Tool 11.  How to carry out an evaluation


 
[image: image1.emf]How to carry out an 

Evaluation

Decide what Information 

to collect

Collect Information 

• From Staff – Service Questionnaire

• From Clients – Service User Interview

(depending on level of ability)

• From Carers – Carer’s Questionnaire

• From existing papers

• From appropriate Supporting 

Information

Plan improvements for the future and decide on a date

for the next review

Write a Report

For EACH outcome bring the information together in

a report.

- Good achievements from surveys and tools

- Areas of concern from surveys and tools

- Provide a rating using the SERVICE PROFILE sheet

Not all Supporting Information

tools in the pack are required

Decide who will conduct the 

evaluation



[image: image2.emf]How to decide what 

information to collect

For every evaluation complete 

the 

Service Questionnaire.

Carer Questionnaire

The questionnaire is usually suitable 

for posting to the carers.

Service User Interview

Consider the ability of each client to

complete an interview, as interviews

are only suitable for the more able 

clients.

Supporting Information

Each outcome lists which documents may 

already exist and which other tools you

may want to use. 

Page 11

Page 20

Page 35

Page 40

There is supporting Information

tools for both Residential 

Services (Page 49) and Day 

Services (Page 85).
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[image: image3.emf]Example: Evaluation on 

an Enterprise Day 

Service

We are going to collect the 

following:

Service Questionnaire

that will be

completed  by a 

member of staff

Other 

Existing

Policies

From the 

Day Service Supporting

Information Tools,

we will use:

Respect: 

Tool 1 – Physical Environment Scale

Tool 2 – Physical Quality Scale

Friendships: 

Tool 3 – Activity Diary

Choice: 

Tool 8 – Choice Survey

Part of the community:

Tool 3 – Activity Diary

Doing Things: 

Tool 3 – Activity Diary

Tool 6 – Age Appropriateness

Being Safe: 

None

Staying Healthy: 

None

Communication: 

Tool 10 – Evidence of 

encouraging verbal and non-verbal

communication

Carer Questionnaire

that will be posted to

the client’s parents

No client Interview  will

be completed because 

the client cannot 

verbally communicate




[image: image4.emf]Example: Evaluation on 

a Residential Service

We are going to collect the 

following:

Service Questionnaire

that will be

completed  by a 

member of staff

Other 

Existing

Policies

- CSCI Report

From the 

Day Service Supporting

Information Tools,

we will use:

Respect: 

Tool 1 – Physical Environment Scale

Tool 2 – Physical Quality Scale

Friendships: 

Tool 3 – Activity Diary

Choice: 

Tool 8 – Choice Survey

Part of the community:

Tool 3 – Activity Diary

Doing Things: 

None

Being Safe: 

Issues of safety checklist

Staying Healthy: 

None

Communication: 

Tool 10 – Evidence of 

encouraging verbal and non-verbal

communication

Carer Questionnaire

will not be used 

because the client’s 

parents are deceased.

Client interview 

will be 

Completed during the

most appropriate time 

for the client.
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How to decide what information to collect



















For every evaluation complete 

the Service Questionnaire. 

Carer Questionnaire

The questionnaire is usually suitable 

for posting to the carers.

Service User Interview

Consider the ability of each client to

complete an interview, as interviews

are only suitable for the more able 

clients.

Supporting Information

Each outcome lists which documents may 

already exist and which other tools you

may want to use. 
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There is supporting Information

tools for both Residential 

Services (Page 49) and Day 

Services (Page 85).
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