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Determining the purpose of the evaluation 
Evaluation is a planned investigation of pre-determined questions to find out about the 
impact of a programme for service users, how well the service is being run and what could 
be improved. It works best when all stakeholders are clear about what the purpose is and 
how it will be conducted. It can take many forms but the methods need to be able to gather 
information in a reliable way. Evaluation can happen at the beginning, during or at the end 
of a programme or intervention. It should inform a continuous cycle of action, reflection and 
development.  
 
What is the purpose of evaluation? 
Evaluation can be about:  

 Implementation: Was the programme delivered as planned?  

 Effectiveness: Is the programme achieving its aims? 

 Efficiency: Is the programme making best use of resources? 

 Cost-Effectiveness: How much does it cost to achieve the change in outcomes?  

 Attribution: Can the outcomes observed be attributed to the programme, and not to 
other interventions or services? 

 
How does it help organisations? 
Evaluation helps organisations in two main ways: 
 

Accountability: Organisations can use the data to demonstrate to funders, and 
other stakeholders, what and how they are delivering for beneficiaries.  
 
Learning and development: Depending on the methodology, evaluation can 
answer questions about what works and why it works.  

 
Who is it for? 
Evaluations can have many stakeholders including project staff and volunteers, managers, 
board trustees, service users and their families, other community and voluntary groups, 
service commissioners, funding and grant awarding agencies, researchers and policy 
makers. It is important that stakeholders are consulted before the evaluation begins.  
 
What is self-evaluation?  
Self-evaluation is becoming increasingly common in the community and voluntary sector. It 
occurs when an organisation uses its own staff, skills and resources instead of external 
evaluators. Self-evaluations can be less costly than commissioning an external consultant or 
agency, and benefit from in-depth knowledge of how the programme works and also the 
needs of the service users. Self-evaluation: 
 

 Allows organisations to set standards of success. 

 Enables organisations to generate their own evidence base.  
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 Means that mistakes can be identified sooner, rather than later, and learned 
from.  

 Shows funders and stakeholders that needs are being met and how efficiently 
resources are being used. 

 Facilitates conversations between the service providers and service users, which 
can lead to the identification of additional service user needs.  

 Builds staff research capacity, which can be empowering to the programme as a 
whole, and contribute to both programme and staff professional development.  

 Keeps staff and stakeholders focused on the overall aim of the programme.  
 
Self-evaluation illustrates a commitment to quality, to ensuring the organisation is achieving 
the intended outcomes for the target group, and an interest in improving practice. It is also 
a cost-effective way of reporting to funders and accounting for how resources are used and 
progress is being achieved. It can enable an organisation to reflect on achievements, and 
inject the learning into future plans.  
 
Challenges in self-evaluation 
Self-evaluation involves a significant investment of internal resources, and there are many 
challenges: 
 

 It can take longer than anticipated, especially if staff have no prior experience. 
Extra time must be accounted for in planning and staff workloads.  

 It may be seen as a burden on top of a busy workload. 

 The results may not be considered to be as objective or robust as those from an 
external evaluation. 

 Interviewees may be uncomfortable discussing possible weaknesses with the 
programme staff. 

 Determining what constitutes ‘success’ can be particularly difficult for preventive 
programmes which aim to affect future change in individual lives or prevent 
negative outcomes.  

 
 

Understanding the theory of change 
Theory of Change 
Services, programmes and interventions are most likely to be effective and easier to 
evaluate when they are underpinned by a clear theory of change. A theory of change 
clarifies and makes explicit the various inputs, outputs and activities, and outcomes that the 
programme or intervention hopes to achieve and how these are conceptually and practically 
linked. There are many ways to describe a service’s theory of change and one example is 
logic models. 
 
Logic Models 
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Logic models graphically express the theory of change. The core elements of a logic model 
are shown in Figure 1 below: 
 
 
 
Figure 1: Logic model core elements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
A logic model can be useful to organisations in a number of ways: 

 As a tool to support service and programme design. 

 As a framework to develop your vision and goals for the future in a tangible, 
measurable way. 

 Helping to identify and understand the systemic nature of the work, the key 
linkages and cause and effect relationships. 

 As a basis for quality assurance procedures. 

 As a tool to help the organisation to balance its priorities, allocate resources and 
generate realistic plans. 

 As a means of informing funders and other stakeholders about the work.  
 
Theories of change and logic models can be useful tools for guiding service and programme 
delivery.  Without a clear theory of change it will be difficult to conduct an effective 
evaluation. In cases where organisations have not articulated a theory change, evaluators 
will often have to work with them create one retrospectively.   
 
Performance and population accountability 

A common sense and plain language approach that links programme planning and 
evaluation has been developed in the USA and used widely in the UK is Outcomes Based 
Accountability™ (OBA) or Results Based Accountability™ (RBA). It distinguishes between 
Performance Accountability, which is about the wellbeing of service users or ‘customer’ 
populations, and Population Accountability, which is about the wellbeing of whole 
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populations (i.e. whole populations in a geographic area). Performance Accountability is 
achieved through asking three simple questions: 
 
1. What did we do? 
2. How well did we do it? 
3. Is anyone better off? 
 
In OBA ‘turning the curve’ involves identifying outcomes and plotting graphically what 
would happen if no intervention is made. This provides a helpful baseline against which 
performance and accountability can be appraised. Both processes involve addressing seven 
questions (Friedman, 2005): 
 
Table 1: Seven question for performance and population accountability 

Performance Accountability Population accountability 
1. Who are our customers? 
2. How can we measure if our customers are 

better off? 
3. How can we measure if we are delivering 

services well? 
4. How are we doing on the most important of 

these measures? 
5. Who are the partners that have a role to play 

in doing better? 
6. What works to do better, including low-cost 

and no-cost ideas? 
7. What do we propose to do? 

 

1. What are the quality of life conditions we want 
for the children, adults and families who live in 
our community? 

2. What would these conditions look like if we 
could see them? 

3. How can we measure these conditions? 
4. How are we doing on the most important of 

these measures? 
5. Who are the partners that have a role to play in 

doing better? 
6. What works to do better, including no-cost and 

low-cost ideas? 
7. What do we propose to do? 

 
OBA challenges staff to focus on outcomes rather than outputs, and provides a framework 
for identifying outcomes, progress indicators and how relevant partners can contribute to 
the realisation of these outcomes. 
 

Clarifying outcomes and indicators 
This section explains the difference between aims, objectives, outcomes, outputs and 
indicators and how these relate to the evaluation process.  
 
Aims 
Aims refer to the changes or results that are desired for the service users. The more specific 
the aims, the easier they are to evaluate. It is useful to keep the following points in mind 
(Bishop, 2004): 
 

 Use language that will be helpful (i.e. use words which indicate change e.g. 
increase, develop, improve). 

 Explicitly state the target group for the programme or service (who exactly will 
benefit as a result of the work?). 
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 Explicitly state the geographical area the programme or service will work in. 

 Ensure that those involved with the programme or service are aware of the aims, 
and understand them. 

 
 
 
 
Objectives 
Objectives describe the main ways in which the programme or service will contribute to the 
desired changes. One aim can have a number of different objectives. Bishop (2004) 
recommends the following: 

 Use language that will be helpful (i.e. use words to describe activities when 
agreeing on objectives, produce, establish, conduct). 

 Keep the objectives realistic. In other words, do not be over-ambitious. Be 
cognisant of what resources are available. 

