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Unit 1: Getting ready 
Section Page Desired outcomes  Activities  Page Materials needed   

Let it all out…  3 Slide 2 
Handout-1 My Magical Evaluation Tool  
Poster paper, marker 

Understanding  5
perspectives about 
evaluation? 

Four signs that read:  Strongly Agree, Agree, 
Disagree, Strongly Disagree 

Clothesline or masking tape 

1A: Fear and  3 
loathing 

Individuals will…  
• increase their understanding of different 

perspectives and their own attitudes 
about evaluation. 

• increase their understanding of common 
challenges and barriers in evaluating 
outcomes.   

• unleash their anxieties and emotions 
about evaluating outcomes. 

Common 6
sentiments about 
evaluation 

Handout-2 Common sentiment 
Note cards 

Defining 7
evaluation 

Slides 3-5 
Paper 
Poster paper, markers 

1B: Clarifying  7 
language: 
Evaluation, 
outcomes 

Individuals will…  
• increase their understanding of common 

terms used in evaluation. 
• be able to define evaluation, outcomes, 

other key terms. 
Defining  8

outcomes 
Slides 6-10 
Paper 
6x9’’ index cards, markers 

Why evaluate? 10 Handout-3 Why am I evaluating? 
Slides 11, 12 
Paper 
Poster paper, markers 

1C: Exploring  10 
motives and 
benefits of 
evaluation 

Individuals will…  
• better understand motives for engaging 

in evaluation. 
• increase their understanding about the 

benefits/value of evaluation. What’s in it 12
for me (WIIFM)?  

Handout-4 Assessing the benefits of 
evaluation 

Poster paper, marker SAMPLE
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Assessing  13
your organization’s 
readiness for 
evaluating 
outcomes 

Handout-5 Tool: Assessing your 
organization’s readiness for evaluating 
outcomes 

Handout-6 Tool: Getting ready  
Handout-7 Readiness action plan  
Slides 13-20 
Poster paper, markers 

1D: Assessing  13 
organizational 
readiness for 
evaluating 
outcomes 

Individuals will…  
• increase their understanding of the 

factors that influence success in outcome 
evaluation. 

• increase their understanding of their own 
organization’s readiness. 

• increase their understanding of the 
organizational barriers that exist when 
engaging in evaluation. Barriers and  15

facilitators to 
evaluation   

Handout-8 Barriers and facilitators to 
evaluation 

Slides 20, 21  
Poster paper, markers 

1E: The outcome  17 
management 
group 

Individuals will…  
• increase their knowledge about what is 

involved in managing an outcome 
management system. 

• begin developing a plan for establishing 
an outcome management work group, if 
appropriate. 

Developing  17
an outcome 
management work 
group 

Handout-9 Developing an outcome work 
group 

Handout-10 Outcome management work 
group action plan 
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Unit 2: Developing an evaluation plan 
Section Page Desired outcomes  Activities  Page Materials needed   

Key steps in  4
planning an 
evaluation 

Publication Planning a program evaluation 
(G3658-1) 

Publication Planning a program evaluation: 
Worksheet (G3658-1W) 

Slides 3-11 
Poster paper, markers 

Practice:  6
Create your own 
evaluation plan 

Publication Planning a program evaluation: 
Worksheet (G3658-1W)  

Handout-1 Evaluation planning – Next steps 

2A: Planning your  4 
evaluation to 
measure outcomes 

Individuals will… 
• increase their understanding of how to 

develop an evaluation plan. 
• increase their knowledge of the steps 

involved in planning and conducting an 
evaluation. 

Common 8
challenges with 
evaluation planning

Handout-2 Common challenges with 
evaluation planning 

2B: Protecting  9 
human subjects 

Individuals will…  
• increase their understanding of the 

meaning of human subjects protection. 
• have a plan for addressing human 

subjects protection in their own 
evaluation. 

Protecting the 9
rights of 
participants 

Handout-3 What is Human Subjects 
Protection? 

Handout-6 Case scenarios – What should we 
do? 

Handout-8 Worksheet: Our plan for human 
subjects protection 

Slide 12 
Poster paper, markers 

What is culturally 12
 competent 
evaluation? 

Slide 13 
Poster paper, markers 
Creative materials – colored paper, colored 

pencils, clay, paints, etc. 

2C: Cultural  11 
competence in 
evaluation 

Individuals will…   
• increase their understanding of the 

influence of culture on evaluation. 
• increase their ability to design and 

implement evaluations that are culturally 
appropriate. 

Practicing cultural  13
competence in 
evaluation 

Handout-9 Cultural considerations 
Handout-10 Ways to make your evaluations 

more culturally sensitive 
Handout-11 Cultural characteristics 
Poster paper, markers 
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Section Page Desired outcomes  Activities  Page Materials needed   

Program  15
evaluation 
standards 

 

Handout-12 The Program Evaluation 
Standards 

Handout-14 Ways to Improve the Quality of 
Your Program Evaluations (Quick Tip #9)

Handout-16 Case scenarios – Ethical 
dilemmas  

Poster paper, markers 
Slide 14 

Guiding  17
principles for 
evaluators 

Handout-18 Guiding principles for evaluators 
Slide 15 
Poster paper, markers 

2D: How “good”  15 
is your 
evaluation? 

Individuals will… 
• increase their understanding of the 

professional standards that guide the 
practice of evaluation. 

• increase their knowledge about the five 
guiding principles for evaluators. 

• increase their ability to check their own 
evaluation plans to ensure quality work. 

Checking your  19
evaluation plan 

Handout-19 Checklist – How good is our 
evaluation? 

Handout-14 Ways to improve the quality of 
your program evaluations (Quick Tip #9) 

Handout-20 Checklist – Checking against the 
standards 

Copies of individuals’ evaluation plans 
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Unit 3: Engaging stakeholders 
Section Page Desired outcomes  Activities  Page Materials needed   

3A: Who are the  3 
evaluation 
stakeholders –  
the users? 

 

Individuals will…  
• increase their understanding of why it is 

important to involve stakeholders. 
 

Who are the  3 
evaluation 
stakeholders? 

Handout-1 Who are your evaluation 
stakeholders? 

Handout-2 Worksheet: Engaging stakeholders 
Slides 1-10 
Poster paper, markers 
Sticky notes 
5-6 different hats 

3B: How might 7 
 evaluation 
stakeholders be 
involved? 

Individuals will…  
• increase their understanding of ways that 

stakeholders can be involved in 
evaluating outcomes. 

• increase their understanding of 
“meaningful” involvement. 

Ways to involve 7 
stakeholders 

Handout-2 Worksheet: Engaging stakeholders 
(continue from previous activity) 

Slides 11, 12 
Poster paper, markers 
A fun prize to give away 

3C: How can you 9 
 encourage 
stakeholder 
participation in 
evaluation? 

Individuals will…  
• increase their ability to get stakeholders 

involved in the evaluation. 
 

Ways to encourage 9 
stakeholder 
participation 

Handout-2 Worksheet: Engaging stakeholders 
(continue from previous activity) 

Poster paper, markers 
Slides 13, 14 
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Unit 4: Focusing the evaluation 
Section Page Desired outcomes  Activities  Page Materials needed   

4A: Describing the  4 
program to be 
evaluated  

Individuals will…  
• increase their ability to clearly describe 

their program as a prerequisite for 
evaluating it.  

• increase their understanding of how a 
logic model helps in focusing an 
evaluation.  

Describe your  4 
program 

Handout-1 What’s included in a program 
description? 

Handout-2 Worksheet – Describe your 
program 

Handout-3 Logic model worksheet 
Slides 6-8 
Poster paper, markers 

4B: Determining  6 
purpose 

Individuals will…  
• be able to articulate a clear purpose for 

their evaluation as the foundation for 
ensuring a useful evaluation. 

 

So, why are you  6 
evaluating? 

Handout-4 What is your purpose for 
evaluating? 

Handout-5 Evaluation purpose statements 
Slides 9-11 
Card stock paper 
Markers 
5-6 different hats 

Who wants to 8 
know what? 

Handout-6 Who wants to know what? 
Handout-7 Sample key evaluation questions 
Handout-8 Sample evaluation questions 
Handout-9 Relevant participant and program 

characteristics affecting outcomes 
Slides 12-14 

4C: Identifying  8 
key evaluation 
questions 

Individuals will…  
• increase their ability to guide the 

evaluation by identifying meaningful 
questions that are based on the evaluation 
purpose and the information users. 

• increase their ability to prioritize 
questions to meet their resource 
constraints. Using a logic 11 

model to identify 
evaluation 
questions 

 

Handout-10 Example: A parent education 
program logic model 

Handout-11 Example: Questions for a parent 
education program 

Large sticky notes, markers 
Poster paper 
Slides 15-18 
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Prioritizing 13 
questions 

Handout-12 Prioritize evaluation questions 
Poster paper, markers 

What are 14 
indicators? 

Handout-13 Examples of indicators 
Handout-14 Frequently asked questions about 

indicators 
Slides 19-31 
Poster paper, markers 
Articles from a local newspaper that include 

examples of indicators 
More indicator 16 

practice – link to 
key questions 

Handout-15 Indicator practice 
Handout-16 Indicators for parent education 

program 

4D: Identify  14 
indicators 

 

Individuals will…  
• increase their knowledge about indicators 

and their use in outcome evaluation. 
• be more confident in their ability to 

select appropriate indicators. 
• be able to identify indicators for their 

own program evaluation. 

Indicators for your  17 
own program 

Handout-17 Indicator criteria 
Handout-18 Indicator review worksheet 

4E: Choosing an  20 
evaluation design 

Individuals will…  
• increase their understanding of 

evaluation design. 
• increase their knowledge of different 

types of evaluation designs: 
experimental, quasi-experimental, and 
non-experimental. 

• increase their ability to choose a design 
appropriate for their program, purpose, 
and context. 

What is 20 
“evaluation 
design”? 

Handout-19 Evaluation designs 
Slides 32, 33 
Poster paper, markers 
Whistle or other noisemaker 
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Unit 5: Collecting data 
Section Page Desired outcomes  Activities  Page Materials needed   

5A: Sources of  5 
evaluation 
information 

Individuals will… 
• be able to list several key information 

sources for a program of choice. 
• understand why multiple sources are 

preferred. 

Where can you get  5
the information  
we need? 

Handout-1 Sources of Evaluation Information 
(Quick Tips 11) 

Slide 3 
Poster paper, markers 

Differences between  7
quantitative and 
qualitative methods 

Handout-2 Quantitative and qualitative 
scenarios 

Handout-3 Methods for collecting information 
(Quick Tip #8) 

Slides 4-6 
Poster paper, markers 

Using “mixed  9
methods” 

An overview of quantitative and qualitative 
data collection methods  

Slide 7 
Poster paper, marker 

5B: Quantitative 7  
and qualitative 
methods 

Individuals will… 
• increase their understanding of 

quantitative and qualitative methods 
and the relative merits of each. 

• increase their understanding of mixed-
methods as a way to minimize the 
weaknesses of a single method. 

• increase their understanding of  
reliability and validity relative to 
quantitative and qualitative methods. 

Reliability and  10
validity 

Building evaluation capacity: 72 activities for 
teaching and training 

Slides 8, 9 
5C: Choosing  11 

methods 
Individuals will… 
• increase their understanding of the 

range of data collection methods. 
• better match data collection methods 

with evaluation questions to be 
answered. 

• increase their understanding of the 
advantages and disadvantages of 
different methods. 

Which method or  11
methods should you 
use? 

Handout-3 Methods for collecting information 
(Quick Tip #8) 

Handout-4 Advantages and challenges of data 
collection methods 

Handout-5 Case scenarios – Choosing data 
collection methods 

Slides 10-17 
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Using a data  13
collection plan 

Handout-6 Worksheet – Data collection plan 
Handout-7 Parent education data collection 

plan 
Handout-8 Smoke-free worksites data 

collection plan 
5D: Culturally  14 

appropriate 
methods 

Individuals will… 
• increase their knowledge of cultural 

aspects to consider when selecting 
data collection methods. 

• increase their ability to select 
culturally responsive and appropriate 
methods.  

Being culturally  14
sensitive 

Handout-10 Case scenario – Cross-cultural 
data collection 

Slides 18-24 
Poster paper, marker 
Bright colored card stock (1 sheet per person) 

5E: Focus groups 17 Individuals will… 
• increase their knowledge of focus 

groups as a data collection method. 
• increase their understanding of the 

steps and processes involved in 
conducting a focus group.  

Focus group basics 17 Handout-11 Focus group interviews (Quick 
Tip #5) 

Slides 25, 26 
Poster paper, markers 
Ball 

Implementing a  20
survey 

Publication Collecting evaluation data: 
Surveys (G3658-10) 

Slides 27-29 
Poster paper, markers 

5F: Surveys 20 Individuals will… 
• increase their knowledge of when to 

use a survey. 
• increase their skills in conducting a 

high quality survey. 
• increase their understanding of 

response rate and ways to increase 
survey response rate. 

What about response  23
rate? 

Handout-13 Calculating response rate 
Handout-14 How to get a respectable 

response rate (Quick Tip #1) 
Handout-15 What you should do if you 

haven’t gotten a respectable response rate 
(Quick Tip #2) 

Slides 30-35 
Poster paper, markers 
Whistle or other noisemaker 
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5G: Document  25 
review 

Individuals will… 
• increase their understanding of how 

documents and existing records can 
be used in data collection. 

Using document  25
review in data 
collection  

Slides 36-39 
Poster paper, markers 

Ins and outs of  27
observation 

Publication Collecting evaluation data: 
Direct observation (G3658-5) 

Slides 40-58 
Poster paper, markers 
Whistle or other noisemaker 

5H: Observation 27 Individuals will… 
• increase their understanding of when 

and how to use observation as a data 
collection method. 

• increase their ability to collect 
observational data. Practice using 29

 observation  
Publication Collecting evaluation data: 

Direct observation (G3658-5) 
Handout-16 Observation scenarios 
Handout-17 Instructional skills observation 

checklist 
Poster paper, markers 

Ins and outs of  33
interviewing 

Poster paper, markers 
Whistle or other noisemaker 
Slides 59-69 

5I: Interviews 33 Individuals will… 
• increase their understanding of 

interviewing as an evaluation data 
collection method and get tips for 
effective interviewing. 

