Local Allocations - Step-by-Step Guide on How to Evaluate a Program
If you ARE attending the site visit of the program you are reviewing -  follow these steps:
	How to:
	When do I do it?
	What do I do? 

	Prepare to review a program application 
	Before reviewing application
	· Access the program application and budget through DropBox
· Print a copy of the application rubric to take notes or use the digital version and save it to your computer using the name of the program and agency so you can refer to it later

	Review the program application and budget
	Before site visit
	· Evaluate the application through the lens of the application rubric, noting your H, M and L ratings.
· For each H or L rating, include a brief note in the space below the rubric explaining why

	Prepare for site visit
	Before site visit
	· Review application and application rubric notes as needed
· Review site visit Rubric criteria

	Evaluate site visit
	During site visit
	· Bring along copy of site visit rubric making note of adherence to criteria

	Prepare for Council Meeting
	At least 3 days before Council Meeting (so we can compile and share)
	· Access online rubric to enter and submit your application and site visit rubric evaluation information

	Make the most of a Council Meeting
	During Council Meeting
	· Participate in discussion; make your final recommendation during meeting via Zoom poll



If you are NOT attending the site visit of the program you are reviewing -  follow these steps:
	How to:
	When do I do it?
	What do I do? 

	Prepare to review a program application 
	Before Council Meeting
	· Access the program application and budget through DropBox
· Print a copy of the application rubric to take notes or use the digital version and save it to your computer using the name of the program and agency so you can refer to it later

	Review the program application and budget
	Before Council Meeting
	· Evaluate the application through the lens of the application rubric, noting your H, M and L ratings.
· For each H or L rating, include a brief note in the space below the rubric explaining why

	Prepare for Council Meeting
	At least 3 days before Council Meeting (so we can compile and share)
	· Access the online rubric to enter and submit your application evaluation information; choose the name of the program you are reviewing from the dropdown, enter, and submit your responses

	Make the most of a Council Meeting
	During Council Meeting
	· Participate in discussion; make your final recommendation during meeting via Zoom poll





Local Allocations 


-


 


S


tep


-


by


-


Step Guide


 


on How to Evaluate a Program


 


If you 


ARE


 


attending the site visit of the program you are reviewing


 


-


 


 


follow these steps:


 


How to:


 


When


 


do I do it?


 


What do I do? 


 


Prepare to review 


a program 


application 


 


Before reviewing 


application


 


·


 


Access the program application 


and budget 


through DropBox


 


·


 


Print a copy of the application 


rubric to take notes or use the 


digital version and save it to your 


computer using the name of the 


program and agency


 


so you can 


refer to it later


 


Review the 


program 


application and 


budget


 


Before site visit


 


·


 


Evaluate the application through 


the lens of the application rubric, 


noting your H, M and L ratings.


 


·


 


For each H or L rating, include a 


brief note in the space below the 


rubric explaining why


 


Prepare for site 


visit


 


Before site visit


 


·


 


Review application and application 


rubric notes as needed


 


·


 


Review site visit Rubric criteria


 


Evaluate


 


site visit


 


During site visit


 


·


 


Bring along copy of site visit rubric 


making note of adherence to 


criteria


 


Prepare for 


Council Meeting


 


At least 3 days 


before Council 


Meeting 


(so we 


can compile and 


share)


 


·


 


Access online rubric to enter and 


submit your application and site 


visit rubric evaluation information


 


Make the m


ost of 


a 


Council Meeting


 


During Council 


Meeting


 


·


 


Participate in discussion; make 


your final recommendation during 


meeting via Zoom poll


 


 


If you are NOT attending the site visit of the program you are reviewing 


-


  


follow these steps:


 


How to:


 


When


 


do I do it?


 


What do I do? 


 


Prepare to review 


a program 


application 


 


Before Council 


Meeting


 


·


 


Access the program application 


and budget 


through DropBox


 


·


 


Print a copy of the application 


rubric to take notes or use the 


digital version and save it to your 




Local Allocations  -   S tep - by - Step Guide   on How to Evaluate a Program   If you  ARE   attending the site visit of the program you are reviewing   -     follow these steps:  

How to:  When   do I do it?  What do I do?   

Prepare to review  a program  application   Before reviewing  application     Access the program application  and budget  through DropBox      Print a copy of the application  rubric to take notes or use the  digital version and save it to your  computer using the name of the  program and agency   so you can  refer to it later  

Review the  program  application and  budget  Before site visit     Evaluate the application through  the lens of the application rubric,  noting your H, M and L ratings.      For each H or L rating, include a  brief note in the space below the  rubric explaining why  

Prepare for site  visit  Before site visit     Review application and application  rubric notes as needed      Review site visit Rubric criteria  

Evaluate   site visit  During site visit     Bring along copy of site visit rubric  making note of adherence to  criteria  

Prepare for  Council Meeting  At least 3 days  before Council  Meeting  (so we  can compile and  share)     Access online rubric to enter and  submit your application and site  visit rubric evaluation information  

Make the m ost of  a  Council Meeting  During Council  Meeting     Participate in discussion; make  your final recommendation during  meeting via Zoom poll  

  If you are NOT attending the site visit of the program you are reviewing  -    follow these steps:  

How to:  When   do I do it?  What do I do?   

Prepare to review  a program  application   Before Council  Meeting     Access the program application  and budget  through DropBox      Print a copy of the application  rubric to take notes or use the  digital version and save it to your 