 Limit the number of aims and objectives which the service or programme aims to 
deliver on. Excellent delivery of a smaller number of aims and objectives is more 
preferable to attempting to address aims and objectives that are too broad and 
all encompassing. A smaller number of specific aims will focus staff and make 
determining outcomes, accompanying indicators and evaluation questions easier 
and ensure relevancy.  

 
Outcomes 
Outcomes are the intended or unintended changes that occur as a result of an intervention 
or service. Outcomes can occur at the level of the individuals, families, specific groups, 
communities or organisations. Some larger programmes may result in changes at policy 
level. Outcomes can be short-term, intermediate or long-term.  
 

 Soft outcomes refer to changes observed in feelings, thinking and behaviour. 

 Hard outcomes refer to changes in behaviours, attainment or status which can 
be measured.  

 
Clarifying and specifying desired outcomes at the various levels, categories and time scales 
provides a more direct, focused approach to service provision. It can facilitate an 
organisation being more action oriented, and is easier than working back from high level 
abstract goals such as ‘changing society’ or ‘bringing about equality’. Using outcomes as a 
starting point for planning what to monitor and evaluate also results in a more focused 
evaluation.  
 
Too many outcomes can result in confusion, too much data collection, and setting up 
unrealistic stakeholder expectations of what the programme or service can achieve. 
Excellent delivery of a small number of outcomes is preferable to poor implementation of a 
larger number of outcomes. As Friedman suggests, ‘not all outcomes are created equal’, and 
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the outcome which is the most important, i.e. the quality of the effect observed for service 
users, is in fact the outcome in the quadrant which service providers have the least control 
over (see Figure 2). 
 
Figure 2: Relative importance of performance measures 

 
 
Outputs 
Outputs are the activities, services or products which an organisation delivers in order to 
achieve its outcomes. Table 3 summarises the strengths and weaknesses of what outputs 
and outcomes measure. 
 
Table 2: Strengths and weaknesses in measuring outputs and outcomes 

 Outputs Outcomes 

Strengths Clear, measurable statements of results, 
defined by quality, quantity and timeliness 
indicators.  They can be clearly linked to the 
ability of a particular organisation and chief 
executive to achieve and provide a ‘no 
excuses’ approach to accountability for 
results rather than inputs. 

Purpose-oriented descriptions of results, 
which take a broad and long-term 
perspective.  They are potentially 
inspirational and motivational and 
sufficiently broad to incorporate 
contributions from a number of 
organisations. 

Weaknesses The focus on measurement can shift toward 
that which can be measured and easily 
audited.  The output can become the goal in 
the process of goal displacement, at the 
expense of longer-term and more 
meaningful achievements. 

Outcomes can become so broad that they 
can mean all things to all people, with 
achievement being very difficult, if not 
impossible, to measure. Outcome 
statements can become window dressing 
that prevents outsiders from assessing how 
well an organisation is doing. 

Source: Norman (2007) 

 
Indicators 



                                                                                          
 

11 
 

Indicators help to measure the degree to which outcomes are being achieved, and can be 
qualitative or quantitative in nature. Increasingly, funders are expecting organisations to 
monitor and evaluate their work using indicators. It is important that indicators are realistic, 
practical, clear and motivating to staff and stakeholders. For example, if an outcome of a 
service is to reduce the levels of binge drinking among teenagers in an area, an indicator 
could be the percentage of local youths who report binge-drinking.  
Figure 3: Setting out indicators 

 

 
 Source: Parkinson and Wadia (2008) 

 
 

Indicators can be developed through staff, stakeholder and service user consultation. 
Alternatively, organisations may choose indicators from standard indicator sets, some of 
which are available online. For example the nef indicator bank provides sample indicators at 
the levels of the individual, community and environment. Indicators allow for the analysis of 
service, and to track outcomes over time.  
 
There are three main types of indicators, which can be either qualitative or quantitative in 
nature: 
 
1. Output Indicators: What activities have been carried out? 
2. Outcome Indicators: What change has the programme made for service users? 

These are sometimes referred to as impact indicators. 
3. Process Indicators: These indicators can be varied and refer to how effectively 

and efficiently an organisation is carrying out its work, for example ‘How long 
were service users waiting to see the counsellor’? 

 

http://www.proveandimprove.org/meaim/index.php
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Friedman (2005) has devised a simple visual for addressing effectiveness in terms of 
quantity, quality, input of effort and the outcome effect. 
 
 
 
 
Figure 4: Effort and effect in performance accountability 

 

 
   

To more clearly show the links between the elements, examples of outcomes, indicators 
and possible measures, are provided in Appendix 1. 
 
Benchmarking 
Benchmarking involves comparing inputs, processes, outputs and outcomes with peer 
organisations to assess performance (Parkinson and Wadia, 2008). Using standard 
indicators, as included in indicator banks or indicator libraries, can make the benchmarking 
process easier.  
 

Designing the evaluation 
Data sources 
It is important that the sources of data are agreed upon beforehand, i.e. if the data will be 
primary or secondary in nature. Primary data is collected by an organisation or individual 
themselves through interviews, standardised measures, surveys and so on. Secondary data 
has already been collected by someone else for their own purposes but can be a valuable 
source of information and evidence. Examples of secondary data include national and local 
statistics, reports and evaluations from other organisations and published research.  
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The instruments to collect data must be designed and agreed upon, piloted with a small 
group if possible, and staff must receive guidance on how to collect and record the data 
appropriately. Piloting a survey or questionnaire before giving it to all service users can 
ensure that the language used is understandable and important questions are not missing. 
 
 
 
Formative and Summative Evaluation 
A formative evaluation is ongoing, with those involved taking stock of progress as they go 
along. It can provide information on how a programme or service can be developed or 
improved. Summative evaluation occurs at the end of a programme or intervention or at an 
appropriate point in an ongoing programme; it is summing up what was achieved. A 
summative evaluation should only be considered when the intervention has been in place 
long enough that it has been properly implemented and can thus demonstrate results.  
 

Figure 5: Types of evaluation and stages 

 
 
Quantitative and Qualitative approaches 
Quantitative approaches to evaluation use numerical data to describe how much has been 
done, and what outcomes and outputs have been achieved. Quantitative approaches: 

 

 Examine possible causal relationships between the intervention received and the 
outcomes observed. 

 Use standardised measurements to investigate evaluation questions and 
produce numerical data which can be analysed to produce statistics, i.e. 
frequencies, averages, correlations.  

 Can involve the collection of baseline information relating to the service users, 
either before or very soon after they participate in the programme or service.  
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Qualitative approaches examine the nature of the topic under investigation. Methods 
adopted for this approach include interviews, focus groups, case studies and observations. 
Qualitative approaches: 
 

 Focus on meaning, different perspectives, perceptions and understandings. 

 Focus on process as opposed to the end result.  

 Take the social context into account – i.e. not looking at results in isolation. 
 
Economic evaluations are becoming increasingly popular with both statutory and non-
statutory funders as a means to illustrate the fiscal return on the investment made in a 
programme or service. Social Return on Investment (SROI) is an economic evaluation 
method which looks at the broader social, environmental, and economic costs and benefits 
of a programme or service, using monetary values to represent them. The SROI approach is 
concerned with value, as opposed to money, with money simply being a widely understood 
unit to convey value. The SROI Network (2012) states that there are two types of SROI: 
 

Evaluative – this type of SROI is carried out retrospectively on actual outcomes 
that have already taken place. 
Forecast –This type of SROI forecasts how much social value will be created if 
the intended outcomes are achieved.  
 

