A Guide to Evaluation

This document is a map or framework on which to base an evaluation of both a Training and a Cooperation Plan and an individual activity within the plan. It will help you from the moment that you start thinking about aims and objectives to the presentation of your evaluation report. It has been split into 5 sections: Pre TCP, Development and Strategy, Selection, Activities and Outcomes. Each section has basic questions to ask in this area, methods for collection of information and some hints on analysis. There is a box to tick when you have completed each one.

SECTION 1 Pre TCP Check List

A set of questions that should be answered when you are creating your plan or activity.

SECTION 2 Development and Strategy 

The areas to assess when you are evaluating the development and strategy of an activity/TCP. This is the important ground work to a report and recommendations for future changes.

SECTION 3 Selection 

The areas to evaluate in the selection procedure of those involved, i.e. participants and trainers. This makes transparent the process of involvement of people within the exercise. 

SECTION 4 Activities

Explores key areas within the activities to evaluate.

SECTION 5 Outcomes

Explores evaluation of outcomes, demonstration of quality and added value to the youth field, multiplication and long term impact. 

SECTION 6 Time Frame for Evaluation

A map of when each part of the evaluation should take place.

1. Pre TCP Check List

Answer these questions when you are constructing your TCP. Tick the boxes on completing the questions.

(
1 What are the aims and objectives for your TCP and why?

(
2 What are all the stakeholders’ expectations (funders, trainers, young people etc)

(
3 Who is/are your target group(s) and why?

(
4 How will you gain access to this/these target group(s)?

(
5 Who will run your activities and on what criteria have you selected them?

(
6 What methods and resources will you use to fulfil your aims and objectives and why?

(
7 What outcomes do you hope to achieve?

(
8 How will you assess these outcomes?

(
9 How will you evaluate each individually activity?

(
10 How will you evaluate the overall TCP?

* Read through this document to the end and consider all the points before you begin your TCP and individual activities.

*Write a schedule of what evaluation will take place, when it will happen and who will do it.

* When you are completing your evaluation, follow all sections below very carefully.

2. DEVELOPMENT AND STRATEGY

2.1 Strategy Analysis                                                      ( complete

QUESTIONS

1 What were the aims and objectives of the activity/TCP?

2 Why were these aims and objectives chosen?

3 Were the activities/strategies based on analysis of needs of young people? 

4 Were the activities/strategies based on the needs of trainers?

5 Were the activities/strategies based on the priorities of the European Commission?

6 Were the activities/strategies based on the priorities of your National Authority?

4 What was the strategy behind the activity/ TCP?

5 What was the process of deciding on the strategy?

6 Who was the target audience and why was this group chosen?

7 Was the activity/strategy manageable? 

METHODS

1 interview or questionnaire of decision makers

2 reading of reports from relevant meetings

3 reading of needs analysis research completed

ANALYSIS

Develop an understanding of the process of construction of the aims and objectives

2.2 Expectation of key people who have an interest in your TCP/activity                                                                    ( complete

QUESTIONS

1 Who were the key stakeholders (key players)?: 

Funders e.g. Commission/ NAs

Target group e.g. young people/ youth workers/ disadvantaged young people

Actors in the strategy e.g. Trainers, NA staff 

Actors in the field e.g. Youth Organisations

2 What was the relationship between the stakeholders?

3 Were there expectations met?

NOTE:

Each stakeholder needs to be involved in the evaluation to provide a balanced picture. All evaluations in every field of work are political and you must be aware of the context in which you complete your work.

METHODS 

Questionnaires or interviews to all stakeholders before the activities take place.

Documentation and minutes from meetings. 

ANALYSIS

Decide what are the expectations of these differing sets of people towards your TCP and each individual activity within it. Look at tensions or differences.

2.3 Cooperation with partners                                        ( complete
QUESTIONS

1 Which countries were you cooperating with on the different projects?

2. What roles did the different partners play in the 

a) development, 

b) process 

c) evaluation 

      of the different activities?

