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About the Program Evaluation Process 

THIS MANUAL APPLIES TO FULL INTERVENTION STUDENTS ONLY. 
 

Measuring changes in the attitudes and behaviors of students who participate in indicated or  
selective services is an arduous but fundamental task, and the demonstrated success of Student 
Assistance Programs has contributed to its longevity.  

Overview 

Notifying Students and Families 

Follow your program’s procedures for notifying students and families that program participants can contribute to the 

evaluation by completing the Program Evaluation Form. Such notification can be incorporated into brochures, 

presentations, or consent forms used to recruit participants. 

WHO to Survey 

 Any student in Grade 6 and up who participates in indicated or selective services (full intervention students).  

 Do not survey students who only participate in universal prevention activities. 

WHEN to Administer the Pretest 

 Administer the pretest Program Evaluation Form the first time the student attends a specified intervention, 

whether provided in a group or one-on-one setting. 

 Administer only one pretest to a student during a school year. 

 The goal is to administer the pretest as close to the beginning of service initiation as possible. 

WHEN to Administer the Posttest 

 After the student completes a specific intervention or at the end of the school year—whichever comes first. 

 If the student is involved in a group, administer the posttest at the last group session. 

 The posttest can be administered more than once (e.g., if a student receives additional services after having 

already taken the posttest). 

 If more than one posttest is administered, delete the first posttest date and sheet    

number from the student’s Test page and replace it with the most recent posttest data. 

 If possible, administer posttests by the end of May for students who begin program participation between 

September and March to ensure a high rate of data collection. 

Additional program-specific instructions: 

About the Program Evaluation Process (1 of 2) 



 

3 

HOW to Administer the Program Evaluation Form 

 Program Evaluations can be administered on paper or via email through the LGAN website. 

 

 

 

WHERE to Administer the Program Evaluation Form (if completing on paper) 

 Administer the Program Evaluation Form in a place that affords reasonable privacy.  

 Multiple students can take the survey in the same room as long as they are unable to see each other’s         

answers and are not allowed to collaborate on answers.  

 Give students about 30 minutes to answer all the questions (allow extra time if needed). 

WHAT to Do When a Student Returns for Additional Services After You’ve Administered the Posttest 

Sometimes a student returns to the program to continue receiving services after you previously exited the student 

and administered the posttest. In such situations, do the following: 

 Do not administer a new pretest. 

 Delete the data entered in the Exit tab of the Student Record (see Student Records Manual). 

 Delete the Posttest Date and Posttest Sheet Number (see Exhibit 2 and Exhibit 4 later in this manual). 

 When you exit the student a second time, re-administer the posttest following the instructions later in this 

manual and re-enter the Exit tab data following the instructions in the Student Records Manual.  

 Note: You do not need to worry if you already mailed in the first posttest (the one that 

you deleted the sheet number for). Even if the sheet was sent in and got scanned by 

Looking Glass, once you delete its sheet number from the system it won’t match up to 

your student. You do not need to notify Looking Glass of this. 

About the Program Evaluation Process 

About the Program Evaluation Process (2 of 2) 
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How to Administer PAPER Evaluation Forms 

THIS SECTION APPLIES TO THE ADMINISTRATION OF PAPER PROGRAM 
EVALUATION FORMS ONLY. 

Prepare Program Evaluation Forms 

Prepare a Program Evaluation Form for each student respondent: 

 Write the name of the School and the Code Number (student’s system ID code) or the Student’s Name on the 

perforated stub (the bottom of the front side) but do not tear it off yet (this will happen when you actually 

administer the test). 

 Use a No. 2 pencil to bubble the Purpose (pretest or posttest) and the Month Administered in the             

identification grid bottom of the back side).  

 To ensure that Looking Glass Analytics can process the forms, completely fill each     

bubble and avoid folding, stapling, hole punching, or making marks in the form margins. 

Administer Program Evaluation Forms 

1. Tear off the perforated stub with the student’s name written on it before handing the Program Evaluation 

Form to the appropriate student. Save this stub for use later. 

        Be sure to hand the correct test to the corresponding student in order to get accurate results. 

2. Read the confidentiality statement from the top of the evaluation sheet verbatim and aloud . Make sure the 

students understand the instructions. 

3. Instruct students to: 

 Fill each bubble completely using a No. 2 pencil. 

 Bubble only one response to each question. 

 Refrain from folding, stapling, hole punching, or making marks in the form margins. 

 If they need to change an answer, write an X through the incorrect response and fill in 

the correct bubble. 

4. Stay in the room while the students complete the Program Evaluation Form but do not look at their answers. 

5. Answering questions about the meaning of words is permissible, but helping students answer questions is not. 

6. Ask each student to insert their own completed survey into the collection envelope. 

Accommodations 

If students have difficulty reading the Program Evaluation Form, read the questions aloud. Position yourself so that 

you cannot see the students’ answers. An interpreter or other special accommodations might be necessary for some 

students. Assess the need for accommodations on a case-by-case basis. 

Mailing in the Program Evaluation Forms 

 Regardless of who mails in the forms, each professional’s own forms must be preceded by that professional’s 

specific coversheet. Including the cover sheet greatly expedites the processing of your forms.  