Collecting the data 
 
Methodologies 
A range of methodologies can be used for collecting data in self-evaluation. Most small scale 
internal evaluations adopt a mixed methods approach, and rarely rely on one type of data.  
 
Mixed methods is when an evaluation is conducted using both qualitative and quantitative 
methods.  
 
Participative methods involve service users and/or stakeholders in planning and evaluation 
processes. According to the Paul Hamlyn Foundation (Thompson, 2007) participative 
methods: 

 

 Involve as many people as possible that wish to be involved in the evaluation 
process. 

 Use democratic and popular ways of collecting the data. 

 Foster effective communication systems with opportunities for feedback. 

 Ensure that information in the evaluation and its recommendations are 
supported by the evidence base. 

 Use the learning from the experience. 
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Standardised Measures are assessment tools developed to measure a particular set of 
behaviours and/or attitudes. Standardised measures go through a rigorous testing process 
to ensure they are valid, measure what they purport to measure and are appropriate for the 
target group. Standardised measures are especially helpful for summative evaluations and 
outcomes evaluation where the impact of an intervention certain behaviour/attitudes are 
being assessed.  
 
Surveys and questionnaires can be filled in during engagement with the programme or 
service, or after and returning by post or giving answers over the phone. According to 
Thompson (2007), useful points to consider are: 
 

 Keep the questions as short and as simple as possible. Questionnaires that are 
too long and contain complicated questions can confuse respondents and make 
them less likely to complete the questionnaire.  

 Provide respondents with clear instructions on how to complete the questions, 
especially if you have scales for responses.  

 Arrange the questions so that straightforward questions are sequenced first, and 
more sensitive or difficult questions come later.  

 Have a category of ‘unsure’, ‘do not know’ or ‘not applicable’ where relevant. Do 
not force respondents into providing more definite responses.  

 Pilot your questionnaire or survey on a small group of respondents to ensure the 
language used is appropriate for the target group and no questions are missing.  

 
There are two types of questions that can be included in a questionnaire/survey. Closed 
questions provide predetermined lists from which a respondent can pick a response, or 
simply provide a yes/no answer. Open questions allow the respondent to answer the 
question in their own words. Closed questions are generally easier to analyse and take less 
time to answer. Open questions, on the other hand, place no restrictions on responses but 
take more time to answer.  
 
Interviews are a valuable way to collect rich qualitative information from service users, 
programme staff, and stakeholders and are more adaptable than questionnaires. Interviews 
offer a range of formats; structured, semi-structured or unstructured, individual or in groups 
and can be conducted face-to-face or by telephone. When using interviews for self-
evaluation purposes, it is preferable not to have someone associated with programme 
delivery as an interviewer as interviewees may be uncomfortable giving negative feedback. 
Conducting, transcribing and analysing interviews can be a time-consuming process. 
However the rich data interviews generate not only provides in-depth information, it means 
a sample of participants may provide enough detailed information that collecting data from 
all participants may not be necessary.  
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Focus groups involve getting a small group (between 8-10 people) together to discuss their 
opinions and experiences on a particular topic. The success of a focus group depends on the 
skill of the facilitator in leading the sessions and creating a space where participants feel 
comfortable sharing their views. It is also important that the facilitator ensures everyone in 
the group has a chance to have their say and that the discussion is not dominated by 
anyone. Focus groups may not be appropriate for sensitive topics, as individuals may be 
uncomfortable discussing them in a group setting. However, they can be less resource-
intensive than one-to-one interviews.  
 
Case Studies describe and examine specific individuals, events, or activities in detail. A case 
study can show particular successes and difficulties in the programme or service, and is 
especially helpful in identifying aspects of service provision that make a positive difference 
to people’s lives. A case study on an individual can tell their background story before 
involvement with the service, and the impact participation has had on their lives. It is 
important to keep in mind to not generalise findings from case studies, as essentially they 
are anecdotal in nature.  
 
Observations can be conducted by someone taking part in an activity or observing 
participants. It requires the evaluators watching and listening to individuals taking part in an 
activity and taking notes, either on a once-off basis or over a certain time period. It is 
important that a framework for observations is provided to observers to ensure reporting is 
consistent. Observations can provide a rich source of evidence for group processes within a 
programme or service in particular. However, like case studies one must be careful not to 
try to generalise this type of research as representing the experiences of all participants. 
Also, when people are aware they are being observed this can change how people behave. 
 
Peer Review involves an organisation examining a peer organisation, and identifying 
strengths and weaknesses in how it does its work and provides recommendations. It usually 
focuses on a specific aspect of the organisation or service delivery, and is an evaluation of 
process or how the organisation does its work, as opposed to an impact or outcome 
assessment. The peer review process operates with the visiting organisation acting as a 
‘critical friend’ to the host organisation, with the host ultimately deciding whether or not to 
implement the changes suggested by the peer reviewer. According to The Performance Hub 
(2008) those in a position to conduct a peer review usually: 
 

 Have managerial experience in the community and voluntary sector. 

 Have received peer review training. 

 Have experience in the selected area of service delivery e.g. group based 
counselling. 

 

 

Analysing the data 
Internal evaluation team 
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It is necessary to assemble an internal evaluation team. While all programme staff may be 
involved in data collection to some degree, the final collation and analysis will likely be done 
by a smaller number of staff. The Organisation should identify an evaluation ‘champion’ 
who will lead and co-ordinate their evaluation efforts.  This individual will need the support 
of a small team ideally with a diverse skills set as this will lead to a better evaluation and 
ensure one person is not left with the burden of collecting data and writing up the 
evaluation alone.  
 
Interpretation of data can be tricky in determining exactly what it means for a programme 
or service. It is important to interpret results in relation to the evaluation question and the 
intended outcomes for the target group, to ascertain if the result is positive, negative or 
ambiguous. 
 
Quantitative analysis usually involves inputting the data into a statistical software package 
such as Excel or SPSS (Statistical Package for the Social Sciences). The survey software 
surveymonkey records responses and provides analysis tools.  

 
Even a small number of interviews or focus groups can generate a great deal of data. The 
first step in qualitative analysis is to look for recurring themes in the interviewee responses. 
Interpreting the recurring themes can be made easier by thinking of them in the context of 
the intended outcomes stated in the programme logic model or theory of change (Bond et 
al, 1997).  
 
When a mixed methods approach has been used (i.e. both qualitative and quantitative), 
illustrative quotes can be used to back up quantitative results. This can present a more vivid 
and robust account of a programme or service and the impact it is having on intended 
outcomes. It is advised that more than one person conduct an analysis of interview and 
focus group data and compare the recurring themes observed. This is a way to ‘check’ for 
the validity of the themes extracted.  

 
In the data analysis stage, it can be helpful to have a baseline to compare the observed 
results. If indicators were established at the beginning or early on in the project, there may 
be monitoring data available to help illustrate impact. Failing that, there may be other 
information sources that can provide a baseline measure including the initial grant or 
programme proposal, any needs assessments that were conducted before the programme 
was established, past research reports or statistical data on the geographical area or 
pertaining to the target group (Taylor et al, 2005).  
 