• increase their ability to conduct 
effective interviews. 

Practice interviewing 35 Poster paper, markers 
Whistle or other noisemaker 

5J:  37 
End-of-session 
questionnaires, 
including 
retrospective post-
then-pre method 

Individuals will… 
• increase their knowledge of 

information that can be collected at 
the end of a session. 

• increase their ability to create useful 
end-of-session questionnaires. 

• increase their ability to use the 
retrospective post-then-pre method 
appropriately. 

Ins and outs of end- 37
of-session 
questionnaires 

Publication Collecting evaluation data: End-
of-session questionnaires (G3658-11)  

Poster paper, markers 
Colored pencils 
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Ins and outs of  38
retrospective post-
then-pre method 

Handout-18 Using the retrospective post-
then-pre design (Quick Tip #27) 

Handout-20 Designing a retrospective post-
then-pre question (Quick Tip #28) 

Handout-22 When to use the retrospective 
post-then-pre design (Quick Tip #29) 

Handout-23 Analysis of retrospective post-
then-pre data (Quick Tip #30) 

Poster paper, markers, colored pencils 
Using creative  40

expression, stories, 
journals, case study 
and other data 
collection methods 

Handout-25 Other ways to collect evaluation 
data 

Poster paper, markers 

5K: Other  40 
methods for 
collecting data 

Individuals will… 
• be more familiar with a variety of 

ways to collect evaluative data. 
• increase their knowledge about how 

and when to use alternative methods. 
Using group methods  41

in data collection 
Handout-28 Group assessment techniques for 

collecting data 
Poster paper, markers 

Getting ready to 44
create a questionnaire 

Handout-30 Steps to creating a good 
questionnaire 

Slides 70-90 

5L: Questionnaire  44 
design 

Individuals will… 
• increase their ability to develop a 

useful questionnaire. 
• increase their ability to word 

questions to capture the information 
they want. 

• understand the pros and cons of using 
different types of questions. 

• increase their ability to word 
responses appropriately. 

• identify ways to improve the 
format/design of a questionnaire. 

Types of  questions:  46
Comparing open and 
close-ended questions 

Publication Questionnaire design: Asking 
questions with a purpose (G3658-2) 

4’’x6’’ inch plain index cards, colored 
markers (fine point) 

Slides 91-99 SAMPLE
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Wording the question 47 Publication Questionnaire design: Asking 
questions with a purpose (G3658-2) 

Handout-31 What’s wrong with these 
questions? 

Handout-35 Checklist: Avoiding common 
problems in question wording 

Colored card stock, pens, markers 
Slides 100-116 

Wording the answer 49 Handout-36 Response options – Primer 
Handout-37 Rating Scales 
Slides 117-124 

Formatting the  50
questionnaire 

2-4 sample questionnaires provided by you or 
other individuals 

Slides 125-131 
Questionnaire design  51

– Practice  
2 to 4 questionnaires from the group, or 

provided examples 
Pre-testing the  52

questionnaire 
Handout-39 Pilot test your questionnaire 
Slides 133-137 
Poster paper, markers 

5M: Timing of 54  
data collection 

Individuals will… 
• increase their understanding of the 

different times that data can be 
collected, not just “after” a program. 

• increase their ability to plan for and 
schedule data collection consistent 
with the evaluation questions they 
want answered. 

• increase their understanding of the 
relationship between timing of data 
collection and ability to answer their 
evaluation questions. 

When do we collect  54
the data? 

Slide 143 
Poster paper, markers 

SAMPLE
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5N: Cover letters 56 Individuals will… 
• increase their knowledge of the 

critical information that needs to be 
included in a cover letter. 

• increase their ability to write a quality 
cover message for any type of data 
collection effort. 

Writing a cover letter 56 2-4 sample cover letters provided by you or 
other individuals 

Handout-40 Cover letter exercise 
Slides 139-142 

The basics of  58
sampling 

Publication Sampling (G3658-3)  
Handout-41 Choosing a sample – Scenarios 
Slides 143-146 
Poster paper, markers 

Random samples 60 Poster paper, markers 
Whistle or noisemaker 

Sample size – How  61
many do I need in my 
sample? 

Handout-42 Sample size 
5x7 index cards 

5O: Sampling 58 Individuals will… 
• increase their knowledge of the 

difference between probability and 
nonprobability sampling. 

• increase their knowledge of how 
sampling decisions can affect their 
evaluation. 

• be able to determine the appropriate 
sampling method given an 
evaluation’s purpose and key 
questions. Bias in sampling 63 Handout-44 What is sampling bias? 

Handout Problem samples from Activity 38: 
Sampling with bias in Preskill & Russ-Eft 
(2005) 

Poster paper, markers 
 SAMPLE
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Unit 6: Analyzing and interpreting data  
Section Page Desired outcomes  Activities  Page Materials needed   

   Handout-1 Data analysis glossary 
6A: Demystifying  4 

data analysis 
Individuals will… 
• release anxieties about data analysis. 
• be ready to increase their understanding 

of data analysis. 

Getting comfortable  4
with data analysis 

Slides 2, 3 
Poster paper, markers 
A toolbox containing common household 

tools 
A newspaper or magazine article that contains 

or reports data (preferably from a local 
source) 

6B: Planning for  6 
data analysis 

Individuals will… 
• understand the importance of planning 

for data analysis before collecting data. 
• know what to consider in planning for 

analysis. 

Developing a data  6
analysis plan 

Handout-3 Common data analysis techniques 
Handout-4 Community activist survey (or 

invite people to bring their own 
questionnaires and work on their own 
evaluations) 

Handout-5 Data analysis plan worksheet 
Handout-6 Data analysis plan worksheet – 

Completed sample. 
Poster paper, markers 
Slides 4-7 

SAMPLE
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Understanding  9
basic quantitative 
analysis techniques 

Publication Analyzing quantitative data 
(G3658-6) 

Handout-7 Tips for quantitative data analysis 
Poster paper, markers 
Whistle or other noisemaker 

Key outcome  11
analyses 

Handout-8 Key outcome data analyses 
Handout-14 Relevant participant 

characteristics affecting outcomes 
Handout-15 Relevant program characteristics 

affecting outcomes 
Poster paper, markers 

6C: Analyzing  9 
quantitative data  

Individuals will… 
• increase their understanding of basic 

quantitative analysis as applied to 
evaluation data. 

• increase their ability to use basic analysis 
techniques. 

Preparing for data  13
analysis 

Handout-16 Steps for analyzing data 
Handout-17 Organizing data FAQs 
Handout-18 Record the decisions you make 

with your data (Quick Tip #21) 
Handout-19 Make certain your electronic 

data are accurate (Quick Tip #22) 
Publication Using Excel for analyzing survey 

questionnaires (G3658-14) 
Slides 8-12 
Poster paper, markers 
Whistle or other noisemaker SAMPLE
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Practice: 14
Analyzing survey 
questionnaires 

Handout-4 Community activist survey (from 
activity in Section 6B) 

Handout-21 Set of completed community 
activist surveys 

Handout-31 Sample data tables – Community 
activist survey 

Handout-32 Sample analysis – Community 
activist survey 

Handout-35 Limitations 
Slides 13-15 
Poster paper, markers 

Practice: 17
Analyzing 
retrospective post-
then-pre questions 

Handout-36 Analysis of retrospective post-
then-pre data (Quick Tip #30) 

Understanding 18
basic qualitative 
data analysis 

Publication Analyzing qualitative data 
(G3658-12) 

Handout-38 Tips for qualitative data analysis 
Slides 16-19 
Poster paper, markers 
Learning peripherals using terms and 

concepts from the publication 

6D: Analyzing  18 
qualitative data  

Individuals will… 
• understand the basics of content analysis. 
• better understand how to develop themes 

and categories for qualitative data. 
• increase their confidence in being able to 

handle qualitative data. 

Practice: 20
Analyzing data 
from open-ended 
questions 

Publication Analyzing qualitative data 
(G3658-12) 

Handout-39 Sample data from open-ended 
questions, #1 or #2 
(Choose one handout, or, if possible, use 
data from individuals’ own program 
evaluations.) 

Poster paper, markers 
SAMPLE
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Practice: 21
Analyzing data 
from interviews  

Publication Analyzing qualitative data 
(G3658-12) 

Handout-42 Sample interview data (multiple 
pages) 

Poster paper, markers 
Practice: 23

Analyzing 
qualitative data 
from existing 
sources and audio-
visual materials 

Handout-46 Content analysis of existing 
sources and audio-visual materials 

Poster paper, markers 

What do the data  24
mean? 

Handout-48 What do the numbers mean? 
Handout-51 Linking findings to actions 
Handout-35 Limitations (from the Activity 

“Practice: Analyzing survey 
questionnaires” in Section 6C) 

Poster paper, markers 

6E: Interpreting  24 
the data 

Individuals will… 
• increase their understanding that in data 

analysis, interpretation is necessary in 
order to draw conclusions and make 
recommendations. 

• increase their ability to meaningfully 
interpret program evaluation data. Who should be  26

involved in 
interpreting the 
data? 

Poster paper, markers 

6F: Using Excel 27 
in data analysis 

Individuals will… 
• increase their ability to use Excel for 

analyzing evaluation data. 

Overview of 27
using Excel 

Publication Using Excel for analyzing survey 
questionnaires (G3658-14  

Publication Analyzing knowledge gain using 
Excel (Tipsheet #51) 

Poster paper, markers  SAMPLE
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Unit 7: Using your evaluation – Communicating, reporting, improving 
Section Page Desired outcomes  Activities  Page Materials needed  

7A: Purpose of  3 
communicating 

Individuals will… 
• increase their understanding of the 

importance of communicating about 
evaluation both during the process 
and at the end. 

• check their own efforts in using their 
evaluation findings. 

Why communicate? 3 Handout-1 Why communicate about evaluation? 
Handout-2 Checklist: How well are you “using” 

your evaluation findings? 
Slides 1-3 

Types of  5 
communications 
and reports 

Handout-3 Types of communications and reports 
Slide 4 
Poster paper, markers 
Index cards 

Practice 6  
communicating! 

Handout-4 Case scenario 
Poster paper, markers 

7B: Ways to  5 
communicate 

Individuals will… 
• increase their knowledge of ways to 

communicate and use their evaluation 
findings. 

• increase their knowledge about which 
type of communication is most 
appropriate based on the audience and 
purpose. Analyzing samples  7 

of communications 
and reports 

Handout-5 Sample communications/reports 
(Press release, Impact brief, and Grant 
request) (As an alternative, select other 
samples that are relevant for the people you 
are working with and their learning needs.) 

Handout-8 Grading exercise – Impact statements 
Poster paper, markers 
Individuals’ own samples of communications 

and reports SAMPLE
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7C: Planning for  10 
communicating 
and reporting 

Individuals will… 
• increase their understanding that use 

of evaluation results doesn’t just 
happen; people must plan for 
communicating and disseminating 
evaluation results. 

• increase their ability to plan 
strategically to ensure that evaluation 
findings get used. 

Developing an  10 
evaluation 
communication 
plan 

Handout-9 Evaluation communication plan 
Handout-10 Who is your target audience? 
Handout-11 Matching communication type to 

audience 
Handout-12 Types of reports for different 

audiences 
Slides 5-11 
Poster paper, markers 
5-6 different hats 

Basic report outline 14 Handout-13 Evaluation report outline 
Slides 12, 13 
Poster paper, markers 
Whistle or other noisemaker 

7D: Effective  14 
communications 

Individuals will… 
• increase their ability to effectively 

communicate and report their 
evaluation findings. 

Tips for  15 
communicating 
your evaluation 
results 

Handout-15 Tips for communicating your 
evaluation results 

Slides 14-20 
Poster paper, markers 

7E: Using 17 
graphics to report 
results 

Individuals will… 
• better understand different types of 

graphical displays and when they are 
most appropriate to use. 

Common graphics  17 
and when to use 

Example charts; graphs; data displays from local 
papers, project reports, articles or journals 

Publication Using graphics to report evaluation 
results (G3658-13) 

Handout-16 Tips for using common graphics 
Handout-17 Characteristics of an effective 

graphic 
Poster paper, markers 
Slides 21-35 

7F: Challenges in  19 
communicating 
and reporting 

Individuals will… 
• increase their understanding of ways 

to handle potentially challenging 
situations when communicating and 
reporting evaluation findings. 

Handling difficult  19 
audiences 

Handout-18 Dealing with difficult audiences 
when communicating evaluation findings 

Poster paper, markers 
Whistle or other noisemaker 

SAMPLE



Content Guide  

BUILDING CAPACITY IN EVALUATING OUTCOMES Page 22 
 10-08 

Unit 8: Managing evaluation 
Section Pa Desired outcomes  Activities  Pag Materials needed  

How will you get  2
the evaluation 
done? 

Handout-1 Organizational options for engaging in evaluation 
Poster paper, markers 
Whistle or other noisemaker 

8A: Who  2 
does the 
evaluation? 

Individuals will… 
• understand the options available 

for getting evaluation done within 
their organization. 

• understand the difference between 
external and internal evaluators 
and the merits of each. 

What good is an  4
evaluation 
advisory group? 

Poster paper, markers 
Colored cardstock paper 

Finding the right  6
evaluator 

Handout Checklist for selecting an evaluator from the W. K. 
Kellogg Foundation Evaluation Handbook 

Handout-2 Where have all the evaluators gone? 
Poster paper, markers 

8B: Selecting  6 
an evaluator 

Individuals will… 
• increase their knowledge about 

what to consider when hiring an 
external evaluator. 

• increase their ability to negotiate 
agreements and contracts with 
external evaluators. 

Creating an  8
evaluation 
contract 

Handout Evaluation contracts checklist  
Handout Checklist for negotiating an agreement to evaluate an 

educational programme  
Handout-3 Evaluation contract 
Poster paper, markers 

What are the  10
costs? 

