
PERFORMANCE MANAGEMENT & QUALITY IMPROVEMENT 

IN THIS SECTION 
 

1. Performance Standards  
 

2. Attendance Toolkit link and introduction  

3. Observation Tools  
To ensure quality delivery, it is important for Health Educator Supervisors to observe educators 
facilitating evidence-based program sessions in real settings. It is just as important to provide 
educators with concrete, constructive feedback within the context of professional development 
goals. Agencies may use either the Facilitator Observation Form or the On-Site Feedback Form. 
(Forms do not need to be submitted to ACT for Youth.) 
 

• Facilitator Observation Form 

• On-Site Feedback Form 

• On-Site Feedback Protocol 

In addition, ACT for Youth staff observe program delivery at least once during the five-year grant 
period for CAPP providers, and every year for PREP providers. ACT for Youth uses the Facilitator 
Observation Form. Find our protocol on the website:  
http://www.actforyouth.net/sexual_health/community/capp/ebp/observations.cfm  
 

4. Youth Satisfaction Survey 

 

ADD TO THIS SECTION: 
 Any additional performance standards your team is tracking 

 Examples of reports you've generated through the  
CAPP/PREP Dynamic Data Summary: 

http://www.actforyouth.net/sexual_health/community/capp/dataviz.cfm  

 

  

http://www.actforyouth.net/sexual_health/community/capp/ebp/observations.cfm
http://www.actforyouth.net/sexual_health/community/capp/dataviz.cfm




PERFORMANCE STANDARDS 
Performance Management is a process of reflection and improvement. It can help you make slight 
course corrections with your team for success. There are a few different models for implementing 
that process; at ACT for Youth, we use the Public Health Performance Management System. 
Performance management will give you data and metrics you can use to assess whether your 
activities are working to meet your goals. 

The system begins with the performance standards process. This process involves establishing goals 
and targets—deciding what you are trying to accomplish. It also involves identifying performance 
standards. According to the American Public Health Association, performance standards “describe 
the optimal level of performance rather than provide minimum expectations.” 

The Department of Health has already set certain performance standards for CAPP and PREP. Each 
provider is expected to make progress toward reaching these benchmarks: 

• 100% of youth participants attend at least 75% of EBP sessions 
• 100% of planned adaptations are pre-approved by ACT for Youth 
• 100% of educators complete the online implementation course 

Each provider is likely to have additional goals for their specific CAPP or PREP project. To measure 
your progress toward these goals, we recommend that you attach a performance standard to each 
goal. 

The Health Educator Supverisor Training provides an introduction to Performance Management in 
Module 4. 

  



ATTENDANCE TOOLKIT: LINK AND INTRODUCTION 
Download the Attendance Toolkit: http://bit.ly/attendance-toolkit (PDF) 

Early in 2014, the New York State Department of Health (DOH) set an attendance performance 
standard for the first round of CAPP and PREP initiatives: 100% of youth participants in CAPP and 
PREP evidence-based programs will attend a minimum of 75% of program sessions. The DOH set 
this benchmark in accordance with federal government standards for the PREP initiative, and the 
standard continues in the second round of CAPP and PREP. 

Attendance is particularly important because evidence-based programs (EBPs) have been shown to 
be effective if youth attend 100% of the program. The power of these programs if youth do not 
attend all sessions is unknown: lower attendance immediately calls into question program 
effectiveness. At the same time, we have learned that implementation of EBPs in real world settings 
is more challenging than many of us expected at the outset. 

ACT for Youth created a toolkit in 2014 to help CAPP and PREP Health Educator Supervisors address 
attendance by going through a process of analyzing, brainstorming, considering a range of strategies, 
and finally creating a detailed plan. We encourage you to work with your educators on this process. 
The toolkit includes a data analysis worksheet; sample strategies, many of which we have drawn 
from you and your colleagues; and an improvement planning worksheet. To make this as useful as 
possible we’ve included links to additional resources throughout. 

http://bit.ly/attendance-toolkit
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Facilitator Observation Form 

 

GENERAL INFO:  

Provider: Facilitator: 

 

If the session was co-facilitated, complete a separate form for 
each facilitator. 