3 Was there equal cooperation in the development of the activity between all partners? 

4 Was the communication between partners adequate?

5 Was the communication between all actors (i.e. funders, partners, trainers, participants) involved adequate?

6. Were there misunderstanding through different use of words (definitions) in the aims, objectives or setting the target groups? If yes explain what happened.

METHODS

Interview or questionnaires of the actors involved.

ANALYSIS

Use the data to decide if there was a democratic process in the development of the project and to draw a picture of the involvement of the different partners in the activities.

3. SELECTION

3.1 Selection of participants                                           ( complete

QUESTIONS

1 Who were the intended participants for the activities?

2 Was there a shared understanding of the target group?

3 Who was the announcement of the activity sent to?

4 Who applied?

5 What were the selection criteria?

6 Were the participants who turned up to the activity your specified target group?

METHODS

Interview or questionnaire of actors involved in selection

Interview a number of participants and trainers to find out about the participants (this could be done by telephone)

ANALYSIS

Use the data collected to decide if the target group arrived at your activities and if not where the problems arose.

3.2 Selection of actors to carry out the activities            ( complete

QUESTIONS

1 How were actors (such as trainers) selected and on what criteria were they selected?

2 Did the actors implement the activity you suggested?

3 Was there a gender balance?

4 Was there a regional balance?

5 Was there a balance in the areas of experience and expertise?

6 Did the selected actors become a team?

7 Was the team affective at organization and time management?

8 Were there conflicts and were they resolved?

9 Would you recommend the trainers for future activities?

METHODS

1 Interview or questionnaire of actors involved in selection

2 Questionnaires of participants after the training course

3 Question team after the training course.

ANALYSIS

Use the data to decide if appropriate actors were selected for the tasks and, if a team was created, whether it worked successfully together.

4. THE ACTIVITY

4.1 Preparation, delivery, evaluation and follow up       ( complete
QUESTIONS

1 Were adequate resources of time, energy and money given to the:

a) preparation of each activity?

b) delivery of each activity?

c) evaluation of each activity?

d) follow up of each activity?

METHODS

Interview or questionnaire of actors involved

ANALYSIS

Decide if enough commitment and total resources were spent on each element within the production of the activity

4.2 Infrastructure and Support                                        ( complete
QUESTIONS

1 Did the location for the activity have enough or appropriate space?

2 Was the appropriate equipment available?

3. Was there adequate support staff for the activity?

METHODS

1 Questionnaire after training course for participants

2 Interview or questionnaires for actors who ran the event.

ANALYSIS

Examine the data to decide if the infrastructure and support were satisfactory for the activity

4.3 Contents and Methods                                              ( complete
QUESTIONS

1 Which priority from the European Commission was the activity orientated towards? 

1 Were the methods chosen participant centered? If yes, give an example.

2 Were the contents of the activities based in the realities of the participants? If yes, give an example.

3 Was there an affective group learning process?

4 Were the participants actively involved in the activities?

5 Did the activities use resources from the field?

6 Was there a European dimension within the activity?

7 Did the content and theme of the/each activity fit the aims and objectives set?

METHODS

1 Observations: have an observer sit and watch the process and make notes.

2 Ask questions on the process in a post questionnaire or interview.

3 Ask those people creating the activity to provide detailed documentation.

ANALYSIS

Use the data to decide if the appropriate contents and methods were used.

5. OUTCOMES

To explore outcomes each individual activity needs to be examined separately and then brought together in a synthesis.

5.1 Evaluation                                                                 ( complete
QUESTIONS

1 What were your expected outcomes from the individual activity?

2 Were your expectations of outcomes met?

3 What evaluation was completed for the individual activity?

4 What were the results of the evaluation?

5 How do the results of the evaluation and outcomes fit into the field of youth work and the priorities of the European Commission?

METHODS

Interview or questionnaire for the coordinator of each activity.

5.2 Learning Outcomes                                                   ( complete
QUESTIONS

1 What skills and competencies have the participants learned, e.g. Self Awareness, Intercultural Learning, Tolerance and Diversity, European Citizenship?

METHODS

Assessment of learning of the participants by: themselves (self assessment), their peers, the team or by external assessors. This assessment should be comparative between when the participants arrive and where they have reached by the end, i.e. a pre-questionnaire and a post-questionnaire or another method of recording and analyzing the achievements of participants. New technology methods could be used providing evidence based portfolios of achievement on CD ROMs and videos.

