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  HOW TO USE THIS MANUAL

This manual was created to make evaluation a user-friendly process.  Many of the
ideas and concepts are not original but compiled and adapted from existing sources
(see Bibliography).

The overall goal is to assist communities in British Columbia in evaluating their
injury prevention programs.  This manual will provide you with information about
the evaluation process so that you will have a better understanding of what evalu-
ation is all about. It is designed as a tool to develop your own evaluation plan for
your injury prevention program.

The following objectives were developed:

After reading this manual you will be able to:

• Write program objectives that are Specific, Measurable, Action-oriented,
Realistic and Time-limited.

• Identify the five steps of program evaluation.

• Evaluate your injury prevention program.

The manual takes you step-by-step through the design and implementation proc-
ess of an evaluation. It provides definitions for commonly used evaluation terms
and concepts and it provides useful examples, worksheets and exercises.   Extra
worksheets are available in the appendix to be photocopied and used for planning
this and your next evaluation.  By the end of the manual, you will have a complete
evaluation plan for your program.

The appendices contain an example program and evaluation, a glossary of terms,
a bibliography of reference materials that were used in developing this manual, and
additional information you may require in the future . You may wish to refer to these
manuals and books for further information or for examples of different types of
evaluations and how they are carried out.
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Evaluation.
The process of
gathering informa-
tion or data that
provides evidence
that a program is
meeting its goals
and objectives.
Based on this infor-
mation, individuals
or groups can judge
or make an as-
sessment about a
program and can
make decisions
about how a pro-
gram can be im-
proved. Evaluation
can also mean es-
timating or format-
ting an opinion
based on data.

Evaluation Plan.
A document that
outlines what you
will be evaluating,
the type of evalua-
tion (i.e., process
and/or outcome),
the target popula-
tion, available re-
sources, the steps
in carrying-out the
study, the tools
used for collecting
i n f o r m a t i o n ,
timelines, and how
the findings will be
used.
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Evaluation is the process of finding out if your program worked and if not, why. It
provides practical information so that you can design, carry out, and use the results
of your evaluation in a way that will improve your program.

Questions Answered by Evaluation
Undertaking an evaluation allows program developers to answer the following fun-
damental questions about its programs or services:

What? Did we do what we said we would do?

Why? What did we learn about what worked and what didn’t work?

So What? What difference did it make that we did this work?

Now what? What could we do differently?

 Did we do what we said we would do?

You need:

• clearly established goals and objectives.

• clearly identified measures of success, that is, what does success look like?

• identifiable changes that will occur as a result of participation in a program.

• all activities within the program directed towards ensuring that the goals and
objectives are met.

The focus is on the work or the activities that the group carried out as
part of its program or service delivery.
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1.  OVERVIEW OF THE EVALUATION PROCESS
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What did we learn about what worked and what didn’t work?

You should:

• identify what worked well in a particular program, that is, its successes.

• identify areas that were not as successful.

• provide information about what led to or prevented these successes from occur-
ring.

What difference did it make that we did this work?

You should measure:

• how successfully the program changed knowledge, attitudes, skills, the environ-
ment and behaviours.

• what unanticipated benefits or unexpected changes occurred.

What could we do differently?

To answer this question, you must be able to examine the information or evidence in
order to make future decisions about the program. These decisions can focus on
aspects of your program.  Would you change your:

• goals and objectives?

• strategies for carrying out the program?

• knowledge or skills used to carry out programs?

• techniques to be more cost-effective?

• ways of involving other individuals in the community?

Goals.
A general state-
ment of what a pro-
gram is trying to
achieve or accom-
plish overall.

Indicators of
Success.
The identifiable
changes that will
occur as a result of
participating in a
program.

Objectives.
Specific, measur-
able statements of
what an organiza-
tion wants to ac-
complish within a
stated period of
time. Objectives
usually describe
what will be ac-
complished, by
whom, when, un-
der what condi-
tions, and how suc-
cess will be meas-
ured. They also
describe immedi-
ate outcomes of a
program’s activi-
ties.
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Who should be involved in planning an
evaluation?
When you plan an evaluation, it is important to identify the groups and specific indi-
viduals who should participate in an evaluation process. It is also important to clearly
identify what their roles and responsibilities will be.  You might consider hiring an
outside evaluator (see Appendix 2) or consult with the BC Injury Research and
Prevention Unit at (604) 875-3776 or injury@cw.bc.ca.

Who should use the findings?

Be sure to specify who will use the information and for what purpose.  For example:

• government

 • senior manager

• programmer

• community groups

• funders

• researchers

How will they use the results?

Evaluation results can be used in several different ways:

• To make changes and improve your program or service delivery.

• To justify providing new or on-going support for your program to existing or new
funding agencies.

• To provide feedback to staff and volunteers on the success of their work or
efforts.

• To inform other individuals or groups who are interested in implementing a pro-
gram similar to yours.

How the findings will be used will influence your choice of evaluation strategies,
methods, and tools.

1.    Overview of the Evaluation Process



Worksheet 1:  Who will be involved and who is interested in your
evaluation?

Who will you involve in planning your evaluation?

Who will be interested in the results?

How will they use the results?

What will they want to know?

12
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To be successful, the planning of your program and evaluation should go hand in
hand. That is, you should be asking yourself evaluation questions as you design the
program and think about its implementation.  Then you can evaluate your program as
you implement it.

This diagram outlines the planning and evaluation phases that you will use as you
work your way from ideas to action1. The sequence of planning and evaluation stages
should bring you full circle, ready to consider what your program should tackle next.
In this way your program continually evolves.

PROGRAM PLAN:
Outline Program in terms 
of community needs.

PROGRAM PLAN: Identify 
the goals of  your program.

PROGRAM PLAN: Identify 
the steps & activities you will 
need to reach these goals.

PROGRAM PLAN: Choose 
activities, resources, materials, 
etc to move through steps to 
meet program goals.

PROGRAM PLAN: Collect 
information on program 
performance.

PROGRAM PLAN: Implement 
& monitor program.

EVALUATION: Does my 
program plan fit with the 
identified needs/wants of 
my community?

EVALUATION: What are the 
goals & objectives and how 
will I measure them? Are they 
feasible? 

EVALUATION: What 
changes will tell me that my 
program is working?  How will 
I measure these changes?  
Who should be included in 
determining the criteria?

EVALUATION: What activities, 
resources, materials, etc., are 
most appropriate to the needs 
of your program? What is 
already available?

PROCESS EVALUATION: Is 
my program being delivered 
the way I intended?  Are the 
activities, resources, materials 
being used as planned?

OUTCOME EVALUATION: Did 
the program successfully go 
through the steps? Did it 
achieve its goals & objectives? 
What changes occurred in the 
participants? Did anything else 
happen?

1Adapted from Storoschuk et al, 2001

2.  EVALUATION IN THE CONTEXT OF PROGRAM PLANNING
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Ideally, a program evaluation plan should be designed when a program is in its plan-
ning phases or when a project is just starting . This begins with establishing goals and
objectives and it continues throughout the program implementation.

Searching the literature should be your first step in choosing a program.   It should be
evidence-based; that is, research has shown that this program or programs with
similar elements have been effective.  You can contact the British Columbia Injury
Research and Prevention Unit at (604) 875-3776 or injury@cw.bc.ca, or the Office
for Injury Prevention  to find out if they know of an appropriate evidence-based
program.

Evaluations are about asking questions and then deciding the best ways to get
useful answers.  An evaluation that does not provide you with information that
you and others can use is a waste of time, effort and money – and is also very
frustrating. Time spent on the planning phase is very worthwhile.
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  3.  TYPES OF EVALUATION

There are two types of evaluation: process and outcome.  Both are important for a
strong evaluation and for improving your program.