Handout Checklist for developing and evaluating evaluation 
budgets  

Handout-4 Costs of different data collection methods 
Handout-5 Worksheet — Estimating costs for data collection 
Poster paper, marker 
Clothesline or masking tape 

8C: Budgeting  10 
for evaluation 

Individuals will… 
• increase their understanding of the 

costs that are involved in 
evaluation work. 

• increase their ability to develop an 
evaluation budget. 

Creating a  12
budget 

Handout-6 Budget scenarios 
Handout-7 Evaluation budget worksheet 
Handout-8 Evaluation budget tips 
Poster paper, markers 

8D: Managing 13 
 evaluation 

Individuals will… 
• better understand the value of 

having a management plan. 
• be able to develop a simple 

management plan for an 
evaluation. 

Developing a  13
management 
plan 

Handout-9 Time required for evaluation 
Handout-10 Evaluation management plan 
Handout-11 Sample evaluation timeline 
Poster paper, markers 

 

SAMPLE
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Unit 4: Focusing the evaluation 

 

 
 
 
 
 
 
 

Like focusing a camera 
before taking a picture, it 
is necessary to focus 
evaluations before 
collecting data. What do 
you and your 
stakeholders want to 
know? Focusing the 
evaluation helps make 
things clearer and better defined so that you do not waste valuable 
resources (or fail to get the picture you want). 

This unit includes five sections that go together. While the sections are 
presented in order, the process of focusing an evaluation is iterative. Just 
like when you focus a camera, you may move back and forth among the 
sections until your evaluation is fully focused. 

Note to facilitator 

For guidance on focusing evaluations, see pages 2-10 in the publication 
Planning a Program Evaluation (G3658-1) [Taylor-Powell, Steele, & Douglah 
(1996)] http://learningstore.uwex.edu/pdf/G3658-1.PDF 

Section 4A: Describing  
the program to be evaluated  

What, exactly, will be 
evaluated? Will you evaluate 
an entire community initiative, 
or one part of it? A training? 
Materials or products?  
A newsletter? Teamwork?  
A policy intervention?  
The foundation of good 
evaluation is a clear description of what will be evaluated. 

Program 
Program is broadly defined as any 
organized actions intended to bring 
about purposeful change. Types of 
programs include educational initiatives, 
direct service interventions, research 
initiatives, communication campaigns, 
community mobilization efforts, policy 
development efforts, and administrative 
or organizational system initiatives. 
[adapted from CDC (1999)] 

SAMPLE
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A logic model is a useful tool to summarize the program. In this unit, it is 
expected that individuals have experience with logic models and/or have a 
logic model of their own program. For assistance with logic models see 
Enhancing program performance with logic models 
(http://www.uwex.edu/ces/lmcourse) or Developing a logic model: Teaching and 
training guide (http://www.uwex.edu/ces/pdande/evaluation/pdf/lmguidecomplete.pdf).  

Section 4B: Determining purpose 

Why are you evaluating? Do you even need to evaluate? Evaluation 
professionals have identified four broad reasons for undertaking an 
evaluation [Mark, Henry, & Julnes (2000)]: 

• Accountability: to assess merit or worth; to assess effects; to 
assess costs and benefits. The effort to make judgments about the 
value of a policy or program. 

• Improvement: to improve the program; to enhance quality; to 
manage more effectively and efficiently. The effort to enhance 
programs. 

• Knowledge development: to gain new insights. The effort to add 
to the knowledge base about effective practice or to add to policy 
debate. 

• Oversight and compliance: to assess the extent to which a 
program follows rules, regulations, mandates, or other formal 
expectations. The effort to make sure the program adheres to 
requirements. 

Stakeholders need to discuss and agree on why they are undertaking the 
evaluation and how they will use the information. Writing a purpose 
statement is helpful and may be required in grant proposals and as part of 
a written report of results. 

Section 4C: Identifying key evaluation questions 

Based on the evaluation’s purpose, you can determine the questions that 
the evaluation will seek to answer. Evaluation is about asking questions – 
it is purposeful inquiry. These key evaluation questions – topics –guide 
your evaluation and determine what information will be collected and 
how. They are not the specific questions that you put in a questionnaire or 
interview protocol. Identifying key evaluation questions is possibly one of 
the most important parts of designing a useful evaluation, but it is often 
overlooked. Involving stakeholders in identifying the questions that the 
evaluation will answer helps ensure that the evaluation will be meaningful 
and will be used. What matters to the stakeholders? What do they want to 
know? 

SAMPLE
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Section 4D: Identifying indicators 

What information will answer your evaluation questions? How will you 
know that the outcome has been achieved? Remember that indicator refers 
to the information that you will collect. It is the evidence or information 
that signals what you want to know. 

 

 

An indicator of fire = smoke. 

An indicator of academic achievement = passing grade. 

Section 4E: Choosing an evaluation design 

How do you know what difference you are making? An evaluation design 
is the overall approach to collecting data. It describes the process of 
measurement – when and how data will be collected. Sometimes 
evaluation design is confused with evaluation methods – the data 
collection procedures themselves, such as interviews, surveys, 
observations, tests, and portfolio reviews. Evaluation designs are classified 
as experimental, quasi-experimental, or non-experimental designs. 

Experimental design: Uses random assignment to groups or 
programs; e.g. randomized control trials. 

Quasi-experimental design: Does not use random assignment but 
does include either more than one group or more than one wave of 
measurement; e.g., comparison group designs, before and after 
measurement, mixed-method designs, longitudinal designs. 

Non-experimental design: Does not use random assignment or 
multiple measurements; e.g., case study design, single point in 
time design such as post-tornado interviews with residents, or a 
single survey. 

Resources 

Framework for program evaluation in public health. [Centers for Disease 
Control and Prevention (1999)] http://www.cdc.gov/eval/framework.htm 

Introduction to program evaluation for public health programs: A self-
study guide [Centers for Disease Control and Prevention (2005)] 
http://www.cdc.gov/eval/evalguide.pdf 

Planning a program evaluation (G3658-1) [Taylor-Powell, Steele, & Douglah 
(1996)] http://learningstore.uwex.edu/pdf/G3658-1.PDF 

W. K. Kellogg Foundation evaluation handbook [W. K. Kellogg Foundation 
(1998)] 
http://www.wkkf.org/default.aspx?tabid=101&CID=281&CatID=281&It
emID=2810770&NID=20&LanguageID=0 

SAMPLE
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Section 4A: Describing the program to be evaluated 

Desired outcomes 
Individuals will… 

• increase their ability to clearly describe their program as a 
prerequisite for evaluating it. 

• increase their understanding of how a logic model helps in 
focusing an evaluation. 

Note to facilitator 
In this section, you are describing the program, not the evaluation. Logic 
models are a popular tool for summarizing a program and helping to focus 
the evaluation. It is assumed that participants have used logic models. If 
they are unfamiliar with logic models or the role of logic models in 
evaluation, you may need to build their competence in logic models before 
engaging in this section.  Suggested resources: 

• Logic model on-line, self-study module: "Enhancing Program 
Performance with Logic Models” http://www.uwex.edu/ces/lmcourse  

• Developing a logic model: Teaching and training guide  
http://www.uwex.edu/ces/pdande/evaluation/pdf/lmguidecomplete.pdf  
slide file: 
http://www.uwex.edu/ces/pdande/evaluation/powerpt/lmguideslides.ppt 

 Activity 
Describe your program 

Purpose 
To help people clearly describe the program to be evaluated 

Accuracy standard: The program being evaluated should be 
described and documented clearly and accurately, so that the 
program is clearly identified.  
[The Joint Committee on Standards for Educational Evaluation (1994)] 

Materials needed 
Handout-1 What’s included in a program description? 
Handout-2 Worksheet – Describe your program 
Handout-3 Logic model worksheet 
Slides 6-8 
Poster paper, markers 

Process 

• Form groups based on program focus or teams (if everyone is 
working on the same program). Explain that in order to design a 
useful evaluation, you first need to know exactly what the program 
is – what will be evaluated. So, you start by developing a program 
description. 

SAMPLE
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• Interview a partner: Invite people to pair up and tell their partner 
about their program. Each individual should serve as a “quasi-
interviewer,” asking questions and seeking clarification to help the 
partner develop a clear program description.  Each one might ask, 
for instance, “What’s going on in your program?  Who 
participates? How are people – the community – benefiting? What 
resources go into your program?”  Encourage free-flowing, 
informal conversations; provide the opportunity for people to “tell” 
about their programs. 

• Distribute the handout What’s included in a program description? 
and explain that a complete program description usually includes 
these various aspects.  Discuss  

• You may with to distribute the Worksheet – Describe your 
program and invite the partners to work together again, using these 
questions to create more complete descriptions for their programs.  

• Explain that a narrative program description can be turned into a 
visual depiction in a logic model format. A logic model helps 
summarize the program and show the connections between and 
among program components. 

• Distribute poster paper, markers, and the handout Logic model 
worksheet and invite people to work alone or in pairs to transfer 
their narratives (from the Describe your program worksheet) to a 
logic model format. Encourage people to use lines and arrows to 
show the connections among program components. Ensure that 
they depict a “chain of outcomes” – a sequence of outcomes. 

• If you have a group with an existing logic model, help the group 
critique it. Ask the members to check their logic model against 
their narrative descriptions and resolve any discrepancies. 

• Invite people to post their logic models on the wall and describe 
their programs. Encourage everyone to ask questions and 
constructively critique the logic models: 

1. Does the logic model make sense? 
2. Does it adequately describe the program? 
3. Are the linkages as depicted by the arrows plausible? 

Reflection questions 
• How easy was it to “describe” your program? 
• What did you learn by doing this activity? 
• Who might you talk with/engage in order to complete this activity 

more easily/accurately? 
Additional resource 

For an illustrative example of a program description, see pages 20-23 in 
Introduction to Program Evaluation for Public Health Programs: A Self-
Study Guide [Centers for Disease Control and Prevention (2005)] 
http://www.cdc.gov/eval/evalguide.pdf. 

SAMPLE
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Section 4B: Determining purpose 

Desired outcomes 

Individuals will … 

• be able to articulate a clear purpose for their evaluation as the 
foundation for ensuring a useful evaluation. 

 Activity 
So, why are you evaluating? 

Purpose 

To help people write a clear purpose statement for their evaluation 

Materials needed 

Handout-4 What is your purpose for evaluating? 

Handout-5 Evaluation purpose statements 

Slides 9-11 

Card stock paper, markers 

5-6 different hats 

Process 

• Brainstorming: Invite people to brainstorm answers to these 
questions: Why are you evaluating? Where did this evaluation 
stem from? What do you hope to gain? 

• Distribute and discuss the handout What is your purpose for 
evaluating? Look at the more specific purposes at the bottom of 
the sheet. Which of these apply? Are there others to add? 

• Hats galore: Put on the hats again to remind people of their key 
evaluation stakeholders (see Unit 3, Section 3A Activity “Who are 
the evaluation stakeholders?”). Suggest that sometimes people 
conduct an evaluation only for their own use (for example, to 
improve their teaching or to fulfill tenure requirements), but 
usually there are others who have requested or could use the 
evaluation information as well. Are the perspectives of those key 
stakeholders being reflected? 

SAMPLE
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• Explain that a clear, well-written purpose statement helps clarify 
purpose and is often required in evaluation planning and grant 
writing. 

• Distribute card stock paper and markers. Ask each person to fold 
the paper in half lengthwise and write a statement on the card using 
the recommended format shown below (you may want to write it 
on poster paper and hang it for all to see).  Have them use their 
own program or provide a case scenario. 

We are conducting an evaluation of  
___________________________ (name of program) 
 because ________________________________ 
 in order to ______________________________. 

Example:  
We are conducting an evaluation of the Money Quest 
Program because we want to know to what extent youth 
who participate learn and use recommended money 
management skills in order to report program outcomes to 
our funder. 

• Ask everyone to find a partner. Invite people to share their purpose 
statements and to discuss and critique each other’s statements. 
Provide additional card stock if people want to rewrite their 
purpose statements. Invite individuals to place their statements in 
front of them or take them home.  

• To reinforce and wrap up this section, distribute the handout 
Evaluation purpose statements. Form groups of three people and 
encourage them to discuss and complete the handout. 

Reflection questions 

• What did you learn from this activity that you will apply in your 
own work? 

• Why is it important to have a clear purpose for the evaluation? 

• Who might (should) be involved in writing the purpose statement? 

• Why is a purpose statement important? 

Additional resource 

Activity 17: Developing an evaluation’s purpose statement [Preskill & Russ-
Eft (2005), pp. 86-89] 

SAMPLE
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Section 4C: Identifying key evaluation questions 

Desired outcomes 

Individuals will… 

• increase their ability to guide the evaluation by identifying 
meaningful questions that are based on the evaluation purpose and 
the information users. 

• increase their ability to prioritize questions to meet their resource 
constraints. 

Note to facilitator:  

For background information on identifying evaluation questions, see pages 
5-8 of the publication Planning a program evaluation (G3658-1) [Taylor-
Powell, Steele, & Douglah (1996)]  
http://learningstore.uwex.edu/pdf/G3658-1.PDF 

Ensure that learners understand the difference between key evaluation 
questions that guide and direct the whole evaluation (similar to research 
questions) and questions that go in a questionnaire or interview as a part of 
data collection (see Unit 5 for the latter). 

 Activity 
Who wants to know what? 

Purpose 

To help people include the information needs of key “users” in their 
evaluation planning 

Note to facilitator: You may want to review Unit 3: Engaging 
stakeholders. 

Materials needed 

Handout-6 Who wants to know what? 

Handout-7 Sample key evaluation questions 

Handout-8 Sample outcome evaluation questions 

Handout-9 Relevant participant and program characteristics affecting 
outcomes 

Slides 12-14 

Note to facilitator: Handouts 8-9 are related to Handouts 8-15 in Unit 6, 
Section 6C: Key outcome analyses. 

