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In this section you will find: 
 

• Forms and Approaches 

• Links to Evaluation Resources 

• Evaluation Terminology 

• Program Design and Planning Workbook (Attachment: Appendix C) 

• Program Monitoring and Evaluation Workbook (Attachment: Appendix D) 
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There are many different types of evaluation forms and approaches that you can choose to carry 
out your evaluation work.  Dr. John Owen from the University of Melbourne suggests that 
evaluation can be separated into the following forms: 
 
Evaluation Forms 
 
Proactive This kind of evaluation comes before the program is set up; it will help to 

establish if there really is a problem, and how it might best be addressed.  A 
needs assessment is the most comply used approach here. 
 

Clarificative Sometimes when programs are set up, they can be a bit fuzzy on the details.  
The main direction may be clear, but the processes or the basic ideas of why the 
program will work are left to the imagination.  This needs to be clarified.  A 
clarificative evaluation helps you to really focus the program intent and 
operations.  Evaluability assessments and logic models are the best approaches 
to use here. 
 

Interactive When you think about interactive, think about improvement. It means to get 
right into the program when it is up and running to see how things are going.  Is 
everything going as planned? Empowerment and participatory evaluation, or 
action research are very good approaches to use in the interactive form. 
 

Monitoring Once the program is up and running, some fine-tuning may be needed.  The 
volume of work, money spent and service delivery needs to be tracked. Was 
your budget sufficient? How many clients are you serving? Have there been 
changes between now and when you set up the program? The use of 
performance measurement is very helpful here. A systems analysis can also help 
to examine the way that all of the program components come together to make 
changes happen. 
 

Impact When all is said and done, people will want to know if your program made a 
difference.  Were the needs of the people serviced by the program met? Were 
the goals of the program attained? Was the money well spent? This form of 
evaluation seeks to measure the impact of the program in a community or to an 
individual.  Outcomes evaluation, needs based evaluation, and performance 
audits can help you to assess the impact of a program. 
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Within each form, there are several approaches you can take to conduct your evaluation: 
 
Evaluation Approaches 
 
Proactive Clarificative Interactive Monitoring Impact 
-Needs 
Assessment 
-Research review 
-Review of Best 
Practices 
 

-Evaluability 
Assessment 
-Logic model 
-Theory 
development 
-Accreditation 

-Responsive 
-Action Research 
-Quality Review 
-Developmental 
-Empowerment 
-Participatory 

-Component 
Analysis 
-Devolved 
performance 
assessment 
-Systems 
Analysis 

-Objectives 
based 
-Process-
outcome studies 
-Needs based 
-Goal free 
-Performance 
Audit 

 
* The above evaluation forms and approaches draw upon the work of Dr. John Owen as 
presented in Program Evaluation; Forms and Approaches, Sage Publications, 1999. 
 
Key Considerations 
 
Here are a few things to think about when doing your evaluation design: 
 

• What is the scope of the evaluation? 
• Who is your primary audience? 
• Who are your stakeholders 
• How many resources do you have to undertake this project? 
• How long do you have to complete the evaluation? 
• What are your key research questions? 

 
 
Which Evaluation Approach Will Work Best? 
 
Now that you can see that there are different stages to a program, and that each stage relates 
to a different evaluation form, it will be easier for you to focus your work.  The most common 
evaluation approaches line up well with a particular form. A common mistake is to decide what 
kind of approach that you want to use before you have chosen your questions or looked 
carefully at the program to see where it is in its life cycle.   
 
Proactive – used before a program has been set up, usually to find out if there is a problem that 
requires action, and what the root of the problem is.   Once you know there is a problem that 
needs to be addressed and what the root of the problem is, you will be better informed to deal 
with that problem effectively when setting up your program.  A common mistake when 
developing programs is to deal with symptoms of a problem rather than get to the bottom of it. 
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Clarificative – used to clarify what a program is supposed to be focused on, how it is supposed 
to work, what the purpose of the program is and if the program theory or rational is solid.  As 
programs develop over time, sometimes the original purpose of the program is lost because 
either it was not well documented or the purpose was not established.  It is difficult to figure out 
what direction a program should take if you are unsure of the rational used to create that 
program or what it was supposed to do in the first place. 
 
Interactive – used mainly when you are looking at the delivery of a program, is it effective? Does 
it need improvement?  What is the program trying to achieve?  This form is used when a 
program is up and running, and usually involves participation of program providers and/or 
participants.  Involving program providers or participants ensures first hand knowledge and 
experience is taken into account in the evaluation. 
 
Monitoring – this form is also applied when a program is up and running and generally looks at 
elements such as:  

 Justification of the program 
 Fine-tuning the details 
 If implementation going as planned 
 Are costs on target? 
 How does implementation compare to a couple months ago? 
 Looking at the volume of work 

Performance Measurement activities generally fall under this approach as they involve the 
continual monitoring of programs while they are running. 
 
Impact – used either when a program has run its course or while it has been up and running for 
some time.  This form looks mainly at the impact the program is having sometimes for 
justification purposes or accountability purposes.  Did the program make a difference? Did the 
program achieve its goals? Were there any unintended outcomes as a result of implementation? 
Was the program effective in serving the needs for which it was designed?  Was the program 
implemented as planned? 
 
The following graphic describes how these evaluative forms and approaches fit within a basic 
program cycle. 
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Basic Program Cycle  
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The following links are helpful resources: 
 
Treasury Board Secretariat, Government of Canada: 
http://www.tbs-sct.gc.ca/index_e.asp 
 
The Canadian Evaluation Society: 
http://www.evaluationcanada.ca 
 
The Canadian Evaluation Society NWT Chapter: 
http://nwt.evaluationcanada.ca/ 
 
The Australasian Evaluation Society: 
http://www.aes.asn.au/ 
 
The American Evaluation Association: 
http://www.eval.org/ 
 
The European Evaluation Society: 
http://www.europeanevaluation.org/ 
 
The International Development Evaluation Association: 
http://www.ideas-int.org/ 
 
The International Organization for Cooperation in Evaluation: 
http://internationalevaluation.com/ 
 
Office of the Auditor General of Canada: 
http://www.oag-bvg.gc.ca/ 
 
Checklist for Program Evaluation Planning: 
http://www.mapnp.org/library/evaluatn/chklist.htm 
 
Evaluation and Research Tools: 
http://www.themeasurementgroup.com/evaluationtools/evaluation_tools.htm 
 
Evaluation checklists: 
http://www.wmich.edu/evalctr/checklists/ 
 
Statistics Glossary: 
http://www.cas.lancs.ac.uk/glossary_v1.1/samp.html 
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Performance Measurement Association: 
http://www.som.cranfield.ac.uk/som/research/centres/cbp/pma/ 
 
Online Evaluation Library: 
http://oerl.sri.com/ 
 
Electronic Resources for Evaluators: 
http://www.luc.edu/faculty/eposava/resource.htm 
 
Journal of Multidisciplinary Evaluation: 
http://evaluation.wmich.edu/jmde/ 
 
Basic Guide to Program Evaluation: 
http://www.mapnp.org/library/evaluatn/fnl_eval.htm#anchor1585345 
 
Monitoring and Evaluation to Assess and Use Results: 
http://www.measureprogram.org/ 
 
Conference Board of Canada: 
http://www.conferenceboard.ca/Default.htm 
 
Canadian Comprehensive Audit Foundation: 
http://www.ccaf-fcvi.com/english/ 
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Accountability 
The imperative to make public officials answerable for their behavior (actions) and 
responsive to the entity from which they derive their authority.   
 
Accountability Framework 
Refers to a cycle of planning, implementing, monitoring, evaluating, reporting and 
improving.  These cycle components are accountability requirements for various 
programs or services that are being provided through partnerships with third party 
agencies. 
 
Activities 
An operation or work process internal to an organization intended to produce specific 
outputs. 
 
Answerability 
The duty to inform and explain, but does not include the personal consequences 
associated with accountability. 
 
Artifact 
An artificial result. 
 
Assessment of Program Theory 
An evaluative study that answers questions about the conceptualization and design of a 
program. 
 
