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SEALLL self-evaluation process
Introduction

Introducing self-evaluation and learning from it involves much more than ticking boxes on questionnaires, prepared by others. Therefore the Sealll team tries to offer an approach and tools for organisations to introduce and set up their own self-evaluation, create their own instruments and take this further in an organisational learning process. 


Sealll tries to guide the ‘initiators’ in the process of conducting their own evaluation. In the horizontal axis the matrix below describes the possible initiators of self-evaluation activities in an organisation: learners, teachers, developers and management; vertically you can find categories of possible evaluation objects: learning, teaching, programme, organisation and external relations. Starting from this point Sealll has created a format presenting all the steps in the process of introducing and executing self-evaluation and follow up activities. 

In addition to guidelines and a toolbox of instruments (see www.sealll.eu) Sealll wants to offer a series of examples of self-evaluation processes in a wide range of adult education settings. The example below is created by one of our partners or members. It is not meant to be exhaustive and only serves as a source for inspiration and suggestions for ‘initiators’ in similar conditions or with similar aims. 

Please keep in mind: this material is to be adapted to your own conditions, you cannot solve everything via one instrument, set your own priorities and keep it simple. 
	
	Initiator

	Evaluation objects
	Learners
	Teachers
	Developers
	Management

	Learning
	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How



	Teaching
	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How



	Programme
	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How



	Organization and Management
	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How



	External relations
	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How


	Issue / Goal

With whom

Information / evidence

How




SEALLL
Programme developers evaluate the programme to check if it meets the needs of the clients

	Result
	Subject
	Solution (to fill in)

	Identification of the  cell in the matrix


	Initiator


	Developer

	
	Evaluation object


	Programme 

	Context information
“Café Palaver” is a low-threshold offer for women in need belonging to a bigger institution devoted to assist women. The café is designed as a non-violent, alcohol- and smoke free zone, not accessible for men, attractive also for women with small children. It offers internet use and training, moderated discussion rounds on problem-solving, counselling, rooms to rent for seminars or meetings, programmes of other institutions catering for women’s needs and networking with other institutions in the field.



	Issue / Goal
	Issue

What is the area of evaluation?


	“Café Palaver” experiences a lack of data on whether their concept “works” for the clients, the women in need.

How can we meet the needs of the women who come to our special service “women’s café”?

	
	Goal

· improving a project

· learning to prepare for future activities

· personal learning and personal growth

· sharing findings and making them more transparent for democratic purposes

· …
	Finding out whether the offer meets the needs
Improve the programme in order to meet the needs of their clients


	Information / evidence
	Information needed

What information is needed on the area to be able to reach the goal?
	- The satisfaction of the women (clients) coming already to the centre.
- Needs of the women not yet anticipated
  Clients’ expectations (e.g. What offer had they expected/ are they
   missing?

- Clients’ awareness of the full programme (What do women realize
  about other offers / programme of the institution?)

- Quantitative data about clients (how many women

  come a day/ how many come frequently…)


	
	Evidence

What indicators can make clear whether the evaluated product or process is good enough?
	We have an acceptable number of clients (10/day)

Our clients are satisfied with what we offer
Our clients come again
We attract different clients

Clients make use of different offers/ e.g. participate in discussion rounds
Clients are aware of our programmes and recommend them to others
We get positive feedback about other offers from clients (even if they cannot use them)
Other players in the field (related institutions…) know about our offer and recommend it



	With whom
	With whom?

· Who should give information?

· Is the information individually or collectively gathered?
	- The service team (everybody involved) in the café: collectively
- Clients: individually
- Related external partner-institutions: individually
- bookkeeper


	How?
	How?

· Do you expect a reactive or a productive attitude of the information providers?

· What procedure should be followed?

· What does the instrument or method look like?

· What should be done?

What are necessary conditions?
	Preparation:

· Information and agreement of the team

· collecting existing documents

· service team: preparation for observations and instruments

· buy material (smiley stickers, guest book, journal for team members) 
· Developing bonus card

· Developing paper place mat as questionnaire

· Developing interview guidelines for related institutions and make an appointment

- time frame: half a year

Execution:
1. Service team members: 

Common Diary: notes of feedback, observations, special events…

Analysis every three months by management

2. Clients quantitative:  

Document analysis (one team member) of: 

- Bookkeeping data: number of drinks sold…

- Statistics of the internet cafe

3. Clients come back:

Service team: observation grid in diary 

informal talk about their experience, collected in “focus group”

Introducing new bonus card: every tenth coffee is for free, date of sold coffee imprinted on bonus card and collected with the free coffee,

Counting number of bonus cards handed out

4. Clients’ satisfaction:
Questionnaire on table placemat served with the coffee
5. Degree of awareness in related institutions: interview

1. Information meeting

2. a) Provide instruments in cafè, 

       b) informing clients on why and how

             c) making sure the data are collected

     3. Installing response system

 

	
	
	Analysis (done by the whole evaluation team)

Organise the data

Interpret the data (evaluation team and management team + regular customers)

Decide on whether action is needed 

	
	
	Conclusions and follow up

Decide which action will be taken. Implement these actions and monitor the progress. 
What have we learned from this?

When will we pick up the item again?
Celebrating success, making improvements visible




	Drafting the instruments

1 Log: type of service taken:
Date
Customers’ comments

Type of service
New bonus cards 

Café (drinks)

Internet

counselling

2. Questionnaire on table place mat



3. Interview guidelines for related institutions in the field
      a. What do you know about our institution?
      b. Have you met women who have used our services? What do they say about our services?

      c. Do you recommend our institution to women? Which of our services and why?




          Logo





How did you get to know about this offer? 


What do you like here? 


What do you miss? 


What did you expect when coming here?











 


Which of our offers is most interesting for you? 
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