
Evaluation Toolkit – Examples of tools to use

The evaluation toolkit has been designed for project managers, staff and volunteers at projects funded by the Big Lottery Fund's Reaching Communities programmes in England and Northern Ireland. It will help you understand how to evaluate your project and how this will contribute to the overall evaluation of the programmes that ECOTEC is doing. We hope this toolkit will encourage you to consider self-evaluation as something that can be integrated into the activities you are already doing. 

The toolkit is accompanied by several examples of evaluation tools which you can use and adapt to suit your own evaluation. We have provided examples of a survey, a soft outcomes survey, a topic guide, a diary and an example of how to analyse your research findings.

More advice on this toolkit is available through an email support service (reaching.communities@ecotec.com) and through the evaluation website (www.reachingcommunities.org). 

Examples of tools to use: Topic guide

To help you get started, here are some examples of evaluation tools.  Here is an example of a topic guide for using in focus groups or group discussions, or in in-depth interviews with individuals.
Topic guide example
A topic guide for a focus group might look like this. Note that you can use the same types of questions for individual interviews.

My name is…………and I am doing some work for [insert name of project]. I am trying to find out how well [insert name of project] is working. 

This is one X focus groups with project beneficiaries. Today's focus group will discuss:

· why you joined [insert name of project];

· what you do here, and how you are finding it so far;

· what you have learnt, and how this will help you; and

· how you think it could be improved. 

The focus group is confidential, which means I will keep what you say private and will not use your names in the report. That means you can be honest and tell me what you really think! Does anyone have any questions before we start? 

1 When did you start coming to [insert name of project]? How did you find out about it? Why did you join? What attracted you? 

2 What sorts of problems/concerns did you have when you started? How did the centre find out about these issues?

3 Who helps you at the day centre? What do they do?  How does this work in practice? 

4 How does the day centre link with other agencies? Do you know how different partners work together?

5 How does the day centre help you…?

· How does it help you find out relevant sources of information? 

· What support is available to help you with specific needs? 

· How do you use the information you receive?

6 How else has the centre helped you? Prompt: softer outcomes; e.g. increased self-esteem; increased independence…

7 Would you say the centre meets your needs? If so how, and if not why not?

8 Roughly how many people go to the centre at any one time? Do you know anyone who came along but did not find it useful? Why do you think they decided not to bother coming back? 

9 Has anyone ever asked you what you think about the centre before now? Have you completed an evaluation/feedback form?

10 What is the best thing about the centre and why? 

11 What do you dislike? How would you improve the centre? Or the way that support is delivered? 

12 What will you do next? What are your plans for the future? 

13 Is there anything else you would like to tell me about the centre?

Thank you for your time. 
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