Association 
A known link between two or more conditions or variables (factors which vary between 
people or circumstances). A 'positive' association is one where the incidence of one 
condition increases if the other condition or variable increases (as with smoking and 
lung cancer). There is a 'negative' association when an increase in one thing is 
apparently associated with a decrease in something else. 
 
Attribution 
The assertion that certain events or conditions were, to some extent, caused or 
influenced by other events or conditions. This means a reasonable connection can be 
made between a specific outcome and the actions and outputs of a government policy, 
program or initiative. 
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Benchmark 
The standard or reference point against which something is measured.  It can be either a 
long-term goal, or a comparison against another similar organization. 
 
Bias 
Something that introduces a difference or trend that distorts (or could distort) results of 
a study. Bias introduces systematic error into a study, because what is being observed 
may not be the effect of the treatment being studied, but rather it may be the effect of 
bias. 
 
Business plan 
(See Planning, Forms of ) 
 
CAPI  
Computer-Assisted Personal Interviewing - a quantitative research technique, where a 
PC (usually a laptop) makes part of the interview scene, with specialized software 
assisting with the interview. 
 
CASI  
Computer-Assisted Self-Interviewing - a quantitative research technique similar to CAPI. 
The respondent, equipped with a PC with relevant software, reads the answers on the 
screen and independently enters answers into PC memory. Similar to CAPI, the 
computer program controls skip instructions, displays necessary information on-screen, 
and controls the correctness and consistency of entered data. The main difference 
between CASI and CAPI is the presence - or rather lack of one - of an interviewer, whose 
role was completely taken over by the PC. 
 
CATI  
Computer-Assisted Telephone Interviewing - a quantitative research technique where 
questions are asked over the telephone, which are then entered by an interviewer into 
PC memory. 
 
Causality  
Concerns whether A caused B (casual inference) and how that happened (causal 
mediation). 
 
CAWI  
Computer-Assisted Web Interviewing - a quantitative research technique gaining 
popularity. This involves the respondent accessing a questionnaire and answering it over 
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the Web. 
 
Clarificative Evaluation 
This form of evaluation focuses on clarifying the intent and operations of a program, 
sometimes referred to as the theory or logic of a program.  This form helps to identify 
links between program activities and the desired outcomes of the program.  (Drawn 
from the work of Dr. John Owen). 
 
Cohort study 
A 'cohort' is a group of clearly identified people. A cohort study follows a group over 
time and reports what happens to them. A cohort study is an observational study, and it 
can be prospective or retrospective. 
 
Confirmation Bias  
Refers to a type of selective thinking whereby one tends to notice and to look for what 
confirms one's beliefs, and to ignore, not look for, or undervalue the relevance of what 
contradicts one's beliefs. 
 
Confounding 
A factor or effect that confuses the picture. A confounder distorts the ability to attribute 
the cause of something to the treatment, because something else could be influencing 
the result. Example: If people receive a mixture of therapies, it would be possible to 
confuse the effect of one therapy over the other therapy. 
 
Constant 
A characteristic that is the same for all individuals in a study - e.g. in a study 
investigating the effects of different teaching techniques on test scores, the same 
teacher and the same students are involved. They are constants in the study. 
 
Content Analysis 
Any of several research techniques used to describe and systematically analyze the 
content of written, spoken or pictorial, communication.  
 
Copy test 
A type of study, where respondents rate advertising material (TV, radio, press). The 
tested aspects are composition, appeal, communication, and credibility; respondents 
point out elements subconsciously rejected or in need of modification.  
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Core Business 
It refers to the main business areas and basic programs and services of a department; 
they should be in line with the department’s mandate. 
 
Cost Benefit Analysis 
Analytical procedure for determining the economic efficiency of a program expressed as 
the relationship between costs and outcomes, usually measured in monetary terms. 
 
Cost Effectiveness 
To achieve the best value for money. 
 
Cost Efficiency 
To achieve the most efficient use of resources at the lowest possible cost. 
 
Crown Corporations 
Corporations owned by the government that assume a structure similar to a private 
company and that operate semi-independently of the Cabinet. 
 
Data dredging 
Digging through the data of a trial trying to find a significant result. 
 
Delphi Technique 
A method of survey research developed by the RAND Corporation requiring repeated 
surveying of the same respondents do that they can come to an informed consensus. 
 
Demographics   
A fragment of a questionnaire, used to register socio-demographics of the respondent - 
sex, age, education, income, job, income, household structure, sometimes other data, 
address. The demographics part of the questionnaire gathers data used in analyzing 
results obtained from different sub-groups of the respondents. Hence the final shape of 
the demographics section depends on the nature and objectives of the project. 
 
The Three E’s  
There is disagreement in current literature with regard to what efficiency, effectiveness, 
economy (cost efficiency) and cost effectiveness means. It seems as though each 
discipline has adopted a lexicon of its own. In keeping with the government’s 
commitment to plain language, and because of the confusion around these terms; we 
explain them simply as: 
 
Effectiveness – Doing the right things (i.e. what you are doing is getting results) 
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Efficiency - Doing things right (i.e. going from point A to B using the least amount of time 
and energy) 
Cost effectiveness –what you have spent has been reasonable for the results you 
received. 
Cost efficiency “value for money”- the results that you will receive for the price you 
have paid, meaning, “You get what you pay for”. 
 
Effect 
Effect like impact is a synonym for outcome although impact is somewhat more direct 
than an effect. Both terms are commonly used, but neither is a technical term.  
 
Effectiveness   
The extent to which an organization, policy, program, or initiative is meeting its planned 
results.  
 
Empowerment evaluation 
A participatory or collaborative evaluation in which the evaluator’s role includes 
consultation and facilitation directed toward the development of the capabilities of the 
participating stakeholders to conduct evaluation on their own, to use it effectively for 
advocacy and change, and to have some influence on a program that affects their lives. 
 
External validity 
External validity is the extent to which the results of a study can apply to people other 
than the ones that were in the study (how generalisable the results are to others, or 
how applicable they are in the real world). 
 
Experimenter Effect 
The experimenter effect is a term used to describe any of a number of subtle cues or 
signals from an experimenter that affect the performance or response of subjects in the 
experiment. The cues may be unconscious nonverbal cues, such as muscular tension or 
gestures. They may be vocal cues, such as tone of voice. 
 
File Drawer Problem 
In literature reviews a problem of validity that arises because studies that come up with 
negative problems are often not published; often they are just put into the researchers 
file drawer. 
 
Generalisability 
Concerns extrapolating from specific observations to constructs, places, people, and 
times with similar and dissimilar characteristics.  
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Goal 
Goals typically refer to broad results, which may take a number of years to achieve and 
often involve many people, activities, processes, and intermediate achievements.  Goals 
reflect the desired state of affairs and are written not as actions, but as what will 
happen as a result of the department’s efforts in a given area. 
 
Goal-free evaluation  
Doing fieldwork and gathering data on a broad array of actual effects or outcomes, then 
comparing the observed outcomes with the actual needs of program participants. 
(Scriven 1972) 
 
Halo Effect 
The tendency of judges to overrate a performance because the subject ( or person) did 
well in an earlier rating, or did well in another area. 
 
Hawthorne Effect 
The tendency for people who are being researched to change their behavior simply 
because they are being studied. 
 
Horizontal Result  
An outcome that is produced through the contributions of two or more departments or 
agencies, jurisdictions, or non-governmental organizations 
 
Impact 
An impact is the effect of a service, program, policy or legislation. There can be intended 
and unintended impacts. 
 
Impacts 
The results of program activities as felt by clients and society. Impacts may be positive 
or negative. Impact like effect is a synonym for outcome, although an impact is 
somewhat more direct than effect. Both terms are commonly used, but neither is a 
technical term. For technical precision, Treasury Board Secretariat recommends that 
outcome be used instead of impact.  
 
Impact Assessment  
An evaluation of the effects of a service, program, policy, or legislation. 
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Impact Evaluation 
This form of evaluation seeks to measure the impact of the program in a community or 
to an individual. Impact evaluation would focus on the end results of a program; 
measuring intended or unintended outcomes. 
 
Implementation 
Refers to program activities or procedures involved in meeting a program objective or 
priority. 
 