• Process evaluation tells us why a program worked or did not work.  It
provides you with information as to how, when and which program activities are
implemented.   Some questions we might ask are:  How was the program deliv-
ered?  How was it received?  What worked, what didn’t work and why?

• Outcome evaluation tells us how well the program reached its goals.  It
tells you about the impact of the program and its activities on the participants.
Some questions we might ask are:  Are we making a difference? What does that
difference look like?  Did the program achieve what we expected it to achieve?

Process evaluation

Use a process evaluation if you want to:

• Monitor how a program is being carried out.

• Find out about why a program does or does not work.

• Gather information in order to revise the program.

For example, process evaluation will answer the following
questions:

• How many people participated in the program?

• Did the same people stay for the length of the program?

• Were all of the planned activities in the program carried out?

• Did the participants enjoy the activities?

• What were the major barriers to this program?

• What were the program’s strengths?

• What should be done differently next time?

• Can this program be replicated?

Outcome
Evaluation.
Information is col-
lected to describe
the immediate or
direct effects of a
program’s activi-
ties. It assesses
the immediate ef-
fects of the pro-
gram on the target
population and
usually looks at
changes in partici-
pants’ knowledge,
skills, attitudes,
environment and/or
behaviours that are
the result of the pro-
gram activity. Out-
come evaluation
looks at how well
the program
reached its goals.

Process
Evaluation.
Information is gath-
ered on the activi-
ties that were im-
plemented to
achieve the estab-
lished goals and
objectives. It
measures how,
when, and which
program activities
were implemented.
The intent of proc-
ess evaluation to
make changes to
the activities to en-
sure that goals and
objectives will be
reached in future
programs. Proc-
ess evaluation
looks at how the
program is being
used to reach its
goals.
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Steps for a process evaluation:

• Determine what data you will need to collect for each of the activities in
your program.

• Develop or select a system for keeping records. For example, registering
the participants in your program including names and addresses; keeping an
activity log of what activities were carried out, when, where and who at-
tended.

• Identify who will be responsible for carrying out the different activities in-
volved in the evaluation.

• Collect and compile evaluation data and information.

• Conclude whether or not the process that you used to implement your pro-
gram was successful and why or why not.

Outcome evaluation
Outcome evaluation describes the direct effects of the program activities on the tar-
get population. That is, it looks at the impact that the program had on the group of
people who participated in the program.

Outcome evaluation measures the short and long-term changes in the participants’
knowledge, skills, attitudes, environment and/or behaviours that are a result of the
program activity.

Outcome evaluation serves the following purposes:

• Tells us if the program was effective.

• Tells us if we have met our goals and objectives.

• Tells us what changes occurred in the participants or environment as a result of
our program.

• Provides evidence to others that the program is working.

For example, outcome evaluation will answer the following questions:

• How much did the participants’ knowledge, skills, attitudes, environment and/or
behaviours change from the start of the program to the end?

Data.
Information col-
lected to support a
decision. Quantita-
tive (numerical) and
qualitative (non-nu-
merical) information
are important in pro-
gram evaluation.

Target
Population.
The persons or
groups of people on
whom a program is
intended to have an
effect. Objectives
are usually written
in terms of a target
population.
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• Are changes in the participants’ knowledge, skills, attitudes, environment and/or
behaviours still present one year later or more?

• Is the program working?

• Are the program objectives being met?

• What are the short-term and or long-term impacts?

• Were there any unexpected outcomes?

By showing in what way or by how much participants changed, you will be able to
justify future support for your program. There are two ways of showing that the
changes in knowledge, skills, attitudes, environment and/or behaviors were due to
your program.

1. You can survey program participants before and after the program and compare
their results to see if there were any changes.  However, this does not ensure that
some outside factor other than your program influenced your participants to
change.

2. You can compare your group of participants (intervention group) to a group of
similar people who have not participated in the program (control group).  If there
is a significant difference between the two groups, you can say with greater con-
fidence that the change was due to your program.  That is, if the group who
participated in your program was significantly different from the group that did
not, it was probably due to your program.

Using a control group can strengthen your results and allow you to make inferences
about your program’s effectiveness.

3.  Types of evaluation

Effectiveness.
The ability of a pro-
gram to achieve its
stated goals and
objectives and
achieve the out-
comes that it had
identified. Assess-
ing effectiveness is
one of the major
functions of pro-
gram evaluation.
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Steps for an outcome evaluation:2

• Clearly identify your measures of success, that is, using your objectives as
a guide, be specific about what success looks like.

• Identify the tools that you will use and how you will collect your data (for
example, identify what survey/questionnaire you will use and how you will
distribute the survey/questionnaire to the participants and get it back).

• Identify and collect baseline data. That is, if you want to know how much
participants changed as a result of participating in your program, you have
to know the level of data or skill with which they started. As a result, you
need to gather this data immediately before or just after the participants
start in the program.

• Collect and analyze your data. Look at how or how much participants
changed based on the data that you collected at the start of the program
and at the end.  If possible compare this to data collected from a compari-
son group.

• Conclude whether or not the outcomes were achieved. That is, did the
participants change and if so, did they change to the level that you had
stated in your objectives.

• Write and distribute reports.

2Adapted from Storoschuk et al, 2001

Baseline.
Facts or data that
describe a group of
people before they
become involved in
or participate in a
treatment or an in-
tervention (e.g.,
program).

Surveys or
Questionnaires.
Tools or instru-
ments that are
used to collect
data or informa-
tion to describe,
compare, and as-
sess knowledge,
skills, attitudes,
and/or behaviour.
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Process Evaluation Outcome Evaluation

Key Focus • Looks at how you carry out your
program.

• Looks at the effects that your
program has on the
participants.

Suggested Use • To repeat program activities in
the same way as they were first
implemented.

• To identify potential problems in
carrying out an activity and make
necessary adjustments or
changes.

• To assess change in
participants’ knowledge,
skills, attitudes, environment
and/or behaviours.

Related
Questions

• Did you implement your program
or activity as you planned?

• What are the major strengths and
barriers?

• What is working?
• How can you improve the activity

or program?
• What can you do differently next

time?

• Is the program working?
• Are goals and objectives

being achieved?
• Are participants changing in

their level of knowledge,
skills, attitudes, environment
and/or behaviours?

Measurement
Tools

• Questionnaires or surveys asking
participants how satisfied they
were with the program.  An
activity log to keep track of how
the program was implemented.

• An activity log to keep track of
how the evaluation was
implemented.

• Information gathered using focus
groups & interviews.

• Questionnaires or surveys
given to participant at the
beginning and end of the
program (e.g.,  pre-post
survey) asking them about
knowledge, skills, attitudes,
environment, and/or
behaviours

• Incident reports.
• Statistics from other sources.

Strengths and
Weaknesses

• Can assess how well your
program is implemented.

• Can identify perceptions about
your program’s benefits.

• Cannot assess whether or not
participants, knowledge,
attitudes, or behaviours changed.

• Can assess actual change in
the participants that can be
used to draw conclusions
about your program’s
effectiveness.

• Cannot assess how well the
program is implemented.

Process and Outcome Evaluation3

3Adapted from Michigan Public Health Institute, 1999

3.  Types of evaluation
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This section takes you step by step through the evaluation process using falls pre-
vention examples.  You can follow these five steps for both your process and out-
come evaluations.

