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Evaluation plan template
	Key question
	Response

	What are the changes you need to measure/ document/ capture/ understand?
	How will things be different as a result of your work? (Refer back to Models of evaluation in the course.)


	Who is this relevant to?
	Who will experience this change?


	What method will we use to get evidence?
	Match the most appropriate method to the evidence you need to collect. (Refer back to Research methods in the course.)


	What questions will we ask?
	[bookmark: _GoBack]Thinking about the changes you need to capture evidence for, consider what questions you need to ask to know this. (Refer back to Research methods in the course.)


	Who will do it?
	Whose responsibility is this? You? Your team? An external evaluator? Volunteers? Students?


	When does it need to happen?
	When in your evaluation process does this need to take place?


	What resources are needed?
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Timetable
	Activity
	Month / Week 1
	Month / Week 2
	Month / Week 3
	Month / Week 4
	Month / Week 5
	Month / Week 6
	Etc.

	Agreeing framework and approach
	
	
	
	
	
	
	

	Devising evaluation questions
	
	
	
	
	
	
	

	Setting up evaluation methods
	
	
	
	
	
	
	

	Collecting evidence
More detail…
	
	
	
	
	
	
	

	Analysis
	
	
	
	
	
	
	

	Reporting
Drafts and sign off…
	
	
	
	
	
	
	

	Sharing and communicating
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