SAMPLE
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Process 

• Case scenario: Ask people to imagine this scenario: 
We are a group of five people who have come together to 
evaluate our after-school program. We’ve decided to develop a 
questionnaire and distribute it to the youth at the end of the 
program to see what benefit the program is having for the 
students.  

As we try to write the questionnaire, it becomes apparent that we 
each have different ideas about what we want to find out – the 
questions we want to ask. Mark, the school administrator, wants 
to know if the students who have attended have done better 
academically. Marg, Dick and I, as the program staff, want to find 
out what the kids liked and disliked so we can plan better for the 
next program. Gloria, our funder, is interested in knowing how 
many youth attended regularly, which youth they were, and 
whether the program served those in need. 

• Facilitate a discussion of these questions: 

1. Have you ever found yourself in this situation or a similar 
situation? 

2. Why is it important to work out the key evaluation 
questions before you start creating a questionnaire or other 
type of data collection instrument? 

3. How do each of the “users” in the scenario want to be able 
to use the evaluation information? 

• Distribute the handout Who wants to know what? Invite 
individuals to read, discuss, and make additions to the list of who 
will use the evaluation (column 1) based on their own 
organizations and experiences. Check for cultural inclusion. Are all 
voices considered? 

• Form groups of 3-4 people. Invite all group members to think 
about their own programs, figure out who will use the evaluation, 
and complete the first column on the handout. Encourage them to 
be as specific as possible when identifying individuals. They 
should write the individual’s name in the second column. Ask 
everyone to complete the chart with what the individual wants to 
know and how that person will use the information. What 
decisions will the individual want to be able to make based on the 
evaluation? If people are uncertain about what their stakeholders 
want to know, have them work with their group members to 
brainstorm and discuss possibilities for collecting such information 
from their stakeholders. 

• Brainstorming: Invite people to brainstorm answers to this 
question: What other sources can be used to identify relevant 
questions? 

SAMPLE
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Possible answers: 

Project documents/plan of work/proposal 

Relevant literature and research 

Expert consultants 

Similar programs/evaluations – What outcomes/questions are 
they measuring? 

Standardized surveys, data banks 

• Distribute the handouts Sample key evaluation questions, Sample 
outcome evaluation questions and Relevant participant and 
program characteristics affecting outcomes. Explain that these 
handouts provide some suggestions about questions that might be 
relevant to their evaluations. While their focus is measuring 
outcomes, often program and participant data are needed in order 
to be able to answer the outcome questions we have. Remind 
people that identifying their evaluation questions is one of the most 
important tasks they will undertake. It will determine what data 
they collect, what they will be able to analyze, and what they will 
be able to report. Be thoughtful about cultural inclusion. 

• Post the Covey saying: “Keep the end in mind” to remind people to 
think about what they want their end report to include – what they 
want to be able to say. 

Reflection questions 

• What challenges/barriers might you face in identifying your key 
evaluation questions? 

• Do the information needs of certain users matter more than the 
needs of others? 

• What do you do if the questions people have don’t match the 
program (the logic model)? 

Additional resources 

Activity 18: Identifying stakeholders and developing key evaluation 
questions [Preskill & Russ-Eft (2005), pp. 90-97] 

“Evaluation design for the hypothetical project” in The user-friendly 
handbook for mixed method evaluations (Chapter 6) [Frechtling & Sharp 
(Eds.) (1997)] http://www.nsf.gov/pubs/1997/nsf97153/chap_6.htm 

SAMPLE
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 Activity 
Using a logic model to identify evaluation questions 

Purpose 

To help people understand how to use a logic model to identify key 
evaluation questions 

Note to facilitator 

One of the main benefits of using logic models is to help focus on the key 
questions that an evaluation will answer. Too often evaluations are 
designed without paying attention to what the program actually is or its 
stage of development. Stakeholders may want data on long-term outcomes 
but the program may not yet be fully established. Or, someone may want 
outcome data for all youth but your program served only a certain group 
of youth. Also, while the focus is outcomes, there may be other questions 
and data that are important. Linking evaluation questions to the program 
description (logic model) and the program’s stage of development helps 
avoid these problems.  

Materials needed 

Handout-10 Example: A parent education program logic model 

Handout-11 Example: Questions for a parent education program 

Large sticky notes, markers 

Poster paper 

Slides 15-18 

Process 

• Write Input, Outputs, Outcomes along the top of a sheet of poster 
paper. Write External Context on another sheet and Assumptions 
on a third sheet. Hang the three sheets on the wall.  

• Form groups of 3-4 people. Distribute sticky notes, markers, and 
the handout Example: A parent education program. 

SAMPLE
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• Case scenario: Ask people to imagine this scenario:  
You are the program staff of a parent education program that 
includes a spring and fall series of classes and currently four 
active support groups. You, your staff, and the collaborating 
agencies want to document the difference this program is 
actually making for the parent participants. You will use the 
information in your annual report to the funder, to improve the 
program, and to promote the program and attract participants. 

• Invite each group to identify evaluation questions it would like to 
have answered by the evaluation. Groups should write each 
question on a separate sticky note and then place their notes on the 
poster paper on the wall under the appropriate heading. Emphasize 
that each item should be written as a complete question and in 
large enough print so that everyone can read it when it is posted on 
the paper. One question to a note. 

• Invite everyone to observe and review the questions that have been 
posted. Encourage conversation and further reflection. 

1. Are all the questions correctly positioned to reflect inputs, 
outputs, outcomes? 

2. Which are similar? (Cluster like questions together.) 

3. Have we missed anything? 

4. Which questions are likely to be the most important to 
different stakeholders? 

• Distribute the handout Example: Questions for a parent education 
program. Compare the handout examples to their work on the 
poster papers. What is the same? What is different? 

• Focus again on just the questions about outcomes. Are all the key 
outcome questions listed? Can all of the “outcome” questions be 
answered given the nature and stage of development of the 
program? When can the different questions best be answered? 

• Discuss stages of program development (i.e., just getting started, 
been in operation for one year, fully mature) and the types of 
questions that are appropriate given the program’s stage of 
development. If this program were just getting started, what 
questions might you have? Would questions that measure outcomes 
or long-term impacts be appropriate? Remind everyone that the 
stage of the program’s development affects what is appropriate to 
ask and measure. Sometimes a program is not ready for measuring 
outcomes. Perhaps there is no consensus on what the outcomes are 
or might be. Perhaps the program has gotten off to a slow start and 
needs more time for the outcomes to be observed. Perhaps the 
program is at an early stage of development and a formative 
evaluation is more appropriate. 

What is the 
program’s 
stage of 
development? 
Is it appropriate 
to measure 
outcomes? 

SAMPLE
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 Activity 
Prioritizing questions 

Purpose 

To help people increase their ability to prioritize and limit the number of 
questions that their evaluations will seek to answer 

Materials needed 

Handout-12 Prioritize evaluation questions 

Poster paper, markers 

Process 

• Brainstorming: Often you have more questions than can be 
answered by one evaluation. Invite people to brainstorm: How will 
you prioritize and select your evaluation questions? Record 
comments on poster paper and post. 

• Distribute the handout: Prioritize evaluation questions. Review and 
discuss the information and compare it to the comments 
individuals made while brainstorming.  

• Suggest that people list all the questions and choose the criteria 
that they will use to prioritize their list. Use the handout as 
appropriate. 

• Remind them to check their questions against their program logic 
model. Are the questions appropriate for what the program is 
actually doing and given its stage of development? 

Reflection questions 

• What did you learn about prioritizing questions to focus an 
evaluation? 

• What was hard/easy about doing this? 

• How might you prioritize questions in the future? 
SAMPLE
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Section 4D: Identifying indicators 

Desired outcomes 

Individuals will… 

• increase their knowledge about indicators and their use in outcome 
evaluation. 

• be more confident in their ability to select appropriate indicators. 

• be able to identify indicators for their own program evaluation. 

Note to facilitator 

For guidance on identifying indicators, see“Using logic models in 
evaluation-Indicators and measures” in Enhancing program performance 
with logic models (Module 1, Section 7) [Taylor-Powell, Jones, & Henert (2002), 
pp. 11-12] http://www1.uwex.edu/ces/lmcourse/ 

 Activity 
What are indicators? 

Purpose 

To help people understand indicators and their use in evaluation 

Materials needed 

Handout-13 Examples of indicators 

Handout-14 Frequently asked questions about indicators 

Slides 19-31 

Poster paper, markers 

Articles from a local newspaper that include examples of indicators 

Process 

The following activities and facilitated discussion focus on several key 
concepts: what is an indicator, individual- vs. community-level indicators, 
quantitative vs. qualitative indicators, and cultural appropriateness. 

• Use slides as appropriate. 

SAMPLE
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• On a sheet of poster paper, write the following three questions, 
post the paper for all to see. 

 
• On another sheet of poster paper, list everyday examples of 

common items and situations. For example: 
• High blood pressure 

• Street in need of paving 

• Popular book 

• Vegetable garden stress due to lack of water 

• Quality high school 

• Ask people to work in pairs and identify one or two indicators for 
each of the items listed. Encourage people to refer to the three 
questions as necessary.  

• Rejoin as a whole group and invite individuals to share their 
indicators for each item. 

• Buzz session: Form groups of 3 people. Distribute and discuss the 
handout Examples of indicators. Encourage individuals to add 
indicators they think might be relevant or better than those listed. 
Remind people that indicators link to the key evaluation questions 
they are asking.  Invite individuals to share any observations or 
comments from their work groups. 

• Brainstorming: As a full group, brainstorm answers to the 
following questions: 

1. Which, if any, of the indicators represent individual- vs. 
community-level indicators? Remind everyone that 
increasingly people are being asked to work towards 
community-level change, and thus, community-level 
indicators are necessary. 

2. Which of the indicators on the handout represent 
quantitative indicators? 

3. Which ones represent qualitative indicators? 
4. Why would you want to include both quantitative and 

qualitative indicators? 
5. Who might be best positioned to help identify indicators for 

your outcome questions? 

INDICATOR: 

• What would it look like? 

• How would I know it? 

• If I were a visitor, what would I see, hear, 
read, and/or smell that would tell me this 
“thing” exists? 

SAMPLE
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• Reform groups of 3-4 people. Distribute poster paper and markers 
to each group. Ask them to draw a vertical line down the middle 
and write “Question” on the left side and “Indicator” on the right 
side. Explain that each person is to come up with and write one 
evaluation question on the paper. Then, group members should 
work together to brainstorm possible indicators for each question. 
Ask the groups to post their filled in papers. Share their key points 
and challenges they faced in writing these indicators. 

• Distribute the handout Frequently asked questions about 
indicators to highlight aspects of indicators. If desired, turn this 
into a game. Invite individuals to ask (and answer) their own 
questions. 

• Distribute the newspaper articles. 

• Ask individuals to work with a partner to find indicators in the 
articles. 

• Then ask volunteers to share the indicators they found and 
facilitate a discussion about the type and appropriateness of the 
indicators. 

Reflection questions 

• What is hard about identifying indicators? 

• Who should be involved in identifying and selecting indicators? 

• What have you learned about indicators? 

 Activity 
More indicator practice – link to key questions 

Purpose 

To help people improve their understanding of indicators and link them to 
their program evaluation questions 

Materials needed 

Handout-15 Indicator practice 

Handout-16 Indicators for a parent education program 

Process 

• Distribute the handout Indicator practice. 

SAMPLE
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• Buzz session: Invite people to turn to a partner and identify two or 
three indicators for each question and list them in the right-hand 
column. Individuals can add their own questions to work on, as 
appropriate. 

Write each question on a sheet of poster paper and hang them on 
the wall. 

Ask each pair to write their indicators on the respective sheet. 

Invite people to talk and discuss as they write their indicators. 
Then facilitate a discussion in which the whole group arrives at a 
consensus on the two or three final indicators for each question. 

Distribute the example handout Indicators for parent education 
program.  Discuss. 

Mini lecture 
• Indicators link to the questions we have of our programs. 

• We can have indicators for each level of program performance: 
Inputs, Outputs, and Outcomes. 

• Indicators can be identified for any question along the course of 
the program’s life: process and outcome indicators. 

• Indicators are the information that we need; thus, they are 
necessary for focused, useful evaluation. 

 Activity 
Indicators for your own program 

Purpose 

To help people select appropriate and culturally relevant indicators for 
their own evaluations 

Materials needed 

Handout-17 Indicator criteria 

Handout-18 Indicator review worksheet 

Also see Unit 5 Handouts 7, 8, 9 

Process 

• Post the following outcome question for everyone to see: 
To what extent have middle school youth improved their 
leadership skills as a result of participating in the six-week series 
on leadership development? 

SAMPLE
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• Role play: Form four groups and assign each group one of these 
roles: program staff member, the funder, a youth, and a county 
administrator. Explain that each group is to identify 3-5 indicators 
based on its role/perspective. In your role what would you want to 
see to indicate that the youth had improved their leadership skills? 

Ask the members of each role group to share their indicators and 
perspectives with the whole group. Discuss differences and 
similarities in the various perspectives. 

Repeat the process with the following outcome question: 

To what extent have Hmong middle school youth improved 
their leadership skills as a result of participating in the six-
week series on leadership development? 

Discuss differences and similarities in the perspectives for the two 
outcomes. 

• Brainstorming: Brainstorm answers to the following questions: 

1. Who else might have been included to identify indicators? 

2. What might their perspectives have been? 

3. Why is it important to hear from different perspectives? 

4. Where else can you find examples of indicators that might 
be appropriate for your evaluations? Are there “standard” 
indicators you should be using? 

• Invite people to work on their own programs as a group or 
individually. Individuals should refer to the logic model of their 
own program to help identify indicators for the program.  

Ask: 

1. Who might best be involved to identify the indicators? 

2. What do you need to consider? 

• Invite individuals to identify and write down several indicators that 
they think might be “right” for their outcomes. 

• Distribute the handout Indicator criteria. 

• Teach each other: Break into small groups of two or three people 
and assign each group one of the criteria: Direct, Specific, Useful, 
Practical, Culturally appropriate, and Adequate. Ask each group to 
prepare a short “lesson” about the criterion, using examples or 
experiences from their own work.  