Monitoring 
Monitoring involves the routine collection of information about a programme or service, 
whereas evaluation periodically investigates how and why certain outcomes were (or were 
not) achieved. However, monitoring is not just about collecting numbers, for example the 
number of counselling sessions delivered, or the number of attendees at workshops. 
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Monitoring can be a self-motivating process where programme staff can keep track of 
variations in service user attendance, response rates to information collecting exercises and 
staff turnover and utilise this to make amendments to service delivery and programme 
plans. An effective monitoring system can make the evaluative process easier, and produce 
more robust results.  
 
Data collection plan 
Conducting an internal, informal review of internal monitoring procedures can assist in 
formulating a data collection plan and also help identify strengths and weaknesses in the 
current system. A discrete plan for data collection when the overall evaluation plan has 
been agreed can make the process easier by identifying the key responsibilities, clarifying 
what can and cannot be collected and flag potential training needs for measurement and 
analysis.  
 
Table 3: Reviewing and monitoring data tool 

Question Measure Source of 
information 

When will it be 
collected? 

How will it 
be collected? 

Who will this 
information be 
useful to? 

Is this 
programme 
having a 
positive 
impact on 
service user 
drinking 
behaviour? 

Score on 
Drinking 
Problem Index 
before and 
after treatment  

Individual 
service users 

When service 
user begins and 
finishes the 
treatment 
programme (pre- 
and post-
measures) 

Key workers  Programme 
staff, service 
users, 
stakeholders, 
funders, policy 
makers, service 
commissioners.  

  
Examples of data gathering tools are provided in Appendix 2. 
  
 

Reporting the results 
Reporting results from evaluations 
It is important that results are written up appropriately and disseminated, to ensure the 
evaluation is not consigned to a filing cabinet and forgotten. Ideally, how an organisation 
plans to report and disseminate results should be agreed at the evaluation planning stage. 
Sharing reporting is also important for transparency and accountability purposes.  
 
Data should be reported in way that is suitable for the target audience, but also covers the 
necessary topics to ensure enough information is provided about the evaluation process so 
readers can make an informed judgement themselves. Formal reporting should ideally 
present enough detail that if someone wished to replicate the evaluation there would be 
enough information for them to do so. For dissemination purposes, more informal and 
creative methods can be used to communicate the message, and will be discussed at the 
end of this section.  
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Report format 
Once the data has been collected and analysed, the results can be written up in a report 
format so it can be shared with staff, stakeholders, service users and externally. A typical 
report structure for an evaluation is as follows: 
 

 Abstract: This is a short paragraph which tells the reader what was evaluated, 
how it was evaluated, how many participants took part and what the main 
results were.  

 Executive Summary: This should provide the reader with a short, plain language 
summary of the main results observed, the conclusions and recommendations.  

 Introduction: This section should outline the aims, objectives and motivations for 
the evaluation and a review of the literature in the area. It should also include a 
description of the programme or service and the local context in which it is 
delivered.  

 Methodology/Design: This section should describe the methods used to collect 
data, how many participants took part, and how the data was analysed.  

 Results: This section should outline the results observed, but the evidence to 
support them and possible explanations for these results should not be discussed 
until the following section.  

 Discussion: This section should discuss possible reasons and explanations for the 
results observed and the evidence to support them.  

 Conclusion: This final section should summarise the main findings observed, and 
contain recommendations for policy, practice and future research.  

 Appendices: This section should include copies of any measurement tools used, 
surveys/questionnaires, guidelines for focus groups and interviews and 
observation frameworks should also be included.  

 References: The authors, titles and publication details of any publications or 
websites drawn on for the report. When referencing a website the URL address 
should be included and the date accessed.  

 
Dissemination 
A dissemination plan helps to focus the report as it ensures the evaluation team, and 
especially those who are writing up the report, understand the audience. Dissemination of 
the evaluation findings is important for a number of reasons. An organisation that is actively 
planning to disseminate the results of its evaluations comes across as transparent, and 
prevents cynicism about the evaluation itself and how the findings are utilised (Connexions, 
2010). There are numerous ways in which an organisation can share the results of its 
evaluation to promote the learning within the sector, including: 
 

 An official launch of the report with key stakeholders, the wider community and 
media invited. 

 Presentations at events and conference about the work being done and the 
results observed. Service users who can speak about the impact the programme 
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has had on their lives can be a powerful way of ‘spreading the word’ (Thompson, 
2007).  

 Press releases. 

 Briefing papers for service commissioners, policy makers and funders. Some 
examples of briefing papers for these audiences can be found in the Prevention 
and Early Intervention section of the Centre for Effective Services website.  

 Promoting the findings on social media, today organisations use Facebook, 
Twitter and online newsletters to great effect. It is also a cost-effective and 
instantaneous way to promote the work being done.  

 
 

Managing the evaluation 
This section addresses key issues that the evaluation plan must cover, and provides some 
guidelines for ensuring the self-evaluation is managed effectively.  
 
23 questions for self-evaluators 
The details and scope of a self-evaluation plan will differ depending on the evaluation and 
the nature of the intervention but all plans should address the following: 
 
1. How would you describe the purpose of your evaluation?  
2. What are the evaluation questions? 
3. Who is the evaluation for?  
4. What benefits will come from the evaluation? 
5. What principles do you think should underpin your evaluation? 
6. What challenges do you think will be involved in the evaluation? 
7. What is the theory of change behind the intervention: aims, objectives, outputs, 

outcomes (soft, hard, short, medium and long term)?  
8. What indicators will you use?  
9. Is it about performance or population accountability, or both? 
10. What evaluation approach does the purpose require? 
11. What is needed at each stage of the evaluation? 
12. What primary and secondary data will you collect?  
13. What methodology will be adopted to investigate this question?  
14. What staff will be involved in data collection and analysis, and will training be 

required? 
15. How will the data be analysed? 
16. Who is the audience for the evaluation? 
17. What is the budget for the evaluation? 
18. Who will manage and co-ordinate the evaluation? 
19. How long is the evaluation expected to take? 
20. Is there a timeline in place for review meetings to discuss progress and potential 

challenges? 
21. What ethical issues do you need to address?  

http://www.effectiveservices.org/
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22. Who will write up the final report?  
23. How will the findings be used and disseminated? 
 
Ethics and Data Protection 
It is important to consider the protocols in place to ensure participants that the data they 
provide are treated ethically and confidentially. This involves: 
 

 Informed Consent: Ensure that the relevant personnel and authorities have been 
consulted and that permission for the evaluation has been obtained.  

 Authorisation: Participants should provide written authorisation to use and store 
data for the purpose of the evaluation. Participants can provide this on a 
research consent form which should provide an accessible outline and 
explanation of the evaluation process and what the data will be used for.  

 Data Protection Act 1998: There are special provisions in this Act which directly 
affect how data is stored and used for evaluation purposes.  

 The collection and storing of personal or sensitive data should only occur when 
there is a clear purpose for doing so.  

 Participants must be informed of the uses to which the data they provide is being 
put. 

 Personal data provided must be confidential and their identity protected. 

 Participants have the right to prevent the use of their data is they feel it would 
be detrimental for them. 

 All data must be stored properly and securely. 
 