Implementation Evaluations 
Used to tell decision makers what is going on in the program, how the program has 
developed, and how and why programs deviate from initial plans and expectations. 
 
Industry Standards 
An industry standard refers to a uniform level of performance agreed to by a national or 
international group of professionals who have expertise in a particular occupation or 
industry. 
 
Instrumentation effect 
Where the data collection methodology, (the questionnaire, interview, etc), changes the 
behavior of the respondent. 
 
Internal validity 
The extent to which a study properly measures what it is meant to measure. 
 
Initiatives 
Initiatives are similar to projects; they are a group of activities that are designed to 
address the priorities and goals of the GNWT. 
 
Inputs 
Financial or non-financial resources used to produce an output. 
 
Interactive Evaluation 
Interactive evaluations centre on involving relevant stakeholders in the evaluation 
process.  The participants play a major role in shaping the evaluation and making 
decisions.  Involving participants validates evaluation findings, and encourages the use 
of evaluation in organizational cultures by teaching participants about the logic and 
processes of evaluation. 
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Key informants 
Persons whose personal or professional position gives them a knowledgeable 
perspective on the nature and scope of a social problem or a target population and 
whose views are obtained during a needs assessment. 
 
Logic Model  
(Also referred to as Results-Chain) The design for how the activities of a program or 
initiative are expected to lead to the achievement of the final outcomes. Usually 
displayed as a flow chart, and used in tandem with a “hierarchy or objectives” from 
which the underlying assumptions of the program are tested.  
 
Lurking Variable 
A third variable that causes a correlation between two others. Example- if a researcher 
found a correlation between an individual’s college grades and their income later in life, 
they might wonder whether doing well in school increased income. It might; but good 
grades and high income might be caused by a third  (lurking) variable such as tendency 
to hard work. 
 
Mandate 
A command or an authorization given by a political electorate to its representative. 
 
Management 
Referred to as the body of knowledge that is responsible for planning, organizing, 
staffing, directing and controlling the activities of an organization in a manner consistent 
with the goals of the organization. 
 
Measures 
A measure provides information on performance or activities involved in working 
towards the desired goals and outcomes of a program. There are many types of 
performance measures i.e.: input measures, process measures, output measures, 
outcome measures or efficiency measures to name a few.  Targets, benchmarks or 
standards can be used to capture the status of the outcome, or progress toward the 
outcome. 
 
Meta-evaluation 
An evaluation of an evaluation. 
 
Mission Statement  
A formal, public statement of an organization's purpose. It is used by departmental 
management to set direction and values. 
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Moderator 
A researcher or participant of a discussion group who guides the flow of the discussion 
in line with the guide, steers group processes, and assists in reaching conclusions. 
 
Monitoring 
“Monitoring is a continuous function that uses the systematic collection of data on 
specified indicators to provide management and the main stakeholders of an on-going 
development intervention with indications of the extent of progress and achievement of 
objectives and progress in the use of allocated funds.”   
 
Monitoring Evaluation 
Monitoring evaluations look at whether progress has been made towards the stated 
goals of a program, or it could be geared toward a specific program component. 
Furthermore, the evaluation could monitor the implementation aspect or impact aspect 
of a program. This form generally takes note of program expenditures. 
 
Outcome 
An outcome is the expected result (or results) stemming from government action. 
Outcomes should be more specific in nature than the goals, and can be measured. 
Where the goals are very broad, it is difficult for the department to measure their 
contribution toward them. The outcome focuses the expected result into an area where 
the department has influence. While it is difficult to prove attribution, (i.e. it was the 
governments action that caused the change) when the department reports on it’s 
success, there will be more credibility if the outcome has a direct connection to the 
work that the department undertakes.  
 
Outcome Measure 
Outcome Measures are used when you want to measure the end results of a program or 
project. Organizations may use this type of measure to see if they are achieving their 
goals or to see if any intended or unintended impacts were realized. 
 
Output 
A unit of service provided, product provided, or people served by government or a 
government-funded program.  It can also be a count of goods and services produced. 
 
Paradigm 
A scientific discipline’s way of seeing it’s subject matter. A “shift” happens when the 
people involved begin to see their subject (and/or world view) in a radically different 
way.  
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Participation 
Where citizens participate in government through the electoral process; public officials 
are accountable ultimately to the electorate.  It implies that government structures are 
flexible enough to offer beneficiaries the opportunity to improve the design and 
implementation of public programs and projects.  In evaluation terms, participation 
refers to the active involvement of program stakeholders in the evaluation design and 
process. 
 
Performance Measurement 
A data collection and monitoring system established to monitor and improve results of 
government programs. Governments do this to track progress towards achieving 
specified goals and to report on the progress made to the public and elected officials.  It 
can help managers identify areas of success and areas for improvement. 
 
Performance Measures (Measurables) 
This refers to the target, benchmark, measure, or standard that will be used to capture 
the status of the outcome.  What is being measured is progress toward the outcome.  
 
Pilot Project 
Designed to test the elements of a potential program for specific period of time in one 
or more locations, with a view to implementing and on-going program depending on the 
results of the test. 
 
Planning (Forms of) 
 

• Business planning 
An annual departmental financial and management plan that includes long-term 
goals, strategies, core business, anticipated outcomes and resource requirements. It 
is the planning framework of the management of materials, services, information 
and capital flows. 
 
• Logistical Planning 
Planning in order to have the right thing at the right place at the right time. 
 
• Strategic Planning 
The process of determining an organization’s long-term goals and then identifying 
the best approach for achieving those goals. It is the “big picture” over a long period 
of time. It is done at a higher level than other forms of planning . 
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• Operational Planning  
Writing the short terms objectives key responsibilities and resources for each unit in 
the organization. 

 
• Tactical Planning 
Using skillful methods to deal with details and activities, which help the organization 
make progress toward the strategic plan. It is on a fixed schedule and carried out in 
smaller pieces. 

 
Predictability 
Predictability refers to the: Existence of laws, regulations, and policies to regulate 
activities; and their fair and consistent application 
 
Process evaluations 
How people engage with each other, the experience of process, and participants’ 
perceptions. Process evaluations aim at elucidating and understanding the internal 
dynamics of how a program, organization, or relationship operates. 
 
Project 
A group of resources and activities pulled together to achieve a specific results or a set 
of medium term outcomes over a limited period of time. 
 
Program 
A group of resources and activities, administered by a department or agency of 
government, logically connected to the achievement of specific results and long-term 
outcomes on an on-going basis. In the GNWT, a program generally refers to activities 
that serve the public, as compared to a service, which refers to activities that serve 
other government departments. 
 
Program Evaluation (1) 
The systematic collection and analysis of information on the performance of a policy, 
program, or initiative to make judgments about relevance, progress or success and cost-
effectiveness, and/or to inform future programming decisions about design and 
implementation. (Treasury Board Secretariat) 
 
Program Evaluation (2) 
The systematic collection of information about a program that helps you to improve 
program effectiveness and/or make decisions about future programming. Program 
evaluation and performance appraisal are separate systems. 

Program Review Office  Page 11  
 
 
 



Evaluation Terminology 
 

2014 

 
 
Program Evaluation (3) 
The use of social research methods to systematically investigate the effectiveness of 
social intervention program in ways that are adapted to their political and organizational 
environments and are designed to inform social action in ways that improve social 
conditions. (Rossi) 
 
Program Evaluation (4) 
 
Is the systematic collection of information about the activities characteristics, and 
outcomes of programs to make judgments about the program, improve effectiveness 
and or inform decisions about future programming. (Patton) 
 
Program Evaluation (5) 
 
Evaluation is the process of negotiating an evaluation plan, collecting and analyzing the 
findings to produce findings and disseminating the findings to identified audiences for 
use in  describing or understanding an evaluand or making judgments and or decisions 
related to the evaluand. (Owen and Rogers) 
 
Program Evaluation (6) 
 
Evaluation is the process of determining merit, worth or value of something or the 
product of that process…The evaluation process normally involves some identification 
of relevant standards of merit, worth or value; some investigation of the performance of 
the evaluand on these standards and synthesis of the results to achieve an overall 
evaluation. (Scriven) 
 
Quality  
The degree to which a product or service meets customer requirements or expectations. 
 
