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This document is for project deliverers and evaluators. It outlines key strategies that can be used 

to ensure that schools are successfully recruited and retained in evaluations.  

This document has been drafted using information from a survey across all EEF projects and in 

consultation with groups that regularly recruit schools.  
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Background 

The main risks in EEF evaluations 

There are risks associated with each stage of the evaluation process. Each of these risks could 

seriously compromise the evaluation and could result in an underpowered trial, no effect being 

detected, or in the very worst cases the EEF may have to decide to stop funding the project. 

Figure 1 outlines the different stages of evaluations and the main risks associated with each 

stage. 

 

 

School recruitment 

The biggest risk at the beginning of any evaluation is under-recruitment. If the number of schools, 

classes or pupils is lower than that recommended by the sample size calculations in the 

evaluation protocol the trial may be underpowered. When trials are underpowered it reduces the 

ability of an evaluation to produce reliable findings. 

We appreciate that recruiting schools to evaluations is not easy and hope that the advice found 

later on in this guide can help. 

Schools drop-out (attrition) 

Attrition occurs when schools or pupils drop-out of our evaluations. A certain amount of pupil 

attrition is unavoidable due to pupils being absent or moving schools. Attrition reduces the 

validity of the trail, and if too high (e.g. large numbers of pupils or schools dropping out of the 

trial) it could bias results to such an extent that the trial may invalidate results. 

A major concern is schools dropping out of the evaluation and the testing (e.g. 

measurement attrition). This introduces bias and results will not stand up to scrutiny. This is 

particularly a concern with control schools who may lose interest once they discover they have 

been not been allocated to receive the intervention. We must do everything we can to prevent 

this from happening.  

Another concern is treatment attrition, or schools dropping out of the intervention but continuing 

with the evaluation. However, as long as schools agree to be part of the evaluation, the evaluator 

can use their process evaluation to analyse whether the schools that drop out are systematically 

different to schools that remain in the intervention. As long as schools participate in testing, 

overall impact can still be detected using ‘intention to treat’ analysis. The most important thing 

therefore is that schools are kept in the evaluation and complete the testing even if they no 

longer wish to receive or deliver the intervention.  

Figure 1: Different stages of evaluation and associated risks  
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The role of the project deliverers  

The project deliverers have a central role in minimising risks in the evaluation. Project deliverers 

recruit schools to the evaluation and can help retain schools throughout the course of the 

evaluation. We appreciate that recruiting and retaining schools takes a lot of hard work. 

Feedback from projects suggests that there are several ways this can be done effectively.  

Recruitment 

It is critical that projects recruit schools to the evaluation not just the intervention so that 

schools are ‘bought-in’ to the importance of evaluation and understand the benefits of 

participation. Schools that are ‘bought-in’ to the idea of building evidence are more likely to stay 

committed to the evaluation regardless of whether they are allocated to receive the intervention. 

Explaining the wider benefits of contributing to the research, and the benefits of being an EEF 

research partner school may help to engage schools. 

We appreciate that many projects will have experience recruiting schools and pupils. However, 

recruiting schools and pupils to evaluations (especially RCTs) can bring separate issues and 

difficulties. Below we have outlined approaches that respondents in our survey have highlighted 

as beneficial.  

How to approach schools 

Projects will probably already have a particular approach you use when contacting schools. We 

encourage projects to stick with what works for their project and organisation.  

It may also be worth noting that our survey across all EEF projects revealed that some 

approaches were more effective than others. These are outlined in Table 1. Most projects felt 

that it was helpful to use local contacts (e.g. Local Authority staff, school practitioners) to provide 

an introduction and share information with schools early on in the recruitment process. 

Table 1: Effectiveness of recruitment approaches as reported by EEF projects  

 

We appreciate that no one single approach is likely to be successful and that projects will 

need to be flexible and use a range of approaches to successfully recruit schools. Box 1 outlines 

an example of an EEF project team that used a mixed and flexible approach.   

What is also clear from our survey is that having dedicated time to recruit schools in each local 

area is important, as is having dedicated recruiters who can maintain close contact with schools 

and chase them up when necessary. 

It is the responsibility of whoever is recruiting (usually the project, but sometimes the evaluators) 

to ensure that schools are not already recruited to another EEF project with a similar outcome or 

age group. If a school is already involved in another EEF project please inform the EEF. Some 

degree of overlap is acceptable, but it is up to the EEF to decide what degree of overlap is 

acceptable.  