Location: Date:     /     / 

SESSION INFO:  

Observer(s): 

 

Duration of session: 

EBP Name & Module(s): 

 

 

PARTICIPANT INFO:  

Number of males: 

Number of females: 

Approximate grade/age range: 

Special Setting or Participant 
Characteristics:  

 

 

 

 

Prior to the observation, you should review the curriculum and become familiar with the session(s) you will 

observe. Find out if there are any planned adaptations in advance.  

  Please ask the facilitator to indicate which module(s) was observed for the evaluation packet for this cycle. 

The following questions assess the overall quality of the curriculum session and delivery of information. Use your best 

judgment. After completing this form, enter the information online to submit the record of your observation within 

48 hours.  

 

 



  3 

Facilitator Observation Form 

1. In general, how clear were the facilitator’s instructions for activities? 

1 2 3 4 5  N/A 
Not clear somewhat clear Very clear 

1 -The facilitator’s instructions were vague, unclear or incorrect; many questions were asked; 

participants exhibited confusion and hesitation in carrying out the activity/discussion. 

5- The facilitator’s instructions were very clear; participants appeared to understand directions, did not 

hesitate, and were able to carry out the activity/discussion.  

2. To what extent did the facilitator manage time well during the session and activities? 

1 2 3 4 5  N/A 

 Managed Time Poorly    Managed time extremely well 

1- The facilitator did not manage time well; shortened or omitted activities; spent too much time on 

off-topic discussions 

5- The facilitator completed all content, activities, and discussions as planned (using the suggested time limitations in 

the program manual, if available). 

3. To what extent did the presentation of materials seem rushed or hurried 

1 2 3 4 5  N/A 

 Very rushed  Somewhat rushed  Not rushed at all 

1- The facilitator did not allow time for discussion, did not have time for examples/questions and/or told participants 

that they are in a hurry. The facilitator’s body language suggested stress or hurriedness. Spoke quickly, stated 

repeatedly that s/he is short of time. 

5- The facilitator delivered activities at a relaxed pace; handled questions in a timely fashion but still completed all the 

materials and appeared relaxed.  

4. To what extent did the facilitator manage participant behavior during the session and activities?  

1 2 3 4 5  N/A 

Not well managed  Managed somewhat Extremely well managed 

1- The facilitator poorly managed inappropriate behavior. 

3- The facilitator had a few difficulties managing participant behavior. 

5- The facilitator responded effectively to inappropriate behavior. 

5.  To what extent did participants appear to understand the material? (Use your best judgment based on participant 

conversations and feedback.) 

1 2 3 4 5  N/A 
 Little understanding Some understanding Good understanding 

1- Less than 25% of participants seemed to understand. 

3- About 50% of participants seemed to understand. 

5- 75%–100% of participants seemed to understand. 
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Facilitator Observation Form 

6. How actively did participants engage in discussions and activities? (Use your best judgment based on discussions 

and feedback.) 

1 2 3 4 5 N/A 

 Little participation Some participation Active participation 

1- Less than 25% of participants actively engaged in discussions and activities. Students appeared unenthusiastic and 

bored. 

3- About 50% of participants engaged in discussions and activities. 

5- 75%–100% of participants engaged in discussions and activities; students appeared enthusiastic and engrossed. 

7. Rate the facilitator on the following qualities. 

a. Knowledge of the program 

1 2 3 4 5   N/A 

 Poor Average Excellent 

1- The facilitator could not answer questions, mispronounced words, stumbled a lot, read from the manual; appeared 

uncertain. 

5- The facilitator provided relevant information beyond exactly what is written in the manual, seemed very familiar 

with the concepts, and answered questions with ease and confidence. 

b. Level of enthusiasm 

1 2 3 4 5  N/A 

 Poor Average Excellent 

1- The facilitator presented information in a dry and boring way, lacked personal connection to material, and/or 

appeared “burned out;” made comments reflecting disapproval of the material. 