Have each group “teach” its indicator criterion. Invite questions, 
examples, and additional clarification.  

SAMPLE
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• Distribute the handout Indicator review worksheet. 

• Invite individuals to fill in the first two columns on this worksheet 
to check their own indicators. 

• Peer critique: When finished, invite individuals to find another 
person (a “reviewer”) and exchange worksheets. Each reviewer 
should provide a rating for each indicator and then the two partners 
should discuss their ratings and work together to improve the 
indicators. 

Reflection questions 

• What did you learn about indicators that you didn’t know before? 

• Why is it important to consider different perspectives when 
identifying indicators? How might cultural differences be 
included? 

• How might you incorporate these ideas into your own work? 

• How might you use the criteria list and review worksheet in your 
evaluation work? 

Additional resources 

“Example outcomes and outcome indicators for various programs” in 
Measuring program outcomes: A practical approach [United Way of 
America (1996)] 
http://national.unitedway.org/outcomes/resources/mpo/examples.c
fm 

“Preparing your program: List community indicators” in Setting the 
stage, Part 1 of the Power of proof: An evaluation primer [Tobacco 
Technical Assistance Consortium (n.d.)] http://www.ttac.org/power-of-
proof/setting_stage/preparing_program/5-3.html SAMPLE
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Section 4E: Choosing an evaluation design 

Desired outcomes 

Individuals will… 

• increase their understanding of evaluation design. 

• increase their knowledge of different types of evaluation designs: 
experimental, quasi-experimental, and non-experimental. 

• increase their ability to choose a design appropriate for their 
program, purpose, and context. 

Note to facilitator 

Evaluation design refers to the approach to collecting data that allows you 
to have confidence in your findings. Sometimes, evaluation design is 
confused with evaluation methods. Evaluation design is concerned with 
the overall scheme that describes the process of measurement – when and 
how data will be collected. Evaluation designs are classified as 
experimental, quasi-experimental, or non-experimental. Evaluation 
methods refers to data collection procedures, such as interviews, surveys, 
observations, tests, and portfolio reviews. 

Experimental design: Uses random assignment to groups or 
programs; e.g., randomized control trials. 

Quasi-experimental design: Does not use random assignment but 
does include either more than one group or more than one wave of 
measurement; e.g., comparison group designs, before and after 
measurement, mixed-method designs, longitudinal designs. 

Non-experimental design: Does not use random assignment or 
multiple measurements; e.g., case study design, single point in 
time designs, such as post-tornado interviews with residents or a 
single survey. 

 Activity 
What is “evaluation design”? 

Purpose 

To help people increase their understanding of evaluation design and its 
role in having confidence to claim credit for outcomes 

SAMPLE
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Materials needed 

Handout-19 Evaluation designs 

Slides 32, 33 

Poster paper, markers 

Whistle or other noisemaker 

Process 

Note to facilitator: This activity covers the common designs commonly 
used in community-based program evaluation. See other resources for 
more information related to experimental and quasi-experimental designs. 

• Brainstorming: Invite people to brainstorm answers to this 
question:  

What is “evaluation design”?  

Record comments on poster paper.  

• Round-robin table conversations: Break into small groups of 3-6 
people per table. Place the following questions on the tables – one 
question per table. Ask one person at each table to serve as the 
“host” – to stay at the table and record key points from the 
conversations. Explain that each group will have 10 minutes to 
discuss the question on the table. When the whistle blows, 
individuals are to move to another table that has a different 
question.  

1. How can you have confidence that the outcomes you 
observe are the result of your program and not something 
else? 

2. What would make it possible for you to feel strongly that it 
was your program – that you can legitimately take some 
credit for the results? 

3. What would your key stakeholders need for them to believe 
your findings? 

Invite the recorders to share key points from the conversations for 
each question. Encourage additional comments and questions. 
Make sure the following information and ideas are covered: 

• Use comparison as much as possible. 

• Use multiple sources of information and methods to provide a 
more accurate picture. 

• Know the audience who will be judging the conclusions and the 
type of information they will find credible and then provide the 
audience with that information.  

SAMPLE



Page 22 Unit 4: Focusing the evaluation 
10-08  BUILDING CAPACITY IN EVALUATING OUTCOMES 

• Show your work – how you collected the information, the 
methods you used, and who you collected the information from. 
If people see what you did, then they can assess for themselves 
and feel more confident in your conclusions. 

• Include information about what the program does; provide a 
picture of what the program is, its activities, how individuals 
participate, etc. This information helps others assess whether the 
conclusions you draw make sense and are likely to be accurate. 

• Use your program theory – show how activities link to results in a 
sensible, logical fashion. 

• Match your conclusions to your methods. 

• Use the research base; specifically, use results from similar 
programs. 

• Explain the difference between contribution and attribution. 

• Wrap up the activity by referring back to the original question – 
“What is evaluation design?” Discuss the following points: 

• When, how, and from whom you collect data determines to what 
extent you can claim credit. 

• Evaluation design is the “way” you will organize the evaluation to 
be able to have confidence in knowing what difference your 
program is making. 

• Many people talk about “proving” that their program “caused” 
positive outcomes. In fact, you seldom can “prove”; rather, you 
want to make sure your evaluation is as credible as possible. 
There are no perfect designs. 

• Couch your findings in accurate terms. Use terms such as 
“indicates,” “suggests,” and “appears” as appropriate. 

• Distribute the handout Evaluation designs. Invite individuals to 
share their experiences with the different types of designs. 

• Form groups of 3-4 people. Distribute poster paper and markers. 
Encourage the groups to list the following for each design type: 

1. One example when they might use the design in their own work 

2. As many strengths and weaknesses as possible for each of the 
designs (minimum one strength and one weakness for each type 
of design) 

3. One way they could amend the weakness 

• Give the groups 20 minutes to create their lists. Then invite each 
team to present its strengths/weaknesses and remedy for each 
design. All teams will serve as the judge and determine which team 
“wins” for each design. 

SAMPLE
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Reflection questions 

• What is one thing you learned about evaluation design? 

• How might you apply this new knowledge in your own evaluation 
work? 

• What seems to be the most difficult aspect of evaluation design? 

Additional resources 
Choosing appropriate research methods to evaluate educational programs 

(FS943) [Diem (2003)] http://www.rcre.rutgers.edu/pubs/publication.asp?pid=fs943 
“Evaluation models, approaches, and designs” in Building evaluation 

capacity: 72 activities for teaching and training (Chapter 5) [Preskill & 
Russ-Eft (2005), pp. 101-180] 

The power of proof: An evaluation primer. [Tobacco Technical Assistance 
Consortium (n.d.)] http://www.ttac.org/power-of-proof/index.html 

The Research Methods Knowledge Base [Trochim, William M (2006)] 
http://www.socialresearchmethods.net/kb/ 

Types of evaluation designs [Duvall (2007)] http://meera.snre.umich.edu/plan-an-
evaluation/plonearticlemultipage.2007-10-30.3630902539/types-of-evaluation-
designs/?searchterm=%22evaluation%20designs%22 

SAMPLE
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What’s included in a program 
description? 

A program description clarifies “what a program is and intends to achieve.” 
It includes the following components and describes how the program 
components relate and contribute to the desired outcomes. 

SITUATION: What is the situation — the problem or opportunity — 
that the program is addressing? What has given rise to this program? 

OUTCOMES: What changes or improvements are the program trying 
to achieve? What are the expected benefits for individuals, families, 
groups, communities, organizations, and/or systems? Outcomes often 
occur along a path from shorter- to longer-term changes. 

PARTICIPANTS: Who, or which groups or organizations, are 
expected to change? Who is the target of the program? 

ACTIVITIES: What will the program and its staff do to reach these 
people and help them take action? What services are provided? What 
products and deliverables are produced? 

RESOURCES (INPUTS): What is needed for the program to be able 
to conduct its activities? To function effectively? 

 

Three other aspects are often included: 

Assumptions: What beliefs do we have about the program, the 
participants, the context, and the way we think the program will 
work? 

Environment: What factors and trends in the larger context may 
influence the success of the program? 

Stage of the program’s development: Is it just getting started, being 
implemented, or has it been underway for a while? The focus of the 
evaluation depends upon the program’s stage of development. 

 

Program descriptions are best developed as a program team in order to 
develop understanding and consensus among staff and key stakeholders. 

SAMPLE
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Worksheet — Describe your program 

What is the program name? ____________________________________________________ 

Where is it located/where does it operate? ________________________________________ 

Is it a new program? In progress? Well-established? ________________________________ 

 

SITUATION: What is the situation that you are addressing? What is the need or problem that 
gave rise to the program? 

 

OUTCOMES: What will be different as a result of the program? Who (or what) will change? In 
what way? What might be some unintended and/or unexpected outcomes? 

 

PARTICIPANTS: Who participates in the program? Who is targeted? (ages, numbers, key 
demographic characteristics) 

 

ACTIVITIES: What goes on in the program? What is the program doing? What are the 
activities? 

 

RESOURCES (INPUTS): What is going into the program in terms of human, material, and 
financial resources? SAMPLE
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LOGIC MODEL WORKSHEET 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Inputs 

What we invest 

Outputs 
 Activities Participation

What we do 
 

Who we reach What the short-term 
changes are 
 

What the medium-
term changes are 
 

What the ultimate 
impact(s) is 
 

Outcomes – Impact 
Short Term Medium Term Long Term 
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What is your purpose for evaluating? 

In the field of evaluation, four reasons for undertaking an evaluation have been 
identified: 
Purpose Examples 
1. Accountability:  
to judge the merit or worth of a 
program; to assess effects; to 
assess costs and benefits 

Assess the benefits youth gain from participating to 
report value to funder. 
Determine which participants gain the most to target 
future efforts more effectively. 

2. Improvement:  
to improve the program; to enhance 
quality; to manage more effectively 
and efficiently 

Monitor implementation of the financial 
management program to improve delivery. 
Assess whether outcomes are being achieved and 
use information to improve content and delivery. 

3. Knowledge development:  
to gain new insights 
 

Assess community interest and needs and use 
information to plan program. 
Examine different ways program is implemented to 
determine most effective practice. 

4. Oversight and compliance:  
to assess program compliance with 
formal expectations 
 

Assess extent to which program is using funds as 
mandated. 
Assess program compliance with equal-opportunity 
rules and regulations. 

Source: Mark, M. M., Henry, G. T., & Julnes, G. (2000). Evaluation: An integrated framework for 
understanding, guiding and improving policies and programs. San Francisco: Jossey-Bass. 

Our purposes often are more specific. Think about your own program. Are you 
conducting the evaluation in order to… 
• See if goals and objectives were met? 

• Determine outcomes for participants? For families? For groups/organizations? For 
systems? For the community? 

• Assess ultimate impact on the community in terms of changes in human, economic, 
civic, and/or environmental conditions? 

• Assess whether the program is worth the resources invested? To demonstrate 
accountability for resources invested? To determine resource allocations? To justify 
need for funding? To make sure resources aren’t wasted on ineffective programs? 

• Learn about what works/doesn’t work and for whom? Which activities lead to which 
outcomes? 

• Assess access and/or disparities in reach, participation, and outcomes? 

• Improve your service delivery or teaching? To help inform what you will do the next 
time? 

• Promote the program? 

• Meet the funder’s requirement? 

• Other………. 

SAMPLE
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Evaluation purpose statements 

 
Critique the purpose statements below by answering the following questions: 

• Is the name of the program — what is to be evaluated — included? 

• Does it clearly state what will be measured? 

• Does it include how the results will be used? 

• Is the wording clear so that it will be understood by the reader? 
 
1. The purpose of the evaluation of the Bacon County Coalition for a 

Healthy Community is to determine what outcomes it has achieved since 
start-up in 1998 in order to seek funding and to celebrate achievements. 

2. The purpose of the outcome evaluation is to determine the extent to 
which disadvantaged youth participants complete the job-readiness 
program and are prepared to enter the work force. The results will be 
used to modify the program as necessary and report to the funder. 

3. The purpose of the evaluation is to determine if the after-school youth 
program should be continued or terminated. 

4. The purpose of the outcome evaluation is to determine the extent to 
which the multi-year strategic planning process in Wick County was 
perceived as democratic, open, and transparent by county residents. 
Results will be used by the County Board in future strategic planning 
initiatives. 

 
 
Additional discussion: 

• What are the strengths and weaknesses of each statement? 

• Choose one statement and rewrite it to improve it. 
 

SAMPLE
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Who wants to know what? 

Who will use the 
evaluation? Name of individual What do they want to know? How will they use the information? To 

do what? To make what decisions? 

Me     

Program staff    

Project director    

Volunteers    

Board of directors    

Partners/ 
collaborators 

   

Funders    

Participants/ 
clientele 

   

Public officials    

Community residents    

Similar programs/ 
providers 

   

    

SAMPLE
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Sample Key evaluation questions 

About outcomes/impacts 
o What do people do differently as a result of the program? 
o Who benefits and how? 
o Are participants satisfied with what they gain from the program? 
o Are the program’s accomplishments worth the resources invested? 
o What do people learn, gain, accomplish? 
o What are the social, economic, environmental impacts (positive and negative) on people, 

communities, the environment? 
o What are the strengths and weaknesses of the program? 
o Which activities contribute most? Least? 
o What, if any, are unintended secondary or negative effects? 
o How well does the program respond to the initiating need? 
o How efficiently are clientele and agency resources being used? 

About program implementation 
o What does the program consist of – activities, events? 
o What delivery methods are used? 
o Who actually carries out the program and how well do they do so? 
o Who participates in which activities?  Does everyone have equal access? 
o What is Extension’s role; the contributions of others? 
o What resources and inputs are invested? 
o How many volunteers are involved and what roles do they play? 
o Are the financial and staff resources adequate? 

About program context 
o How well does the program fit in the local setting? With educational needs and learning 

styles of target audiences? 
o What in the socio-economic-political environment inhibits or contributes to program 

success? 
o What in the setting are givens and what can be changed? 
o Who else works on similar concerns? Is there duplication? 
o Who are cooperators and competitors? 