Most effective Somewhat effective Less effective 

 visits to schools 

 third party connections 
(e.g. Local Authority)  

 emails 

 phone calls 

 letters 

 adverts 
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How many schools to approach 

We understand that recruiting schools is a lengthy and time-consuming process. Our survey 

across all EEF projects revealed that projects spend an average of 15 weeks recruiting schools 

and around 3 out of every 10 schools approached end up signing up to an evaluation.  

As a general rule of thumb you will need to approach 3 times the number of schools you need 

for the evaluation to get the right number of schools. 

It’s also worth noting that recruiting secondary schools can be more difficult than recruiting 

primary schools. On average projects based in secondary schools recruit a quarter of schools 

they approach compared to primary schools projects that are able to recruit half the schools they 

approach. These are only guidelines as recruitment can be influenced by a number of different 

factors including the type of project and the relationship between the recruiter and the school. 

When to approach schools 

We appreciate that recruiting schools is a lengthy and time-consuming process and that this is 

significantly more difficult when recruiting to evaluations.  

The majority of respondents in our survey said it takes longer than expected to recruit 

schools to an evaluation than to recruit to their normal programme. On average projects took 

an average of 15 weeks to recruit schools. Most people felt that if they had to recruit to an 

evaluation again they would start much earlier (e.g. several weeks earlier). 

The period in which schools are recruited will vary depending on the timescale of a project. 

However, some people feel that there are optimal times in which to recruit schools. The first two 

terms of the school year (i.e. September to December) and the last half term of the year (e.g. late 

June to July) are considered to be a good time to recruit schools. It is particularly difficult to 

recruit Primary schools in the weeks preceding and including the Key Stage 2 SATs. 

What you might want to say about the evaluation 

The way that you explain the evaluation is very important. Schools need to appreciate and 

understand exactly what they are signing up to. Schools that are aware of the demands of 

the evaluation and are enthusiastic about the evaluation are less likely to drop out. It is helpful if 

the project and evaluation teams work closely to ensure that whoever is recruiting is able to 

explain the evaluation clearly and communicate the requirements of the evaluation.  

Box 1: A recruitment case study from Philosophy 4 Children 

We thought that approaches through established networks of contacts would be the best 

place to start. The results were disappointing, although they gave us some geographical 

areas to concentrate on and some initial recruits.  

At one point we decided to try sending out emails to a number of schools out of desperation. 

We targeted a number of areas and wrote a subject line that we thought would be hard for 

schools to ignore. It read: "Is your school eligible for £6,000 of funded training in Philosophy 4 

Children?” We assumed schools who had heard of our charity would definitely open the email 

and read the contents. This turned out to be the case.  

We recruited 15 schools in one area within 2 weeks using this method and had many more 

inquiries that we had to turn down. The initial expressions of interest were followed up by a 

detailed document of 'terms and conditions' and then schools committed to the project via an 

online form prior to signing a contract. There were quite a few phone calls to discuss details 

too. 
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Data collection is critical to the evaluation’s success. We know that testing can be a real 

burden for some schools. The EEF and evaluators will try to keep testing to a minimum. You can 

also explain that the rich data collected through testing is incredibly valuable to schools. 

Many schools in our studies have opted to continue to use the tests even after the evaluation 

finished. These tests can be expensive so the fact that they are provided for free can be a real 

incentive for schools. Although, there may be some situations where schools can only see the 

data after the evaluation is complete. 

It is also important to make schools understand that the control group is as valuable to the 

evaluation as the treatment group. We have put together an infographic that can help you 

outline the importance of control groups in randomised controlled trials. See Appendix 1.  

People who are unfamiliar with randomised controlled trials may have many questions, 

particularly around randomisation. We have outlined answers to two of the most frequently asked 

questions in Appendix 2. 

Ensure you get an Memorandum of Understanding 

Our projects have found that getting schools to sign a light-touch contract can reduce attrition. A 

Memorandum of Understanding (MoU) is a simple document that explains the terms of the 

evaluation and outlines the schools roles and responsibilities.  

We have included a template contract with this pack (see Appendix 3). We encourage project 

teams to work with the evaluation team to adapt this to suit the evaluation. 