5- The facilitator presented the information in an animated way, got participants talking and excited, appeared very 

interested in material. 

c. Poise and confidence 

1 2 3 4 5  N/A 

Poor Average Excellent 

1- The facilitator appeared nervous and did not have good eye contact with participants; was not able to address 

participants concerns. 

5- The facilitator was well organized, was not nervous, had good eye contact; was able to address participants’ 

concerns without hesitation. 

d. Rapport and communication with participants 

1 2 3 4 5  N/A 

Poor Average Excellent 

1- The facilitator did not remember participants’ names, did not “connect” with participants, and acted in a distant or 

unfriendly manner. 

5- The facilitator was very friendly and outgoing, used participants’ names when appropriate, and seemed to 

understand the target population and its needs. 
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e. Effectiveness in addressing questions/concerns 

1 2 3 4 5  N/A 

Poor Average Excellent 

1- The facilitator was not able to address participants’ questions/concerns; responded negatively to comments, gave 

inaccurate information, and/or did not direct participants elsewhere for further information. 

5- The facilitator answered questions of fact with information, and questions of value with validation. If the facilitator 

did now know the answer, he or she was honest about it and directed participants elsewhere. 

f.  (If applicable) Coordination with co-facilitators 

1 2 3 4 5  N/A 

Poor Average Excellent 

1- Transitions between facilitators were not smooth, one facilitator did not participate in the session, or facilitators did 

not appear to have planned their respective roles in the session. 

5- Transitions between facilitators were smooth, both facilitators played a role, and each facilitator’s role appeared to 

be defined. 

8. Rate the overall quality of the program session. (This item assesses both the extent of the material covered and the 

performance of the facilitator.) 

1 2 3 4 5  N/A 

Poor Average Excellent 

Characteristics of poor sessions: 

 The facilitator uses lecture-style presentation of content. 

 The facilitator reads content from the manual. 

 The facilitator stumbles along with content and fails to make connections with what has been discussed previously 

or what participants are contributing. 

 The facilitator gets into power struggles with participants about content. 

 The facilitator responds judgmentally. 

 The facilitator has a flat and boring style. 

 The facilitator presents material in unorganized or random manner. 

 The facilitator loses track of time. 

 Participants are uninvolved. 

Characteristics of excellent sessions: 

 Participants are doing rather than talking about activities. 

 The facilitator responds to questions nonjudgmentally. 

 The facilitator answers questions of fact with information and questions of value with validation. 

 The facilitator practices good time management and is well organized. 

 The facilitator has adequate pacing. The presentation is not too fast but does not drag. 

 The facilitator uses effective checks for understanding. 
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CAPP Agency___________    EBP __________________  Educator ____________   Observer_________________ 

Circle one: In school/Not in school    Observation Date______ 

 

ON-SITE FEEDBACK FORM 
Description of Environment YES/NO                        Comment 

Space is safe (no open space/confined, adequate furniture, good light, quiet, etc.) 
 

  

Room is adequate size for the size of the group 
 

 

Interruptions at minimum (fire drill, announcements, outside noise level, unexpected 
visitors, etc.) 

 

Room set up is comfortable; encourages youth participation (e.g., chairs in circle) 
 

 

Was the classroom teacher in the room? Did s/he interrupt? 
 

  

Educator Actions Rating 

Set up and debrief activities Exceeds expectations: Instructions are given clearly and enthusiastically; gives examples for participation/ checks in 
with youth for understanding; debrief is extensive (e.g., affirms all ideas, adds to some but stays focused on topic); 
facilitator appears authentic; pacing and flow are smooth 

Meets expectations: Follows the manual instructions; sets up and debriefs activity (e.g., listens to youth, monitors 
pacing and moves to next activity); good pacing (stays within time frames given in the curriculum)  

Needs Improvement: Skips steps, did not stay on topic, activities are not clear, repeats instructions several times, 
did not debrief activity; uneven flow from lesson to activity  

Comments:   
 

 

Presentation of content and 
materials  

 