Commissioning an External Evaluation – Tenders and Contracts 
It may not always be possible for an organisation to carry out their own evaluation for a 
variety of reasons. A suggested format for an evaluation tender is provided in Table 6 below: 
 

Table 4: Format for an evaluation tender 

Section 1 - Summary  

Invitation to submit tenders  

Ownership of the publication and design  

Reporting arrangements  

Timescale for submission  

Further Information  

 

Section 2 - Background and specification of requirements  

Description of history and nature of programme or service to be evaluated  

Programme background  

Programme description  

Evaluation overview  

Key evaluation questions  

Suggested or required design and methodology  

Process of application  
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Section 3 - Guidelines for Submission  

Provide specific guidelines for submission so you get sufficient information from all 
applicants to make an informed screening before interview  

General Information (this may give an opportunity to demonstrate knowledge of the 
area)  

Evaluation Framework  

Design and methodologies  

Analysis Plan  

Proposed Products and Deliverables  

High-Level Project Plan with identified progress milestones  

Ethical Approval  

Staffing Plan specifying amount of time and responsibilities of each person  

Professional Fees and Proposed Total Costs (broken down by time period and type of 
cost: travel, staffing, equipment, consumables, dissemination, overhead costs etc)  

Ownership of Data  

Management and administration structure for the project  

Qualifications of the team  

Experience in undertaking other pieces of work similar to this  

References  

 
Apart from the tender submission, key elements to consider when selecting a research team 
include: 
 

 The quality of the proposed approach (both methodologically and pragmatically).  

 The experience of the research team. 

 Whether the researcher’s expertise actually matched what was described in the 
tender documents.  

 Judging for relationship potential, not just academic qualifications (interviewing 
the team was seen to be useful in this regard). 

 Choosing on the basis of quality, not just cost.  

 It is preferable to re-tender for the evaluation than appoint the wrong research 
team, as an external evaluation is a significant investment for an organisation.  

 
Contracts 

When the evaluation tender has been selected, a contract for services must be drawn up 
specifying exactly what the research team is to deliver and how much it will cost. 
Stufflebeam and Shinkfield (2007: 547) provide a useful checklist for drawing up evaluation 
contracts (Appendix 3). This checklist is designed to help evaluators and clients identify 
areas that may need to be considered when starting a negotiation and when reviewing a 
draft agreement.  
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Resources and materials 
Determining the purpose 
Title: Understanding self evaluation – A Guide for Projects Supported by the Big Lottery 
Fund 
Organisation: Big Lottery, Northern Ireland 
Summary: This is a brief guide for Big Lottery grantees which offers a basic introduction to 
the purpose of self-evaluation, how it can help projects or services, and how self-evaluation 
differs from monitoring.  
 
Title: Basic Principles of Monitoring and Evaluation for Service Providers 
Organisation: Lancashire Drug and Alcohol Action Team, UK 
Summary: The aim of the booklet is to provide guidance to drug and alcohol abuse service 
providers on the principles of monitoring and evaluation and to provide a template for 
planning, conducting and reporting on evaluation. It is based primarily on materials 
provided by Partners in Evaluation Scotland. 
 
Title: Monitoring and Evaluating Youth Substance Abuse Programmes 
Organisation: United Nations Office on Drugs and Crime 
Summary: This is an introductory guide to monitoring and evaluation for workers in the field 
of youth substance abuse prevention. It is not a detailed guide on how to evaluate but 
contains useful material including numerous case study examples and key ideas. 
 
Title: Measuring Up: A Review of Evaluation Practice in the Northern Ireland Community 
and Voluntary Sector. 
Organisation: CENI (Community Evaluation Northern Ireland) 
Summary: This review looks at monitoring and evaluation practice in the community and 
voluntary sector in Northern Ireland. The review involved consultation with a wide variety of 
stakeholders and presents the main evaluation issues and challenges facing community and 
voluntary organisations.  
 
Understanding the theory of change 
Title: Blueprints for Healthy Youth Development  
Organisation: University of Colorado, Boulder 
Summary: Blueprints has reviewed a wide range of over 1,100 programmes aimed at 
children, youth and their families and provides a rating based on the evidence, with 
programmes rated as either ‘Promising’ or ‘Model’.  
 
Title: The Centre for Effective Services Lecture Series 
Organisation: The Centre for Effective Services 
Summary: The CES Lecture Series comprises of 8 online digitally filmed lectures, 
accompanied by downloadable materials and associated readings. This online resource has 
been produced to support policy makers, service and programme managers, practitioners, 

http://www.biglotteryfund.org.uk/funding/funding-guidance/managing-your-funding/self-evaluation
http://www.biglotteryfund.org.uk/funding/funding-guidance/managing-your-funding/self-evaluation
http://www.drugmisuse.isdscotland.org/dat/lanarkshire/publications/adat_moneval.pdf
http://www.unodc.org/pdf/youthnet/action/planning/m&e_E.pdf
http://www.developmenteducationreview.com/issue11-focus3
http://www.developmenteducationreview.com/issue11-focus3
http://www.blueprintsprograms.com/
http://www.effectiveservices.org/lectures
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programme evaluators and students and is available for a small fee. It will be of greatest 
interest to those who work in the area of children, family, community, and human services.  
Title: Theory of Change – The Beginning of Making a Difference 
Organisation: New Philanthropy Capital 
Summary: This brief 12 page document provides readers with an introduction to the 
concept of theory of change, how it can be used to develop organisational strategy and 
vision, how it can be used for evaluation, and to support measurement and collaboration. 
 
Title: http://www.ces-
vol.org.uk/Resources/CharitiesEvaluationServices/Documents/makingconnectionsusingathe
oryofchangetodevelopplan-800-808.pdf 
Organisation: Charities Evaluation Service 
Summary: This guide provides community and voluntary organisations with an introduction 
to the ‘theory of change’ approach to planning, monitoring and evaluation.  
 
Title: Outcomes Based Acountability©/Results Based Accountability© Implementation 
website 
Address: http://raguide.org/ 
 
Title: Learning for Sustainability – Theory of Change and Logic Model Guides 
Address: http://learningforsustainability.net/evaluation/theoryofchange.php 
 
Title: University of Arizona – Online Logic Model builder 
Address: https://cyfernetsearch.org/ 
 
Title: University of Wisconsin Extension - Logic Model Guide 
Address: http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html 
 
Title: W.K. Kellogg Foundation, Logic Model Development Guide 
Address:http://www.wkkf.org/knowledge-center/resources/2006/02/wk-kellogg-
foundation-logic-model-development-guide.aspx 
 
Clarifying outcomes and indicators 
Title: What is Programme Evaluation? A Beginners Guide 
Organisation: The Global Social Change Research Project, USA 
Summary: This handout presents, in clear and easily accessible language, guidelines for 
conducting evaluations and advantages and disadvantages of the various methodologies.  
 
Title: Prove and Improve – Sample Indicators Bank 
Address: http://www.proveandimprove.org/meaim/samplendicators.php 
 
Title: We Value – ESDinds Project 
Address: http://www.wevalue.org/index.php 

http://www.thinknpc.org/publications/theory-of-change/
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/makingconnectionsusingatheoryofchangetodevelopplan-800-808.pdf
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/makingconnectionsusingatheoryofchangetodevelopplan-800-808.pdf
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/makingconnectionsusingatheoryofchangetodevelopplan-800-808.pdf
http://raguide.org/
http://learningforsustainability.net/evaluation/theoryofchange.php
https://cyfernetsearch.org/
http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html
http://www.wkkf.org/knowledge-center/resources/2006/02/wk-kellogg-foundation-logic-model-development-guide.aspx
http://www.wkkf.org/knowledge-center/resources/2006/02/wk-kellogg-foundation-logic-model-development-guide.aspx
http://dmeforpeace.org/sites/default/files/Shackman_Program%20Evaluation%20Module%201.pdf
http://www.proveandimprove.org/meaim/samplendicators.php
http://www.wevalue.org/index.php
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Title: http://www.horizon-research.com/publications/stock.pdf 
Organisation: Horizon Research, Inc. USA 
Summary: This is a practical guide to internal or in-house programme evaluation for 
community and voluntary organisations. It discusses the following topics: Types of 
evaluation (formative and summative), Planning evaluations, Identifying goals, objectives, 
indicators and outcomes.  
 