Retention 

Once schools have been recruited to the evaluation and randomised to treatment and control 

groups it is important to keep all schools, especially the controls, involved and engaged with the 

project. This can be done in several ways. 

Make it easy for schools to contact the right person 

EEF evaluations typically involve several players: 

 The project team 

 The evaluation team 

 The EEF 

 Test providers and/or test administrators 

Schools may find it difficult to know who to contact and may end up emailing or phoning the 

wrong team. It is worth providing schools with a key contact and explaining the responsibilities of 

each team or organisation.  

Some projects have a dedicated page on a website that directs schools to the correct team. For 

example, NatCen have set up a dedicated webpage for the LIT evaluation. It outlines the 

evaluation, instruction for schools, and frequently asked questions. Feedback from schools 

suggests they value this information. For more, see http://www.natcen.ac.uk/study/lit-

programme-evaluation. 

Keep schools up-to-date 

Over the course of the evaluation you will develop a good working relationship with the schools 

that are in the intervention group. However, it is important that you also maintain a good 

relationship with the schools in the control group. This is obviously harder with control 

schools as you will have less contact with them, although it will be important for process 

evaluators to understand what is going on in control schools to understand ‘business as usual’.  

http://www.natcen.ac.uk/study/lit-programme-evaluation
http://www.natcen.ac.uk/study/lit-programme-evaluation
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Testing 

It is our experience that schools find coordinating and setting up testing difficult. Schools that are 

demotivated by testing may drop out of an evaluation which could seriously compromise the 

evaluation.  

The test providers we work with are doing their best to improve their services, but testing remains 

one of the biggest issues with school-based evaluations. Table 2 outlines some of the issues 

associated with testing in schools and potential solutions. 

Table 2: Issues with testing in schools and potential solutions 

 

It would also be useful to include the test provider at training events whenever possible. Some 

providers may be able to make a presentation which explains the testing set up procedures to 

schools, making testing easier to manage. 

As part of testing and the evaluation schools often will need to complete a spreadsheet to 

provide specific information on each pupil (e.g. unique pupil number, date of birth, gender). This 

can be off-putting for schools. Previous teams have found it helpful to mention that all of this 

information can be found on a school’s School Information Management System (SIMS). 

Web-demos of some digital tests can be arranged and are also very useful. 

Issue Potential solution 

Schools not aware of 

demands of testing (e.g. 

time, space, resources) 

 Ensure schools understand that testing is 
crucial to the evaluation’s success 

 Ensure schools have all the information 
they need on the tests, key contact names, 
and test provider helpline numbers in 
pleanty of time 

 Encourage schools to read through the 
testing procedures well in advance 

Schools can find it 

difficult to manage paper 

tests  

 Ensure schools are aware of their role in 
managing paper tests eg, 

 paper tests will need to be signed for 
upon delivery 

 sometimes labels need to be added to 
the paper tests 

 someone at the school will need to 
arrange for the tests to be pick up 

 Schools need to be clear about where they 
put tests if waiting to use them 

Schools can find it 

difficult to set up and 

manage digital and online 

tests 

 Schools are likely to need plenty of support 
setting up tests 

 Ensure schools have passwords, 
contact details and helpline numbers 
provided by the test provider 

 Encourage schools to install the tests 
well in advance 

 If conducting a post-test ensure that 
schools are reminded to check tests are still 
running and passwords are still valid (even 
if the test has been uploaded there may be 
problems logging back on) 
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Keeping a recruitment and retention log 

It is important that team(s) recruiting schools keep a recruitment and retention log including data 

on: 

1. How many schools were assessed as eligible for your project 

2. How many schools did you approach (including the name of the schools you 

approached, how many schools declined and their reasons for declining) 

3. How many schools did you sign up (including how many schools dropped out after 

sign up and their reasons for dropping out) 

4. How many schools were allocate to the intervention (including how many schools 

dropped out from the intervention and their reasons for dropping out) 

5. How many schools were allocated to control (including how many schools dropped 

out of the control group and their reasons for dropping out) 

6. How many schools were followed up to post-test (including how many schools did not 

continue with the evaluation and their reasons for dropping out)  

The log kept by the team(s) recruiting schools will be used by evaluators to understand who the 

results of the evaluation apply to and who they do not. This is log is referred to as a participant 

flow diagram, and will become part of the final report.  

