
included in the rates) and equipment and a detailed estimate of expenses, if they are to be reimbursed
under the contract. Overhead (indirect) rates also should be expected, if overhead is not rolled into
personnel rates. Grantees should identify any budget constraints, such as a cap on indirect rates or
restrictions on the type and maximum amount of reimbursable expenses.

Contract Terms and Forms. This section specifies the length, start date and end date of the contract,
and any options for renewal. Grantees at larger organizations or agencies, such as universities, may
have access to (and be required to use) standard contracting forms, certifications, and assurances that
can be attached to the RFP. In these cases, we recommend grantees make inquiries within their agency
as to staff or departments that may be able to provide guidance, standard forms and templates,
required certifications and assurances, etc.

Proposal Requirements. This section outlines all of the information the proposal should contain. Itisa
good idea to require applicants to use a consistent

structure and format for proposals in terms of line TIP: Give applicants clear instructions on
spacing, font size, proposal Iength,3 content, and proposal formatting. Specify expected font
information and documents required. This will help size, line spacing, and document or page limits
simplify the proposal review process and enable grantees | in the RFP to limit the size of proposals

received from applicants. This will force the
applicants to focus more specifically on the
grantee’s evaluation requirements and may
help expedite the review process.

to develop a contract for the selected third-party
evaluator, and manage the third-party evaluation once
awarded.

3 In particular, grantees should allow a sufficient number of pages, such that the applicant can adequately address
all required RFP elements.
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For example, grantees may require that proposals contain some or all of the following elements:
e Summary of the applicant’s background, history, capabilities, and experience
e Explanation or description of the applicant’s philosophy of evaluation—including statements
regarding the nature and frequency of interactions or collaboration between the third-party
evaluator and the project
e The applicant’s proposed approach, which should include a description of how the third-party
evaluator will respond to the evaluation needs or scope of work. This section of the applicant’s
response may contain:
o Design considerations (e.g., the use of control or comparison groups)
o Anticipated instruments and data collection methods (including a data collection plan)
o Plans for data entry and management, data analysis, data security, and reporting
o Plans for project management and communication
o Specification of all reports and deliverables, with draft and final submission timelines
e List of tasks to be performed, linked to deliverables and a timeline
e Descriptions of recent and relevant evaluations conducted
e Proposed evaluation team staff, with full-time equivalent (FTE) and qualifications
e Client references
e Proposed budget for the evaluation

Additional information required of applicants may include resumes of key personnel to be involved in
the project, previous work samples or reports, and any other information deemed to be important or
useful for evaluating applicants’ abilities and capacities for completing the work. Grantees may request
that evaluators submit the technical approach and budget separately so that the initial review process
focuses primarily on the technical quality of the approach and not cost. As noted earlier, grantees may
consult with their contracting office or department for agency requirements on how technical and
budget proposals should be received.

Proposal Evaluation Criteria. It is helpful for the grantee to clearly describe for applicants how their
proposal will be evaluated by the proposal reviewers. A description of the proposal review and selection
process should include, at a minimum, a timeline for the proposal review; the method to be used in
evaluating proposals including specific criteria and their associated scores; and details of the interview
process or other follow-up, if there is to be any. Further, it is helpful for the grantee to provide the
estimated or exact date of the final selection and contract award, method of notification, period of
negotiation, and any special contract terms and conditions.

RFP Schedule. This section often is used to convey schedule or timeline information such a