Paper Program Evaluation Forms (1 of 3) 

Preparing, Administering and Collecting Forms 
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 To print a custom coversheet prior to mailing in forms, complete the following steps: 

1. Click the Student Records drop-down menu. 

2. Click Mail Paper Surveys to access the Program Evaluation Form Checklist and           

Coversheet Generator. 

3. Complete the following: 

 Check all three verifications. 

 Select the number of pretests in this batch of forms. 

 Select the number of posttests in this batch of forms. 

4. Click Submit to generate a PDF of the coversheet. 

5. Print the coversheet and clip (do not staple) it to the completed evaluation forms. 

 All forms should be mailed in a 9 x 12 inch envelope to the following address: 

Looking Glass Analytics, Inc. 

101 Capitol Way N, Suite 203 

Olympia, WA 98501  

 Follow your program’s specific processes for how and when to mail in evaluation forms.  

How to Administer PAPER Evaluation Forms 

Additional program-specific instructions: 

Entering Form Details into LGAN 

1. Click the Student Records drop-down menu. 

2. Click View Students to view your Student Master List. 

3. Click the paper icon in the Edit/View column to access the Administer Student Tests page. 

Exhibit 1. Pretest Detail Entry 

Entering a Pretest 

The Sheet Number is located on the perforated 

stub where you wrote the student’s name at the 

bottom of the form.  

Be sure to type this information correctly, other-

wise it will not link to the student record once the 

test is scanned by LGAN. 

Note: You will receive an error message if 

you enter a sheet number that has already 

been entered elsewhere in the system. If you 

receive this message, check for typos. If 

there are no typos, contact Susan Richardson 

at susan.richardson@lgan.com right away. 

Paper Program Evaluation Forms (2 of 3) 



 

6 

4. Enter the date that the test was administered to the student in Pretest Date (mm/dd/yyyy). 

5. Enter the Sheet Number in Pretest Sheet Number. 

6. Click Save. 

How to Administer PAPER Evaluation Forms 

Entering a Posttest 

Exhibit 2. Posttest Detail Entry 

4. Enter the date that the test was administered to the student in Posttest Date (mm/dd/yyyy). 

5. Enter the Sheet Number in Posttest Sheet Number. 

 Note: You will receive an error message if you enter a sheet number that has already 

been entered elsewhere in the system. If you receive this message, check for typos. If 

there are no typos, contact Susan Richardson at susan.richardson@lgan.com right away. 

6. Click Save. 

If No Posttest Can Be Collected 

4. Enter the reason a test could not be obtained using the If no posttest, what was the reason? drop down.  

5. Click Save. 

Paper Program Evaluation Forms (3 of 3) 

Additional program-specific instructions: 
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How to Administer DIGITAL Evaluation Forms 

1. Click the Student Records drop-down menu. 

2. Click View Students to view your Student Master List. 

3. Click the paper icon in the Edit/View column to access the Administer Student Tests page. 

Exhibit 3 Digital Pretest Administration 

4. Click the envelope icon next to the text Send Pre-Test request to student via email. 

5. In the next screen, enter the Student’s Email Address then click Send. 

6. At that point, the student will receive an email from DoNotReply@wa-sap.com. The email will read: “(Staff 

name) has requested that you take the survey at the following link. They will not see your responses. The   

survey is part of an evaluation of the Washington State Student Assistance Programs. Your answers will be 

kept strictly confidential and the summary data will be used to improve this program.” 

7. Once the student has completed the evaluation, the Pretest Date and Pretest Sheet Number fields will be  

automatically populated with the necessary information. 

8. Click Save. 

THIS SECTION APPLIES TO THE ADMINISTRATION OF DIGITAL PROGRAM 
EVALUATION FORMS ONLY. 

Digital Program Evaluation Forms (1 of 2) 

Administering a Pretest 
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4. Click the mail icon next to the text Send Post-Test request to student via email. 

5. In the next screen, enter the Student’s Email Address then click Send. 

6. At that point, the student will receive an email from DoNotReply@wa-sap.com. The email will read: “(Staff 

name) has requested that you take the survey at the following link. They will not see your responses. The   

survey is part of an evaluation of the Washington State Student Assistance Programs. Your answers will be 

kept strictly confidential and the summary data will be used to improve this program.” 

7. Once the student has completed the evaluation, the Posttest Date and Posttest Sheet Number fields will be 

automatically populated with the necessary information. 

8. Click Save. 

If No Posttest Can Be Collected 

4. Enter the reason a test could not be obtained using the If no posttest, what was the reason? drop down.  

5. Click Save. 

Administering a Posttest 

How to Administer DIGITAL Evaluation Forms 

Additional program-specific instructions: 

Exhibit 4 Digital Posttest Administration 

Digital Program Evaluation Forms (2 of 2) 
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Appendix A—Program Evaluation Form Checklist and Coversheet Generator 

Appendix A (1 of 1) 
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Appendix B—Program Evaluation Form Checklist and Coversheet 

Appendix B (1 of 1) 
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Appendix C—Program Evaluation Form (front page) 

Appendix C (1 of 2) 
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Appendix C—Program Evaluation Form (back page) 
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