Youth Program Quality Assessment Process 2009/2010
Grant Directors:
This year the YPQA observation will be conducted using a team approach.  You and one other staff member who has taken the YPQA Basic training will conduct the observation and score Form A.  Inform staff that your program will participate in a quality improvement assessment process.  Explain that trained internal staff will observe each site. Emphasize that this is a “low stakes” assessment process, designed to provide them with valuable information about the program, not to penalize them.  The information will be used to assess the quality of your program by identifying areas of strength and improve your program by identifying opportunities for growth.
Step 1:  Conduct Observations 
1. Arrange a time that both members of your team can observe a site together.  During October & November, conduct an assessment for each site.  Take a copy of the Youth PQA for reference, a couple of pens, sufficient paper and a clipboard or something hard to write on.

2. Wear comfortable shoes as you may spend a lot of time standing.

3. Observe a minimum of 2 hours of program.  Try to observe a full day from arrival to pick up.  It is best to observe several program offerings from start to finish. 
4. Arrive before the students to capture the beginning of the program.

5. Explain to the offering leader(s) who you will be observing that:

· You will only be watching and writing but will not be interacting with children/youth.

· You will be moving around the room occasionally but will try to stay out of the way.

· That you will tell children/youth that you are there to write down what happens and there are no right and wrong things for them to do.

· That you will need to ask follow-up questions after the observation or over the phone at a time of their earliest convenience-preferably that afternoon or the next day.

· That you will let them know when you are finished.

6. Choose to watch activities that capture a representative experience of most of the youth who attend.

7. It’s typically less effective to watch sports, free time, or homework help/mentoring time.

8. Wear an even facial expression and do not reveal judgments or reactions to events in the setting.

9. Do not ordinarily share the contents of your anecdotal evidence. If children/youth insist on knowing what you are writing, ask staff if you can read a little bit of the record to the group at the end of the session. Pick a routine section that is not likely to alarm the staff. Do not use names.

10. Remember that you are responsible to report any signs of abuse or neglect that you hear children report to each other or to adults in the room.

11. Whenever possible, spend at least a half hour watching an activity before moving on to 


       another.

12. Make certain the scoring booklets are appropriately labeled before you leave the site to reduce the                possibility for confusion about where and when the ratings occurred.

13. When you have completed observing, ask follow-up questions either right away in person, or later by phone. You can ask these questions of whichever staff are available and able to answer them.

· Ask follow-up questions for items labeled “Ask” after the observation period or schedule a time to talk with the staff member during the next working day. 

Step 2:  Ask Follow-up Questions
Some follow–up questions are allowed if an indicator is not seen during an observation. Those questions are written in the supporting evidence/anecdotes column of Form A.   You may ask the session leader only the questions as listed.
Step 3:  Score Form A 
1. Discuss your observation experience with your team partner.  Enter supporting evidence/anecdotes from your written observation notes for each indicator in the Youth PQA.  Fill in Form completely using anecdotal evidence from observation notes.  Try to score Form A within 24 hours. Your memory is an important support to fitting the anecdotal evidence to the indicator rows on the Youth PQA.

2. Score each indicator row with a 1, 3, or 5.  Two’s and fours are not used.  Be completely honest in your self-assessment otherwise, you are wasting your time.  Do not sum or average the scores in the Form A booklet.  

3. Transfer item scores from each indicator into the Score Report found on our 21st website- www.maineafterschool.net .  Go to Grantees Only/21stCCLC Forms and select the one you need. Remember to choose the corresponding Younger Youth Score Report or the Older Youth Score Report based on which form A was used.
Step 4:  Submit the Report:
1. Email the completed Form A Scores Report and your Improvement Plan to Linda Huber at   lhuber_gc@yahoo.com by December 1, 2009. (Keep your Form A booklet and observation notes on file for review with consultant during site visit– do not mail)

2. Hold a planning meeting during the first 2 weeks of December with your staff to review & discuss your experience and YPQA scores.   Work as a team to target one area for growth and outline an improvement plan.    
3. Email a copy of the Improvement Plan to your consultant by December 15th. 

4. Implement changes and review progress with staff over the next few months.
5. Fill out the Improvement Plan Follow-up Summary with input from staff and email to Linda Huber by May 31, 2010 
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