Five Step Evaluation Model4

4Adapted from Storoschuk et al, 2001

Clarify
Program Goals

& Objectives

Design
Evaluation

Plan

Develop a
Data Collection

Plan

Analyze and
Interpret the

Data

Report & Use
Evaluation
Findings

1

2

34

5
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STEP 1  CLARIFY PROGRAM GOALS AND OBJECTIVES

What is a goal?
Goals are general statements about what you want your program to accomplish.

Examples of goals:

The health of seniors will be improved by reducing the number of
unintentional falls they experience.

By the end of August, the number of injuries related to falls in eld-
erly people older than 65 years will decrease by 10%.

What is an objective?
Objectives are specific, measurable statements of desired change(s) that a project
intends to accomplish by a given time.5

Good program objectives must meet two criteria:

• They must identify the specific changes that a project is designed to ac-
complish.

••••• They must ensure that the changes are measurable.

Five possible falls related objectives  are:

• Knowledge – by increasing the knowledge that participants have about a par-
ticular issue or subject.

Seniors in the community will increase their knowledge about the
five steps to reduce falls after attending the 6 session program.

• Attitudes – by developing attitudes so that participants will likely change their
behaviour in a positive manner.

The attitudes of apartment owners and managers towards safe-
proofing apartments to prevent seniors from falling will change af-
ter a workshop on making living spaces safe for seniors.

5Health Canada’s Guide to Project Evaluation:  A Participatory Approach, 1996.
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• Skills – by developing skills so that participants can behave differently.

The balance of seniors participating in a falls prevention exercise
program will increase by 5 points as measured on the Berg Bal-
ance Scale by the end of the program.

• Environment – by making the environment safer.

All of the sidewalks around the Cloverdale Seniors’ Centre will be
repaired by the end of the year after a city-wide awareness pro-
gram.

• Behaviour – by maintaining or changing participant behaviour to reflect a healthy,
safer lifestyle.

Eighty percent of the seniors participating in the falls prevention
program will make at least one home modification to decrease their
risk of falls within 6 months of completing the program.

How do you write clear and concise program
objectives?
There are five important elements to writing clear and concise program objectives.
Objectives should be SMART6:

Specific

Measurable

Action-oriented

Realistic or relevant

Time Limited

Specific

Objectives are specific if they can be measured. Your objectives will help to define
your program activities and identify your target audience.  And, remember that each
objective should contain only one main idea.

  Step 1   Clarify Program Goals and Objectives

6Adapted from Freddolino, P. and Michigan Public Health Institute, 1997

ST
EP

 1
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Measurable

An objective is measurable if you can provide a count or
state how much change has occurred.  In order to deter-
mine whether or not your participants changed, you must be
able to measure change on a given characteristic (e.g., knowl-
edge, skill, attitude, environment, and/or behaviour).

To do this you have to know the level where they were at the start of your program.
And then, you have to measure again at the end of the program to see if there was
any change. You can gather this type of information using tools such as questionnaires
or surveys or by using methods such as phone interviews or focus groups.

 Action-oriented

An objective is action-oriented if it describes the change and direc-
tion in which participants will change.  Will the change in the partici-
pant’s knowledge, skills, attitudes, environment, and/or behaviours
increase or decrease?  Use an active rather than passive voice to
write your objectives. That is, use an action verb (e.g., will increase, will report,
will exercise, will wear) .

Realistic

Objectives should be realistic. Meeting objectives depends on your
program activities, your available resources, and what you can reason-
ably deliver. Look at the content of your activities, the length and how
often you have contact with participants, and the money and people you
have available to deliver the program. Then, consider whether or not your
objectives are feasible.

Time Limited

Your objectives must be realistic in what you expect to change as well as the timeframe
of your activity. They should state when you expect to see changes in participants’
knowledge, skills, attitudes, and/or behaviours.

Focus Group.
Usually 7 – 10 peo-
ple, with similar
character ist ics,
that come together
to prove information
by discussing a
specific topic. A
trained facilitator
keeps the discus-
sion on track, pro-
vides targeted
questions, and cre-
ates a non-threaten-
ing environment.
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Questions to ask when writing SMART objectives

Specific Examples

Who is expected to change?
Who are you targeting?

Seniors living in Zanzibar;
Participants in your program.

What do you want to change? (e.g.,
knowledge, attitudes, skills, environment,
and/or behaviours)

Increase the number of seniors participating regularly in Tai
Chi programs;
Decrease the attitude that falling is an inevitable part of
getting older.

Where do you expect the
change to occur?
(e.g., the location, such as in the schools,
community, city, province, etc.)

In Zenith Community;
In all seniors’ homes in the Northwest Health Region.

Measurable

What short-term steps do you want to
accomplish?

An increase of 10%;

4 out of 5 people.

How would you measure the objective? Pre- and post-surveys with questions asking about a
specific knowledge, skill, attitude, and/or behaviour.

How many times have you fallen in the last year?
What changes did you make in your home to prevent falls
since last summer?

Action-oriented

How many or what percentage of recipients
is expected to change?

25% of the seniors will increase their knowledge of preventing
falls;

80% of seniors in the program will start exercising to improve
their balance.

Realistic

What makes you think it is doable? The program is comprehensive and intense.

Research has proven this program is effective.

There are enough staff and resources to implement it.

Time Limited

When do you expect the change to occur? End of the program;

In 6 months.

  Step 1   Clarify Program Goals and Objectives
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Example of objectives that are SMART:

Thirty percent of seniors participating in the program will conduct a
medication review with their pharmacist to help reduce the risk of
falling within six months of completing the program.

The levels of confidence in preventing a fall will increase by 50%
for three-quarters of the seniors participating in a falls prevention
program by the end of the program.

An objective that is not SMART:

Seniors will not fall after participating in the falls prevention pro-
gram.

This objective is too general and does not specify how much change or how many of
the participants will experience the change (assumes 100% which is unrealistic).



Worksheet 2:  Writing Program Goals and Objectives7

Use the following template to write your objective.
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Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, environment, and/or
behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action-
Oriented

How many or how much
change is expected?

Realistic What makes you think it is 
doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, environment, and/or
behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action-
Oriented

How many or how much
change is expected?

Realistic What makes you think it is 
doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:Goal:

QuestionQuestion AnswerAnswer

SpecificSpecific Who is expected to change?Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, environment, and/or
behaviours)

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, environment, and/or
behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

MeasurableMeasurable How would you measure the 
objective?
How would you measure the 
objective?

Action-
Oriented
Action-
Oriented

How many or how much
change is expected?
How many or how much
change is expected?

RealisticRealistic What makes you think it is 
doable?
What makes you think it is 
doable?

Time LimitedTime Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:Objective:

  Step 1   Clarify Program Goals and Objectives

7Adapted from Storoschuk et al, 2001



Worksheet 3:  List of Goals and Objectives*

List the objectives for each goal.

*The number of goals will vary depending on your progress.
 The number of objectives for each goal will also vary.
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  STEP 2  DESIGN AN EVALUATION PLAN

You need to know:

• Who is your target population and how will you access them?

• What activities will you do to meet your objectives?

• What is the time line for your evaluation?

• What resources do you have available?

The answers to these questions will help you determine the resources that you need
to carry out your evaluation. It will also help identify the strategies, methods, and the
tools that you will use to collect your information and data.

Who is your target population and how will
you access them?
In order to make sure that you have reliable evaluation results, it is important to have
a substantial number of individuals who participated in your program for the full
duration. Usually at least 25 participants are required for significant results, but this
can vary.  It is best to consult with a statistician or researcher.  Did enough people
participate in the program for the full-length of the program?  Be sure to track at-
tendance of participants to your program.