Reproducible 
Able to be done or achieved the same way elsewhere, by other people. 
 
Resources 
Resources can be staff, time, money, or materials that are required to perform activities. 
 
Sample 
A subset of a population being researched. Sampling is the process by which research 
subjects are chosen. There are a number of sampling techniques. 
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Probability Sampling: Every member of the research population has some chance 
of being included in the sample.  
 
Random Sampling: is a probability sample in which the probability of being 
selected as a research subject is the same for all members of the whole 
population.  
 
Stratified Random Sampling: where a population is divided into a clearly 
recognized number of sub-populations (e.g.: male/female). The research can 
sample so that all sub-populations (strata) are represented in the total sample. 
The probability of being selected as a research subject is the same for each 
member of a stratum.  

 
Systematic Sampling: involves randomly selecting the first member of the sample 
from a list and from that point taking every nth name on the list.  
 
Purposeful Sampling 
Here random sampling is not possible, the researcher selects research subjects 
according to preset criteria.  

 
Sampling Fraction 
The ratio of sample size to population size (e.g.: the sample fraction for 200 in a 
population of 2000 is 10 or 0.1). The sampling fraction equals the probability of 
any member of the population being selected for the sample.  

 
Self Fulfilling Prophecy 
Something that happens because people expect it to happen and thus act accordingly. 
 
Sleeper Effect 
Originally used to describe a delayed reaction to mass communication or message; more 
generally it means any effect that becomes apparent only after the passage of time. 
 
Social Research Methods 
Procedures for studying social behavior devised by social scientists that are based on 
systematic observation and logical rules for drawing inferences from those observations. 
(Rossi) 
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Standard 
An established, quantifiable level of performance that is commonly understood and 
agreed upon as the basis for judging or comparing actual performance. 
 
Strategy 
A series of planned actions.  
 
Snowball sampling 
A non-probability sampling method in which each person interviewed is asked to 
suggest additional knowledgeable people for interviewing.  The process continues until 
no new names are suggested. 
 
Social indicator 
Periodic measurements designed to track the course of a social condition over time. 
 
Stakeholders 
Generally refers to those with a vested interest in the program or service.  Common 
stakeholders include program managers, staff, program developers, sponsors, special 
interest groups or clients. 
 
Strategic Planning  
See forms of planning. 
 
Target  
Targets are similar to benchmarks, but are used to measure interim performance, 
assessing the rate of improvement from the present situation to the ultimate desired 
outcome. Targets tell “what we are aiming for”. They describe the level, or quality, of 
service that the Department believes is achievable in the short term. See also 
“Standard” above. 
 
Target audience  
The unit (individual, family, community, etc to which a program intervention is directed. 
All such units within the area served by a program comprise its target population). 
 
Third Party Agency 
Generally interpreted to mean any one of a variety of entities that receives public 
funding for the purpose of providing public service.  These agencies are often 
established under legislation by a sponsoring department.  
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Time Series Analysis 
Time Series is useful for: (a) identifying the nature of an event through a sequence of 
observations, and (b) forecasting (predicting future values). Basically it is measurement 
over a number of years so that trends or patterns can be established. 
 
Tools 
Tools are the methods that used to measure performance and gather data about a 
program or information requirements.  Some popular tools include surveys, 
questionnaires, audits, and interviews. 
  
Transparency 
(A principle of good governance) transparency refers to the availability of information to 
the general public and clarity about government rules, regulations and decisions. 
 
Validity 
The degree to which a result is likely to be 'true' and free of bias. 
 
Vision 
It is the ideal state (i.e. in a perfect world) that an organization sees as its future.  
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Welcome to the workbook developed for use with the Program Monitoring and Evaluation 


Manual. We hope that you find it useful. Each worksheet has an introduction and a refer-


ence back to the manual so that if necessary the manager can find additional information. 


These are pdf files for ease of electronic transmission but if they need to be tailored to the 


program needs, they are easily recreated with Publisher.  Remember that the Program Re-


view Office is available to help with guidance, advice or technical skills. Good luck! 







 


Planning 


Design 


Implement 


Data Analysis & 


Interpretation 


Reporting and  


Debriefing 


Program evaluation is a systematic collection of information about a program which helps you 


make judgements about a program, or informs decisions about future programming. This booklet 


will help a program manager to understand the evaluation and monitoring process  so that they 


will have the basics they need to for proper program management. Your first step is to invest in 


the planning stage, which will go a long way to ensuring the success of the program evaluation. 


PHASE 1  


PLANNING FOR EVALUATION 
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It is always a good idea to have a touchstone  document, project charter or terms of reference 


before undertaking an evaluation endeavor. Documenting the background of the evaluation 


and the reasons for its undertaking will serve to keep all parties in agreement and set the expec-


tations around the evaluation. Should any questions arise in the future, about the purpose, 


scope or reason for the evaluation, there should be no disagreement amongst all parties.  


 


Determinations: 


 


1.0 What is  the primary reason for the evaluation. 


 


 


 


 


 


2.0 Who is  the commissioner of the evaluation. 


 


 


 


 


 


 


3.0 What is the purpose (i.e. what you hope to get out of it) of the evaluation 


 


 


 


4.0 What do you have to work with?  (resources) 


 


 


 


Considerations: 


 


 Current work load  


 Current work environment/timing 


 Committee Roles and Responsibilities 
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1.0 Start by documenting the background  


PLANNING 
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If a program has been running for many years, there should be information available that can 


be analyzed at a deeper level than new programs. Consider the programs stage to determine 


the kind of evaluation that you wish to carry out. 
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1.1 Determine the stage of the program and approach 


PROACTIVE 


(Community problem) 


(Research phase) 


 


At what stage is the program? 


 


 


What kind of evaluation would be appropriate? 


CLARIFICATIVE 


(Conceptualization stage) 


(Design stage) 


At what stage is the program? 


 


 


What kind of evaluation would be appropriate? 


INTERACTIVE 


(Program up and running for at 


least two years) 


At what stage is the program? 


 


 


What kind of evaluation would be appropriate? 


MONITORING 


(Program has been running 


over a period of years) 


 


At what stage is the program? 


 


 


What kind of evaluation would be appropriate? 


IMPACT 


(Program has been running 


over a period of years- depends 


on type of outcomes) 


At what stage is the program? 


 


 


What kind of evaluation would be appropriate? 


PLANNING 


 


 


 


 


 


√ check appropriate  box 
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The first step in framing an evaluation is to ask "What do you want to know?”  This is can be 


difficult. Generate a large number of items and then weed them down until you have  4 or 5 


evaluation questions that are very clear. (These are just suggestions; not all may be required ). 


 


Questions about client: 


 


 


 


 


 


 


 


Questions about finances/cost: 


 


 


 


 


 


 


Questions about operations or processes: 


 


 


 


 


 


 


 


Questions about impact on community or other programs 


 


 


 


 


 


 


Questions about generally accepted management practices or 


governance items like accountability, transparency, participation or 


responsiveness. 
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A good plan today is 


better than a great 


plan tomorrow! 


1.2 Choose the Questions  


PLANNING 
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The scope of the evaluation will set the boundaries around how far the study is to go. The scope 


of the evaluation is everything that is to be judged. How big is the evaluation? How much 


ground will be covered? This  is important because it sets limits on the effort expended and the 


funds that will be spent.  


1.3   Set the scope of the evaluation  


This evaluation will cover: This evaluation will not cover: 


How many years of program operation? Over which time 


frame? 


  


 


Which set of clients? 


 


 


Which operations/regions/community? 


 


 


The following agreements/funding sources: 


 


 


The focus of the evaluation: 


 


Particular issues: 


A) 


 


 


 


B) 


 


 


 


C) 


 


 


 


D) 


 


PLANNING 
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The Terms of Reference must include nearly everything that you want to do for the evaluation. 