If you could provide any descriptive information about the original schools approached and how 

their characteristics differ from those signed up (eg, FSM, Ofsted ratings, other relevant factors) 

that would be useful. Please see Appendix 4 for an example. 

The role of the evaluators 

The EEF encourages projects and evaluators to work together to recruit schools and to keep 

attrition low. There are several ways that evaluation and project teams can work together 

successfully. 

Designing an appropriate evaluation  

There are standard procedures that evaluators and projects could build into their evaluation 

design to ensure that recruitment is successful and drop out is reduced. For example:  

 Schools are randomised after consent has been given to participate in the 

evaluation: Schools that are fully informed of their chances of being in either treatment 

or control groups are more likely to remain in the study. For example in one study 

consent to participate was only 11 per cent, however 94 per cent of schools remained at 

the end.
1
 This is because the reasons and process of randomisation was explained 

clearly to schools and only those that consented were randomised. This is consistent with 

the EEF’s scale up strategy which is to convince schools to take up effective approaches 

(so it is appropriate to test interventions on schools that want to participate). 

 
 Schools are randomised after the baseline tests: Ideally randomisation should also 

happen after the baseline tests. As long as schools that drop-out have taken the baseline 

test, then it is possible to establish whether they are systematically different from those 

that have stayed in. 

 
 Measurement burden on schools is kept to a minimum: Evaluations should try to 

minimise the amount of testing that schools are expected to complete. It is possible to do 

this by: 
 

                                                   
1
 Smith, P., Styles, B. and Morris, M. (2007). Evaluation of Rapid Reading, NFER: Slough. 
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1. Using Key Stage tests where possible (particularly for projects in year 6 and 11); 

2. Only testing secondary outcomes when absolutely necessary;  

3. Avoiding repeated post-tests; 

4. Using external assessors to deliver tests (this also ensures tests are ‘blinded’, 

reducing bias); 

5. Providing support to schools that are delivering the tests; 

6. Using an appropriate test format (e.g. in most primary schools paper tests are 

preferred to digital tests) 

These procedures will form part of the evaluation protocol which will have been discussed at one 

of the initial set-up meetings. 

Collaborating on recruitment events and materials 

The majority of respondents in our survey of project deliverers felt that collaborating on 

recruitment events and materials with evaluation teams was beneficial. Working together ensures 

that both the project and the evaluation teams have a clear understanding of what is required. 

This in turn ensures that schools are clearly informed of what is required of them. 

Collaboration also ensures that ethical procedures (such as consent forms and requests for 

access to NPD) are followed. 

Project teams and evaluators should work together on deciding which schools to approach (e.g. 

profile / region), how many schools, timing).  

Teams are strongly encouraged to collaborate on the following: 

 Recruitment strategy 

 Initial communication recruiting schools to the evaluation 

 Expression of interest letters 

 Memorandums of understanding 

 Recruitment events 

 Any additional consent forms (i.e. parents) 

 Responding to schools (e.g. to any FAQ) 

It may also be useful to give schools contact details of one of the evaluators in case they have 

any queries.  

Further examples of how projects and evaluators can work together on recruitment events and 

materials are outlined in Box 2.  
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Being clear about roles and timing 

We want to make participating in evaluations as easy and as straight-forward as possible for 

schools. Clear communication that comes from both the project and evaluation team can avoid 

overloading schools with multiple letters and emails. 

Establishing roles, milestones and dates from the onset ensures that evaluation requirements are 

incorporated into the work of the project team. Key milestones in evaluations may include:  

 Date for MOU to be signed and returned. 

 Date for consent letters to be signed and returned (including NPD clause). 

 Date and details of any data to be collected (e.g. spreadsheets with pupil 

reference numbers) 

 Details of testing dates and procedures: 

1. Details of test, test provider, testing helpline; 

2. Details of how test will be administered; 

3. Date of pre-test (if using); 

4. Date of post-test. 

 Dates and details of any process evaluation visits. 

It may be helpful to work together to produce a project communication plan outlining milestones, 

key dates, method of communication, and who is responsible for different tasks. This can help 

avoid any duplication in communication to schools and ensure that all key milestones are met on 

time. See Appendix 6 for an example.  

Some teams have found it useful to use Google Docs (http://docs.google.com) to create their 

communication plan.  

