
Chapter 6/Step 5
Pre-Testing the Evaluation Tools                 

Purpose: Pre-test the tools and train team in their use.

Instructions: 

1. When you have developed draft instruments, test them to make sure that they are clear and help to answer the questions they are intended to address.  Team members can first use them with each other to make sure that they understand them.  They can then identify several people outside of the team to conduct a more formal pre-test.  Revise tools as necessary.

2. If revisions are made, review the changes with those who will be using the tools.  Practice using them as a team and provide feedback to team members as appropriate.  

Some questions to keep in mind when pre-testing the tools:

· Do the evaluation participants understand the question/tool?

· Do participants provide responses that answer the question?  (If not, you may need to modify the way the question is asked).

· Do the questions flow well from one to the next?  (It is usually better to start with more general, objective questions and move to more intimate or personal questions later in the interview or discussion to help respondents feel more at ease.)

· Does the tool or technique selected make it easy to focus on the content of the question, or is it distracting?  Would another tool be clearer and simpler?

· Is the question or tool leading in any way?  (Does it bias the respondent toward certain responses?)

Note:  Tool added to “Evaluate – Evaluating CM Efforts” folder