This document is your touchstone. It will explain to everyone what you and your team have de-


cided to do. It is a really good idea to have it formally approved. Here is a suggestion for what 


it might contain: 


1. Purpose of the evaluation 


2. Who commissioned the evaluation 


3. Program overview 


4. Scope 


5. Evaluation questions 


6. Design of the study ( once determined) 


7. Timelines 


8. Budget 


9. Project Management 


10. Roles and Responsibilities 


11. Where the report will be distributed 


12. How the findings will be used. 


1.4 Begin to draft the Terms of Reference  


PLANNING 


Start on the Terms of Reference, early in the process, but remember that it will  not be com-


pleted until all of the design decisions have been made.  
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Planning checklist 


1. Determined  the primary reason for the evaluation. 


2. Defined the purpose of the evaluation 


3. Determined the stage of  the program  


4. Selected  questions 


5. Scoped out the evaluation parameters 


6. Sketched out the terms of reference 


PLANNING 







 


Planning 


Design 


Implement 


Data Analysis & 


Interpretation 


Reporting and  


Debriefing 


Phase 2 


DESIGN 


The design is how the data collection plans come together with the instruments and data 


sources to give the evaluator the information needed to answer the questions. This piece of the 


evaluation must be carefully considered as it has it will influence the validity and reliability of the 


information.  
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Getting the right information from the right sources is important.  There are a variety of tools to 


choose from but developing your collection instrument can be expensive and time consuming, 


so choose carefully. Balance your information requirements against your resources to see what 


you can afford to do, in what time frame. Go through each question and decide where the 


best data is available. After that decide how to get the data.  


2.1 Select tools and set method for data collection 


 Question   Data Sources  Tool 


 
 


 Question 1 


 


 


 


    
 
 
 
 


 Question 2 


 


 


 


    
 
 
 
 


 Question 3 


 


 


 


    
 
 
 
 


 Question 4 


 


 


 


    
 
 
 
 


Question 5 


 


 


  


DESIGN 
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From the population you must decide who (or what) to include and who (or what) to leave out. 


We need to have enough people participating to let us generalize about everyone in the 


population. In order to be able to say that your data is a fair or true representation of your 


program participants, you have to have a "sample". Paste the following address into your web 


browser for a sample size calculator. 


 


 


 


 


 


 


 


 


h t tp ://www.surveysys tem.com/


sscalc.htm 


 


 


 


 


 


 


 


 


 


 


 


 


 


2.2 Select sample frame and participants 


Determine Sample Size 


Confidence Level  


Confidence Interval 


Population 


    


Sample Size needed 


95% 99% 


 


 


Calculate Clear 


 


Find Confidence Interval 


Confidence Level  


Sample Size  


Population 


Percentage 


    


Confidence Interval 


95% 99% 


 


 


50 


Calculate Clear 


 


DESIGN 
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Describe the way in which you will collect the information— how the tool will be brought 


together with the data source and how it will be stored. 
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2.3 Set the protocol  


 Question   Data Sources  Tool 


 Question 


1 


 


 


 


    
From who or where will this data be collected 


 


 


 


Which tool /method will be used 


 


 


 


How will the tool and the data source be brought together 


 


 


 


How will the information be recorded? 


 


 
 
 


 Question 


2 


 


 


 


    
From who or where will this data be collected 


 


 


 


Which tool /method will be used 


 


 


 


How will the tool and the data source be brought together 


 


 


 


How will the information be recorded? 


 
 
 
 


DESIGN 
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It is an expectation that researchers and evaluators will ensure the privacy and safety of their clients 


and that all standards of ethical conduct will be observed during the project. A peer review of the stan-


dards of conduct is advisable. Each project will have its own items for consideration: this is not a com-


prehensive list.           
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2.4 Review of conduct and ethics 


Project demonstrates sensitivity to the cultural and social environment of all participants/


community . 


Evaluators have conferred with the participants on confidentiality;  


Evaluators have conferred with the participants on communications;  


Evaluators have conferred with the participants on privacy; 


Information has been provided to clients /participants to facilitate their decision-making 


concerning  the project; 


Evaluators have obtained informed consent;  


Evaluators have conferred with the stakeholders and commissioner on the ownership of 


findings, reports and data.  


Evaluators have designed a data management/storage system that protects participant 


anonymity. 


Is advice necessary from the ATIP coordinator? 


check elements 


DESIGN 
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2.5 Set the timeline 


Here is an example of how a timeline might look. Please be aware that not all steps have been included 


here. You may want a more precise timeline. 


Initial consultations 
 
Approve terms of 
reference 
 
Questions approved 
 
Develop tools 
 
Conduct sampling 
 
Develop Data 
collation tools  
 
Test tools 
 
Implement tools 
  
Consultations  
 
Data cleaning and 
analysis 
 
Draft /report 
preliminary results  
 
Consult on 
preliminary findings 
 
Write draft report 
 
Finalize report 
 
Prepare report release 
through public affairs 
 
Debrief evaluation 


  Week      week     week     week     week     week     week     week     week     week     week    week     week     week     week 


  


DESIGN 
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There will always be a cost to an evaluation, although it may not be apparent. Taking time from 


your regular schedule, travel, your salary, meetings with steering committees and working groups, 


overtime and use of government equipment all contributes to the cost of an evaluation. Consider 


the following: 


2.6 Budgeting 
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 Item  Estimated Cost 


  
Training  


 


Overtime/Backfill 


 


 


Advertising 


 


 


Consultant /research assistant time 


 


 


Publishing/Photocopying 


 


 


Honoraria 


 


 


Mail out costs 


 


 


Travel /hotel costs 


 


 


Food for community meetings 


 


 


Long distance calls 


 


 


Specialized computer software /equipment 


 


 


Translation/interpretation 


 


 


Other 


 


 


  


DESIGN 
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2.7 Evaluation frameworks 


There is no one way to do an evaluation framework. They are simply plans on how the work that you 


are going to carry out is documented. They can be complex or simple, but they need to give the 


reader an idea of the sequence of events about to take place.  
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 Data Source  Tool/Method Type of  


Analysis 


 Who  


Collects 


 When 


Collected 


 Question 


  


Q1 


 


 


     


Q2 


 


     


Q3 


 


 


     


Q4 


 


     


DESIGN 
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Selecting Performance Measures 


Performance measurement can be defined as a data collection and monitoring system 


established to manage activities and improve results of government programs.  Performance 


measurement data can be collected for a number of years prior to an evaluation and can verify 


trends or information collected during an evaluation. The following page contains measurement 


categories as suggestions.  


 


 Utility 


 Availability 


 Effort  


 Understandability 


Measure/metric Who has the 
data, or, where 
is the data? 


What is the best 
tool to pull all the 
data together? 


When is the 
best time to col-
lect the data? 
(What cycle?) 


 


Who will be 
responsible to 
collect the 
data and 
analysis? 


Who is analysis 
reported to and in 
what forum? 


 


 


 


 


   


 


 


 


  


 


 


 


 


   


 


 


 


 


  


Data Management Plan 


The selected data for the performance measures should be proceeded by a plan. If it is not in 


place and communicated as an expectation to the various parties, it will not be collected. 


Below is a template for consideration. 


DESIGN 


 Validity 


 Reliability 


 Comparability 
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ATTRIBUTE WHAT MEASURES OR METRICS WILL REFLECT THIS ATTRIBUTE? 


CAPACITY  


QUALITY  


ACCESS  


RELEVANCE  


COST  


TARGETS  


BENCHMARKS  


OUTPUTS  


OUTCOMES  


OTHER  


DESIGN 
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Planning 


Design 


Implement 


Data Analysis & 


Interpretation 


Reporting and  


Debriefing 


Phase 3 


IMPLEMENTATION 


Good management of the evaluation goes a long way to insuring the success of the project. 


This includes managing risks, staying aware of potential ethical situations, communicating with 


staff and management, decision making, leading the team, and controlling unanticipated 


events.  