If you are conducting a long-term follow-up evaluation how will you stay in touch
with these participants?  If you are doing a mail survey for follow-up or a telephone
survey, you should aim for 60 to 80% response rate.

If only 20% of participants respond you cannot use this data to generalize to the
entire program population.

What activities will you do to meet your
objectives?
There will be specific activities that are part of your program to help you meet your
objectives.  It is a good idea to think carefully about which activities in your program ST

EP
 2
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relate to each objective.  Linking your activities to your objectives helps ensure that:

• you will be doing what your objectives say you are doing;

• you have a way of measuring all of your activities;

• you are not doing activities that are not relevant to your objectives and goal.

Sometimes we become overly ambitious and try to implement programs that en-
compass too much.  It can be difficult to show a program is effective if it is beyond
the scope of our objectives and thus our evaluation.

Linking Activities to Your Objectives

What is the timeline for your evaluation?
The length of time that you have to carry out an evaluation will have an impact on the
type of evaluation processes and tools that you choose. It will also have an impact
on the resources that you will require to do the evaluation.

If you are conducting an outcome evaluation that includes a longer-term follow-up,
you will need to factor this into your timeline. Or, if you have only a short period of
time to implement and evaluate your program, you may need more people to help
with the evaluation. You will need to plan your evaluation strategy accordingly.

For instance, if you only have funding for a year, in order to collect the data before
and after the program, analyze it and write your report you will need to make sure
the program ends one to three months before the report is due (depending on
how many staff hours you have to commit).
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For example:

Funding for a one-year falls prevention program was received April 1.  The follow-
ing timeline was developed.

Example of a possible timeline:

The program planning and evaluation design took 1 month.  The program was im-
plemented for seven and a half months, and the evaluation took three months
including data analysis and writing the report.  This will vary depending on how long
you have funding, the type of program, the extent of your evaluation and how many
times you collect data.  Inevitably unforeseen circumstances will occur so that it may
be difficult to follow a strict timeline.  Be flexible and plan extra time!

     Step 2   Design an Evaluation Plan

Task Person Responsible Resources Timeline
Plan your program Project Coordinator

Program Staff
Staff time April 1-30

Design your evaluation Project Coordinator
Program Staff
Eval Consultant

Staff time April 1-30

Implement program Project Coordinator
Program Staff

Staff time
Money
Materials

May 1- Dec 15

Collect baseline data Project Coordinator
Secretary
Data entry staff

Staff time
Photocopying
Postage

May 1-15

Collect post data Program Staff
Secretary
Data collection staff

Staff time
Photocopying
Postage

Dec 1-15

Analyze data Project Coordinator
Evaluation Consultant

Staff time
Computer

Jan 1-31

1-month follow-up data
collection

Program Staff
Secretary
Data collection staff

Staff time
Telephone
Postage

Feb 1-15

Analyze follow-up data Project Coordinator
Evaluation Consultant

Staff time
Computer

Feb 15-28

Write report Project Coordinator
Program Staff
Evaluation Consultant

Staff time
Computer
Photocopying

Feb 1-Mar 31

Disseminate report Project Coordinator
Program Staff

Staff time
Travel

April 1-30

ST
EP

 2
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What resources do you have available?
1)  Identify people who will be involved in designing, collecting, analyzing and inter-

preting the data or information.

2) Determine who you will need, what they will do, and how long it will take them to
carry out the activities involved in the evaluation.

3) Determine what external resources, such as a consultant, you will need to help
with specific tasks.

Consider the level of previous experience that individuals have had in conducting an
evaluation, the amount of time they have available for this initiative and determine
whether they need any additional skills training in order to do the required tasks.

Above all, ask the question: Are they interested in participating in the evalua-
tion process? If not, it would be better to find individuals who are interested in and
committed to being involved.  It is important to keep in mind that individuals need to
be able to step back and be objective about the evaluation process, particularly if
they will be involved in activities such as designing questionnaires or conducting in-
terviews or focus groups.

Here is a list of possible resources that you may require for your evaluation:

• Budget (this should be about 10% of your program budget)

• Staff with skills such as focus group facilitation, data collection and entry, pro-
gram implementation, data analyses, report writing

• Support staff

• Consultants

• Office supplies, photocopying, telephone, equipment (especially a computer),
and space

• Program activity supplies

• Time

• Data collection tools (e.g., surveys & questionnaires)

• Travel

• Computer and data support

The following pages contain worksheets to help you begin planning your evalua-
tion.



Worksheet 4:  Who is your target population and how will you access them?

1.  Who is your target population?

2.  How will you access them?  (Where, when, etc.)

a)  Where?  (at the program, by mail, at school, etc.)

b)  When?  (during the program, before and after the intervention, in the evenings by
phone, etc.)

3. How will you make sure that you have access to this group in the short and long-term?

4. How will you keep track of the participants during your program?
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Worksheet 5:  What activities will you need to do to meet your objectives?

Use the following table to link your program activities to your objectives for each goal.
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Worksheet 6:  What is the timeline for your evaluation?
List the tasks that need to be done, who is responsible for completing them, what
resources are needed and when you expect to complete the task.  You can be
as general or as specific as you like.

Task Person
Responsible

Resources Completion
Date

35
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Worksheet 7:  What resources do you have available to conduct
the evaluation?

❑ Professional Staff

❑ Support Staff

❑ Time

❑ Money

❑ Office Supplies and Equipment

❑ Consultants

❑ Computer and Data Support

❑ Telecommunications

❑ Travel

❑ Space

❑ Other

36
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   STEP 3   DEVELOP A DATA COLLECTION PLAN

By the time you reach this step, you should have your goals and objectives written
and an evaluation plan in place.  You now know who you are targeting, what knowl-
edge, attitude, skills, environment and/or behaviours you want to change, and how
you are going to do it.  The next step is to develop a plan for collecting your data.

Your data collection plan should tell you:

• What data needs to be collected?

• How will you collect your data, that is, what methods and tools will you use?

• When will the data be collected?

• Who will collect the data?

You already answered the following two questions in the last section.

• Where will the data be collected?

• Who will the data be collected from?

What data needs to be collected?
There are a number of different types of data that you will want to collect.

• Demographic data are important to describe your population. You will want to
know exactly who participated in your program. It also allows for comparisons
between groups to see if different changes occurred in different groups because
of the program. For instance, you can analyze your data to see if there is a
difference in how many females injured themselves by falling compared to how
many males did, or, if a particular age group is more prone to falls.  Be cautious
that you only ask for the information that is important to your evaluation or your
program.  People do not always like giving out personal information.   In some
cases where the content of the questionnaire is very sensitive it is best to place
the demographic questions at the end of the survey.

Examples:

• age
• gender

Demographic
Data.
Information that
describes the
population, usu-
ally on age, gen-
der, education
level, income
level, location,
and cultural back-
ground.

ST
EP

 3
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• education level
• income level
• location
• cultural background

(An example of specific demographic questions taken from a standardized survey is
shown on the following page).

• Process data are important to describe how your program was implemented.
That is, did you do what you said you would do?  This can be helpful when you
explain your results and in determining what in your program needs to be changed.
Collect this data using tracking forms such as attendance sheets, logs and pro-
gram notes.

Examples:

• number of sessions participants attended
• number of participants who attended each session
• where and when the intervention took place
• were there any other similar programs that the participants at-

tended during the time of your program
• were there any other events in the community that may have

influenced the participants in your program

• Outcome data are important to show if your program was successful.  Out-
come data show change in knowledge, attitudes, skills, environment and
behaviours that have occurred because of your program.  Your objectives drive
the decision about what data need to be collected.  Using these as a guideline
you can choose what methods and instruments will be needed to collect the
relevant data.