It is also helpful if the team responsible for testing (usually the evaluation team) to communicate 

with the test provider to confirm testing dates, procedures, and contact details. The EEF can 

provide key contact details for each of the major test providers. 

Box 2: How projects and evaluators can work together on recruitment materials 

A Memorandum of Understanding (MoU) is a crucial document that acts as a contract 

between a school, the project, and the evaluators. It ensures schools are committed to being 

part of the evaluation, including all testing. A template (including appropriate consent wording 

for accessing pupil level data using the NPD) can be found in Appendix 3. 

Teams are also encouraged to collaborate on recruitment events. Recruitment events could 

be information sessions for interested schools, presentations to head teachers, or other 

events where a number of schools are being recruited to the evaluation. The presence of 

evaluators and projects at these events will ensure that schools are fully aware of the 

demands of the evaluation and can direct questions or concerns to the relevant team. 

When project teams have little experience of recruiting schools they may wish to work with 

the evaluation team to increase their capacity to recruit schools. This is something that could 

be discussed at the initial set-up meeting. 

In all projects, teams will need to seek opt-out consent from parents, for data being 

submitted to EEF’s data archive. Evaluators’ ethics committees may also have requirements. 

Suggested consent wording for parents can be found in Appendix 5. 

 

http://docs.google.com/
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Testing 

Schools find coordinating and setting up testing difficult and have been known to drop out of 

evaluations when testing has become too burdensome. It is therefore in the best interest of the 

evaluators and the projects to do all they can to ensure testing in schools is completed with as 

little trouble to schools as possible.  

Some  

 Ensure you have a contact at the school who will be able to manage the tests (e.g. 
headteachers may not be the best choice) 

 Ensure you have planned enough time for testing (eg, avoid scheduling tests for the 
last week of term) 

 Give schools plenty of time to familiarise themselves with the tests and/or reinstall 
tests. Do not assume that schools which have completed a pre-test will still have the test 
on their system.  

 If using online tests, establish administrator rights so that you can see which schools 
have completed testing. Contact schools that have not completed testing to remind them 
to complete the testing. 

The role of the EEF 

The EEF has a role in ensuring that all schools are incentivised to participate and remain 

engaged throughout the whole course of our evaluations.  

We want schools to appreciate the benefits of research, and know that their participation in 

research is appreciated. All schools involved in our evaluations will be designated EEF 

Research Partner Schools (see Box 1). 

 

In some cases the EEF may also allocate funding to control schools. This will be done where 

appropriate and decisions will be made on a project by project basis. Funding to control schools 

may include:  

 Financial incentives: Where appropriate the EEF may consider paying control schools 

a small financial incentive (eg, £1,000) to take part in the evaluation. Conditions would 

be attached, such as completing the outcome tests and not spending the money on the 

intervention being tested. Financial incentives may be most appropriate in cases where 

a wait-list control is not appropriate and the measurement burden is high.  

 Wait-list controls: A large number of EEF projects use a ‘wait-list’, meaning that control 

schools will receive the intervention after the evaluation is complete (see Figure 2). 

However, this is not always appropriate (e.g. where the intervention is particularly 

Box 3: EEF Research Partner Schools 

The EEF is designating all schools involved in EEF projects as ‘EEF Research Partner 

Schools’. The EEF will write to all schools at the start of the project thanking them for their 

contribution to the building the evidence base and narrowing the attainment gap. We will also 

explain the importance of participating in research and the additional benefits to being an 

EEF Research Partner School, which include:  

 A regular newsletter updating schools on the latest EEF projects and evidence; 

 Access to EEF networking and knowledge events 

 Permission to use the EEF’s logo on their website; and 

 A certificate showing that the school is an EEF Research Partner School. 
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expensive) and it makes it more difficult to demonstrate long-term impact of the 

intervention.  

 Alternative treatment: Sometimes, the EEF may fund an alternative treatment, or ‘non-

financial’ incentive for control schools. It is important that the non-financial alternative is 

attractive to schools whilst not having any impact on the outcome the evaluation is 

testing. 

Figure 2: Wait-list control 

 

The EEF will also share good practice and develop resources to support recruitment and 

retention as needed. All resources will be available on the EEF website 

(www.educationendowmnetfoundation.org.uk). 

              time 
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Appendix 1: RCT Infographic   
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Appendix 2: Answering schools questions  

 

  

Box 2: Answering schools’ questions 

Why randomise? 