Title: Information Commissioner’s Office – Guide to Data Protection 
Address: http://www.ico.org.uk/for_organisations/data_protection/the_guide 
 
Title: http://www.ces-
vol.org.uk/Resources/CharitiesEvaluationServices/Documents/peerreviewinthethirdsector-
331-339.pdf 
Organisation: Performance Hub, Policy Research Institute, Leeds Metropolitan University. 
UK 
Summary: This guide presents a peer review model as a new basis for helping third sector 
organisations achieve improvements in performance.  
 
Title: http://www.ces-vol.org.uk/Publications-Research/publications-free-downloads/first-
steps-monitoring-evaluation.html 
Organisation: Charities Evaluation Service. UK 
Summary: This booklet has been developed for small community and voluntary 
organisations with little or no experience of monitoring and evaluation. It provides a 5 step 
approach to evaluating projects. 
 
Title: http://www.ces-vol.org.uk/Publications-Research/publications-free-
downloads/keeping-on-track.html 
Organisation: Charities Evaluation Service. UK 
Summary: This guide provides information on what indicators are, the different types of 
indicators, how to set indicators, gather information on indicators, and review them.   
 
Title: http://socialvalueuk.org/what-is-sroi/the-sroi-guide 
Organisation: The SROI Network. UK 
Summary: This guide takes the reader through the principles and methodology involved in 
carrying out a SROI evaluation, what organisations it may be helpful for, the stages in SROI, 
and a number of helpful resources including a worked example and a SROI checklist. 
 
Designing the evaluation 
Title: Prevention and Early Intervention in Children’s Services – Organisational Learning 
Organisation: The Centre for Effective Services 

http://www.horizon-research.com/publications/stock.pdf
http://www.ico.org.uk/for_organisations/data_protection/the_guide
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/peerreviewinthethirdsector-331-339.pdf
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/peerreviewinthethirdsector-331-339.pdf
http://www.ces-vol.org.uk/Resources/CharitiesEvaluationServices/Documents/peerreviewinthethirdsector-331-339.pdf
http://www.ces-vol.org.uk/Publications-Research/publications-free-downloads/first-steps-monitoring-evaluation.html
http://www.ces-vol.org.uk/Publications-Research/publications-free-downloads/first-steps-monitoring-evaluation.html
http://www.ces-vol.org.uk/Publications-Research/publications-free-downloads/keeping-on-track.html
http://www.ces-vol.org.uk/Publications-Research/publications-free-downloads/keeping-on-track.html
http://socialvalueuk.org/what-is-sroi/the-sroi-guide
http://www.effectiveservices.org/images/uploads/file/publications/Org%20learning%20briefing%20Briefing%20Paper%20Final%20Dec%202012(1).pdf
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Summary: This report provides learning from programmes and services working with 
children, youth and families in Ireland and Northern Ireland on choosing implementing and 
evaluating evidence-based and evidence informed programmes.   
 
Title: Monitoring and Evaluation in Context 
Organisation: Plymouth Monitoring and Evaluation Development Group (PMEDG) 
Summary: This is a short guide to looking at the links between monitoring and evaluation, 
why they are crucial to programme and practice development, how to plan your evaluation 
and research ethics and data protection procedures.  
 
Title: Rainbow Framework Planning Tool 
Organisation: betterevaluation.org 
Summary: This tool organises options into 34 different evaluation tasks, grouped by 7 
colour coded clusters to make it easier to choose and use appropriate methods, strategies 
or processes.  
 
Title: Evaluation Instruments Bank 
Organisation: European Monitoring Centre for Drugs and Drug Abuse 
Summary: Developed by the EMCDDA, this instruments bank contains a list of measurement 
tools for various types of addiction and addition behaviours.  
 
Title: http://www.outcomesstar.org.uk/outcomes-star-home/the-drug-and-alcohol-
star.html 
Organisation: Alcohol Concern 
Summary: The outcomes star is a tool which allows both clients and staff to measure 
progress in ‘softer’ outcomes, described as ‘holistic and subtle change’. It is intended to be 
used as a complement to other measures of alcohol consumption and other ‘hard’ 
outcomes. The tool has separate alcohol and drug scales for clients with both issues. It can 
be used as a motivational tool and as a part of care plan formation and review. 
 
Organisation: The Centre for Effective Services 
Summary: Briefing papers which summarise the results, recommendations and key learning 
from evaluation reports relating to programmes in the Prevention and Early Intervention 
Initiative in Ireland and Northern Ireland.  
 
Title: https://www.jrf.org.uk/report/evaluating-community-projects-practical-guide 
Organisation: Joseph Rowntree Foundation 
Summary: These guidelines were written for community and voluntary organisations which 
were in receipt of JRF funding, to help them evaluate their work. It outlines the principles of 
evaluation, the steps in the evaluation process, and how to use findings to improve practice 
and share with others in the sector.  
 
Reporting the findings 

http://www.plymouth.gov.uk/pmeg_how_to_it_monitoring_and_evaluation-3.pdf
http://betterevaluation.org/plan
http://www.emcdda.europa.eu/html.cfm/index78046EN.html?EIB_AREAS=w271&order=INSTRUMENT&ordertype=asc
http://www.outcomesstar.org.uk/outcomes-star-home/the-drug-and-alcohol-star.html
http://www.outcomesstar.org.uk/outcomes-star-home/the-drug-and-alcohol-star.html
http://www.effectiveservices.org/
https://www.jrf.org.uk/report/evaluating-community-projects-practical-guide
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Organisation: The Centre for Effective Services 
Summary: Briefing papers which summarise the results, recommendations and key learning 
from evaluation reports relating to programmes in the Prevention and Early Intervention 
Initiative in Ireland and Northern Ireland.  
 
Title: https://www.jrf.org.uk/report/evaluating-community-projects-practical-guide 
Organisation: Joseph Rowntree Foundation 
Summary: These guidelines were written for community and voluntary organisations which 
were in receipt of JRF funding, to help them evaluate their work. It outlines the principles of 
evaluation, the steps in the evaluation process, and how to use findings to improve practice 
and share with others in the sector.  
 

 

http://www.effectiveservices.org/
https://www.jrf.org.uk/report/evaluating-community-projects-practical-guide
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Glossary of key terms 
 
Aims 
Aims describe the intended changes or results desired for the target group. 
 
Baseline 
Information about the trend, situation or condition prior to a programme or intervention. 
 
Capacity building 
Building staff capacity is a core component of implementation and helps ensure that the 
desired outcomes are achieved. Careful staff selection, quality training, and on-going 
supervision are all crucial in building capacity for effective implementation.  
 
Case Study 
A research method which focuses on an individual, service unit or project and can use a 
combination of both qualitative and quantitative data.  
 