About program need 
o What needs are appropriately addressed through Extension education? 
o What are the characteristics of the target population? 
o What assets in the local context and among target groups can be built upon? 
o What are current practices? 
o What changes do people see as possible or important? 
o Is a pilot effort appropriate? 

Source: Taylor-Powell, E., Steele, S., & Douglah, M. (1996). Planning a program evaluation (G3658-1). Page 5. 
http://learningstore.uwex.edu/pdf/G3658-1.PDF 
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Sample outcome evaluation questions 
Evaluations focused on measuring outcomes include questions that ask about changes and levels of 
performance for individuals, families, groups, organizations, and communities. These changes may be 
related to knowledge, attitudes, skills, motivations, plans, decision making, behaviors, practices, 
policies, and social, economic, civic, and environmental conditions. 

The following chart provides a list of potential outcome-focused questions. No single evaluation 
would try to answer all of these questions. They are provided here to spark conversation and 
exploration. Add to the list based on what is relevant for your own program evaluation.  

Sample questions about outcomes 
(results, achievements) 

Additional related questions  
(sub-questions) 

What changes occur? What is different as a 
result of the program? 

For whom? How? To what extent are changes 
apparent for different individuals? 

What is the overall impact on the 
community? On the target group? 

What is the extent of the impact? On individuals 
within the target group? 

What do people/groups/communities learn or 
gain? What are they able to accomplish? 

To what extent are changes evident? How 
sustainable are the changes? 

Who actually makes these changes/gains? 
Who doesn’t? 

What are the differences by gender, social-economic 
status, lifestyle, religion, education, ethnicity, 
previous experience, situation, etc.? 

Who does not attend/participate? Are particular demographic groupings missed? 
To what extent have we reached our goals? 
Our performance targets? 

 

How do results change over time? Over 
different time periods? 

 

Are the results different for different 
locations? 

How? To what extent? What contributes to these 
differences? 

Are results worth the time and money we put 
in? 

How efficiently are resources used? 
Do the costs differ for different types of 
participants, locations, types of activities provided? 
What does it cost to produce a certain result? 

Which program characteristics contribute to 
which results? Which program factor relates 
to better outcomes? 

Is there a difference related to the type of activity, 
location of the program, who provides the program, 
or the level and intensity of the program? 

Which activities seem to help participants the 
most? The least? Which participants? 

 

What factors contribute to the outcomes we 
observe? 

 

What are unanticipated or unintended 
outcomes? Positive and negative outcomes? 

 

How does the program compare to other, 
similar programs? 

 

How do the outcomes of our program 
compare to those of other, similar programs? 

 

What works and what doesn’t? What specifically works and what doesn’t work? To 
what extent? For whom? Under what conditions? 
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Relevant participant and program 
characteristics affecting outcomes 

Add to the following lists based on your own program. 

Participant characteristics. 
Gender Male, female 
Age Relevant age range 
Race/ethnicity White/Caucasian, Black or African American, Asian, 

Latino, other… 
Ability/disability Various types of abilities 
Educational level Current grade, level of educational attainment, type of 

education 
Household Size, generations, number of children 
Income Current annual household income, highest income, current 

monthly income, income levels 
Previous experience  
Repeat participant  
  

  

 
Program characteristics 
Program activities 
 

Examine outcomes by type of activities provided. For example, a 
parenting education program might involve workshops, in-home 
visits, and parent support groups. A tobacco control program 
might include youth prevention, cessation and treatment, and 
policy change. 

Location 
 

Examine outcomes by individual facility, school, business, town, 
or county where program is delivered. 

Accessibility and 
convenience 

Location, hours of service, staff availability 

Provider 
 

Examine outcomes by who provides the program: volunteer, 
teacher, Extension agent, etc. Or examine them by individual 
instructor characteristics: age, gender, courteousness, etc. 

Amount of service Number of sessions attended, number of contact hours for the 
participant, length of program 

Timeliness of 
service 
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Example: A parent education program logic model 

 

 

 

 

 

Staff 

Money 

Partners 

Parents better 
understand 
their own 
parenting 
style 

Parents use 
effective 
parenting 
practices 

Improved 
child-parent 
relations 

Research 
Facilitate 
support 
groups 

Parents 
identify 
appropriate 
actions to 
take Deliver 

series of 8 
interactive 
sessions 

Develop 
parent 
education 
curriculum 

 
Parents 
of 3- to 
10-year-

olds 

Parents gain 
skills in 
effective 
parenting 
practices 

Parents 
increase 
knowledge of 
child 
development 
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Example: Questions for a parent education program 

 

Staff 

Money 

Partners 

Parents 
increase 
knowledge of 
child devel 

Parents better 
understand 
their own 
parenting 
style 

Parents use 
effective 
parenting 
practices 

Improved 
child-parent 
relations 

Research 
Facilitate 
support 
groups 

Parents gain 
skills in 
effective 
parenting 
practices 

Parents 
identify 
appropriate 
actions to 
take 
 

To what 
extent are 
relations 
improved? 
What else 
happened? 

To what 
extent did 
behaviors 
change? 
For whom? 
Why? What 
else 
happened? 

To what 
extent did 
knowledge 
and skills 
increase? For 
whom? Why? 
What else 
happened? 

Who/how many 
attended/did not 
attend? Did they 
attend all 
sessions/support 
activities? Were 
they satisfied? 
Why/why not? 

What is quality 
of curriculum? 
How many 
sessions were 
held? What is 
quality of 
delivery? 
# and quality of 
support groups? 

What 
amount of 
$ and time 
were 
invested? 

Deliver 
series of 8 
interactive 
sessions 

What do you want to know? 
 

Develop 
parent ed 
curriculum 
  

Parents 
of 

3- to 10- 
year-
olds 

 

What in the program context and/or the external environment affected operations and outcomes?  
 
Which of our assumptions are correct? Incorrect? 
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PRIORITIZE EVALUATION QUESTIONS 

Evaluation question 

Can this 
question be 
answered 
given the 
program? 

Which 
stakeholder 
cares about 

this? 

How 
important is 

this? 

Does this 
involve new 

data 
collection? 

Can it be 
answered 
given your 
time and 

resources? 

Priority: High, 
Medium, Low, 

Eliminate 

1 
 

 
     

2 
 

 
     

3 
 

 
     

4 
 

 
     

5 
 

 
     

6 
 

 
     

7 
 

 
     

8 
 

 
     

Adapted from: Frechtling, J., & Sharp, L. (Eds.). Worksheet 5: Prioritize and eliminate questions. In The user-friendly handbook for mixed method 
evaluations (Chapter 5). The National Science Foundation, Directorate for Education and Human Resources, Division of Research, Evaluation, and 
Communication. Retrieved August 7, 2008, from http://www.nsf.gov/pubs/1997/nsf97153/chap_5.htm 
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Examples of indicators 

Evaluation question Outcome indicators 

To what extent did the 
program increase youth-
adult partnerships? 

#, % of Boards with youth participating in meetings before and 
after 

#, % of Boards with youth on committees before and after 
#, % of Boards with youth in leadership positions before and 

after 
Change in the quality of the youth-adult interactions 

Have producers reduced 
nitrogen application 
rates? 

#, % producers using less nitrogen after program compared to 
before 

# acres managed according to “best moment practice” 
guidelines 

Did the apprenticeship 
program result in more 
youth staying in the area? 

#, % of youth who complete the apprenticeship program 
#, % of youth who take jobs and stay in the community as a 

result of the program 

Has the quality of life of 
senior citizens improved? 

#, % of seniors reporting specific ways in which their lives 
have improved 

# of key family members who say that their seniors are more 
positive and/or pleased with life 

To what extent does the 
mentoring program lead 
to improved school 
performance? 

#, % of participants whose grades improve 
#, % of participants who have improved school attendance 
#, % of participants with decreased # of behavioral reports 

Are more services 
available and accessible 
in our community? 

#, type of programs and social services before and after 
Location and hours of programs and services 
Availability of culturally appropriate services 
#s, demographics of people using the programs and services 
# of services that are prevention- vs. remediation-oriented 
Availability of family support services (transport, child care) 

To what extent do 
members actively 
participate in the 
coalition? 

#, % who attend meetings 
#, % who serve on committees 
#, % who implement activities 
Level of participation in discussions, decision making 

To what extent have local 
government officials 
increased their 
knowledge and skills in 
elections and financial 
administration? 

#, % local government officials attending 
#, % reporting change in knowledge on budgeting, accounting, 

record keeping, and election management 
#, % reporting increased ability to follow parliamentary 

procedures and manage elections 
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Frequently asked questions about 
indicators 

Why do you include number and percent? 
A number in itself does not indicate the magnitude or rate of the result (e.g., 5 
of 10 or 5 of 200?). The percent by itself does not indicate the size of the 
result (e.g., 30 percent of what?) It is usually best to include both the number 
and percent. 

Why do you include multiple indicators? 
Several indicators are usually necessary to better measure the item. There is 
no standard for the number of indicators to use. Several are usually necessary; 
more than three or four may mean that the item is too complex and should be 
better defined. 

Why are some indicators quantitative and some qualitative? 
"Not everything that counts can be counted." Sometimes you need narrative or 
qualitative information as evidence. In fact, a mix of quantitative and 
qualitative indicators is often preferred. 

Examples of quantitative indicators: #, % of departments that submit action 
plans; #, % of youth who engage in community service activities. 

Examples of qualitative indicators: quality of action plans; quality of youth’s 
community service involvement. 

Is the indicator culturally appropriate? 
Be attentive to the cultural relevance of the indicator. 

Why do you include the specific knowledge that is expected to improve? 
The more specific the indicator is, the more specific your results will be, 
making aggregation and comparisons possible. 

Why do some of the indicators seem to be “extras”? 
It is important to cover all aspects of the item being measured. Sometimes 
doing so means including additional indicators. Also, think about possible 
negative or unintended consequences and include those indicators as well. 
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Indicator practice 

Outcome question Indicator — Evidence 

Are clientele better able to manage credit 
and debit as a result of participating in the 
program? 

 

 

Have middle school students decreased their 
use of alcohol, tobacco, and other drugs? 

 

 

Do parents of children who are 0–3 years 
old use positive parenting behaviors when 
interacting with their children as a result of 
participating in the program? 

 

 

Did organizational departments increase 
their level of collaboration by the end of 
2008? 

 

 

Are the water resources better protected and 
preserved? 
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Indicators for a parent education program 

 

 

Staff 

Money 

Partners 

Parents better 
understand 
their own 
parenting 
style 

Parents 
use 
effective 
parenting 
practices 

Improved 
child-
parent 
relations 

Research Facilitate 
support 
groups 

Parents gain 
skills in 
effective 
parenting 
practices 

Parents 
identify 
appropriate 
actions to 
take 

To what 
extent are 
relations 
improved? 

To what extent 
did behaviors 
change? For 
whom? Why? 
What else 
happened? 

To what extent 
did knowledge 
and skills 
increase? For 
whom? Why? 
What else 
happened? 

Who/how many 
attended/did not 
attend? Did they 
attend all sessions? 
Support groups? 
Were they satisfied 
— why or why not? 

How many 
sessions were 
held? 
Quality of 
implementation? 
# and quality of 
support groups? 

What 
amount of $ 
and time 
were 
invested? 

Deliver 
series of 8 
interactive 
sessions 

EVALUATION QUESTIONS 

# staff 
$ used 
# partners 

# sessions 
held 
Quality 
criteria 

INDICATORS 
#,% attended 
per session 
Certificate of 
completion 

#,% demonstrating 
increased 
knowledge/skills 
Additional 
outcomes 

#,% 
demonstrating 
changes 
Types of 
changes 

#,% 
demonstrating 
improvements 
Types of 
improvements 

 
Parents 
of 3- to 
10-year-

olds 
 

Parents 
increase 
knowledge of 
child devel 

Develop 
parent ed 
curriculum 
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Indicator criteria 

Direct An indicator should measure as directly as possible what it is 
intended to measure. For example, if the outcome being 
measured is a reduction in teen smoking, then the best 
indicator is the number and percent of teens smoking. The 
number and percent of teens that receive cessation counseling 
does not directly measure the outcome of interest. However, 
sometimes there may not be direct measures or there may be 
time and resource constraints. In those cases, you may have to 
use proxy, or less direct, measures. 

Specific Indicators need to be stated in a specific and explicit manner so 
that anyone can understand exactly what is meant and exactly 
how the data are to be collected. Example indicator: number 
and percent of farmers who adopted risk management practices 
in the past year. In this example, you do not know which risk 
management practices are to be measured, which farmers will 
be included, or what time period constitutes “the past year.” 

Useful Indicators need to help you understand what you are 
measuring! The indicator should provide useful information 
that helps you understand and improve your programs. 

Practical Costs and time involved in data collection are important 
considerations. Though difficult to estimate, the cost of 
collecting data for an indicator should not exceed the utility of 
the information collected. Reasonable costs, however, are to be 
expected. 

Culturally appropriate Indicators must be relevant to the cultural context. What makes 
sense or is appropriate in one culture may not be in another. 
Test your assumptions. 

Adequate There is no correct number or type of indicators. The number 
of indicators you choose depends on what you are measuring, 
the level of information you need, and the resources available. 
Often more than one indicator is necessary. More than five, 
however, may mean that your outcome question is too broad, 
complex, or confusing. Indicators need to express all possible 
aspects of what you are measuring: possible negative or 
detrimental aspects as well as the positive.  
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Indicator review worksheet 

Reviewer: Please rate each indicator using this scale:  1 = Good 2 = Needs Improvement 3 = Unacceptable 
Program Name: 

Question Indicator(s) 

Direct 

Specific 

Useful 

Practical 

Culturally 
 appropriate 

Adequate 

a.       

b.       

c.       

1.  

d.       

a.       

b.       

c.       

2.  

d.       

a.       

b.       

c.       

3.  

d.       

Comments: 
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Evaluation designs 

Think about the research design that will help you to eliminate plausible rival explanations. 
1. AFTER ONLY (post program) 

In this design, evaluation is done after the program is completed; for example, a post-program survey or 
end-of-session questionnaire. It is a common design but is the least reliable because you do not know what 
things looked like before the program. 

