
 

Tool #1: Evaluation framework 

Evaluation is generally defined as a structured process of inquiry that aims to measure 
the results of a project or programme on its environment in comparison to the original 
situation and relative to the goals and objectives of the project or programme. There are 
several major elements to consider in planning an evaluation: 

1. TIMING—when will you evaluate?  A formative evaluation  occurs during a 
project’s lifetime when changes can be integrated into the on-going project, and a 
summative evaluation  occurs at the end of a project. 

2. EVALUATOR—who will conduct the evaluation?  Evaluation can be conducted 
internally  or by an external  evaluator. It can involve varying degrees of 
participation by stakeholders.  Given your chosen approach, how will your project 
team manage the evaluation? 

3. DATA—will the evaluation be based upon qualitative  (interviews, observations, 
etc.) or quantitative  (statistics, percentages, etc.) data? 

4. METHOD—how will data be collected?  Evaluation methods generally include 
focus groups  & interviews , document review , surveys  and observations.   

5. APPROACH—what are the general concepts and principles that will guide the 
design and implementation of your evaluation?  The main approaches to 
evaluation are participatory , utilization , action  and empowerment  evaluation. 

6. FOCUS—will your evaluation focus on assessing process , outcomes  or 
impact? 

 
Source (modified from): Search for Common Ground, “Resource Guide on Evaluation,” 
Institutional Learning and Research Division, accessed March 25 2012, 
http://www.sfcg.org/programmes/ilt/ilt_resources.html 
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Tool #2: Interviewing skills 
 

Evaluations often involve interviews with key informants or stakeholders. Here are some 
do’s and don’ts for interviewing:  
 

� DO test the interview schedule beforehand for clarity, and to make sure 
questions cannot be misunderstood.  

� DO make sure that logistics are looked after; come prepared with the paper, 
tape recorder, batteries, pens etc. that you will need. Demonstrate 
professionalism. 

� DO clearly state the purpose of the interview.  
� DO assure the interviewee that what is said will be treated in confidence.  
� DO ask if the interviewee minds if you take notes or tape record the interview.  
� DO record the exact words of the interviewee as far as possible.  
� DO keep talking as you write.  
� DO keep the interview to the point. 
� DO cover the full schedule of questions.  
� DO watch for answers that are vague and probe for more information.  
� DO be flexible and note down everything interesting that is said, even if it isn’t 

on the schedule.  
� DON’T waste the interviewee’s time – Locate easy-to-find information in other 

ways (such as postal codes or websites). 
� DON’T check e-mail or forget to turn off your phone during an interview. 
� DON’T offend the interviewee in any way.  
� DON’T say things that are judgmental.  
� DON’T interrupt in mid-sentence.  
� DON’T put words into the interviewee’s mouth.  
� DON’T show what you are thinking through changed tone of voice.  

 
Source (modified from): Shapiro Janet, “Monitoring and Evaluation,” CIVICUS, n.d. p.33, 
accessed March 25, 2012, 
https://www.civicus.org/new/media/Monitoring%20and%20Evaluation.pdf 



 
Tool #3:  Outline of an evaluation report 
 
EXECUTIVE SUMMARY: Usually not more than five pages – the shorter the better – 
intended to provide enough information for busy people, but also to tease their appetite 
so that they want to read the full report. 
 
PREFACE: Not essential, but a good place to thank people and make a broad comment 
about the process, findings, etc. 
 
CONTENTS PAGE: With page numbers, to help people find their way around the report. 
 
SECTION 1: INTRODUCTION: Usually deals with background to the 
project/organisation, background to the evaluation and evaluation team, the 
methodology, the actual process and any problems that occurred. 
 
SECTION 2: FINDINGS: Here you would have sections dealing with the important areas 
of findings, e.g., efficiency, effectiveness and impact, or the themes that have emerged. 
 
SECTION 3: CONCLUSIONS: Here you would draw conclusions from the findings – the 
interpretation, what they mean. It is quite useful to use a SWOT Analysis  as a summary 
here. 
 
SECTION 4: RECOMMENDATIONS: This would give specific ideas for a way forward in 
terms of addressing weaknesses and building on strengths. 
 
APPENDICES: Here you would include Terms of Reference, list of people interviewed, 
questionnaires used, possibly a map of the area and so on. 
 
Source:  Shapiro, Janet, “Monitoring and Evaluation,” CIVICUS, n.d. p.37, accessed March 25, 
2012, https://www.civicus.org/new/media/Monitoring%20and%20Evaluation.pdf 
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About this Community Development Toolkit 
 

This community development toolkit was created by by Kate Zevenhuizen and Courtney 
Hayden, with editorial review by Kelly Vodden, Raïsa Mirza and Gail Collins. The toolkit 
was created as part of a community-based research project undertaken by students in 
an undergraduate course at Memorial University, Department of Geography, instructed 
by Dr. Kelly Vodden (Geography 3350 – Community and Regional Planning and 
Development). The project was completed in partnership with the Central Region 
Community of Practice – Community Development. Using a ‘Community of Practice’ 
learning approach the project was intended to provide resources that introduce students 
and community development practitioners to several key community development and 
regional planning tools and concepts. The financial support provided by the Rural 
Secretariat-Executive Council and the support and participation of Regional Partnership 
Planners Linda Brett and Tanya Noble are gratefully acknowledged.  
 

 
 

  


