[image: image1.png]




Evaluation Report Template

Name of Program:      
Community/ Organization:      
Prepared by:  Name:      
Date:           Email:           Tel #:      
Introduction

Briefly introduce the purpose of the evaluation. Leave the details for the rest of the report.

     
Program Description: 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. Provide a copy of your program logic model. 

     
Evaluation Questions: What questions are being answered by this evaluation? Include a copy of the Program Evaluation Framework. 

     
Methods

Data Collection Strategy

Describe what type of information was collected. Describe the evaluation design, data collection methods and the data collection tools used. Also, provide the rationale behind your data collection strategy. Provide a copy of all data collection tools. 

     
Method of Data Analysis

Describe how the data was analyzed and the rationale behind that method of analysis. 

     
Findings

Looking at the evaluation results, what is the answer to your evaluation question? Determine whether the process and outcome objectives are being met. If they are not met, then critically assess whether the objectives were realistic or whether something was missing. If the objectives were met, consider why that was the case. 

Present your results from the different data gathering activities (i.e. data collection methods) as they relate to each evaluation question.  

Qualitative results can be presented in a text or table format.  Results can be organized by themes.  Quotes from participants can be included to illustrate the main points.

Quantitative results can be presented in a graphic format, such as tables, charts or figures.

     
Discussions and Conclusions

The following are some points to consider in the discussion:

· Are the program objectives realistic? Is it realistic to see these changes in the amount of time that you have given? Does the evidence support the program objectives?

· Are there factors outside the program that may have had an impact on the success or the limited success of the program? (Note: Refer to the contextual factors documented in the Evaluations Questions and Evaluation Framework Chart).

· How do the results compare to previous evaluations of this or similar programs?

· Were the results of the evaluation different for different participants or program sites? If so, what characteristics could contribute to this difference?

· Did the evaluation result in any unexpected findings?

· Are the evaluation results consistent with the theories the program is informed by?

· What were the strengths of the evaluation? 

· Were there limitations to the evaluation? What questions did the evaluation not answer? Was there something missing from the evaluation design?

     
Program Recommendations 

Summarize the recommendations suggested to enhance the program based on the findings. Describe limiting factors (e.g. budget, time, human resources) that may prevent the adoption of all recommendations. Identify next steps and future program evaluation plans. 

     
Dissemination Plan

Briefly document how the Evaluation Report will be used. How will the findings be disseminated? To whom will the findings be disseminated (i.e. which stakeholders)? Refer to Step 9: Disseminate Findings & Modify Program in writing this section of the report.
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Key Findings

Briefly summarize the results and recommendations.  Complete this section last to ensure nothing is missed. Place this section at the front of the report (i.e. before the introduction).

     
This work is licensed under the Creative Commons Attribution-Noncommercial-No Derivative Works 2.5 Canada License. To view a copy of this license, visit http://creativecommons.org/licenses/by-nc-nd/2.5/ca/ or send a letter to Creative Commons, 171 Second Street, Suite 300, San Francisco, California, 94105, USA. 
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