2. RETROSPECTIVE (post program) 
In this design, participants are asked to recall or reflect on their situation, knowledge, attitude, behavior, 
etc. prior to the program. It is commonly used in education and outreach programs but memory can be 
faulty. 

3. BEFORE-AFTER (before and after program) 
Program recipients or situations are looked at before the program and then again after the program. For 
example, program participants may take both pre- and post-tests or have their behaviors observed before 
and after the program. This design is commonly used in educational program evaluation, and differences 
between Time 1 and Time 2 are often attributed to the program. However, many other things can happen 
over the course of a program that may affect the observed change. 

4. DURING (additional data “during” the program) 
Collecting information at multiple times during the course of a program is a way to identify the association 
between program events and outcomes. Data can be collected on program activities and services as well as 
on participant progress. This design appears to be uncommon in community-based evaluation, probably 
because of the time and resources needed for data collection. 

5. TIME SERIES (multiple points before and after the program) 
The time series design involves a series of measurements at intervals before the program begins and after it 
ends. It strengthens the simple before-after design by documenting pre and post patterns and stability of the 
change.  

6. CASE STUDY 
A case study design uses multiple sources of information and multiple methods to provide an in-depth and 
comprehensive understanding of the program. Its strength lies in its comprehensiveness and exploration of 
reasons for observed effects. 

To strengthen your evaluation design: 
• Add points in time 

• Use multiple methods of data collection: survey + observation + … 

• Use comparisons (people, groups, sites) 

Adding a comparison of one or more groups, individuals, or sites can strengthen all of the above one-
group designs. Comparison groups refer to groups that are not selected at random but are from the 
same population. (When they are selected at random, they are called control groups.) The purpose of 
a comparison group is to add assurance that the program (the intervention), not something else, 
caused the observed effects. It is essential that the comparison be very similar to the program group. 

Consider the following possibilities as comparisons: 

o Between program participants (individuals, groups, organizations) and nonparticipants 

o Between different groups of individuals or participants experiencing different levels of program 
intensity 

o Between sites where the program operates and sites without program intervention (e.g., 
streambed restoration, community revitalization) 
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Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

1

Unit 4: Focusing Unit 4: Focusing 
the evaluation the evaluation 

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

2

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

3

Evaluation = purposeful inquiryEvaluation = purposeful inquiry

“Judge a man by his questions 
rather than his answers.”

−Voltaire

“Pay attention to the questions you 
need to ask, not the answers you 
want to hear.”

−Leonard Hirsch, American consultant

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

4

“You can tell whether an individual 
is clever by his answers. 

You can tell whether an individual 
is wise by his questions.”

−Naguib Mahfouz,  
Nobel Prize winner

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  
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“What we see depends mainly on 
what we look for ”

−Sir John Lubbock

“The important thing is not to stop 
questioning.”

−Albert Einstein

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  
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“Would you tell me, please, 
which way I ought to go from here?”

“That depends a good deal 
on where you want to get to,” said the Cat.

“I don’t much care where…” said Alice.

“Then it doesn’t matter which way you go,”
said the Cat.

“…so long as I get SOMEWHERE,”
Alice added as an explanation.

“Oh, you’re sure to do that,” said the Cat, 
“if you only walk long enough.”

−Lewis Carroll, Chapter 6
Alice’s Adventures in Wonderland
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Describe the program to be evaluatedDescribe the program to be evaluated

Accuracy standard: The program 
being evaluated should be described 
and documented clearly and 
accurately, so that the program is 
clearly identified.

−The Joint Committee on Standards for 
Educational Evaluation (1994)

Source: The Joint Committee on Standards for Educational Evaluation, Inc. (1994). Summary of the standards. In The program evaluation 
standards (2nd ed.). Thousand Oaks, CA: Sage Publications, Inc. Retrieved January 2, 2007, from http://www.wmich.edu/evalctr/jc
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Components of a programComponents of a program

• Situation
• Resources (Inputs)
• Outputs

– Activities
– Participants

• Outcomes 
– Chain of outcomes from short- to long-term

• External factors
• Assumptions

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  
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Use a logic model to describe your programUse a logic model to describe your program

INPUTS OUTPUTS OUTCOMES

Program 

investments
Activities Participation Short Medium

Assumptions External factors

Long-term

Building Capacity in Evaluating Outcomes
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4 main purposes of evaluation4 main purposes of evaluation

• Accountability: to assess merit or worth; to assess 
effects; to assess costs and benefits. The effort to make 
judgments about the value of a policy or program.

• Improvement: to improve the program; to enhance 
quality; to manage more effectively and efficiently. The 
effort to enhance programs.

• Knowledge development: to gain new insights.  The 
effort to add to the knowledge base about effective 
practice or to add to policy debate.

• Oversight and compliance: to assess the extent to 
which a program follows rules, regulations, mandates or 
other formal expectations.

−Mark, Henry & Julnes (2000) 

Source: Mark, M. M., Henry, G. T., & Julnes, G. (2000). Evaluation: An integrated framework for understanding, guiding and improving 
policies and programs. San Francisco: Jossey-Bass.
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What is your purpose for evaluatingWhat is your purpose for evaluating

We are conducting an evaluation of 
______ (name of program) 
because _____________ 
in order to ___________.

Example: We are conducting an evaluation of 
the Money Quest Program because we want 
to know to what extent youth who participate 
learn and use recommended money 
management skills in order to report 
program outcomes to our funder.

Building Capacity in Evaluating Outcomes
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Underlying purpose =Underlying purpose =

We engage in evaluation in order to 
learn.  If the evaluation does not 
promote learning, think about whether it 
is a wise use of resources. 
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Identify key questions Identify key questions 
the evaluation will answer the evaluation will answer 

Who wants to 
know what about 
this program?

Building Capacity in Evaluating Outcomes
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WHO? WHAT do 
you/they want to 
know?

HOW will they 
use the info?

You – staff

Participants

Funder

Other 
stakeholders 
??

WhoWho wants to know wants to know whatwhat about your program?about your program?

Building Capacity in Evaluating Outcomes
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Evaluation questionsEvaluation questions

• Clarify your evaluation questions
• Make them specific
• What do you need to know vs. what 

you would like to know
• Prioritize
• Check: Will answers to these questions 

provide important and useful 
information?  

Building Capacity in Evaluating Outcomes
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Is your program ready to measure Is your program ready to measure 
outcomes? Which outcomes?outcomes? Which outcomes?

Which outcomes you measure and when you 
measure them depends upon:

• Stage of program’s development
• Level of implementation of the program
• Level of intensity of the program 
• Resources available

Building Capacity in Evaluating Outcomes
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Need vs. want to knowNeed vs. want to know

Distinguish between what 
stakeholders need to know 
and what you would like to know.

What we need to know 
vs.

What we’d like to know 

Staff

Money

Partners

Parents 
increase 
knowledge of 
child devel

Parents better 
understand 
their own 
parenting 
style 

Parents use 
effective 
parenting 
practices

Improved 
child-parent 
relations

Research
Facilitate 
support 
groups

Parents gain 
skills in  
effective 
parenting 
practices

Parents 
identify 
appropriate 
actions to 
take 

To what 
extent are 
relations 
improved?  
What else 
happened? 

To what 
extent did 
behaviors
change? 
For whom? 
Why?  
What else 
happened?

To what 
extent did 
knowledge 
and skills 
increase? For 
whom? Why? 
What else 
happened?

Who/how many 
attended/did not 
attend? Did they 
attend all 
sessions/support 
activities? Were 
they satisfied? 
Why/why not? 

What is quality of 
curriculum? How 
many sessions 
were held? What 
is quality of 
delivery?
# and quality of 
support groups?  

What 
amount of 
$ and time 
were 
invested?

Parent education program 

Deliver 
series of 8 
interactive 
sessions

What do you want to know?  

Develop 
parent ed 
curriculum 

Parents
of 3- to 10-
year-olds

What in the program context and/or the external environment affected 
operations and outcomes? Which of our assumptions are correct? Incorrect?
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How good are your questions?How good are your questions?

• Can the questions be answered 
given the program?

• Are the questions truly important?
• Will the questions provide new 

insights?
• Can the questions be answered 

given your resources and timeline?
• Have the concerns of key users 

been included?

Building Capacity in Evaluating Outcomes
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IndicatorsIndicators

• What would it look like?
• How would I know it?
• If I were a visitor, what would I see, hear, 

read, and/or smell that would tell me this 
“thing” exists? 

If the outcome is achieved, how will 
you know it? What will it look like? 

What is the evidence?  

Building Capacity in Evaluating Outcomes
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What is an indicator?What is an indicator?
An indicator is the specific information, 
or evidence, that represents the 
phenomenon you are asking about.

Indicator of fire = smoke  

Indicator of academic achievement = 
passing grades

Building Capacity in Evaluating Outcomes
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Indicators Indicators −− EvidenceEvidence

The information needed to answer your 
evaluation questions

Example: Did participants increase 
their knowledge of child development?
Indicator: # participants self-reporting 
change in understanding about 
children’s  developmental milestones

Building Capacity in Evaluating Outcomes
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Have the pets been fed today?Have the pets been fed today?

How would you know that the animals 
have been fed? What are the indicators?

Building Capacity in Evaluating Outcomes
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LetLet’’s practices practice……..
What is an indicator of…

– High blood pressure?
– A clean neighborhood?
– A popular movie?
– A good carpenter?
– Learning at the workshop?

Would the indicators be different for young 
people vs. seniors, high- vs. low-income 
neighborhoods, rural vs. urban residents, or by 
ethnicity?
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Indicators Indicators −− PracticePractice

Outcome Indicators

Youth are active in 
community life

Women have 
expanded economic 
opportunities  
Lake water quality is 
safe for swimming

Building Capacity in Evaluating Outcomes
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General tipsGeneral tips

• Often multiple indicators are necessary.

• Indicators may be quantitative or 
qualitative.

• Indicators need to be culturally appropriate.

• Participants and key stakeholders often 
know indicators.

Building Capacity in Evaluating Outcomes
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Staff

Money

Partners

Parents 
increase 
knowledge of 
child devel

Parents better 
understand 
their own 
parenting 
style 

Parents use 
effective 
parenting 
practices

Improved 
child-parent 
relations

Research
Facilitate 
support 
groups

Parents gain 
skills in  
effective 
parenting 
practices

Parents 
identify 
appropriate 
actions to 
take 

To what 
extent are 
relations 
improved? 

To what 
extent did 
behaviors
change? For 
whom? Why?  
What else 
happened?

To what extent 
did knowledge 
and skills 
increase? For 
whom? Why? 
What else 
happened?

Who/how many 
attended/did not 
attend? Did they 
attend all 
sessions?
Support groups?  
Were they satisfied 
-- why or why not? 

How many 
sessions were 
held?   
Quality of 
implementation? 
# and quality of 
support groups?  

What 
amount of $ 
and time 
were 
invested?

Parent Education Program 

Deliver 
series of 8 
interactive 
sessions

EVALUATION QUESTIONS

# staff
$ used
# partners

# sessions 
held 
Quality 
criteria

INDICATORS
#,% attended per 
session 
Certificate of 
completion

#,% demonstrating 
increased 
knowledge/skills
Additional 
outcomes

#,% 
demonstrating  
changes
Types of 
changes 

#,% 
demonstrating  
improvements
Types of 
improvements

Develop 
parent ed 
curriculum 

Parents
of 3- to 10-
year-olds
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Indicators:Indicators:

#,% with savings goal set
#,% with debt reduction goal set
#,% using spending plan
#,% maintaining emergency 
fund

Participating families improve 
their family financial 
management

#,% acres managed according 
to guidelines 
Quality of conservation plan 
implementation

Land owners or managers in 
Ace County improved their land 
management practices   

Reduction in diabetes
IndicatorsOutcome

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

29

Indicators Indicators −− ExamplesExamples
Outcome Indicators
Program participants increase 
ability to achieve financial self-
sufficiency as a result of the 
10-week program in Ark 
County

#,% who reduce debt 
#,% who increase financial 
knowledge
#,% who establish emergency 
fund

Communities improve food 
security by 2010

#,% that adopt feasible written 
plan to address challenges and 
barriers
#,% showing evidence of concrete 
actions to implement plan
#,% with increased quantity and 
quality of nutritional food in their 
emergency food programs

Building Capacity in Evaluating Outcomes
Unit 4: Focusing the evaluation  

30

What do you think?What do you think?

Seniors improved their lifestyles 
through increased physical 
activity by the end of the 
program

IndicatorsOutcome
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Indicators are often expressed as numbers or 
percentages (number of…, percent of…, ratio of…, 
incidence of…, proportion of…). 

However, not all indicators are numbers; qualitative 
indicators may be important. 

Remember, "Not everything that counts can be counted."
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How good is the indicator?How good is the indicator?
Tangible − be able to “touch/know” the 
information in some way
– see (observable)
– read (in newspaper, survey, client record)
– hear (from individual, others)

• Direct
• Specific and clearly defined
• Useful 
• Practical
• Culturally appropriate
• Adequate
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Choose an evaluation designChoose an evaluation design
• Experimental design: Uses random assignment 

to groups or programs; e.g., randomized control 
trials.

• Quasi-experimental design: Does not use 
random assignment but does include either more 
than one group or more than one wave of 
measurement; e.g., comparison group designs, 
before and after measurement, mixed-method 
designs, longitudinal designs.

• Non-experimental design: Does not use random 
assignment or multiple measurements; e.g., case 
study design, single point in time designs, such as 
post-tornado interviews with residents or a post 
program survey.
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Evaluation design considerationsEvaluation design considerations
• Use of comparison
• Multiple sources of information
• Information that is seen as credible
• Show your work
• Match your conclusions to your methods
• Describe what the program did – use 

program theory to link activities to results
• Use the research base, results from similar 

programs
• Accountable for “contribution” vs. 