You are here 







 


 


 


 The terms of reference have been approved        √  


 The evaluation framework is complete 


 The instruments have been designed and tested 


 Public affairs and communication documents are ready to go 


 A schedule for debriefing management is in place 


 A communications schedule with staff is established 


 Manager is alert to project mission drift 


 Spread sheets for keeping track of expenditures developed 


 Timelines are set with “downtime” and delays anticipated 


 Manager is prepared for passive or overt resistance 


 


 


 


 


 


 


 


IMPLEMENTATION 


Project management /Implementation checklist 
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Planning 


Design 


Implement 


Data Analysis & 


Interpretation 


Reporting and  


Debriefing 


Phase 4 


Data Analysis & Interpretation 


Once the data has been collected, the analysis will be straight forward if certain conditions are 


present. The evaluator must prepare the information so that it is readable. Data analysis 


generally follows the following steps: 


 


1. Group (and clean) the data 


2. Describe the data 


3. Interpret the data 


 


There are simple ways to  handle data (descriptive statistics) and more complex ways to look at 


data (predictive modeling or inferential statistics). It is suggested that for more  complex 


exercises, a statistician be consulted to help. 
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Step 1 Grouping and Cleaning Data 


Page 22 


1.0 Lay out a data management plan 


If you have used different methods to answer questions, laying out a plan may help to classify 


the information for example:  


What will you do with data from various data sources? 


 


2.0 Code the data  


Have the coding sheets developed before your instrument goes out. They may have to be 


tweaked but at least you have a head start.  An excel, access or SPSS spreadsheet is the best 


way to record the data as the numbers can be manipulated.  


 Survey  Interview  File Audit  


Question 1  Mean median and mode 


Trends analysis, histogram 


Content analysis  Compare to a checklist  


Question 2  Demographics compared to 


variable  a, b, c, etc. 


Not addressed in interview Not applicable 


Question 3 Cross tabs across all variables 


 


Verify interview question 1 


with file audit checklist # 4 


Compare to a checklist  


DATA ANALYSIS AND INTERPRETATION 
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3.0 Clean the data  


The effort in cleaning data is directly related to how well your instrument and tool was set up to 


capture information. Ensure all of the data has been entered on the spreadsheets  in exactly the 


same way, for example: 


 


 


 


 


 You will need to choose one format and stay with it for all entries and each question.  


 All of the data in a column or in a row is the same: text, nominal, integer, ratio, date etc. 


 Numbers or dates should fall within a certain range.  


 Look for regular patterns (where a pattern should exist) i.e. a phone number has 7 numbers 


 Cross-field validation: i.e. in date of birth (DOB) vs date of death (DOD) a person cannot die 


before they are born so at times you may be able to verify one column against another.  


 


4.0 Group the data  


Pull all of the information together that relates to a single question. For example, in a mixed meth-


ods situation you may have interviews, questionnaires and focus groups across multiple sites. Col-


lect the data from the different instruments but reserve a coding mechanism so that you will 


know which group of people said what. 


Group similar items together across groups, or outcomes  or specific variables. 


Each item on each instrument has to be grouped together i.e. all question # 1s together, all 


questions #2, etc. 


 


DOB Person 1 Person 2 Person 3 Person 4 Person 5 


 01/05/1960 May 1, 1960 01/May/60 05/01/60 1960/05/01 


DATA ANALYSIS AND INTERPRETATION 
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What did we find? 


One of the easiest ways to start data analysis is to simply describe the data. This can include a de-


scription of the respondents, where the data was collected from, and the general themes and 


trends.  


Across groups  


Look for similarities between the responses from the participants 


across different groups. 


Look for the trends and themes from the respondents across loca-


tion or time or situation. 


Look for differences between the responses from the participants 


across location or time or situation. 


Within groups 


Look for similarities within the group’s responses. 


Look for the trends and themes from the respondents in that 


group. 


Look for differences between the responses from the participants 


in that group across location or time or situation. 


Describe the respondents: who are they? What age group do 


they fall into, where are they, what is their situation, gender, etc? 


At this point simply roll up the responses and report them. 


 


Step 2 Describe the Data 


DATA ANALYSIS AND INTERPRETATION 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 


complete       underway        not  


   applicable 
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What does it mean? 


Now you have to figure out what it all means: 


Are there any defining characteristics of the demographic group and how they responded to a 


question? 


Are there correlations between the responses on two particular response sets? 


Have you developed cross tabs on the responses? For example: 


 


 


 


 


 


 


 


Have you sought help in applying a Chi square or F test to examine association? 


Have you applied measures of central tendency?  


Mean 


Median 


Mode 


Standard Deviation 


Developed histograms? 


 One of the best online resources for applied social research is Bill Trochim’s site 


found at : http://www.socialresearchmethods.net/. Do yourself a favor and check it out. 


 


Step 3 Analyze and Interpret the Data 


Age group Response A Response B Response C 


10-15    


16-21    


22-27    


28-33    


DATA ANALYSIS AND INTERPRETATION 
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Content Analysis 


You will probably have some information come back to you in the form of interviews or focus 


groups. This information will have to be decoded to see what themes or sentiments emerge. One 


way to do this is to present it in a table form which then can be further analysed. Examples: 


 


 


 


 


 


 


 


 


 


 


Question 1 


“Art work was” 


Nasty Okay Great 


Respondent 1 1   


Respondent 2  1  


Respondent 3 1   


Respondent 4   1 


Summary  2 1 1 


Question 1 Statement  Themes  


Respondent 1 I really like artwork. I feel that it shows the commu- Like, pride, care. 


Respondent 2 What a terrible looking piece of junk. It is a waste of       Terrible looking, junk, 


Respondent 3 I like a nice playground. But I dislike their choice. Dislike choice, likes nice 


Respondent 4 Love it .  Love 


You will now roll up the sentiments, and write a description of what people have said.  When all 


of the data has been cleaned, grouped, and analysed, it will be the evaluators job to determine 


what is being said. Be aware that why certain sentiments are being said is a tricky endeavor be-


cause it can harbor in to areas of speculation.  


DATA ANALYSIS AND INTERPRETATION 
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Step 4 Present the Data 


Data can be expressed in a number of different ways. How you lay out your data will help you 


to interpret it correctly. You can try different forms of graphs, charts, or tables to help you see 


clearly.  Present data in different ways so that the reader maintains interest. Examples: 


Cross tabs     Benchmarks   Art work 


Graphs/charts    Scale drawings  Stories 


Cluster Graphs    Word Clouds   Photo journals 


Maps      Time Series 


 


Tips for data presentation: 


 


 


 


Clearly labelled  


Information is readable (Large enough fonts) 


Unambiguous 


Understandable  


Makes a point (has something to say) 


Is visually appealing 


Accurately represents the data 


Contrast of colors and readability are considered 


Appropriate level of detail in the visual 


Images have been used  


Not overly complex 


DATA ANALYSIS AND INTERPRETATION 
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Step  5 Making the Judgment and Recommendations 


Is there enough evidence to be able to make recommendations?  Judgement calls are based 


on the evidence that is collected. It can be set up with the criteria on one side of a table and 


the judgement indicated by a check mark into categories as such; 
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Criteria, target, benchmark, 


measure, attribute etc: 


Criteria not met Criteria met Program  exceeded 


expectations 


 


 


 


   


 


 


 


   


 


 


 


   


 


 


 


   


 


 


 


   


 


 


 


   


 


 


 


   


DATA ANALYSIS AND INTERPRETATION 
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Recommendations should follow through from the findings -  the reader should be able to see 


the body of evidence for each recommendation.   


Example: 


Recommendation What evidence in the findings sup-


port this recommendation? 


  


Are there options avail-


able? 


Recommendation1 


Offer an online registra-


tion system 


Question 1 (Q1) 75% of all interview-


ees say that the program is too hard 


to access. 


 


Focus group - workers say they are 


getting complaints 


 


Registration numbers are low 


  


Yes -  have career counsel-


lors take the time to walk 


through the registration 


process with clients. How-


ever they already feel that 


their workload is too high. 


DATA ANALYSIS AND INTERPRETATION 


Recommendation What evidence in the findings sup-


port this recommendation? 


  


Are there options avail-


able? 


Recommendation1 


 


 


 


  


Recommendation 2 


 


 


 


  


Recommendation 3 


 


 


 


  


Recommendation 4 


 


 


 


  


Recommendation 5 


 


 


 


  







 


 


Have to grouped and sorted your data? It is organized so that trends can 


be seen? 


Have you adequately described the data? 


Have you sufficiently analysed the data to the point where it could be in-


terpreted ? 


Is the data presented honestly and in a clear manner? 


