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Evaluation Report Template
This template provides a broad picture of what you might want to include in your report and how you might wish to structure it.  The sections which follow provide some general advice, it is important to remember that your evaluation and your project may not fit this exactly.  You may not need to include all sections, and you will need to adapt it to the needs of your evaluation. You may only need to write a paragraph or couple of pages for each section, an evaluation report does not need to be too lengthy, but should include all your key information and evidence. 
1.0 Summary

This first section of the report should provide a brief (for example 500 words or 1-2 sides) summary of the entire report.  An easy way to do this is to go through your completed report highlighting key points from each section and then put them all together to provide your summary.  The summary should provide a picture of what is going to be said in the report as well as the findings and conclusions you draw.  
2.0 Introduction

Here you should introduce what is coming in the report.  It is useful to briefly say why it has been written and then talk the reader through the different sections which are to follow.  For example, the following type of structure could be used and adapted with extra information at each stage for your individual project: 

"This report will set the context for the evaluation through a discussion of the key aims, objectives and background to the project, it will then move on to discuss the methods applied during the research process of the evaluation.  The report will present the key findings from the research and evaluation and will then make some conclusions and recommendations for the future."

2.1  Evaluation Aims and Objectives
Set out the key aims which you wish to achieve from the evaluation.  This can be worded in a number of ways, you could say you are going to establish whether something has been achieved, measure the extent to which something has been achieved or ask a question about whether the outcomes you originally set have been achieved.  For example:
· The key aim of this evaluation is to establish whether this project has achieved / to what extent it has achieved its outcomes to…….
Or

· Has the / to what extent has the project achieved the following objectives…..
Some ideas of additional questions might include:

· Has the project successfully involved beneficiaries?

· Was the project cost-effective?
· Was the project sustainable? In what ways?

2.2 Methods 
It can be useful, both for the reader and for you in the research and evaluation process to allocate methods to the specific questions which you are measuring or assessing.  It is good practice to provide some information about each of the methods you adopted and how you approached using them.  For example for each method you could discuss:

· Why you chose the method (e.g. survey, interviews, diaries, soft outcome survey etc)
· What the method entailed i.e. the practicalities of doing the research

· How you sampled participants (how you selected them to take part)
· How you approached participants
· How you addressed ethical issues such as requesting permission from participants, and ensuring that all the results were kept anonymous.  If you set out some key points about ethics which you agreed to at the start of your research, this is the opportunity to set these out as well.

In addition, you may wish to include an example of say a blank questionnaire, or a topic guide you used in the appendix for reference.
3.0 Background and Context

Most of the information which you might want to include in this section will be derived from your original application and the documents produced in the early stages of the project. Broadly speaking, this section should cover why the project was needed, what needs your project has met, and why the project was designed the way that it was.
3.1 Objectives of the Project

In this section set out the key objectives and outcomes which the project has set out to achieve.  These should be the same as or similar to those in your application for Reaching Communities funding.  If these are different from those established at the beginning of the project you can explain this in section 3.4 below.  

It is important at this stage that you make the objectives which have been set clear, so that it will be clear throughout the rest of the evaluation how you have measured progress against these objectives. 
3.2 Stakeholders
Briefly list or give some indication of the stakeholders you have worked with during the project and or the evaluation.  This will include for example, referral partners, training providers (if it is an education project) or police officers (if it is a community safety project). 
3.3 Beneficiaries

Discuss briefly the target group of beneficiaries that your project has worked with.  You could outline quickly why they were targeted such as the criteria which were set and how they were identified. You could also include details of how you involved your beneficiaries, (e.g. through a user panel or something similar).
3.4 The project journey

Here you could provide yourself with an opportunity to explain how and why any of the above points have changed during the project.  For example, you may have realised that some of the early objectives set were unrealistic, or that you had to widen your base of beneficiaries / or even reduce the number of beneficiaries in order to maximise the impact of the project.  The project may have experienced difficulties working with certain partners and this may account for a change in project direction.

3.5 Baseline

If you established a baseline of evidence early on in your project, you may want to make reference to this here, it can then be referred to when you are discussing recent findings [you may only wish to include this section if you are not going to include the following section about secondary sources].
4.0 Secondary Sources

If you have collated secondary information at the beginning, or during the course of your project you may wish to include some of this here [this will depend on the type and size of your project and the size and complexity of the evaluation you wish to undertake].