Exceeds expectations: Displays wide knowledge of content (e.g., gives daily life/current media examples); makes 
adjustments to match students’ learning styles (e.g., reads aloud, draws diagram, has youth manipulate materials); 
uses youth ideas to clarify content; can anticipate youth misconceptions; presents messages enthusiastically; solid 
sense of overall pacing/direction of lesson 

Meets expectations: Covers all content in right sequence, displays solid knowledge of content and direction of 
session 

Needs Improvement: Gives judgmental comments; skips content, appears uncomfortable, provides incorrect 
information 

Comments:   
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Educator Actions Rating 

Creates an engaging and respectful 
environment  

 

Exceeds expectations: Norms for behavior are made explicit; reassures youth that their ideas are valued (e.g., 
accepts all comments; may redirect to topic and attend to pacing); interactions result in connections with youth as 
individuals (e.g., makes eye contact, smiles, walks around the room and gets close to youth; knows all students by 
name); remembers and refers to past sessions/makes connections to build relationships with youth; sets effective 
limits; humor is youth appropriate; problem-solves with youth; appears authentic and genuine   

Meets expectations: Norms for behavior are clear; facilitator-youth interactions are friendly and respectful (e.g., 
asks questions, actively elicits ideas, engages quiet youth, gives positive and corrective feedback; acknowledges 
youth’s ideas and efforts; gives all participants opportunities to comment); limits set are accepted by youth; uses 
humor 

Needs Improvement: Unclear norms for behavior (e.g., facilitator responds to youth with uneven results); patterns 
of interactions between teacher and youth are at times negative, inappropriate or insensitive to youth’s age, level 
of development, cultural background. (e.g., shows favoritism, does not acknowledge youth’s effort, ignores some 
youth or those not actively participating, uses sarcasm); no or uneven limit setting. 

Comments:   
 

 
 

Handles difficult behavior Exceeds expectations: Facilitator’s response to difficult behavior respects youth dignity (e.g., engages disruptive 
youth as a helper, interrupts conflicts in a non-threatening way and redirects to activity, engages other youth in 
giving corrective feedback and reinforcing group norms) 

Meets expectations: Facilitator responds successfully to disrespectful behavior among youth (e.g., uses group 
agreements to control behavior, removes youth from group, uses appropriate consequences; gives corrective 
feedback) 

Needs Improvement: Facilitator is ineffective in response to disrespectful behavior (e.g., uses threats to handle 
behavior, gets frustrated, corrects youth in an embarrassing manner, does not intervene at all) 

Comments:   
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Educator  Actions Rating 

 
Use of technology 
 
 
 

Exceeds expectations: Well prepared, no equipment issues; uses video clips in sequence without loss of time; has a 
plan B if technology fails 

Meets expectations: Operates equipment well, able to run all video clips in given sequence  

Needs Improvement:  Unable to make equipment work, skips video clips, spends more than 5 minutes trouble 
shooting with equipment 

Comments:   
 
 
 

(If co-facilitating) work well as a 
team 

 

Exceeds expectations: They complement each other; contribute fairly evenly, building on their individual strengths; 
switch up tasks fluidly 

Meets expectations: Facilitators are clear about assignments and roles, manage disagreement, model role plays 
efficiently; do not contradict each other 

Needs Improvement:  Facilitators interrupt each other, give conflicting information, confused about who does what 

Not applicable____ 

Comments: 
 
 
 

Youth Participants’ Actions Rating 

Contribute opinions and ideas 

 

Exceeds expectations: Youth actively engage with content; make topic-relevant comments and support each other, 
share confidential/personal questions or ideas; trust that the space is safe 

Meets expectations: Respond to facilitator questions, provide questions and ideas on topic 

Needs Improvement:  Talk out of turn, interrupt each other, roll eyes; disruptive comments, put others down for 
their opinions/ideas 

Comments:   
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Youth Participants’ Actions Rating 

Work together in group activities; 
assist and support each other 

 

Exceeds expectations: Support others without being asked, handle disagreements constructively; correct one 
another in their conduct toward peers 

Meets expectations: Share material, work together as instructed, listen to each other 

Needs Improvement:  Argue over material; exclude others from activities; belittle, intimidate, disrupt; appear 
uncomfortable presenting materials and/or answering questions. 

