Evaluation Planning

Clarifying the Question
	1. Specify the general framework

· What are the goals and contents of the project / program?

· Who makes up the target group of the project / program? How many people does the target group comprise?

· Which phase is the project / program in? 

· What should be evaluated? What is the object of the evaluation? 

· Within what period of time should the evaluation be performed? 

· With what resources (people, funds) should the evaluation be performed?
	

	
	

	2. Identify stakeholders and their respective interests

· Who has what interest in the evaluation? Who is the sponsor of the evaluation? Who makes decisions (in this regard)?

· Who wants to use the results of the evaluation in which ways? Should evaluation results be used as feedback for improvements during the project process (formative evaluation)? Should evaluation results be treated as a final project assessment (summative evaluation)?
· Who should be informed when regarding the results of the evaluation?
	

	
	

	3.Determine the focus of the evaluation
· Which information could/should the evaluation produce?

· Which level(s) should the evaluation refer to? (cf. evaluation levels)
· Which questions could/should the questions answer? 
	

	
	

	4. Analyse existing information and data 
· Are there information and/or data (such as project or evaluation reports) already available which should be considered?
· Could these information or data be used to answer the evaluation question partly or completely?
	

	
	

	5. Set priorities

· Which questions should the evaluation focus on – if the resources are limited -? 
· Which information that the evaluation should deliver is indispensable?

· Which information is less important (nice to have)?
	


Planning the performance

	6. Select methods and instruments

· Which methods are appropriate to answer the evaluation question(s)? 

· Are there instruments for data collection already available? If yes, which ones? (cf. evaluation instruments)
	

	
	

	7. Define sample and study design

· Who should be surveyed / interviewed / observed?

· Should all participants be surveyed or only a fraction?

· Should there be repeated measurement (before-after-surveys or repeated data collection) or is a one-off survey enough? 
	

	
	

	8. Plan the analysis of the data
· Is a descriptive analysis (means, distributions, etc.) possible and meaningful? 

· Do coding schemes (e.g. category systems) have to be developed? 
· Which tools (e.g. Excel, SPSS) are needed for data analysis?
	

	
	

	9. Resources and Time table
· When you consider the results of previous planning steps: which resources (people, funds) will the evaluation presumably need? 

· When should each step of the evaluation be performed (preparation / development of the data collection instruments, data collection, data analysis, reporting of the results)? 

· How could the evaluation process be connected to the project process optimally?
	

	
	

	10. Plan the evaluation report / feedback mechanisms

· When do the stakeholders need which information?

· Who receives the evaluation report and how should it be structured?
	


