What Assessments Can Do for You: Assessments are usually a series of questions or situations
that require a client to make selections or prepare responses. Assessments are created to
provide information about the person or persons taking the assessment and are generally more
objective than your observations which may, despite all good intentions on your part, be
inaccurate, biased, and subjective.
Assessments give you a snapshot of a person’s characteristics at the present time. The results
may be compared to other individuals to determine how well a person is performing in
comparison to a similar group of individuals. A person’s results can be compared to a set
standard to see if she or he has reached the necessary minimum to enter a training program or
perform at a set standard. Some assessments are created to predict a person’s future
performance in a training program or on the job. An assessment can be used to determine if a
person has in interest in a particular field of study or specific occupational family, or even if she
or he is ready to take on a school program successfully and balance it with life’s challenges. All
these are likely reasons that you may want to incorporate assessment into your programs.
There are literally thousands of assessments measuring many types of human behavior and
characteristics. Some are designed to measure one’s interests, others measure abilities, still
others skills or personality characteristics, just to name a few.
You have decided to use an assessment because you believe it will help you do a better job with
your customers. You are correct, but only if you select the right assessment and use it
appropriately. Selecting the right assessment is an important task which should be done
carefully and thoughtfully.
Here are some things to consider when selecting an assessment.
Matching Your Purpose with the Instrument’s Purpose: First, determine the purpose or
reason why you are administering the assessment. What are you trying to measure or
determine? State your purpose in very clear terms, write it down, and compare that
information to what the publisher states that their instrument is designed to accomplish. Your
purpose must match the capability of the instrument and its stated purpose.
Comparing an Assessment’s Characteristics and the Audience: The instrument you select
should fit the characteristics of the person or persons who will actually take the instrument.
More specifically, an assessment should have directions and items that can be understood by
the same age, education level, or experience levels of your clients. As an example, an interest
inventory developed for adults in transition is likely not to be as appropriate for a middle school
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or high school student. A licensing exam for nurses is not likely to be appropriate for people
who are entering basic training programs in the healthcare field.
Studying the Development Procedures and Norms: Good assessments are based on
developmental procedures that involve gathering data on students or clients with
characteristics similar to your clients. For example, if you want to use an assessment with a
group of adults with a high school diploma or GED, you should select an assessment that was
developed through item tryouts and research that included a broad range of this type of
individual. If you are using the instrument with a group of females or primarily with individuals
of a particular geographic or ethnic background, check to see if the instrument was developed
on a group that included a preponderance of those kinds of individuals.
If the assessment results are used to compare your client’s results with that of a specified
group, often called a norm group, check to see that your clients share characteristics similar to
that norm group. Relevant characteristics include age, gender, ethnic group and socioeconomic status. You need to read the publisher’s technical information to make that
determination.
Reviewing Format and Delivery: If there is an option of taking the assessment on paper or via
computer, or over the Internet, you, as the assessment user, must be sure that the format and
delivery platform do not influence the outcome of the results.
Some research shows that students prefer a computer format for taking an assessment; some
older individuals and some ethnic groups may not be so inclined. Assessment takers should not
be intimidated by the format of the instrument; rather they should be concentrating on
answering the items to the best of their ability.
Reviewing the Scoring Process: A key factor to be considered in the selection of an assessment
is the scoring process. Scoring can be performed by the person taking the assessment, by you as
the user, or automatically by a scoring program.
Some instruments provide a self-scoring option. One consideration in self-scoring is the
complexity of the scoring process. The more difficult and complicated the process, the more
likely it is that errors in scoring will be made by your client, potentially leading to incorrect
outcomes and interpretations.
Will you need to score the inventory yourself? If you have just a few instruments, scoring them
may not be too onerous; but a classroom full of inventories may require a significant amount of
time.
Scoring of online assessments generally offers the best of both worlds – accuracy and quick
turnaround. However, with this option, privacy and security may be issues.
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Reviewing How Results are Reported: You need to look at the kind of information that is
returned to the assessment user. You should review the scoring procedures and resulting
output to determine whether it is sufficient for your purposes and for the needs of your clients.
Look at the example score reports to determine what information is provided and how that
compares to what you and your clients would prefer.
Determining the Clarity and Validity of the Interpretation: It is to the assessment taker’s
benefit if results are accompanied by accurate, supportable, and clear interpretations. Clarity
and validity of interpretations should be prime considerations in the selection of a good
assessment.
The publisher should provide evidence that the interpretations being reported are backed up by
evidence. Generally, this evidence can be found in the technical manual or by asking the
publisher’s representative a direct and specific question on this topic; but be sure that the oral
information you receive from the publisher’s representative is backed up by evidence.
The assessment results and the interpretation should contain enough information to be useful
for the client or to the program, but not so overwhelming that it is difficult to sort through what
is critical to the client.
Deciding About Saving and Storing Results: You need to decide if you want to keep the
results/scores from the assessments and, if so, how you will do so. Will they be stored in a file
cabinet, a database or in other electronic forms? Will the results be safe and made available
only to those who have a need to know? You also need to ensure that you can retrieve the
results if you need them again.
Checking the Technical Information: Be sure to obtain the user’s guide and technical report
from the publisher for any assessment you are seriously considering. Read these documents
carefully to be certain that the instrument has the characteristics that you want.
Two very important characteristics that you must check out are reliability and validity.
Reliability. Reliability relates to the consistency of the scores. If you administered an
assessment to a person, would you get the same score if you did it again some time later?
An unreliable instrument would give you a different score each time. wouldn’t know which
score is the correct one. Reliability is expressed as a number from 0.0 to 1.0. The closer the
number is to 1.0, the better the reliability. Characteristics that are easier to measure, like
aptitude, knowledge, skill, and interests should have reliabilities in the high .80s and .90s. Ideas
like teamwork, initiative, dependability, professionalism are more difficult to measure and the
reliabilities would tend to be lower, even on well-constructed instruments.
Validity. The idea of validity deals with the evidence that the assessment is measuring
what it claims to measure. That evidence is provided by the test publisher through various
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studies that should have been done. However, you must check to verify this. If you want to use
an assessment to predict success in a mathematics training program, for example, you need to
look for evidence that says you can use the assessment results in that way. If you want to see if
an instrument can indicate that a person is ready to enter a beginning biology program, you
need to see if the publisher has evidence that the instrument can give an indication of success
in an academic program. If that information is not provided, then the test does not have the
appropriate validity, and you should not use the assessment for that purpose.
Reviewing Your Assessment Background: You should not use an assessment for which you are
not properly trained. Some assessments, like the MBTI for example, require that you have a
certain educational background or a certificate of training completed. If specialized training is
required, you MUST obtain it before using the assessment and interpreting the results for a
client or group of clients. Using an assessment without the training can hurt the client because
you may not be providing accurate results and interpretation. It is a violation of ethical
principles to use an instrument for which you are not properly trained.
Some assessments do not require specialized training. You may need only to thoroughly review
the administration and interpretation manuals, take the assessment yourself to get a good feel
for what a client would need to do, practice the administration a few times with others, and
then you should be good to go. Be prepared to answer any questions about the assessment
that your clients may pose before, during and after completing the assessment.