Examples:

• number of seniors who have consulted a pharmacist to review
their medications

• number of seniors who have changed their environment to
avoid a fall

• number of homes that have adequate handrails on their stairs

Standardized
Surveys.
These are surveys
or questionnaires
that have been
tested for reliability
and validity. Stand-
ardized surveys
can be used to
compare data that
is collected across
other programs in
either that same or
other regions.
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   Step 3   Develop a Data Collection Plan

Example of Demographic Questions from Statistics Canada’s
Canadian Health Survey-Draft

Instructions:  For each question, please circle the number that best
describes you.
Sex/Gender
1 Male 2 Female

Marital Status
1 Married 4 Separated
2 Living common-law 5 Divorced
3 Widowed 6 Single, never married

Educational Attainment
What is the highest grade of elementary or high school you have completed?
1 Grade 8 or lower 3 Grade 11-13
2 Grade 9-10

What is the highest degree, certificate or diploma you have obtained?
1 No post-secondary degree, certificate or diploma
2 Trades certificate or diploma from a vocational school or apprenticeship training
3 Non-university certificate or diploma from a community college, CEGEP, school of

nursing, etc.
4 University certificate below bachelor’s level
5 Bachelor’s degree
6 University certificate or diploma above bachelor’s degree

Ethnicity
To which ethnic or cultural group(s) did your ancestors belong?
(For example: French, Scottish, Chinese)
Mark all that apply.
1 Canadian 12  Polish
2 French 13  Portuguese
3 English 14   South Asian
4 German (e.g., East Indian, Pakistani,
5 Scottish Punjabi, Sri Lankan)
6 Irish 15   Black
7 Italian 16   North American Indian
8 Ukrainian 17   Métis
9 Dutch (Netherlands) 18   Inuit / Eskimo
10 Chinese 19   Other – Specify
11 Jewish

Race
How would you best describe your race or colour?
Mark all that apply.

1 White
2 Chinese
3 South Asian

(e.g., East Indian, Pakistani, Punjabi, Sri Lankan)
4 Black
5 Native / Aboriginal Peoples of North America

(North American Indian, Métis, Inuit / Eskimo)
6 Arab / West Asian

(e.g. Armenian, Egyptian, Iranian, Lebanese, Moroccan)

7 Filipino
8 South East Asian

(e.g., Cambodian, Indonesian,
Laotian, Vietnamese)

9 Latin American
10 Japanese

11 Other – Specify
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Methods of Data Collection
There are two methods of data collection:  quantitative and/or qualitative.   In evalu-
ation, both methods are important and useful and which method you use depends on
the questions you are trying to answer.  It is important to choose the method that best
suits the data you are collecting.  Most evaluations use a combination of the two
methods, and both are used for collecting data for process and outcome evaluations.

1.  Quantitative Methods

“Quantitative methods are ways of gathering objective data that can be ex-
pressed in numbers.”8  That is, quantitative methods are objective and involve col-
lecting data in the form of numbers to be analyzed.  Quantitative methods can be
used for both process and outcome evaluation and can be beneficial because you
can draw conclusions about your target population from the results.  Quantitative
data shows changes in knowledge, attitudes, skills, environment and behaviours and
can also be used to show satisfaction.

Characteristics of quantitative methods:

• They provide structured data.

• They make it easier to collect data from a large number of participants.

• They can generalize and quantify results.

• They can be compared statistically.

• They allow conclusions to be drawn about the target population.

The quantitative methods and tools most often used are:

1)  surveys/questionnaires

2)  counting systems

3)  document or record review

8Thompson & McClintock (1998).  Demonstrating your program’s worth.

Q u a n t i t a t i v e
Data.
Information that
provides an ac-
count of the scope
of the problem,
work or event
based on numbers
or statistics.
Quantitative data
can be used to
show that results
are statistically sig-
nificant. Informa-
tion is usually col-
lected by using
questionnaires or
surveys or struc-
tured interviews.
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1)  Surveys

A survey is a systematic way of collecting data to describe, compare and assess
knowledge, skills, attitudes, environment and/or behavior.   Most often when you
survey you will want to collect data at different points in time. You can then com-
pare the results to see if there were any changes from time A to time B.

What are the best uses of a survey?

• To gather baseline data on knowledge, attitudes, skills, environment and/or
behaviours of your target audience. (Outcome)

• To gather information about participants’ satisfaction with the program. (Pro-
cess)

• To measure the amount of change in knowledge, attitudes, skills, environment
and/or behaviours of your target audience. (Outcome)

• To show how many more people report engaging in the behaviours you are
measuring. (Outcome)

• To compare changes in responses before and after an activity. (Outcome)

• To gather uniform responses from a large number of people that can be com-
pared. (Outcome & Process)

Tips for using a survey:

• Use an existing instrument instead of creating your own whenever possible.

• Include demographic data, for example, age, gender, grade, income level,
place of residence, and education level.

• Include instructions that are easy to understand.

• Ask the same questions and use the same wordings on any pre- and post-
surveys to allow for comparison.

• Use language at an easy reading level that your target audience will understand
and keep it simple, that is, written at a grade 6 to 8 level.

• If your target population has low literacy levels consider doing in-person
interviews or telephone interviews with your questionnaire.

   Step 3   Develop a Data Collection Plan

ST
EP

 3



42

• Make sure it is culturally sensitive (e.g., don’t use language or slang that
may be offensive to certain ethnic groups).

• Keep each question short.

 • Make the survey as short as possible.

• Use close-ended questions whenever possible.

• Place questions about the least sensitive materials first to ease the partici-
pant into more sensitive matters.

• Questions should go from general to specific.

• Be sure that each question addresses only one topic at a time.

• If you develop your own survey, pilot-test it to work out the wrinkles.  To
do this, ask a small group of people (10-15) similar to those in your target group
to complete the survey.  Have them comment on clarity, format, comprehension
and length of the survey.  Then try to analyze the data and ensure it is what you
want.

• If you are using a survey or questionnaire that someone else or some other
agency developed, make sure that you ask permission to use their survey
or questionnaire. This avoids any possible complications about copyright.

• If you are still unsure ask someone at BCIRPU to review it for you.

When using surveys to compare changes before and after the intervention, remem-
ber to ask for information that will allow you to identify subjects but which retains
confidentiality.  This can be done anonymously by using the last 4 digits of their
phone number, or making up an identifier like in the example below.
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Example of a code used to identify participants surveys while keeping their identity
unknown.9

Please read each sentence below carefully and write the correct letter for
each question on the line.  Print clearly.

First two letters of your middle name (if no middle name, write “ZZ”) _____

First two letters of the month you were born in         _____

First letter of your gender:  “m” for male and “f” for female        _____

When will the survey happen?

Deciding when to collect your data is important. You should consider the following
factors when deciding to collect your data or information.

• If you are measuring change in knowledge, attitudes, skills, environment and/or
behaviours you will need to collect the data at different time periods so that you
can compare the data at time 1 with time 2 to determine the amount of change.

• It is best to administer a survey or questionnaire just before you start your pro-
gram (this is your baseline) to get an idea of where your participants are at before
they are exposed to any information.  Then, administer the survey or question-
naire after the program ends to see what changes occurred in your participants
due to the program.

• You could administer a third questionnaire several months after the end of the
program to see if these changes are still present.  If your program worked very
well, changes would be seen as far as 12 months after they participated in your
program.  This is a good aim to shoot for!

• When using a control group be sure to survey them at the same times as the
intervention group.

• How often you can collect data will depend on your resources.  Be realistic,
nobody wants to be filling out a questionnaire every week, or every month.