Have you met with the steering committee to discuss the possible interpre-


tations of the data. 


Has the evaluative judgement been made? 


Have the steering committee discussed the recommendations? 
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Data Management and Analysis  


Have you……...?? 


DATA ANALYSIS AND INTERPRETATION 







 


Planning 


Design 


Implement 


Data Analysis & 


Interpretation 


Reporting and  


Debriefing 


Phase 5 


REPORTING AND DEBRIEFING  


Steps: 


1. Draft the evaluation report 


2. Decide your communication strategy 


3. Adjust the program 


4. Debrief with the evaluation team 
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You are here 







The Design - Methodology  
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Introduction 


The easiest way to write any report is to first develop an outline. The following  headings are the 


usual headings  for an evaluation report. Within each heading, start with making bullets for 


each point that is important .  Once the key points are laid out, a paragraph can be woven in 


around it so that the report holds together and tells the story of the project.  


Key Points 


Steps taken 


REPORTING AND DEBRIEFING 
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The Findings and Analysis  
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Question 1 (Report major finding first, minor ones second.)  


 


What did you find? 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


What does it mean? 


REPORTING AND DEBRIEFING 
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Recommendations  


Conclusions 


Key Points 


Key Points 


REPORTING AND DEBRIEFING 
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Step 2 Build Communications Strategy 


Consider the best way to keep people informed as you go along. Have you: 


 


 Decided who gets the findings first? 


 Prepared a stand-alone executive summary 


 Prepared a PowerPoint presentation and speaking notes 


 Consulted with the departmental communication team? 


 Written in plain language? 


 Arranged for s translation? 


 Decided on how  and to whom the report will circulate? 


 


 


Executive Summary 


Key Points 


REPORTING AND DEBRIEFING 


 


Reference page 49 in 


manual 
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Step 3 Debriefing the Evaluation 


 A review of the evaluation process helps point out what could be improved for the next time. 


Using the standards explained on page 54 of the manual, a debriefing can tie up all of the  loose 


ends. Review the following items to see where processes can be refined during the next project. 


 


1.0 Evaluation Planning 


 
 an evaluation plan was developed 


 the evaluation report covered the evaluation issues 


 the report speaks to the relevance of the program for the people it serves 


 the plan includes inquiries on how effective the program is 


 were program budget and expenditure items included 


2.0 Competency 
 


 Did the evaluators have the knowledge /skills needed for the project? 


 


 


 


3.0  Objectivity and Integrity 
 


 Was there a situation where the evaluator had to declare a conflict of interest? 


 Were the Evaluators held accountable for their performance? 


 Were the evaluation expenditures are accounted? 


 Did the commissioner receive good value for the evaluation dollars spent? 


 Was the evaluation work completed within a reasonable time? 


REPORTING AND DEBRIEFING 


 


Reference pages  51 
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4.0  Consultation and Advice 
 


 All of the necessary stakeholder were consulted 


 Was the report  reviewed by a peer group? 


 


5.0 Measurement and Analysis 
 


 Did the report contribute to management decision-making? 


 Were the findings relevant to the issues addressed  in the terms of reference? 


 Did the findings flow from the evidence? 


 Were the evaluation products useful to managers ?  


6.0  Reporting 


 
 The report was concise and clearly written 


 There was enough information for a proper understanding of the findings 


 the conclusions and recommendations flowed logically from evaluation findings 


 the reader was provided with appropriate context to the evaluation  


 The findings were an accurate assessment of the program results. 


 The report provided relevant analysis and explanation of any significant problems 


 The report contained clear and actionable recommendations 


REPORTING AND DEBRIEFING 







Reporting and Debriefing  


Have you……...?? 


 


1. Did you seek approval on the outline of the evaluation report? 


2. Have you achieved consensus on the evaluative judgement? 


3. Are the alternative explanations that would explain your findings? 


4. Is your steering committee aware of the findings so far? 


5. Have you drafted the evaluation report? 


6. Is the communication strategy approved? 


7. Is there agreement on the adjustments to the program? 


8. Have you debriefed with the evaluation team? 


9. Have you reviewed your performance against the evaluation standards? 
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INTRODUCTION 


 


 


 


 


 


 


 


 


 


Welcome! 


Many people find it useful to have some direction when it come to program development and 


design. A great idea for a program may not translate into a well  functioning program if some of 


the elements of good planning are not considered.   


 


This booklet contains many of the templates that you can use to sketch out your design for a new 


or re-engineered program. There is a short introduction for each checklist and template but fur-


ther information and explanations can be found in the manual. The Program Review Office is 


available to help you. If you are not certain or need a hand in working out some of the details 


please give them a call. 


1 







At the beginning of the design, the idea for the program and basic assumptions around it need to 


be discussed. To jumpstart your thinking and to ensure that the program starts off on solid footing 


review and document the following questions: 


 


1. Is this something that the government should be involved in?    


 


  Yes    No    Indirectly 


 


 


Substantiation: 


 


 


 


2.  How should government be involved in the activity?  (choose an option) 


 Contracting out          


 Regulation of private sector activities 


 Devolution to point of closest contact with the customer 


 Tax incentives or disincentives 


 Franchising 


 Subsidies to producers (grants, loans, equity investments) 


 Subsidies to consumers (vouchers, tax credits) 


 Policies allowing use of public property 


 Risk sharing (insurance, loan guarantees) 


 Technical assistance 


 Direct service delivery 


 Demand management through fees or taxes 


 Persuasion/education/social marketing 


 Catalyzing voluntary activity 


 Public-private partnerships 


 


3.  Is the intervention/program idea in line with the department’s mandate as approved by it’s      


Establishment Policy? 


Document the Decision to Invest in a Program  
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4.  Which level of government should operate the activity? 


 


 National             Regional           Territorial          Community 


 


 


 


5. Where will the accountability for this program lay? 


  


 


 


 


 


6.  Where should control of resources and operations lay? 


 With front-line program managers 


 With HQ Program Managers 


 Central administrative agencies 


 With the organization’s top managers 


 With work teams within the organization 


 With the community 


 With some combination of the above 


 


 


 


 


7. What administrative systems need to adjust in order to accommodate  the program? 


 The budget or finance administration processes  


 The HR process 


 The procurement procedures 


 The auditing requirements 


 Reporting mechanisms 


 Other 


 


3 


 


 


 


 


 


 


 


 


 


 


 


 


Document the Decision to Invest in a Program  







Fishbone Diagram 


A fishbone diagram can help to focus the efforts of the program by identifying the associated 


symptoms of the issue. This way the root causes can be considered. On this page, write out every 


issue that you are aware of that contributes to the problem that you are trying to resolve. 


All of the things that lead to current situation  
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Fishbone Diagram 
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Grouping 1     [                                               ] 


Grouping  2   [                                               ] 


Grouping 3  [                                               ] 


 Grouping 4     [                                                  ] 


Grouping 5     [                                                  ] 


Each reason or cause that  


the situation exists 


How would you group these causes? 


From the prior page, from all of the causes of the situation that you want your program to address, 


how can they be grouped? i.e. like with  like, or similar subject matter. 







It is advisable to describe the operating environment where the program will be operating. When it 


comes the point where the Terms of Reference will be written for senior management’s considera-


tion, these points will be covered. 


  


 


Why is the program is being developed? 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Describe client body: (identify who benefits and how they benefit) and the demographic). 


 


 


 


 


 


 


 


 


 


 


 


  


 


 


 


 


 


Setting Program Context 
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When it comes time to write the program goals, take a few minutes to review then manual. 


There are suggestions for writing goals that are within the program reach. Once you write the 


goals, take a hard look at each goal against the checklist below.  