Without evaluation we cannot be sure whether something is truly effective. It may seem 

difficult to justify giving something to some students while withholding it from others. However, 

prior to evaluating we cannot know for sure whether something is actually effective. 

Evaluations try to separate out the effect of an intervention from all the other influences on a 

child’s progress. Children will almost always progress as time passes. EEF evaluations use a 

comparison group to understand what happens to children who participate compared to those who 

have not. 

Why use a comparison or control group? 

Randomised controlled trials (RCT) are the most robust way to understand the effect of an 

intervention. Children will almost always make progress as time passes, but using a comparison 

or control group allows us to understand if a project helps children progress faster than 

usual. 

In an RCT target pupils are randomly assigned to one of two groups. With an RCT you can be 

reasonably confident that any differences in outcomes between your treatment and control groups 

are due to the approach you implemented and not due to fundamental differences between the 

two groups. 

Without random allocation there are likely to be systematic differences between the groups. For 

example, one group may be taught by a different teacher, or if the approach is optional then only 

the most enthusiastic students or teachers might take it up. When this happens it is impossible to 

say whether it was these differences or the intervention that made the difference. 

There is a good explanation of why randomisation is important in Test, Learn Adapt: Developing 

Public Policy with Randomised Controlled Trials published by the Cabinet Office 

(http://www.cabinetoffice.gov.uk/sites/default/files/resources/TLA-1906126.pdf). 

Is it unfair to randomly select schools? 

No. The EEF only funds evaluations when there is a lack of existing evidence. We feel that the 

project has a good chance of working, but we do not know for certain. We will never withhold a 

project that has been proven to be effective. 

By taking part in evaluations schools are helping to build the evidence for what works in education, 

meaning children can do better in school, teachers can work more effectively, and schools will be 

more successful.  

 

 

http://www.cabinetoffice.gov.uk/sites/default/files/resources/TLA-1906126.pdf
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Appendix 3: Template ‘Memorandum of Understanding’ for schools 

This is a simple example or template contract that you can adapt for your purposes. Its purpose 

is to provide ideas of what you might include and can be changed as much or as little as you 

think is appropriate to the context of your project and evaluation. 

 

Agreement to participate in the Evaluation of [NAME OF PROJECT] 

Please sign both copies, retaining one and returning the second copy to [NAME OF CONTACT] 

at [PROJECT DELIVERY ADDRESS] 

School Name: _______________________________________________________________ 

Aims of the Evaluation 

The aim of this project is to evaluate the impact of [NAME OF PROJECT], a [SHORT 

DESCRIPTION OF PROJECT] on children’s [OUTCOMES e.g., reading, numeracy]. The results 

of the research will contribute to our understanding of what works in raising the pupil’s attainment 

and will be widely disseminated to schools in England. Ultimately we hope that the evaluation will 

equip school staff with the [e.g. knowledge / skills / materials] to better support children with [e.g. 

reading or oral language problems]. 

The Project 

[SHORT DESCRIPTION OF INTERVENTION BEING EVALUATED eg, include length or project, 

who delivers it, content of session, material etc] 

Structure of the Evaluation 

[SHORT DESCRIPTION OF THE EVALUATION DESIGN eg, how randomisation is happening, 

when the intervention and control schools (if wait-list) get the project, and data collection] 

The evaluation is being conducted by [EVALUATION TEAM]. [PUPILS / SCHOOLS] who are 

selected [or agree] to take part are randomly allocated to either the intervention group or a [wait-

list] control group.  

 The pupils / schools in the intervention group receive [PROJECT] in [TIMING] 

 The pupils / schools in the control group receive [XXX] in [TIMING] 

 All pupils in the evaluation will be tested for [OUTCOMES eg, literacy / numeracy] in 

[TIMING]. In addition, [OTHER DATA COLLECTION eg, parent surveys, interviews with 

schools staff]. 

Random allocation is essential to the evaluation as it is the best way of outlining what effect 

[NAME OF PROJECT] has on children’s attainment. It is important that schools understand and 

consent to this process. 

Use of Data 

Pupils’ test responses and any other pupil data will be treated with the strictest confidence. The 

responses will be collected [ON PAPER / ONLINE] by [TEST PROVIDER} and accessed by 

[EVALUATION TEAM]. Named data will be matched with the National Pupil Database and 

shared with [PROJECT TEAM] and EEF. No individual school or pupil will be identified in any 

report arising from the research.  