9Adapted from the School Health Survey, University of Guelph & University of Waterloo.

   Step 3    Develop a Data Collection Plan
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How will you administer your survey?

The three methods most commonly used for administering surveys are:  personal
interview, telephone interview and distribution.   You will need to decide what is the
purpose of your evaluation and who are your respondents.  For instance, it is better
to do a personal or telephone interview with a group that has difficulty reading.  On
the other hand, if it is a lower income group, they may not all have telephones, in
which case doing a personal interview may be your best option. You can distribute
questionnaires to people via mail or in person or by computer through email or
website (but first make sure your target audience has easy access to computers!).  It
might be easiest to get them to fill out a questionnaire while attending your program.

The following is a table that describes the advantages and disadvantages of each
method.

Advantages and Disadvantages of Methods of Administering
Survey Instruments.10
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Tips for administering the survey:

• Keep track of when, where, by whom and to whom the surveys are ad-
ministered.

• Ensure participant anonymity and confidentiality by having them not put
their name on the survey or by using an identifier.

• Have enough time set aside for participants to complete the survey.  Most
people do not want to spend more than 10 minutes completing your survey.

• Give exactly the same instructions every time the survey is administered.

• Keep all completed surveys in a secure place, especially if they contain
sensitive and confidential information.

• Promptly enter your data into your database.

• Check with your agency or institution regarding the necessary ethics or
consent requirements.  For instance, you must get consent from parents if you
are surveying children or youth under 19, and school administration and teachers
if you are administering the survey in schools.

Who will conduct the survey?

The method you use for administering your survey will help determine who will ad-
minister it.  For example, if you do a telephone survey you will need trained tel-
ephone interviewers.  If you survey participants on the last day of the program,
program staff can administer it.  Decide who will administer the survey to your par-
ticipants and what kind of training they will need.  Whoever collects the data should
be experienced in administering that particular method.

The person administering the survey should keep in mind the following considera-
tions:

• Provide the same clear instructions to the participants at the beginning of the
survey.

• Answer questions in a neutral manner, such as, “Don’t worry, just do the best
you can.  There is no right or wrong answer”.

• Each interviewer should follow the same procedures and ask the same ques-
tions, in the same way.  Do not influence the participant’s answers in any way.

(See Appendix 3 for Guidelines for Designing a Survey)

   Step 3    Develop a Data Collection Plan
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What are the differences between close-ended and open-ended questions? 

Close-ended Questions Open-ended Questions 

• Respondents are given a set of answers to 
choose from; a list of possible answers is 
usually provided. 

• Respondents are forced to choose from 
the alternatives provided.  

• They are used to collect quantitative data 
or information.  

• Easy to analyze. 

• Respondents can reply in their own words; 
they can express their thoughts, feelings, 
and emotions about a topic. 

• Respondents can provide their own 
responses.  

• They are often used to collect qualitative 
data or information.  

• More time consuming and difficult to 
analyze. 

 

Types of Questions

There are many types of questions that you can use in your survey.
How you ask a question will depend on what information you
require and what you are measuring.  Always refer back to your
objectives.

There are two types of questions you may wish to use:

• Close-ended

• Open-ended

The following table discusses the differences between these two.

There are a number of types of close-ended questions:

• Multiple choice

• Ranking scales

• True or false

• Rating scales

The following tables provide more information on the different types of questions,
when to use each, and examples.
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Tips for Using Different Types of Questionnaire Questions and Examples

Open-
ended
questions

• Use when you want people to express themselves freely.
• Use when you want information about participants’ ideas and perceptions.
• Use when you cannot list all of the possible responses.
• Use when you don’t know how people will respond to a question.
• Respondent can provide long or short answered questions.
• Note:  these are more difficult to analyze.

Examples:
1.  Can you tell me your top 3 risk factors for falls you identified from using the Falls

Prevention Booklet?
2.  What changes did you make to your behaviour or environment?
3.  Why did you make changes to your behaviour or environment?
4.  Which items in the Safety First kit did you think were the most useful?

Multiple
choice
questions

• Use to collect quantitative data.
• A list of answers is provided.
• The participant must choose an answer from those already provided.
• You may need to have an “other” category to choose from, in case none of

the answers provided are right for the respondent.
Examples:
1.  Circle the age range you are in: a) under 50  b) 50-65  c) 66-80  d) over 80
2.  Have you made any of the following changes to your home to make it safer?

a. Installed more lights
b. Installed hand rails
c. Removed loose rugs
d. Safety modifications to house structure or furniture
e. Other _______________________

3.  Who have you discussed home safety issues with?
a. Spouse/partner
b. Grandparents/relatives
c. Caregiver/babysitter
d. Friends/neighbours
e. Co-workers
f. Other _______________________

Ranking
Scales

• These require the respondents to sort items by assigning a number, usually in
the order of importance to them.
Example:

1.  Please rank in order of importance which factors you think will help prevent
falls.  Rank in order, where 1 is the most important and 7 is the least
important.

__  exercising daily    __  fixing uneven sidewalks
__  using a cordless phone __  moving more slowly
__  avoiding getting up quickly __  keeping lights on
__  not drinking alcohol

True or
False

• True or False questions give very limited options for the participants.
• These questions do not show subtle changes in attitudes.
• The questions need to be written very clearly and simply because any

ambiguity will make it difficult to answer.

Example:

1. Injuries from falling among seniors are preventable.
� True
� False

continued...

   Step 3   Develop a Data Collection Plan
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continued...
Rating
Scales

• Use a rating scale when you want people to rate their preferences or perceptions.
• These have points at either end of a scale that are opposite of each other.
• Usually each point along the scale has a rating or agreement associated with it.
• Most scales have 4, 5 or 7 points on the scale.

Examples:

1.  Senior’s injuries due to falls in the home are preventable.
Strongly      Agree        Neutral     Disagree      Strongly
 Agree                                                                Disagree
   ?                  ?                ?                 ?                  ?

2. Do you consider injuries to seniors in the home a serious issue?
                1              2                3                  4               5

Not at all    A little       Somewhat     Quite         Very
Serious      Serious      Serious       Serious      Serious

3.  Since receiving the kit, would you say that your awareness of fall prevention in
the home has increased?

Not at all     A little   Somewhat  Quite a lot  Very much
                       ?                 ?              ?                  ?                ?

4.  Rate how important the program was in making you more aware of the
resources in your community to help you prevent falls.

 Very          Important     Somewhat     Not at all
                  Important                          Important      Important

   ?                   ?                     ?                   ?

5.  How likely do you think it is that you will fall in the next 6 months?  Check only
one.

?    Very likely  
?    Somewhat likely
?    Somewhat unlikely
?    Very unlikely
?    I don’t know
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Using Standardized Surveys

In some cases there are standardized surveys that you can use instead of developing
your own.  If a survey is standardized that means it has already been tested for
reliability and validity with a specific population.

Although you are only collecting data for your program, it is important to think about
how else you may want to use this data.  One way is to compare it to data collected
by other programs in either the same region or another region. To do such a com-
parison would require that the information in both regions be collected the same
way. Using a standardized survey is an easy way of collecting this data.

For example, using a standardized survey would be helpful if you were collecting
data on injuries to seniors in your local community and you wanted to know how this
compared to injuries to seniors in the rest of BC. Data that is collected using the
same standardized survey can be used locally and can be compared with data from
other regions, other provinces and all of Canada if needed.

The following is an example of a standardized survey that can be downloaded from
the web.

Canadian Community Health Survey-Draft, Health Canada
http://www.statcan.ca/english/concepts/health/content.htm

What is baseline or benchmark data?

