[image: image1.png]




Suggested Work Plan for Evaluation Team Meetings  

	Agenda

	Meeting #1 - Date:      

	Team Building

· Icebreaker exercise (See Evaluation Thermometer and/or Evaluation Word Game)

· Assess current practices and attitudes around evaluation
· Develop a common understanding of evaluation (See Evaluation 101 Step 2)

· Discuss background information on the program (including the program logic model

and the purpose of the evaluation)

· If a program logic model does not exist discuss and develop one for your program (See Step 3: Develop Program Logic Model)

· Discuss timetable, tasks and where members can contribute

· Keep in mind your organizational capacity for evaluation (See Step 2: Determine Evaluation Resources)

· Other:      

	Meeting #2 - Date:      

	Evaluation Questions (See  Step 4: Define Evaluation Questions)
· Brainstorm potential evaluation questions

· Determine the potential usefulness of the information

· Prioritize the evaluation questions and select priority questions

· Other: 

	Meeting #3 - Date:      

	Evaluation Framework (See Step 5 Guidelines: Develop Evaluation Framework)
· Develop from scratch or modify draft from the subcommittee*/evaluation consultant
· List priority evaluation questions
· Develop indicators
· Other:      


	Meeting #4 – Date:      

	Evaluation Methodology & Tools (See Step 5: Develop Evaluation Framework)
· Build on existing draft or start from scratch

· Develop evaluation design and data collection strategy

· Develop data collection tools and methods for analysis

· Other:      

	Meeting #5 - Date:      

	Finalize Evaluation Plan (See Step 6: Develop Evaluation Plan)
· Discuss timelines and tasks

· Discuss where members can contribute

· Other: 

	Meeting #6 - Date:      

	Review and Comment on Draft Evaluation Report (See Step 8: Develop Evaluation Report)
· Discuss and make suggestions on the draft evaluation report put together by a sub-committee* or an individual (i.e. evaluation consultant)
· Other: 

	Meeting #7 - Date:      

	Finalize Recommendations Arising from Evaluation Results and Discuss Next Steps (See Step 9: Develop Dissemination Plan and Develop an Action Plan)
· Other: 


* Subcommittee can consist of evaluation team members that will be in charge of drafting and finalizing the documents (e.g. evaluation consultant, program coordinator, program manager, evaluation coordinator, evaluation assistant etc.)
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