It is probably best to keep this section fairly brief so as not to detract from the new information which you have collected.  However, it can be useful in setting the scene for the evaluation and can ensure that you do not duplicate your efforts.  Much of this information you probably already have.  Examples of what you might want to include in this section:

· Management information and monitoring data 
· Local policy or strategy documents which are relevant to your project
· Feedback forms which have been completed during the course of the project, i.e. those not specifically designed for this evaluation

· Information obtained from beneficiaries during the course of the project, for example registration information [it is important to remember that whilst this information can be useful it may have been given to you in confidence and it is vital that all information is made anonymous].
· Socio-economic data about your target area or target group

· Any previous findings from other evaluations, other projects, academic research or government/public publications.
5.0 Key Findings

This is the opportunity to present the information which you have collected from your research. Your findings can be structured in a number of ways depending on how you framed the aims of your evaluation. Overall it is worth thinking this section through carefully and taking an approach which will present your findings most efficiently to minimise repetition.
· It could be structured by methodology – i.e.  presenting the results from each of the methods applied (this may be best if each method only set out to answer one question or measure one objective)
· It could be structured according to the aims of the evaluation, thematically, with a section for each of the questions you set and then with the findings set out below.  By taking this thematic approach it often avoids the potential repetition which can occur if structured by method.
For example:

5.1 [image: image2.emf]Confidence as result of attending project

Yes a lot, 29

Yes a bit, 19

Not at all, 4

Findings to support evaluation objective 1
5.2 Findings to support evaluation objective 2
If you carried out focus groups, you may wish to present the findings under the key headings which you set out in your topic guides.
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Findings to support evaluation objective 3

It can be beneficial to include tables and graphs to demonstrate the information which you have gathered, and also to break the text up, so that it maintains the reader's interest.  This is a particularly useful way of presenting data from questionnaires or surveys which can be difficult and repetitive to describe as continuous text.
6.0 Conclusions & Discussion
You should be able to return in this section to the structure set out by the aims of your evaluation, therefore demonstrating that your research has addressed each of these and that you can clearly measure your performance against what you set out to achieve.
6.1 Conclusions
Initially you could include a quick summary of your overall conclusions to provide a picture of your findings. You could then structure what follows around the aims and objectives you set for the project / or evaluation.
"Overall the project has proven to be a success, we have achieved two out of the three objectives we originally set for ourselves and have also observed some unintended outcomes.."
6.1.1 Aim / Objective 1

Summarise here what your key findings told you about the first objective you set out in the introduction.

6.1.2 Aim / Objective 2
Summarise here what your key findings told you about the second objective you set out in the introduction.
6.1.3 Aim / Objective 3
Summarise here what your key findings told you about the third objective you set out in the introduction.
6.1.4 Unintended outcomes

This is an opportunity [if relevant]  to flag up anything you found out which was unexpected or does not fit into the aims or objectives which you originally set.
6.2 Discussion

In this section you can take some of the conclusions you made further in order to expand on them and maybe draw some implications.  For example you could attempt to answer some questions like:

· Having established your outcomes can they be sustained or continued?

· Have you been able to identify any examples of effective, good or best practice?
· What worked and what didn't work in meeting the objectives?
7.0 Recommendations or Lessons Learnt
Here you can use your conclusions and the outcomes from your discussion to draw together some recommendations or lessons learnt.  These can be recommendations for your project in the future [if it is going to continue] or for other projects which will either receive similar funding, target similar groups or be working in the same geographical or subject area.
8.0 Appendices

In the appendix you can include a range of information for the purposes of informing the report or in order to clarify any parts of the report which may be unclear, or which a reader may want to follow up in more detail.  

For example, you could have selected a graph to put into the text of your report to demonstrate key findings, but may have only mentioned some of the other general trends.  Therefore you could put the original tables displaying your findings into the report as an appendix so that anyone with a particular interest in the data can see the detail behind these trends.

One of the main advantages to including information here, is that you can reference it within the text [for example, "please see appendix 1 on page 20"] and therefore make the reader aware of something without having to provide a wordy discussion about something which whilst relevant may detract from the overall report.  You may therefore find it beneficial to include some information such as your original application to Big Lottery, or an interim report which you may have produced.













Case Study 1





You might be able to include some case studies to present findings from specific parts of your methodology.  For example if you have used a diary method, or some other means of measuring peoples experiences or views during the project,  you could present the story or journey of one of your beneficiaries briefly here. [remember to ensure that all findings you present are made completely anonymous].





For example: " One participant felt  that during the course of the project they have learnt new ways to interact with different types of people and they experienced an increase in their personal confidence.  The project has helped them to build upon this and the individual has now secured long term employment"
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