When we talk about collecting baseline data, what we mean is data that is collected
before a program is implemented.  This data shows us where participants are before
they participate in any programs or are exposed to new information.  If the same
questions are asked after the program, any changes to their answers may be attrib-
uted to the effects of the program. Having baseline data allows for comparisons over
time.

For instance, in April a group of seniors are surveyed and 20% say that they have
made changes in their homes to prevent falls. This starting point becomes your base-
line or benchmark. In your evaluation, you can then measure against this baseline.

In June, after a falls prevention program has been carried out in the community, 60%
say that they have made changes in their homes to prevent falls .  You can report that
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Benchmark.
A starting point or
baseline informa-
tion that is neces-
sary to measure
the kind and level
of change that
has taken place
as a result of par-
ticipation in a pro-
gram.

Reliability.
The extent to
which a measure
produces the
same result, time
after time, across
different venues or
different raters.

Validity.
A measure of the
extent to which
an instrument ac-
tually measures
the trait or char-
acteristic that it is
supposed to
measure.
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there was a 40% increase in home improvements to prevent falls after implementing
your program.

Note:  This is an example of quantitative data collection, however, if you brought
together a group of ten of these seniors and ask why they did or did not make
changes in their homes, this would provide you with qualitative data.

2)  Counting System

Counting is useful for keeping track of how the program has been carried out and for
your process evalution.  It involves keeping written records of all events and is help-
ful to develop forms to track things such as the number of participants that attend
each session of the program, and what activities were completed.

What is the best use of a counting system?

• To track data about how the program was carried out.  For instance, if you want
to know how many participants attended, how many of the planned activities
were carried out, how many surveys were filled out, etc. (Process)

Tips to using a counting system:

• Plan ahead by creating activity logs and ways of keeping track of data
during the program so that you will have all of the data you require for the
evaluation.

3)  Document or Record Review

Documents can also be reviewed to gather information.  For example, using statis-
tics from the local health department on the number of falls reported for the last year,
or the statistics from the emergency room of a hospital about how many and what
types of injuries were reported.  BC Injury Research and Prevention Unit and the
Office for Injury Prevention are both excellent sources for injury data.

Qualitative Data.
Information that
provides a descrip-
tion of the circum-
stances and condi-
tions of the situa-
tion, work, event, or
problems, for the
purposes of mak-
ing an assess-
ment. Information
usually reflects the
feelings, beliefs,
and impressions of
people participat-
ing in the program.
Information is usu-
ally non-numerical
and is often col-
lected through in-
terviews.
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What is the best use of a document review?

• To gather data that has already been collected, such as from reports that have
already been published.  For instance, using a Statistics Canada report to find
out how many playground injuries occurred last year. (Outcome)

Tips to using document reviews:

• Be consistent in how you extract data.  Always record and interpret the data
in the same way.

• Be sure the data reported meets your needs.  For example, if you want the
number of injuries per person and Statistics Canada reports it as number of
injuries per 1000 persons, you will either need to divide Statistics Canada’s
number by 1000, or multiply your number by 1000.

When will the data be collected?

• Data from documents and reports can be collected at anytime.  However, if you
know that you will be using data from reports, the sooner you collect it, the
better.  It may be helpful in deciding what other data you need to collect, or, it
may guide you in planning your program.

Who will collect the data?

• Anyone can extract information from documents and reports as long as they
know exactly what data is critical.  Also, it is important to be consistent.  That is,
all those involved in collecting the data should do it the same way.  If more than
one person is extracting the data it is a good idea to check for reliability.  One
way to do this is to have them both extract data from the same report and com-
pare what each finds to see if it is the same.
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2.  Qualitative Methods

Qualitative methods “permit the evaluator to study selected issues in depth and
detail.”11  That is, qualitative methods are subjective and are used to find out the
feelings, beliefs, and impressions of the people participating in the program and/or
evaluation.  They describe and explain.

Characteristics of qualitative methods:

• They are used to gather detailed, in-depth data.

• They are not always generalizable to the entire population.

• They provide language, context, and relationships of ideas.

• They cannot be easily compared statistically.

Qualitative data can be collected at different points in your program:

• Before the program begins to pilot test aspects of the program and/or instru-
ments to be used in the evaluation.

• During the program to test plans, procedures and materials if a problem arises.
With data from focus group participants most problems can be fixed before they
cause too much damage.

• After the program is completed to explain results, to find out the participants’
perceptions of and feelings about the program, for feedback, and barriers and
strengths of the program.

The qualitative methods most commonly used are:

1)  focus groups

2)  personal interviews

3)  observations

4)  case studies

 11 Patton, M.Q., 1990.
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1)  Focus Groups

A focus group consists of 7 to 10 people with similar characteristics that come to-
gether to give you information by discussing a specific topic.  There is always a
facilitator who keeps the discussion on track, provides targeted questions and cre-
ates a non-threatening environment.  The data gathered is used to answer questions
about the perceptions, feelings, knowledge, attitudes, environment and behaviours
of the targeted group of people.

What are the best uses of a focus group?

• To determine the perceptions, feelings, and manner of thinking of a specific group
of people, e.g., what participants thought about a program, why seniors feel
helpless in reducing injuries due to falls. (Process)

• To collect data on knowledge, skills, attitudes, environment and/or behaviours.
(Outcome)

• To provide insights into the attitudes, perceptions and opinions of participants.
(Outcome or Process)

• To gather data about a new program or product, e.g., what do seniors think
about a media campaign for preventing falls in seniors, how does the community
feel about fire prevention data. (Process)

• As follow-up to a survey.  More detailed data about the results of the survey can
be obtained by gathering together a group of survey participants to discuss and
give insight about the results.  For instance, you find that seniors who live with
their sons or daughters are less likely to change their environments to make them
safer. You want to know why, so you bring together a group of  the seniors to
discuss these results. (Outcome or Process)

Tips for using a focus group:

• Use an experienced facilitator.

• A focus group typically contains 7 to 10 people.

• Depending on the size and make up of your population, you may need to con-
duct more than one focus group, for the same topic, with different groups to
get different perspectives and a representative sample.  For example, to discuss
injuries due to falling in seniors you may want a total of four focus groups: a
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group of females younger than 60 years old, one of females 60 years old and
older, one of males under 60 years old, and a group of males 60 years old and
older.  Or, you may want to divide the group by ethnicity.

• The members of the group should be similar to each other in certain
aspects depending on the questions being asked.  This gives them a sense of
equality and they are more likely to give their true opinion.  For example, you
may want only females in the group, or just seniors over 75 years of age, or only
those who experienced a fall.

• Ideally, the members of the focus group should not know each other well.

• Questions should be open-ended to promote discussion.

• Questions should be very focused.

• All members of the group should be encouraged to talk.  Avoid letting one
or two people dominate the discussion.

• Introduce the purpose of the focus group to the participants so that they
will have a context with which to answer the questions.

• The participants should feel comfortable and non-threatened so that they
can say whatever they are thinking or feeling.

• Let them know that the data they provide will be confidential.

• Tape-record the session so that you can transcribe it.  In order to analyze
the data you must type out what is said verbatum.  It is not easy to remember
exactly what everyone said after the session.  It is wise to have an assistant take
notes in case something goes wrong with your tape-recorder.  Always ask for
permission to tape record the session.

When will the data be collected?

Focus groups can be conducted before the program begins, during the program or
after the program takes place, depending on the purpose of the focus group.

Who will collect the data?

It is preferable to use a trained facilitator to conduct the focus group.  The facilitator
should know the purpose of the focus group and have a list of predetermined, open-
ended questions, but let the group flow with their ideas and thoughts.  The facilitator
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should not make judgements about what is said.  Therefore, he or she should not
respond in a positive or negative manner but should stay neutral throughout.