Catchment area 
The area and population from which a service attains clients. 
 
Closed Question 
A type of question in a questionnaire or survey which provides predetermined lists from 
which a respondent can pick a response, or simply provide a yes/no answer. 
 
Communication strategy 
A plan of action that outlines a set of well-defined goals to facilitate a change in behaviour.   
 
Community consultation 
A two-way communication process which aims to give the community opportunities to 
contribute to decisions which affect them.  
 
Community readiness 
The capacity of a community to implement programmes, policies and other changes. 
Readiness is a major factor in determining whether a local programme can be effectively 
implemented.  
 
Control group 
The group of participants in an evaluation that do not receive a programme, and whose 
results are compared to participants receiving a programme. The impact of the programme 
can then be determined.  
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Data 
Information collected and used for reasoning, discussion and decision-making. In 
programme evaluation, both quantitative (numbers) and qualitative (views, opinions and 
experiences) data may be used.  
 
Dissemination 
The transfer of knowledge and learning. 
 
Documentary analysis 
A form of data analysis involving the examination of the content of records and/or 
documents. 
 
Early Intervention 
Early intervention means intervening at a young age or early on in a problem. Early 
intervention helps those at risk to realise their potential and can support them and their 
families to become healthier and more resilient. 
 
Effectiveness 
The degree to which a programme achieves the desired impact. 
 
Epidemiology 
The science concerned with examining the frequency, distribution, and causes of disease in 
communities or populations. 
 
Evaluation 
Evaluation is a process that involves the systematic investigation of pre-determined 
questions preferably using scientifically robust (transparent and replicable) research 
methods. Evaluations can describe and assess the quality of implementation (process or 
formative evaluations), or assess the relationship between outcomes for service recipients 
and the inputs made by the service (outcome or impact or summative evaluation). 
 
Evidence 
Although ‘evidence’ usually refers to the findings of research and evaluation, there are 
many other forms of evidence such as clients’ views and experiences. The type of evidence 
needed to inform practice and policy is dependent on the particular question/issue.  
 
Evidence-based programme 
Programmes are considered evidence-based if there is good evidence from rigorous 
evaluations that they have a positive impact on the outcomes that they are designed to 
change.  
 
Evidence-informed practice 
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Evidence-informed practice can be defined as an approach that helps people and 
organisations make well-informed decisions by putting the best available evidence at the 
heart of practice development and service delivery. It involves integrating the best available 
research evidence with the professional judgement of practitioners and the experiences of 
service users.  
 
Fidelity 
The degree to which an innovation is delivered as intended by the organisation that 
originally developed it. In some cases the innovation needs to be adapted to fit the context 
in which it is being implemented. The aim is to find a balance between maintaining the key 
components of the innovation that will effect change (fidelity) and tailoring the innovation 
to local needs and contexts (adaptation). 
 
Focus group 
A group of people assembled to participate in a guided discussion about a particular topic. 
 
Formative Evaluation 
A type of evaluation one which can be ongoing and involves those involved in the process 
taking stock of progress as they go along. It can provide information on how a programme 
or service can be developed or improved. 
 
Goal 
A broad statement that describes the desired impact of a specific programme. 
 
Horizontal Evaluation 
An evaluation approach which involves self-assessment by service users/participants and 
external review by peers.  
 
Impact 
The long-term social, economic, civic and/or environmental consequences associated with 
the goals of the programme. Impacts may be positive, negative, or neutral, intended or 
unintended.  
 
Impact Evaluation 
A type of summative evaluation which asks what difference has a programme made.  
 
Indicator 
The specific, measurable information that is used to track success of an outcome.  
 
Innovation 
The refining of practice and programmes to improve outcomes.  
 
Inputs 
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Resources that go into a programme of work including staff time, materials, money, 
equipment, facilities, and volunteer time.  
 
 
Inter-agency working 
The working of agencies together in a planned and formal way. 
 
Likert Scale 
An approach to scaling responses for questionnaires/surveys, for example indicating 
agreement with a particular statement on a scale of 1-5.  
 
Literature review 
The process of reading, analysing, evaluating, and summarising literature and materials 
about a specific topic. 
 
Logic model 
A logic model is a pictorial representation that summarises the key components of an 
innovation in terms of what it is trying to achieve and what resources and activities are 
required to do this.  
 
Mixed Methods 
An approach to evaluation that involves both quantitative and qualitative methods of data 
collection and analysis.  
 
Monitoring 
Monitoring is a counting (or accounting) process with the assessment of whether agreed 
inputs have been made as per Service Level Agreements and whether key targets for service 
uptake have been achieved. 
 
Needs analysis 
The process of identifying and evaluating needs in a community or target population.   
 
Objectives 
Objectives are the practical activities that are carried out as part of a programme or service 
which contribute to the desired changes for the target group. 
 
Open Question 
A type of question in a questionnaire/survey that allows the respondent to answer in their 
own words.  
 
Organisational support 
Supportive organisational structures and climate are crucial in helping staff implement 
innovations. Organisational support means having systems, policies and procedures in place 
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within the organisation which align with the innovation and which inform assessment and 
decision-making.  
 
 
Outcome 
The results or changes a programme aims to achieve such as changes in knowledge, 
behaviours, practice, health, decision-making, or policies. Outcomes may be intended or 
unintended, and positive or negative. Outcomes fall along a continuum from immediate 
(initial; short-term) to intermediate (medium-term) to final outcomes (long-term), often 
synonymous with impact.   
 
Outcomes-Based Accountability 
Developed by Mark Friedman in the USA, this is a theoretical approach to planning 
programmes and services evaluating their performance and the progress they make in 
relation to the outcomes intended for the target group. 
 
Outcome Evaluation 
A type of evaluation which assesses if a programme or service is achieving the intended 
outcomes for the target group.  
 
Outputs 
Outputs are the activities, services and products which an organisation delivers to its users 
to achieve its outcomes.  
 
Participative Approach 
An approach to evaluation which involves the participation of service users and/or 
stakeholders in the planning and evaluation process. 
 
Peer Review 
A type of formative evaluation that involves another organisation examining a peer 
organisation, identifying strengths and weaknesses in how it does its work and providing 
recommendations.  
 
Pilot 
To test something out (for example a questionnaire) with a small group before it is used or 
implemented more widely.  
 
Prevention 
Prevention is stopping a problem from arising or preventing a situation from getting worse. 
 
Primary data 
Data that is collected and used for research purposes. 
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Protective factor 
A protective factor is something that is likely to decrease the chances that a particular event 
or outcome will occur. 
  
 
Quantitative  
A research approach that involves the collection and analysis of numerical data. 
 
Qualitative 
A research approach that involves the collection and analysis of non-numerical data and 
involves drawing interpretations from experiences and opinions.  
 
Randomised Controlled Trial 
A study in which people are allocated at random (by chance alone) to receive an 
intervention or programme and people receiving the intervention are compared to those 
who are not. 
 
Reflective practice 
A continuous cycle of observing, thinking about, and critically analysing one’s actions with 
the goal of improving one’s professional practice. 
 
Rigour 
A characteristic of evaluation studies that refers to the strength of the design's underlying 
logic and the confidence with which conclusions can be drawn. 
 
Risk factor 
A risk factor is something that’s likely to increase the chances that a particular event or 
outcome will occur. For example, smoking is a well-known risk factor for lung cancer. 
 
