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	1. Program logic model

	Refer to your program logic model and outline the inputs, activities, outputs, outcomes and impacts.




	2. Evaluation team

	Team member name
	Title/role
	Contact information 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	3. Evaluation focus

	What is the purpose of the evaluation?  

	

	What aspect of the program are you going to evaluate?

	

	What questions will the evaluation seek to answer?

	Question 1
	

	Question 2
	

	Question 3
	

	Question 4
	

	Question 5
	

	Question 6
	

	Which of the above questions can be addressed in this evaluation given the program’s resources and constraints? 

	

	List stakeholders, audience and evaluation users
	What evaluation questions is each of these stakeholders interested in? (If there are multiple questions per stakeholder, prioritize the questions.)
	How will they use the information?

	
	 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	When do you need the evaluation results? 

	

	Resources needed 

	Task
	Time needed
	Person in charge
	Money
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	4. Evaluation design 

	Evaluation type: 

      □ Process evaluation (investigates the process of delivering program services; asks what is 

         going well in the program and what needs to be improved).

      □ Outcome evaluation (investigates whether the program achieves intended goals and results 

         in positive outcomes in clients; asks whether services are making a difference).

	What outcomes will be measured? 
	What indicators will be used?

	
	

	
	

	
	

	
	

	
	

	
	

	What information will you need to answer the evaluation questions and measure the outcomes you have selected?

	What we want to know
	How we will measure it 

	
	

	
	

	
	

	
	

	
	

	
	

	Who will be included in the sample?

	

	How many will be in your sample?

	

	What procedures will be used to protect participants’ confidentiality throughout the evaluation?

	

	What data collection methods will you use?

	Method
	Is this method readily available or does it need to be designed and then tested?
	Who will participate? What will be needed to record the information?
	When will you collect data?
	Who will collect data?

	□ Face-to-face interviews
	
	
	
	

	□ Telephone interviews
	
	
	
	

	□ Focus group
	
	
	
	

	□ Survey, questionnaire
	
	
	
	

	□ Observation
	
	
	
	


	□ Assessments
	
	
	
	

	□ Document review
	
	
	
	

	□ Journal, log, diary
	
	
	
	

	□ Other
	
	
	
	

	□ Other
	
	
	
	

	□ Other
	
	
	
	

	What existing data sources can you use in your evaluation? 

	

	How will the data be analyzed? 

	Data analysis methods
	Who is responsible?

	
	

	
	

	
	

	
	

	How will information be summarized?
	Who is responsible?

	
	

	
	

	
	

	
	

	How will the information be interpreted?
	Who is responsible?

	
	

	
	

	
	

	
	


	5. Sharing evaluation findings

	How will the evaluation findings be communicated and shared?

	Audience 
	When?
	Where?
	How to present?
	Who is responsible?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(Adapted from Program Evaluation Handbook. 2005. Parents as Teachers National Center.)
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