Quality checklist
What this tool can help you do
Use this tool as a quality check for your evaluation activities. 

	Output
	Quality requirements

	Evaluation designs and plans
	· They are cost and time effective
· They can be implemented
· Key stakeholders support the design
· They are relevant to business and/or organisational goals
· There is a clear understanding of how results will be used
· The key evaluation questions are clearly stated and are agreed to by the client
· They address appropriate reliability and validity issues (content, discriminator, convergent, concurrent, predictive on so on)
· They use appropriate methods, procedures, and statistical tests
· They are sensitive to moral and ethical issues
· They include measures of impact on individuals and the organisation

	Evaluation instruments
	· They are valid and reliable for the target population
· They are clearly written and easy to use
· The data they yield can be easily related to decision needs and questions of stakeholders
· They have been pilot tested
· They reflect practical constraints on administration
· They are accompanied by instructions for administration
· They use appropriate instrumentation designs

	Evaluation findings, conclusions, recommendations
	· They are seen as relevant, sufficient, and easily understood by users
· They present sufficient data from which to draw conclusions
· They are delivered in a timely manner
· They provide recommendations and suggestions for implementation
· They are unbiased and balanced in perspective
· They contain an executive summary when appropriate
· They indicate strengths and limitations of the evaluation design and instrumentation

	Evaluation processes
	· The evaluations yield accurate information
· Confidentiality is maintained at agreed-upon levels
· They are time and cost effective
· Participants clearly understand their roles and responsibilities
· The participants are open and honest
· The evaluation process itself disrupts the situation or objective being evaluated as little as possible
· Management supports employee participation
· They follow flexible plans that may be revised during the process

	Evaluation feedback
	· It is timely
· It is specific enough to make modifications/changes
· It is objective, clear, and relevant
· It covers content, objectives, process, and both anticipated and unanticipated results
· Suggestions and feedback are based on evaluation data
· It is responsive to the unique needs of different audiences


Source: Adapted from Rothwell, W. J. & Sredl, J. H. (1992) The ASTD Reference Guide to professional Human Resource Development Roles and Competencies. 2nd Edition. Vol 2. ASTD. Alexandria. MASS>
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