Comments:   
 
 

 

Interact with the instructor 

 

Exceeds expectations: Ask questions, volunteer for tasks, pays close attention to staff 

Meets expectations: Follow instructions, laugh and smile, make eye contact with staff 

Needs Improvement:  Ignore facilitator, do not follow instructions, frequent side conversation 

Comments:  
 
 

 

Understand and follow instructions 

 

 

Exceeds expectations: Engage in and complete activity quickly, reflect on activity/express insight 

Meets expectations: Ask question for clarification, appear engaged in activity, able to execute tasks  

Needs Improvement: Look confused, look around to see what others are doing, express confusion 

Comments:   
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Summary of Educator Actions Rating 

Was prepared for the session 

 

 

Exceeds expectations: Everything is well organized and ready to go for session and clearly knows and understands 
the curriculum and topic, has videos cued up to the correct spots, has handouts of key information 

Meets expectations:  Has all material for session organized and ready to go, equipment set up, gives clear overview 
of session and continues to first activity, handles time limits well (has a plan B if equipment fails) 

Needs Improvement:  Forgot material, equipment not working, appears frazzled and unclear about curriculum, 
interrupts himself/herself looking through the manual to find information 
 
Comments:  

 
 
 

Utilized all the session materials 

 

 

 

Exceeds expectations:  Uses all materials in curriculum in correct sequence,  manages time really well so everything 
is covered without seeming rushed, uses discussions constructively to acknowledge participant contributions 
and ties new ideas back into the curriculum 

Meets expectations:  Refers to and uses posters, visuals; writes on newsprint; uses worksheets, uses video clips 

Needs Improvement:  Does not use all material, does not refer to posters or newsprint; skips worksheets, videos 

Comments: 
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Protocols for Implementing the On-Site Feedback Form 

 

Purpose of the On-Site Feedback Form: 

 

 For Health Educator Supervisors to have a tool to record their observations of the quality with which 

evidence-based programs (EBP) are being implemented. 

 For Health Educator Supervisors to have a structured process for gathering information and giving 

constructive feedback to their Educators to improve the quality of implementation. 

Protocols 

Preparation for an observation 

o Be thoroughly knowledgeable about the specific EBP you will observe (ideally, have experience 

implementing it yourself). 

o Make an outline of the module you will be observing to record your notes (see sample online: 

http://www.actforyouth.net/sexual_health/community/capp/ebp/observations.cfm ).   

o Become very familiar with the On-Site Feedback Form so you will know what you are looking for during 

the observation.  Use your notes to complete the form as soon after the module is complete as possible. 

o Prepare the Educator for the visit so s/he understands it is intended to be a learning experience, to give 

behavior-specific feedback, and to facilitate achieving the best outcomes possible.   

o Make arrangements with the Educator to provide feedback right after the module or as soon after as 

possible in person. 

o Wherever the EBP is to be delivered, but especially if it will be in a school classroom, let the 

organization/school know well ahead of time that you will be observing the session, and be sure to 

follow any regulations regarding signing in, wearing a name tag, etc. 

The Observation in General 

o You are there to observe the Educator’s and Participants’ behaviors during the module and that should 

be your only focus throughout. 

o You should arrive well before the scheduled start time for the module to greet and reassure the 

Educator and find an unobtrusive place to sit. 

o The Educator should introduce the Observer to the participants, tell participants why the module is 

being observed, and reassure them that the discussion will be kept totally confidential. 

Recording Your Notes on Your Outline 

o It is very important to remember you are observing Educator behaviors that are indicative of the quality 

of implementation as described in all areas on the Form, as well as Youths’ actions.  Please try to remain 

as objective as possible.  The focus is on what the Educator actually does and how well s/he does it. 

o During the observation use your module outline to make notes of what the Educator does.  Write a 

detailed description of what the Educator did well, did okay, and what needs improvement.   