© Sage Solutions, 2012

Using a Checklist to Assist Your Assessment Selection
You are ultimately responsible for your selection of an assessment. It may be helpful to
use the following checklist to help you organize information in a purposeful, systematic,
and objective way so that you can review each instrument in making a final decision.
You will need to look at the information made available by the publisher, read
instrument reviews, check with your colleagues, and even share the instrument with
your students or clients to gather their opinions in order to make a comfortable decision
about which instrument might be best to use. The rest is up to you!
________________________________________________________________

Decision-Making Checklist
For each instrument you are considering, conduct a review and complete the checklist.
Room is provided on the checklist to add some additional criteria that may be
particularly pertinent and important to you. If a criterion is not applicable to your
situation, leave it blank. When you are finished, add up the number of outstanding,
acceptable, and not acceptable ratings to see how the instrument matched up to the
criteria and when compared to other instruments.
Instrument Name: _____________________________
Publisher:

_____________________________

Evaluation
Criteria

Rating

Outstanding

Assessment’s Purpose
Matches My Purpose
Instrument’s Target
Audience is Similar to
My Students or Clients
Quality of Technical
Information (such as
Reliability and Validity)
are Strong
Development Sample
and Norms Represents
My Students or Clients
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Acceptable

Comments

Not
Acceptable

Comments

Evaluation
Criteria

Rating

Outstanding

Delivery Format is
Suitable to My Students
or Clients
Vocabulary is
Appropriate to My
Target Audience
Scoring for My Students
or Clients is Easy,
Accurate, and
Appropriate
Scoring Process
Minimizes Errors
Feedback of Results is
Timely and Useful
Results Reported are
Clear and Helpful
Recommended
Interpretations are
Supported by Research
Amount and Kind of
Interpretation is
Appropriate to the
Needs of My
Students/Clients (not
too much or too little)
Mechanism for Storing
Results Matches My
Needs and
Organizational
Capabilities
Match Between the
Mechanism for
Retrieving Results and
My Needs and
Organizational
Capabilities
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Acceptable

Comments

Not
Acceptable

Comments

Evaluation
Criteria

Rating

Outstanding

Acceptable

Comments

Not
Acceptable

Comments

Supportive
Documentation is
Available and Provided
by the Publisher (such
as technical reports and
research studies)
Technical Reviews by
Unbiased and Credible
Persons Provide
Supportive Information
Information from
Colleagues Who Have
Used the Instrument
Support its Use
My Personal Review of
the Instrument
Supports Its Use
Students or Clients
Who Have Taken the
Instrument Support Its
Use
Cost is in Line with
Benefit
Costs are Within My
Budget
Add Other Criteria!

TOTAL

Chart is a slight modification of one included in Wall, JE. What Do I Like to Do?: 101 Activities
to Identify Interests and Plan Careers. For more information go to www.janetwall.net/books.php
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