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An Organizer for Conducting a Meeting to Share Evaluation Findings 
Purpose 
Principals and district administrators are encouraged to use this tool to plan and conduct a meeting with stakeholders to share evaluation findings of out-of-school programs and expanded learning time schools and develop recommendations for improvement. 

Materials
None

Media 
None

Topic
Increased Learning Time: Beyond the Regular School Day
Practice
Evaluate Program  

An Organizer for Conducting a Meeting to Share Evaluation Findings 
Overview
To improve the quality of out-of-school programs and expanded learning time schools, it is important to disseminate and discuss evaluation results among a broad group of constituents. Information-sharing meetings allow school and district leaders to communicate and discuss evaluation findings with stakeholders and work collaboratively to develop recommendations for improvement. This organizer can facilitate discussion during an information-sharing meeting. The topics suggested below can be modified to suit the needs of your expanded learning time school or out-of-school program. For example, if all meeting participants are familiar with the program or school, the review in Step 1 can be skipped.    
Key stakeholders to invite to the meeting may include out-of-school program providers, expanded learning time school leaders, district administrators, teachers, parents, and community leaders. If there are a large number of stakeholders interested in participating in the meeting, school and district leaders can consider separate information sharing meetings with each stakeholder group. 
Meeting Activities
1. Briefly review the program or school that was evaluated, including:
· Mission and goals

· Features and services

· Target student population

· Characteristics and needs of students and families served

· How the program or school is intended to meet students’ needs
2. Review the evaluation goals and components such as: 

· Key evaluation questions

· Individuals or organizations that conducted the evaluation

· Timeframe of the evaluation

· Evaluation participants and their characteristics (e.g., the number of students, expanded learning time teachers, out-of-school program instructors)

· Methods (e.g., surveys and existing data) and data collected (e.g., student achievement data, implementation fidelity, user satisfaction)
· Data analysis strategies (e.g., identify achievement patterns by racial groups)
3. List the findings in the left column of Table 1 (on page 4 of this tool) and discuss with participants the relevance and applicability, posing the following questions: 
· How relevant and important are the evaluation findings to the mission and goals of the program or school? 

· To what extent do different stakeholders believe the findings accurately portray the program or school based on their knowledge and observations? 
· What data collection issues may affect the interpretation of the evaluation findings (e.g., low response rates, lack of parental consent for student participation, or unavailability of certain data)? 

· Are there any problems of ambiguity about the findings? 
· Are there possible alternative explanations to the findings? 

4. As a group, develop and discuss recommendations for improvements based on the evaluation findings. Use the right column of Table 1 to record the recommendations. Ask the following questions to facilitate the discussion:
· Based on the findings, what aspects of the program or school work well?

· What are the ways to keep, or even expand, what works well?
· Based on the findings, what aspects do not work well? 
· Why is the program or school achieving or not achieving its goals?
· Which challenge areas are within the control of the school or program to change? 
· What are the strategies to address challenge areas? 
· Are the recommendations clear, explicit, and feasible? 
· Are the recommendations supported by evaluation findings?
· Are the recommendations relevant to the program or school goals and missions? 

5. Thank the participants and close the meeting by discussing the next steps for revising and finalizing the evaluation findings and recommendations. 
Table 1. Key Findings and Recommendations

	Key Findings
	Recommendations

	e.g., 95% of the parents surveyed were satisfied with the operation hours of the expanded-day school. 
	e.g., Continue with the current operation hours of 8:30am to 5:00pm.
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