5.3 Demonstrating Quality                                             ( complete
QUESTIONS

1 How can quality be demonstrated?

METHODS

The Evaluation Report. This document is an observable outcome that, if done well, will demonstrate the quality of your activities. The evaluation report will help you improve your activities and TCP next time. 

Using this guide will be a start to producing an evaluation of individual activities and your overall TCP. Use the different title headings for each section of your report and then finish with a conclusion containing recommendations for the future. If you need help you can request the support of an external evaluator to carry out the task. External evaluators give your report more credibility because they are understood as being more impartial.  

An Evaluation Meeting. This brings all the key stakeholders together to discuss the key questions that are in this guide. A report from the evaluation meeting should then be produced. This is not a quick fix for all the areas of evaluation and is not a substitute for the in-depth evaluation process given above.

5.4 Added Value to the youth field                                ( complete
QUESTIONS

1 How do you demonstrate added value?

METHODS

A collection of examples of good practice such as videos, CD ROMs, websites from the different activities. 

The creation of new methods, tools and articles on the different themes of the activities.

5.5 Multiplying Affect                                                   ( complete
QUESTIONS

1 How do you demonstrate multiplication?

METHODS

Look for an increase in the number of quality activities in the priority areas that you have stated in your aims and objectives.

Look for an increase of quality trainers, support people and resources in priority areas.

To find this information follow up participants 6 months or longer with questionnaires and/or interviews to find out what activities relating to themes have been carried out by participants.

5.6 Long-Term Impact                                                   ( complete
QUESTIONS

The long term impact is quite difficult to measure and will be effected by many variables other than the youth activities that you are creating.

1 What is the long term impact on the participants of an activity?

2 What is the long term impact on young people as a whole?

METHODS

Following up participants over 2 years or more can trace the long-term impact on their lives and the activities they have been involved in. This can be assessed by taking part in interviews or questionnaires every 6 months, recording their life story.

Look for indicators of impact on young people.

Create specific indicators for the aims and objectives/priorities of your TCP, e.g. 

Reduction of reports of racism by young people towards their peers 

Increased participation of young disabled people in youth activities.

Increased participation of young people in youth organizations.

If you are lucky then these type of figures will be collected by official organizations.

NOTE

It is difficult to prove the link between your activities and results.  

6 TIME FRAME FOR EVALUATION

	TIME WHEN THINGS SHOULD HAPPEN
	Which Evaluation Section to Complete Following the Numbers from the Guide



	STRATEGY DEVELOPMENT


	( 1 Pre TCP Check list

( 1 Decision on evaluation programme, choice of methods and development of tools.

( 2.2 Expectations of different stakeholders 

	ACTIVITY START TIME


	( 2.2 Expectations of participants

( 5.2 Learning needs of participants

	DURING ACTIVITY
	( 3.1 Are participants your target group?

	END OF ACTIVITY
	( 2.2 Expectations of participants met

( 4.2 Infrastructure and support by participants

( 4.3 Content and methods by participants

( 5.2 Learning outcomes of participants



	TEAM EVALUATION AFTER ACTIVITY
	( 2.2 Expectations of team met

( 2.3 Cooperation and communication by team

( 4.2 Infrastructure and support by team

( 4.3 Content and methods by team

( 5.1 Evaluation of outcomes by team

( 5.2 Learning of participants by team

	SHORTLY AFTER
	( 2.3 Cooperation of partners by NAs

( 3.1 Selection of participant

( 3.2 Selection of team

	By 6 MONTHS
	( 2.1 Strategy Analysis 

( 2.2 Expectations of stakeholders met

( 4.1 Preparation, delivery, evaluation and follow up

( 5.2 Collection of examples of good practice and new methods

( 5.3 Individual activity Evaluation Report complete

( 5.5 Participants follow up of activities 

	By 12 MONTHS
	( 5.3 Evaluation of whole TCP complete. ( 5.5 Participants follow up of activities 

( 5.6 Long term impact
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