“attribution”
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Evaluation glossary 

Accountability:  Responsibility for effective and efficient performance of 
programs. Measures of accountability focus on (1) benefits accruing from 
the program as valued by customers and supporters (2) how resources are 
invested and the results attained.  
Anonymity:  An attempt to keep the participants unknown to the people 
who use the evaluation and, if possible, to the investigators themselves.  
Assets:  Strengths, opportunities, valuable quality or thing. 
Assumptions:  The beliefs we have about the program, the participants, 
and the way we expect the program to operate; the principles that guide 
our work. Faulty assumptions may be the reason we don't achieve the 
expected outcomes.  
Baseline:  Information about the situation or condition prior to a program 
or intervention. 
Benchmarks:  Performance data used either as a baseline against which to 
compare future performance or as a marker of progress toward a goal. 
Cluster evaluation:  A type of evaluation that seeks to determine the 
impacts of a collection of related projects on society as a whole. Cluster 
evaluation looks across a group of projects to identify issues and problems 
that affect an entire area of a program. Designed and used by the W. K. 
Kellogg Foundation to determine the effectiveness of its grant making.  
Confidentiality:  An attempt to remove any elements that might indicate 
the subject's identity. 
Content analysis: standard social science method for analyzing text or 
narrative data 
Context evaluation:  A type of evaluation that examines how the project 
functions within the economic, social, and political environment of its 
community and project setting.  
Cost-benefit analysis:  Process to estimate the overall cost and benefit of 
a program or components within a program. Seeks to answer the question 
"Is this program or product worth its costs?" Or "Which of the options has 
the highest benefit/cost ratio?" This is only possible when all values can 
be converted into money terms.  
Data: information – either words or numbers 
Data analysis plan: A data analysis plan connects the evaluation 
questions with the data collected, and spells out the analysis that will be 
conducted with the data 
Descriptive statistics: A branch of statistics in which the analyses 
“describe” the raw data, such as counts, percentages, measures of central 
tendency, and measures of variability (e.g., range, standard deviation, and 
variance). 
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Developmental evaluation:  Evaluation in which the evaluator is part of a 
collaborative team that monitors what is happening in a program, both 
processes and outcomes, in an evolving, changing environment of constant 
feedback and change.  
Effectiveness:  Degree to which the program yields desired/desirable 
results.  
Efficiency:  Comparison of outcomes to costs.  
Empowerment evaluation:  Use of evaluation concepts, techniques, and 
findings to foster improvement and self-determination. Program 
participants maintain control of the evaluation process; outside evaluators 
work to build the evaluation capacity of participants and help them use 
evaluation findings to advocate for their program. 
Environment (external factors):  The surrounding environment in which 
the program exists and which influences the implementation and success 
of the initiative, including politics, climate, socio-economic factors, 
market forces, etc. 
Ethics: “principles of morality, particularly those dealing with the right or 
wrong of an action” (Newman and Brown, 1996:20) 
Ethical behavior: conforming to moral and professional standards of 
conduct 
Evaluability assessment: “Evaluability assessment is a process for 
clarifying program designs, exploring program reality, and – if necessary – 
helping redesign programs to ensure that it can be meaningfully evaluated 
and if evaluation is likely to contribute to improved program performance” 
(Wholey, 1994, p 16). 
Evaluation:  Systematic inquiry to inform decision making and improve 
programs. 
Evaluation Management plan: part of the overall evaluation plan that 
details specifies of responsibilities, timelines, activities/tasks, and 
resources needed. 
Evaluation plan: a written document that clarifies involvement, purpose, 
process and management of the intended evaluation. 
Evaluation stakeholder: Persons involved in or affected by the 
evaluation. Individuals and organizations with an investment, interest or 
influence (a stake) in the initiative and/or evaluation and evaluation 
findings. Often referred to as evaluation “USERS.” 
External Evaluation: evaluation conducted by outsiders. 
External Evaluator: a person from outside the organization that takes on 
the role of evaluator. 
Formal evaluation: structured, systematic, disciplined injury 
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Formative evaluation:  Conducted during the development and 
implementation of a program, this evaluation has as its primary purpose 
the providing of information for program improvement.  
Human subjects protection: ethical principles and guidelines that protect 
the rights, privacy and well-being of human beings involved in research 
Impact:  The social, economic, and/or environmental effects or 
consequences of the program. Impacts tend to be long-term achievements. 
They may be positive, negative, or neutral; intended or unintended.  
Impact evaluation:  A type of evaluation that determines the net causal 
effects of the program beyond its immediate results. Impact evaluation 
often involves a comparison of what appeared after the program with what 
would have appeared without the program.  
Impact indicator:  Expression or indication of impact. Evidence that the 
impact has/is being achieved. 
Implementation evaluation:  Evaluation activities that document the 
evolution of a project and provide indications of what happens within a 
project and why. Project directors use information to adjust current 
activities. Implementation evaluation requires close monitoring of 
program delivery.  
Indicator:  Expression of what is/will be measured or described; evidence 
that signals achievement. Answers the question "How will I know it?"  
Informal evaluation: nonsystematic, informal appraisal 
Inputs:  Resources that go into a program including staff time, materials, 
money, equipment, facilities, volunteer time.  
Institutional Review Board (IRB): institutional governing body that 
ensures participants’ right as human subjects are protected. 
Internal Evaluation: evaluation conducted by program employees and 
persons internal to the organization or program. 
Internal Evaluator: staff from within the organization who lead the 
evaluation process and/or conduct evaluations. 
Internal Evaluator with External Consultant: an internal evaluator 
working in concert with a person from outside the organization. 
Measure/measurement:  Representation of quantity or capacity. In the 
past, these terms carried a quantitative implication of precision and, in the 
field of education, were synonymous with testing and instrumentation. 
Today, the term "measure" is used broadly to include quantitative and 
qualitative information to understand the phenomena under investigation.  
Mixed methods:  The use of both qualitative and quantitative methods to 
study phenomena. These two sets of methods can be used simultaneously 
or at different stages of the same study.  
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Monitoring:  Ongoing assessment of the extent to which a program is 
operating consistent with its design. Often means site visits by experts for 
compliance-focused reviews of program operations.  
Outcome evaluation:  A type of evaluation to determine what results 
from a program and its consequences for people.  
Outcome monitoring:  The regular or periodic reporting of program 
outcomes in ways that stakeholders can use to understand and judge 
results. Outcome monitoring exists as part of program design and provides 
frequent and public feedback on performance. 
Outcomes:  Results or changes of the program. Outcomes answer the 
questions "So what?" and "What difference does the program make in 
people's lives?" Outcomes may be intended and unintended; positive and 
negative. Outcomes fall along a continuum from short-term 
(immediate/initial/proximal), to medium-term (intermediate), to long-term 
(final/distal). Often, long-term outcome is synonymous with impact.  
Outcome statement:  A brief explicit statement of the intended change. 
Outputs:  Activities, services, events, products, participation generated by 
a program.  
Participatory evaluation:  Evaluation in which the evaluator's 
perspective carries no more weight than that of other stakeholders, 
including participants, and the evaluation process and its results are 
relevant and useful to stakeholders for future actions. Participatory 
approaches attempt to be practical, useful, and empowering to multiple 
stakeholders and actively engage all stakeholders in the evaluation 
process.  
Performance measure:  A particular value or characteristic used to 
measure/examine a result or performance criteria; may be expressed in a 
qualitative or quantitative way.  
Performance measurement:  The regular measurement of results and 
efficiency of services or programs.  
Performance targets:  The expected result or level of achievement; often 
set as numeric levels of performance.  
Personnel evaluation:  Involves an assessment of job-related skills and 
performance.  
Policy evaluation:  Evaluation of policies, plans, and proposals for use by 
policy makers and/or communities trying to effect policy change.  
Privacy: a person’s interest in controlling the access of others to 
themselves. 
Probability:  The likelihood of an event or relationship occurring, the 
value of which will range from 0 (never) to 1 (always). 
Process evaluation:  A type of evaluation that examines what goes on 
while a program is in progress. It assesses what the program is. 
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Professional standard: A standard is a principle mutually agreed by 
people engaged in a professional practice, that, if met, will enhance the 
quality and fairness of that professional practice, for example, evaluation. 
Product evaluation:  The evaluation of functional artifacts.  
Program:  An organized action involving activities and resources aimed 
to improve existing conditions.  Program may include direct service 
interventions, educational initiatives, community development or 
mobilization efforts, policy development activities, communication and 
social marketing campaigns, public health interventions, etc.  
Program evaluation:  The systematic process of asking critical questions, 
collecting appropriate information, analyzing, interpreting, and using the 
information in order to improve programs and be accountable for positive, 
equitable results and resources invested. 
Propriety: conformity with acceptable standards of behavior 
Reporting: Presentation, formal or informal, of evaluation data or other 
information to communicate processes, roles, and results. 
Research: the application of the scientific method to generate knowledge. 
Qualitative analysis:  The use of systematic techniques to understand, 
reduce, organize, and draw conclusions from qualitative data.  
Qualitative data:  Data that is thick in detail and description; usually in a 
textbook or narrative format. 
Qualitative methodology:  Methods that examine phenomena in depth 
and detail without predetermined categories or hypotheses. Emphasis is on 
understanding the phenomena as they exist. Often connoted with 
naturalistic inquiry, inductive, social anthropological world view. 
Qualitative methods usually consist of three kinds of data collection: 
observation, open-ended interviewing, and document review.  
Quantitative analysis:  The use of statistical techniques to understand 
quantitative data and to identify relationships between and among 
variables.  
Quantitative data:  Data in a numerical format.  
Quantitative methodology:  Methods that seek the facts or causes of 
phenomena that can be expressed numerically and analyzed statistically. 
Interest is in generalizability. Often connoted with a positivist, deductive, 
natural science world view. Quantitative methods consist of standardized, 
structured data collection including surveys, closed-ended interviews, 
tests.  
Random number:  A number whose value is not dependent upon the 
value of any other number; can result from a random number generator 
program and/or a random numbers table. 
Reliability:  The consistency of a measure over repeated use. A measure 
is said to be reliable if repeated measurements produce the same result.  
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Reporting:  Presentation, formal or informal, of evaluation data or other 
information to communicate processes, roles, and results.  
Response rate:  The percentage of respondents who provide information. 
Statistics: mathematical science pertaining to collection, analysis and 
interpretation of data 
Self-evaluation:  Self-assessment of program processes and/or outcomes 
by those conducting or involved in the program.  
Situation:  The context and need that give rise to a program or initiative; 
logic models are built in response to an existing situation.  
Situational analysis:  A systematic process for assessing needs 
(discrepancy or gap between what exists and a desired state) and assets 
(qualities or strengths) as a foundation for program priority setting. 
Stakeholder:  Person or group of people with a vested interest--a stake--in 
a program or evaluation, including clients, customers, beneficiaries, 
elected officials, support groups, program staff, funders, collaborators. 
Stakeholder evaluation:  Evaluation in which stakeholders participate in 
the design, conduct, analysis, and/or interpretation of the evaluation.  
Statistical significance:  Provides for the probability that a result is not 
due to chance alone. Level of significance determines degree of certainty 
or confidence with which we can rule out chance. Statistical significance 
does not equate to value.  
Statistics:  Numbers or values that help to describe the characteristics of a 
selected group; technically, statistics describe a sample of a population. 
Summative evaluation:  Evaluation conducted after completion of a 
program (or a phase of the program) to determine program effectiveness 
and worth.  
Systematic implies that the evaluation is a thoughtful process of asking 
critical questions, collecting appropriate information, and then analyzing 
and interpreting the information for a specific use and purpose. 
Theory-based evaluation:  Evaluation that begins with identifying the 
underlying theory about how a program works and uses this theory to 
build in points for data collection to explain why and how effects occur.  
Utilization-focused evaluation:  A type of evaluation that focuses its 
design and implementation on use by the intended audience. The 
evaluator, rather than acting as an independent judge, becomes a facilitator 
of evaluative decision making by intended users. 
Validity:  The extent to which a measure actually captures the concept of 
interest.  
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Key resource list 

 

University of Wisconsin-Extension 
Program Development and Evaluation  
 http://www.uwex.edu/ces/pdande 

 Evaluation Publications:  
 http://www.uwex.edu/ces/pdande/evaluation/evaldocs.html 

 Evaluation Quick Tips:  
 http://www.uwex.edu/ces/pdande/resources/index.html 

 Online logic model course:  
 http://www.uwex.edu/ces/lmcourse 

 

American Evaluation Association 
Electronic Resources: http://www.eval.org 

Amherst H. Wilder Foundation 
Electronic Resources: http://www.wilder.org/15.0.html 

Building Evaluation Capacity: 72 activities for teaching and training.  
Preskill, H., & Russ-Eft, D. (2005). Thousand Oaks, CA: Sage Publications, Inc. 
http://www.sagepub.com/booksProdDesc.nav?prodId=Book225871&  

Center for Substance Abuse and Prevention Pathways 
Online Courses: http://pathwayscourses.samhsa.gov/index.htm 

Penn State Cooperative Extension, Program Evaluation 
Evaluation Tipsheets: http://www.extension.psu.edu/evaluation/titles.html 

Iowa State University, University Extension 
Publications: https://www.extension.iastate.edu/store/ 

Internet, Mail and Mixed-mode Surveys: The tailored design method (3rd ed.).  
Dillman, D., Smyth, J. & Christian, L. (2009). New York: John Wiley & Sons, Inc. 
http://www.wiley.com/WileyCDA/WileyTitle/productCd-0471698687.html  

Tobacco Technical Assistance Consortium 
Electronic Resources: http://www.ttac.org/power-of-proof/index.html 

United Way Outcome Measurement Resource Network 
Electronic Resources: http://national.unitedway.org/outcomes/ 

University of Kansas, Community Tool Box 
Electronic Resources: http://ctb.ku.edu 

The Urban Institute Toolkit 
Electronic Resources: http://www.urbaninstitute.org 

Utilization-Focused Evaluation (4th ed.).  
Patton, M. Q. (2008). Thousand Oaks, CA: Sage Publications, Inc. 
http://www.sagepub.com/booksProdDesc.nav?prodId=Book229324&  
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