
SOP: Assessment and Evaluation Planning
This SOP defines the process for assessment and evaluation planning, detailing the systematic approach to
designing, implementing, and reviewing assessment strategies. It covers the identification of learning objectives, selection
of appropriate evaluation methods, development of assessment tools, scheduling of evaluation activities, data collection
and analysis procedures, and reporting of outcomes. The goal is to ensure accurate measurement of performance and
learning effectiveness to support continuous improvement and informed decision-making.

1. Purpose
To establish a standardized process for the planning and execution of assessment and evaluation activities that measure
learning effectiveness and support continuous improvement.

2. Scope
This SOP applies to all educational and training programs requiring formal assessment and evaluation activities within the
organization.

3. Responsibilities
Program Managers: Oversee the planning and implementation of assessment strategies.
Assessment Coordinators: Develop tools, schedule activities, collect and analyze data.
Instructors/Educators: Administer assessments and provide feedback.
Learners: Participate actively in assessment activities.

4. Definitions
Assessment: The systematic collection, review, and use of information about learning outcomes to improve learner
performance and program effectiveness.
Evaluation: The process of interpreting assessment data to inform decisions and recommendations.
Assessment Tool: Any instrument (e.g., tests, surveys, rubrics) used to measure performance.

5. Procedure
1. Identify Learning Objectives

Define clear, measurable learning outcomes for the program/course.
Ensure objectives align with organizational goals.

2. Select Evaluation Methods
Choose methods suitable for the objectives (e.g., formative, summative, peer review).

3. Develop Assessment Tools
Create or adopt validated instruments (tests, rubrics, surveys, etc.).
Pilot tools if necessary to ensure reliability.

4. Schedule Assessment Activities
Create an assessment calendar with designated dates and responsibilities.

5. Implement Assessments
Administer assessments as scheduled.
Ensure standardized procedures and conditions.

6. Collect and Analyze Data
Gather and securely store assessment data.
Analyze results using appropriate statistical or qualitative methods.

7. Report Findings
Prepare summary reports of key findings, highlighting strengths, areas for improvement, and
recommendations.
Disseminate results to stakeholders.

8. Review and Revise
Regularly review the effectiveness of assessment strategies.
Update tools and procedures based on feedback and outcomes.



6. Documentation
Assessment plans and schedules
Assessment instruments/tools
Data analysis reports
Summary of findings and recommendations
Records of revisions and improvements

7. References
Organization policy on assessment and evaluation
Relevant standards or guidelines (e.g., accreditation requirements)

8. Revision History

Date Version Description Author

2024-06-21 1.0 Initial SOP release [Author Name]
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