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Evaluation Plan Template

Name of Program:      
Community/ Organization:      
Plan prepared by:

Name:
     
Email:
     
Tel #:
     
Date:  
     
Directions: Please provide approximately 1/2 page of information for all the following questions


Program Description

Program Summary

Write a concise description of your program such that a reader can quickly grasp the reason for the program, the intended audience, the objectives, the major activities, how the program is delivered, who is involved and any other important or distinctive features.

     
Rationale for Evaluation
Write a concise description of the perceived need for the evaluation and the anticipated use of findings. Describe rationale for usefulness of information from the Evaluation Questions Charts. Provide a copy of the Developing Relevant and Useful Evaluation Questions Charts.

     
Overall Evaluation Objectives

What questions are being answered by this evaluation? What indicators will be looked at to answer the priority evaluation questions? Include a copy of the Program Evaluation Framework. Remember to write SMART objectives (please see Evaluation 101 - Step 3 for examples).

     

Methodology

Data Collection Strategy

Describe what type of information will be collected. Describe the evaluation design, data collection methods and the data collection tools. Explain the rationale behind your data collection strategy. Provide a copy of all data collection tools.

     
Method of Data Analysis

Describe how the data you collect will be analysed and the rationale behind that method of analysis. Document who will conduct the data analysis. Your completed Evaluation Framework will be helpful in completing this section.

     
Limitations of the Evaluation

Describe any cautions you have about the potential findings or the results of the evaluation (i.e. how to incorporate the findings? What they may mean for the program.).

     


Available Resources 

Human Resources Required

Please describe and/or list all human resources (personnel) involved in completing the program evaluation. Include all members of the evaluation team and outsourced evaluation specialists. Describe the areas in which each contributed to the evaluation and what resources each provided. The headings below can be used to organize the information. Your Evaluation Team Worksheets will be helpful in completing this section.

Suggested Table:

	Staff Member Position / Stakeholder / Outsourced Specialists 
(i.e. Evaluation consultant)
	Role in Evaluation 
(e.g. planning, program logic model, evaluation questions, implementation, reporting)
	Types of Resources Contributed 
(e.g. champions in evaluation)

	>>
	>>
	>>

	>>
	>>
	>>


Financial Resources 

Develop a budget for the evaluation.  Describe how much funding is currently available, as well as all funds that may come available in the future for this evaluation project.  List the financial resources required for the evaluation project, including outsourcing costs, fees for data collection and analysis programs that may be used (i.e. survey monkey: online survey software). The Evaluation Resources Worksheet may be helpful in completing this section.

     


Evaluation Work Plan

The Evaluation Work Plan acts as a “to do list” for the entire evaluation process. It outlines, in a table format, the:

· Evaluation deliverables

· Activities required for meeting each deliverable

· Individuals responsible for completing each activity

· Resources needed and available for each activity

· Timeline to complete each activity

When determining the timeline:

· If data analysis is outsourced, include sufficient time to review and revise.

· Build in time to disseminate evaluation results to stakeholders. Refer to Step 9: Disseminate Findings & Modify Program.

Suggested Table:

	Deliverables
	Activities
	Persons Responsible
	Resources
	Timeline

	>>
	>>
	>>
	>>
	>>

	>>
	>>
	>>
	>>
	>>

	>>
	>>
	>>
	>>
	>>
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