Responsibilities 
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The [PROJECT TEAM] will: 

 Deliver [X] number of [training sessions / materials etc.].  

 Be the first point of contact for any questions about the evaluation 

 Provide on-going support to the school 

 Send out regular updates on the progress of the project through a newsletter 

 [ECT.] 

The [EVALUATION TEAM] will: 

 Conduct the random allocation. 

 Collect and analyse all the data from the project 

 Ensure all staff carrying out assessments are trained and have received CRB clearance 

 Provide head teachers with all attainment data after the tests have been completed 

 Disseminate research findings 

 [ETC.] 

The School will: 

 Consent to random allocation and commit to the outcome (whether treatment or control). 

 Allow time for each testing phase and liaise with the evaluation team to find appropriate 

dates and times for testing to take place 

 Release [STAFF] so that they can attend [XXX eg, training sessions] 

 Ensure the shared understanding and support of all school staff for to the project and 

personnel involved. 

 Be a point of contact for parents / carers seeking more information on the project. 

 [ETC.] 

 

We commit to the Evaluation of [NAME OF PROJECT] as detailed above 

 

Head teacher [NAME]: _________________________ 

Other relevant schools staff [NAMES]: __________________ 

Date:_____________________ 
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Appendix 4: Participant flow diagram  

 

  

Allocated to intervention (n= ) 

 Received allocated intervention (n = ) 

 Did not receive allocated intervention 

(give reasons) (n= ) 

 

Allocated to control (n= ) 

 Received allocated intervention (n = ) 

 Did not receive allocated intervention 

(give reasons) (n= ) 

 

Lost to follow-up (give reasons) (n= 0) 

 

Discontinued intervention (give reasons)  

(n= 0) 

 

Lost to follow-up (give reasons) (n= 0) 

 

Discontinued intervention (give reasons)  

(n= 0) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessed for eligibility (n= ) 

Approached (n= ) 

Signed up (n= ) 

Recruitment 

Declined (n = ) 

Give reasons and n for each 

 

Declined (n = ) 

Give reasons and n for each 

 

Randomised (n= ) 

Allocation 

Follow-Up 



 
17 

Appendix 5: Parental consent wording 

The EEF considers this appropriate consent wording to be used with parents. It could be 

embedded in a letter from the delivery partner. 

 

If your child takes part, they will be randomly selected to experience the programme either 

[INSERT INTERVENTION TERMS e.g. once a week for two months] or [INSERT CONTROL 

TERMS]. The programme involves [INSERT DETAIL OF INVOLVEMENT]. They will be asked to 

[DETAILS OF TESTING]. Pupils’ test responses and any other pupil data will be treated with the 

strictest confidence. The responses will be collected online by [TEST PROVIDER] and accessed 

by [EVALUATION TEAM]. Named data will be matched with the National Pupil Database and 

shared with [PROJECT TEAM], [EVALUATOR], EEF and the UK Data Archive for research 

purposes. We will not use your child’s name or the name of the school in any report arising from 

the research.  

We expect that your child will enjoy being part of the programme. Your child may withdraw at any 

time.  

If you prefer for your child NOT to take part, please inform their teacher. If you would like more 

information, please contact [PROJECT TEAM CONTACTC DETAILS].  



 

Appendix 6: Communication plan 

It may be helpful for the evaluation and project team to work together to produce a project 

communication plan outlining milestones, key dates, method of communication, and who is 

responsible for different tasks. This can help avoid any duplication in communication to schools 

and ensure that all key milestones are met on time. 

Milestone 
Method of 

communication 

Who is 

responsible and 

for what 

Date to be sent 

out 

Date to be 

collected 

MOU to be 

signed and 

returned 

Letter dropped off in 

schools after 

meeting with lead 

teacher. 

Project Team to 

deliver MOU to 

schools and 

chase up any to 

be returned. 

October 12
th
 

2013  

October 31
st
 

2013 

Student data to 

be collected 

Excel spreadsheet 

to be emailed to 

lead teacher.  

Evaluation Team 

to provide Project 

Team with 

spreadsheet 

template. Project 

team to send 

email and chase 

any to be 

returned. 

November 1
st
 

2013 

November 21
st
 

2013 

     

 

 