 


 


 


Your proposed goals: 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Check: 


 Goal does not over reach  program 


 Goal is measurable 


 Goal is realistic and achievable 


 The government has some influence on the outcomes or goals 


 The goal is written as a statement of accomplishment 


 


 


 


 


 


.  
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Program Goals  
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Sketch out the program theory: 


 


 


 


 


 


 


 


 


Theory of Change 


8 


The program theory  is an explanation of the mechanism that will cause the change in the 


presenting problem. The theory is applied in a linear sequence of events. In this box, write out 


how this program idea is going to change things. Then go step by step as to how that c h a n g e 


takes place. If xxx happens then YYY will result and so on:  


If 


Then 


OUTCOME 


If 


Then 


If 


Then 


If 


Then 
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Outcome 
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Hierarchy of Outcomes  


STEP 1 


(FIRST ACTION)  


 


This  hierarchy of 


outcomes is another 


way to express how 


your program activity 


links the each step 


towards the wanted 


outcome.  
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Choose Appropriate Logic Model 


 
 
 


10 


On the next three pages are different ways to do a logic model for your program. No one has a 


better concept of your program than you and your team so use these pages to sketch out how the 


program may work when operationalized.  


Outcome Hier-


archy 


Indication of 


Success 


Factors Performance In-


formation 


 (use from previous 


page) 


(How you will know 


this stage has been 


successful)  


(The factors that need 


to be in place for this 


stage to be a success)  


(What data will be 


collected to show suc-


cess)  
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Participation Learning Action Impact  Activity 


OUTCOMES (Based on Program Theory) 


 


Name one of the activities that the pro-


gram will do in each row below. 


   


 


  


    


  


Who will be on 


the receiving end 


of this activity? 


Who participates? 


 


What will they 


learn? 


  


What is the action 


they should take 


based on what they 


will learn? 


  


As a result of 


taking the ac-


tion, what will 


be the impact for 


the client? 


  


  


  


 


  


    


        


  


  


  


 


  


    


        


  


  


  


 


  


    


        


  


  


 


 


  


    


        


 


Logic Model 
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Activities Reaction/ Knowledge Attitude Shift/ 


Changed 


Behavior 


Impact 


Activity 1 How will the client react 


to the activity? 


  


  


  


  


  


  


  


  


What knowledge might 


be gained by the activity? 


  


  


  


  


  


  


  


Is there evidence of an 


attitude shift? 


  


  


  


  


  


  


  


  


Has there been a 


change in habit or be-


havior? 


What have been the im-


pacts on the client? 


Activity 2 How will the client react 


to the activity? 


  


  


  


  


  


  


  


  


What knowledge might 


be gained by the activity? 


  


  


  


  


Is there evidence of an 


attitude shift? 


  


  


  


  


  


  


  


  


Has there been a 


change in habit or be-


havior? 


  


  


  


 


 


Logic Model 
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Policy Base 


At some point you will need some kind of documentation that givens you the authority to carry 


out the program , even if it is an approved terms of reference. Have a look at the following instru-


ments to see which ones need to be developed prior to the implementation of the program. 


 


Which Instrument will be developed? 


 


 Ministerial Policy 


 Cabinet Approved Policy 


 Legislation/Regulations 


 Internal Departmental Procedure 


 Guidelines 


 Standards 


 Formal Agreements 


 None required 


 


 


GNWT policies reviewed for relevance 


 


 Sustainable Development 


 


 FAM Directives 


 


 Human Resources Policies/Agreements 


 


 Traditional Knowledge 


 


 Business Incentive Policy 


 


 


Management Principles to incorporate 


 


Empowerment        Equitable      Non Discriminatory 


 


Collaborative    Accountable     Timely 


 


Fair       Ethical     Responsive 
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Defined the manner of program delivery 


Invited partners to the design table 


Defined/evaluated alternate methods of program delivery 


Included provisions for program flexibility 


Examined program compatibility  


Utilized accepted management principles  


Assessed cost-effectiveness of the program  


Determined the feasibility of implementation  


Selected the best time for program launch  


Developed a communications strategy 


Attended to cultural and language requirements 


Developed documentation requirements 


Established the reporting cycle 


Sought approval for the accountability structure 


Implementation Planning 
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√ 


The following points are to help the planner  get ready for a presentation to senior management on 


the program, because these are the items that they may want to know about.  







Infrastructure 


 


Office space 


Vehicles (fleet) 


Sheds, parks, community space 


Transportation—roadways, air 


strips.. 


Water, power , Raw materials 


Expenditures  


 


Training time 


Advertising 


Publishing 


Honoraria 


Mail out costs 


Travel costs 


Photocopying 


Translation 


Food 


Long distance calls 


Computer time 


Backfill 


Pay and Benefits 


Insurance 


Office Supplies 
 


Human Resources 


Staff  


Professionals/technicians   


Mentors 
 


Equipment  


 


Office equipment 


Specialized heavy duty equipment  


Building / Maintenance Supplies 


Mainframes/special software 


Specialized electronic technology 


Program Supplies 


Resource Inventory 
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Potential Costs 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Ensure Financial Feasibility  


 


The program cost must be 


known if the government is 


to avoid incurring unlimited 


liabilities 


Sometimes people will underestimate the costs of programming. This  list is to prompt  your think-


ing about where costs might be incurred that might not be initially considered. Some will apply  


and others will not.  There may be additional costs that are not reflected here. If In doubt, talk to 


your finance directors to get an idea if you are on track or not. 
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❒  Schools 


❒  Church 


❒  Business/Private enterprise 


❒  Nursing station 


❒  Detox centre 


❒  Recreation leaders/Centres 


❒  Seniors homes 


❒  RCMP 


❒  Daycares 


❒  Wellness coordinators 


❒  Band council /community government 


❒  Non-profit organizations 


❒  Management Board 


❒  TSC and PWS 


❒  Transportation 


❒  Devolution 


❒  HR (Job descriptions) 


❒  Professional Assoc 


❒  Languages/culture  


❒  Taxation 


Impact on Other Programs  
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Other Impacted Work Units 


❒  ____________________________________ 


❒  ____________________________________ 


❒  ____________________________________ 


❒  ____________________________________ 


There should be a considerable amount of consultation with partners and other interested par-


ties before the start-up of a new program. Sometimes there may be impacts on other agencies, 


departments or divisions in your own department that you may not have considered. Below is a 


list of  other community agencies that you should review to see if there are any impacts on their 


services, or if coordination is required between your and their  staff.  
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Performance Measurement and Program Evaluation 


OUTPUTS/OUTCOMES 


Output/target or 


metric 


Where is the 


data? 


Who collects it? When is it  


collected? 


Whom is it sent 


to? 


Who does the 


analysis? 


      


      


      


      


      


      


Reported Where:  
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Analysing Performance Data 


If you are going to keep track of performance metrics, have a plan in place from the start so that 


information is collected and stored in a manner that can be retrieved and then analysed. Every-


one in the program has to be aware of this expectation from the start. Below is a template that 


you can use and if there are additional elements for consideration you can revise the template.  
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A Simple Evaluation Plan 
 


 


 


 


 


Performance Measurement and Program Evaluation 


Evaluation Question 1  


What is the best tool to 


answer this question? 


Who (or what) will give 


you this information? 


When is the best time 


to collect this 


information 


Who on your team 


will be responsible 


for collecting this 


information 


Who will do the 


analysis? 


Evaluation Question 2 


What is the best tool to 


answer this question? 


Who (or what) will give 


you this information? 


When is the best time 


to collect this 


information 


Who on your team 


will be responsible 


for collecting this 


information 


Who will do the 


analysis? 


Evaluation Question  


What is the best tool to 


answer this question? 


Who (or what) will give 


you this information? 


When is the best time 


to collect this 


information 


Who on your team 


will be responsible 


for collecting this 


information 


Who will do the 


analysis? 
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Below is a simple evaluation plan that can be used to document how you will go about evaluat-


ing your program. Although this is a small template, you can recreate it into a larger format.  
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Final Checklist 


 


❒  Problem definition researched 


❒  Fishbone diagram completed 


❒  Context documented 


❒  Client body defined 


❒  Goals - written/ approved 


❒  If-Then relationships completed 


❒  Hierarchy of Outcomes completed 


❒  Program Logic Models drafted/ tested 


❒  Procedures and Process diagrammed 


❒  Asset Maps completed 


❒  Impact on other programs assessed 


❒  Policies developed  


❒  Budget completed 


❒  Timing - consulted on 


❒  Communication  methods chosen 


❒  Documentation preserved 


❒  Data collection system set up and evaluation framework in place 


❒  Reporting schedule approved 
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