 

 

 

http://www.actforyouth.net/sexual_health/community/capp/ebp/observations.cfm
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Giving Feedback after the Module is Completed 

o Immediately or soon after the module is completed, the Observer and Educator should spend some time 

together for feedback. It is very important to conduct this session in person and not put it off to another 

day. 

o The feedback session should be conducted in a friendly manner with lots of give and take discussion. It 

should include: 

- Time for the Educator to describe how s/he felt about the module and what went well, did not go so 

well, and how s/he might do it differently another time. 

- Positive feedback from the Observer about what went well and what went exceptionally well 

interspersed with a discussion of what needs improvement provided in a constructive and 

conversational tone. 

- Time for the Educator to suggest how s/he might do things differently in the future, including 

modeling some examples.  The Observer/Educator can role play (practice) different ways of 

approaching the issue.  Practicing the new skills is important to learning and changing behavior. 

o The Observer should keep notes about any agreements for changes that are reached during the 

feedback session. 

o If possible the Observer can make arrangements with the Educator to observe another module fairly 

soon after this module to examine how new skills/approaches are implemented and continue giving 

feedback and coaching.  This is especially important when an Observer identifies that multiple 

improvements are needed.  

Completing the On-Site Feedback Form 

o Soon after the conclusion of the module and feedback session, review your notes from both the 

observed module and the Feedback session and transfer them onto the On-Site Feedback Form.   

When completing the Form, please circle your rating and the behaviors that you saw that led you to 

your rating, and add comments to each section as needed. 

 

Summary Check list 

___  Learn the EBP and On-Site Feedback Form really well 

___  Arrange with Educator and site for your visit and a time to give feedback   

___  Prepare an outline of the module you will observe to be used for note-taking during the observation 

___ Arrive ahead of time 

___ Takes notes of Educator’s behaviors you observe during the module and use them for the feedback 

session and to complete the On-Site Feedback Form as soon as possible after the feedback session 

___  Circle your ratings for each section and the behaviors you observed 
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DIRECTIONS FOR ADMINISTERING THE 

YOUTH SATISFACTION SURVEY 

 

The attached satisfaction survey is designed to be administered to the youth participants in order to obtain their 

feedback on the EBP.  We encourage you to read the completed surveys to see what the youth think is going 

well, and what you might be able to improve on for the remainder of this, and future, cycles.  

We ask that you administer it twice during each cycle of an EBP:  

Mid-Cycle Feedback: Once after any session up to half way through a cycle (You choose when, during the 

first half of the cycle, you would like the feedback) 

 

End-of-Cycle Feedback: Again at the next to last or last session  

The COE will NOT be collecting this set of surveys – these are for your use.  But if there are any questions please 

contact Amanda Purington (ald17@cornell.edu) or 607-255-1861.  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:ald17@cornell.edu
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YOUTH SATISFACTION SURVEY 

 

Please give us your totally anonymous feedback on this program. Please DO NOT write your 

name on this page. 

Please circle your answers to the following ten items. 

1. What is your gender? Male Female Transgender 

2. The program material is interesting to 
me. 

Strongly 
Agree 

 

Agree 

 

Disagree 

Strongly 
Disagree 

3. I am comfortable with the materials 
used in the program. 

Strongly 
Agree 

 

Agree 

 

Disagree 

Strongly 
Disagree 

4. I feel comfortable enough to give my 
opinions.  

Strongly 
Agree 

 

Agree 

 

Disagree 

Strongly 
Disagree 

5. I think I will use something I have 
learned from the program. 

Strongly 
Agree 

 

Agree 

 

Disagree 

Strongly 
Disagree 

6. I would recommend this program to my 
friends. 

Strongly 
Agree 

 

Agree 

 

Disagree 

Strongly 
Disagree 

7. What have you liked best about the program? (Please write out your answer) 

 

 

 

 

8. What have you liked least about the program? (Please write out your answer) 
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9. I have some questions from the 
sessions. 

 
Strongly 

Agree 

 

Agree 

 

Disagree 

 

Strongly 
Disagree 

10. Please tell us about anything you’d like more information on or did not understand. 

 

 

 

Thank You! 
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