Secondary Data 
Data that has been already collected or compiled by someone else for example, journal 
articles and census data.  
 
Self-evaluation 
Self evaluation (also referred to as an internal evaluation) is when a programme or 
organisation uses its own staff, skills and resources to conduct an evaluation of its work.  
 
Social Return on Investment (SROI) 
A way to measure change being created by a service or organisation by measuring social, 
environmental and economic outcomes and using monetary values to represent them.  
 
Standardised Measures 
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Standardised measures are assessment tools developed to measure a particular set of 
behaviours and/or attitudes that have been rigorously tested for validity. 
 
Summative Evaluation 
A type of evaluation that occurs at the end of a programme or intervention or at an 
appropriate point in an ongoing programme, it is summing up what was achieved. 
 
Thematic analysis 
A method of analysis based on the identification of themes, often identified by a coding 
scheme.  
 
Theory of Change 
A planning tool which clarifies the various aims, objectives, inputs, ouputs and outcomes 
that a programme or intervention hopes to achieve and how these are conceptually and 
practically linked.  
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Appendices 
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Appendix 1: Examples of outcomes, indicators and measures 
Intervention Level Outcome Indicator 

Individual  
Outcomes 

Reduction in problematic 
drinking behaviour 

 Change in attitudes 

 Reduced levels of alcohol intake 

 Increased knowledge of harmful effects 

 Better coping/abstinence strategy 

 Later onset of drinking or prevention of 
future problems 

Clients have improved wellbeing  Improved psychological health 

 Improved physical health 

 Healthier lifestyle choices 

Improved social support  or 
functioning 

 Positive peer relationships 

 Increased self-esteem/self-confidence 

 Reduced anti-social behaviour 

Family Outcomes Better living circumstances in the 
family setting 

 Improved family interactions 

 Reduced homelessness 

Improved capacity for families to 
cope with negative consequences 
of drinking behaviour 

 Reduced family stress 

 Better family interactions 

 Improved quality of life for the family 

 Better familial coping strategies 

Safer home environment  Less violence in the home 

 Better parental supervision 

 Improved help-seeking behaviour  Families better able to recognise 
problems 

 Increased knowledge of the services 
available 

 Active help-seeking behaviour 

 Better engagement with services 

Outcomes in Work  More supportive working 
environment for those with 
drinking problems 

 Increased support for the employee 

 Better identification of problems 

 Better provision of information 

Improved employability  Development of relevant employment 
related skills 

Outcomes for 
Services 

More effective services for 
people affected by drink related 
problems 
 
Better identification of alcohol 
related issues by professionals 

 Better professional awareness of 
symptoms 

 Better understanding of client need 

Better responses to identified 
issues 

 More appropriate referrals (e.g. more 
efficient/earlier/more appropriate) 

 More appropriate signposting to other 
services 

 Better information sharing 

Improved treatment provision  Better trained staff 

 Better engagement with client 
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Better connectivity in service 
provision 

 Better feedback/connectivity between 
client and services 

 Better feedback /connectivity between 
services 

 Better feedback/connectivity between 
organisations and services 

 Professional capacity building 

Community 
Outcomes 

Increased and improved 
community capacity to promote 
well-being 

 Creation or improvement of active 
community groups 

 Increased opportunities for activities for 
community members, e.g. volunteering 

 More effective community activity, e.g. 
mutual aid and autonomous services 

 Improvement in conditions in the locality 

More effective local services  Better informed and improved planning  

 Increased capacity of agencies, 
authorities, and professions to engage 
with communities 

 Improved delivery of public services 

 Increased resources for the community 
sector 
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Appendix 2: Data gathering tools 
 
Tool 1: Data Gathering and Analysis Plan 
Purpose of the 
Question 

Measure Source of 
Information 
 

When 
collected? 

How collected? Who will this 
information be 
useful to? 

 
 
 

     

 
 
 

     

 
Tool 2: Reviewing Information/Data Needs 
Who needs 
feedback? 
 

What information 
do they need? 

When do they need 
the information? 

In what format do they 
need the information? 

Existing info 

 
 
 

    

 
 
 

    

 
 
Tool 3: Reviewing your Existing Information Gathering/Analysis 
Name of activity  

What is the current purpose of this 
information gathering? 

 
 

How and when is information recorded?  

How and when is the information 
analysed? 

 
 

What are the current Strengths?  

What are the current Weaknesses?  

What changes need to be made? 
 Discontinue 
 Keep the same 
 Amend 
 Replace 

 

 

 

 

 

What training/support will be needed?  
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Appendix 3: Evaluation contracts checklist 
 
Evaluation contracts checklist (adapted from Stufflebeam and Shinkfield, 2008, p547-549) 
 This checklist was designed to help evaluators and clients identify key contractual issues and make and record 
their agreements for conducting an evaluation. Check each item that is important. Write NA for each item that 
is not applicable. Leave blank any item that is important but not agreed to.  

 
Basic considerations  
_____ Object of the evaluation, for example, a program  
_____ Purpose of the evaluation  
_____ Client  
_____ Other right-to-know audiences  
_____ Authorised evaluators  
_____ Guiding values and criteria  
_____ Standards for judging the evaluation  
_____ Contractual questions  
 
Information  
_____ Required information  
_____ Data collection procedures  
_____ Information sources  
_____ Respondent selection criteria and process  
_____ Provisions to obtain needed permissions to collect data  
_____ Follow-up procedures to ensure adequate information  
_____ Provisions for ensuring the quality of obtained information  
_____ Provisions to store and maintain security of collected information  
 
Analysis  
_____ Procedures for analysing quantitative information  
_____ Procedures for analysing qualitative information  
 
Synthesis  
_____ Participants in the process to reach conclusions  
_____ Procedures and guidelines for synthesising findings and reaching conclusions  
_____ Decisions on whether evaluation reports should include recommendations  
 
Reports  
_____ Deliverables and due dates  
_____ Interim report formats, content, length, audiences and methods of delivery  
_____ Final report format, content, length, audiences and methods of delivery  
_____ Restrictions and permissions to publish information from or based on the evaluation  
 
Reporting safeguards  
_____ Anonymity, confidentiality  
_____ Pre-release review of reports  
_____ Conditions for participating in pre-release reviews  
_____ Rebuttal by evaluees  
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_____ Editorial authority  
_____ Final authority to release reports  
 
Protocol  
_____ Contact persons  
_____ Rules for contacting program personnel  
_____ Communication channels and assistance  
 
Evaluation management  
_____ Timeline for evaluation work of client and evaluators  
_____ Assignment of evaluation responsibilities  
 
Client responsibilities  
_____ Access to information  
_____ Services  
_____ Personnel  
_____ Information  
_____ Facilities  
_____ Equipment  
_____ Materials  
_____ Transportation assistance  
_____ Work space  
 
Evaluation budget  
_____ Fixed price, cost reimbursement, cost plus  
_____ Payment amounts and dates  
_____ Conditions for payment, including delivery of required reports  
_____ Budget limits or restrictions  
_____ Agreed-on indirect and overhead rates  
_____ Contracts for budgetary matters  
 
Review and control of the Evaluation  
_____ Contract amendment and cancellation provisions  
_____ Provisions for periodic reviews, modification and renegotiation of the design as needed  
_____ Provision for evaluating the evaluation against professional standards of sound evaluation  
 
 
Preparer _________________________ Date ______________________________ 
 

 