Conducting a focus group requires the facilitator to:

• have skills in group facilitation

• ask questions that are not leading

• answer questions in a way that does not influence the participants

• know when to prompt the participants for more data

• keep the discussion focused

• know how to get everyone to participate in the discussion.

If you do not have someone in your organization that has skills as a facilitator you
may want to hire a consultant to carry out this task. Ask at your local college or
community agencies if they could recommend someone.

2)  Personal Interviews

Personal interviews involve sitting down and talking with one or possibly two
people about their thoughts and feelings about a particular topic.  They are used
to collect qualitative data.  Personal interviews are best done in-person, but can
be done on the telephone if absolutely necessary.

What are the best uses of personal interviews?

• To gather in-depth information from a small number of people.  (Outcome or
Process)

• To gather information from someone who does not fit into a focus group setting.
For instance, a supervisor, the CEO of a company, or a government official.
(Outcome or Process)

• When you need information about a sensitive topic that people may not be will-
ing to discuss in a group. (Outcome or Process)
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Tips for using personal interviews:

• Stay focused.  Keep your participant focused on answering the questions you
ask.

• Be prepared.  Have all of the questions written out that you want to ask.

• Prioritize the questions so that the most important questions get asked.

• Do not use leading questions.

• Avoid questions that require a yes or no response.

• Try to make the interview flow like a conversation.

• Write down answers to questions and ask for clarification when needed.

• Use a skilled interviewer.

• Tape record your interviews so you can transcribe them. The interviews need
to be typed-out so that you can analyze the data and identify themes in what the
participants said.   It is best to use what your participants said verbatim.

When will the data be collected?

Personal interviews can be used to collect data before the program begins to gather
information about aspects of the program or after the program ends to elicit informa-
tion about the participant’s experiences, thoughts and feelings.

Who will collect the data?

The interviewer needs to know the objective of the interview and be comfortable
talking with members of the target population.  The interviewer should be skilled at
knowing when to redirect the interviewee.

3)  Observations

Observations involve watching the participants during a program or while they are
engaging in an activity. Observations tend to be time-consuming and can be too
intrusive to participants and for this reason are used less often.
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For instance, you could attend an information session on preventing falls for seniors
and observe the kinds of questions being asked and how the program was being
delivered.  This can be useful for your process evaluation.

What are the best uses of observations?

• When you need accurate information about how a program is operating.  Ob-
serving different group leaders for an activity can give you insight into how the
program is being delivered. (Process)

• When you want very specific types of data collection, e.g., counting the number
of seniors in a shopping mall who are using a cane or walker. (Outcome)

Tips for using observations:

• Be clear about what you are observing and how you will use this data.

• Do not interfere with the program.  Participants should take little notice of
you.

• Make sure all observers are trained in recording their observations.  Observer
bias can greatly influence what data is recorded.

• Use other data for your evaluation as well.  Observations alone will not
provide enough data to evaluate your program adequately.

When will the data be collected?

Usually observations are done while the program is being implemented.  Observers
will attend a session of the program and watch what is happening and take notes.  It
is best to decide ahead of time what to look for, but also to take notes on unexpected
occurrences or comments.

Who will collect the data?

It is best to have trained observers collect the data.  They need to be trained in
observational methods and be aware of the types of observations that are most
important to the evaluation.  Again, you may want to check reliability between ob-
servers.
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4)  Case Studies

Case studies consist of describing in detail the experience of one person.  Case
studies are useful if you have very few participants, or for illustrating the program and
participants’ experiences in depth.  You can use personal interviews to collect some
of the in-depth information needed.  Using insights from the program staff is also
helpful.

The best use of case studies is:

• To gain in-depth information about a participant’s experiences, impressions, and
feelings about the program. (Outcome or Process)

• When you want a good example of the program’s success. (Outcome or Pro-
cess)

Tips for using case studies:

• Choose participants that found the program useful and who have good
insights.

• Write up the case study in a way that is easy to understand and read.

• Include important information and anecdotes.

The table on the following pages summarizes the  methods and tools for data collec-
tion.
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Description of Methods and Data Collection Tools12

continued on next page...
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Method When to Use When Not to Use Advantages Challenges
Surveys or
Questionnaires

- When you need
standardized
responses from a large
number of people.

- When you want easily
measurable
knowledge, attitudes,
skills, environment,
and/or behaviour
information.

- When you plan to
compare changes in
responses before and
after an activity.

- When you need to
quickly and/or easily
get lots of information
from people in a non-
threatening way.

- When you need a lot
of detailed information
from a small number
of people.

- When you want to
emphasize context
richness rather than
numbers.

- When you need to tell
a story.

- Can complete survey
anonymously.

- Inexpensive.
- Easy to compare and

analyze.
- Possible to

administer to many
people.

- Can get lots of data.
- Many sample

surveys already exist.
- Can collect

quantitative data to
be compared.

- Might not get careful
feedback.

- Wording can bias
client’s responses.

- Are impersonal.
- In surveys, may need

sampling expert (e.g.,
someone who can
assist in choosing the
individuals or groups
who will receive the
survey).

- Does not get full
story.

Focus
Groups

- When you want to
learn about consensus
or disagreement on a
topic.

- When there is a small
and homogeneous
group of people that
you want to interview
together.

- When you are looking
for a range of ideas
related to a complex
topic.

- When you want to tell a
story.

- When you do not have
someone with
appropriate skills to
conduct the focus
group.

- When participants are
not comfortable with
each other.

- When participants
have had too little
involvement or interest
in the topic.

- Can quickly and
reliably get common
impressions.

- Can be an efficient
way to get a range
and depth of
information in a short
time.

- Can convey key
information about
programs.

- Can be hard to
analyze responses.

- Need good facilitator.
- Difficult to schedule

6-8 people together.

Telephone
Interviews

- For long-term follow
up.

- When it is difficult to
get an entire group of
people together at the
same time.

- When your target
population has
telephones.

- When you need a lot
of detailed
information.

- When anonymity is
important for getting
honest answers to
sensitive questions.

- When your target
population does not
have telephones.

- Can get full range
and depth of
information.

- Can develop a
relationship with
clients.

- Can be flexible.
- Can get a better

response rate than
mailed surveys.

- Can take much time.
- Can be hard to

analyze and
compare.

- Can be costly.
- Can bias client’s

responses.
- Requires trained

interviewers.
- Provides less

anonymity.

In-person
Interviews

- To collect data from
people with key
information.

- To have open-ended
discussion on a range
of issues.

- To obtain in-depth
information on an
individual basis about
perceptions and
concerns.

- When anonymity is
important.

- When you need
quantitative
information.

- Can be used to
discuss sensitive
issues that
interviewee may be
reluctant to discuss in
a group.

- Can probe individual
experience in depth.

- Can be time
consuming.

- Can bias client’s
responses.

- Can be hard to
analyze and
compare.

- Requires trained
interviewers.

- Provides no
anonymity.

- Can be costly.

12Adapted from Storoschuk et al, 2001.
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Method When to use When not to use Advantages Challenges
Document
Review

- When you want to
know about
implementation of a
program.

- When you want data
from outside your
program to compare
(e.g. Statistics Canada)

- When you are not
sure if the data or
information is reliable
and/or valid.

- Can get
comprehensive and
historical information.

- Does not interrupt
program.

- Information already
exists.

- Few biases.

- Can take time to
document.

- Information may be
incomplete.

- Requires good and
consistent recording
skills on the part of
program staff.

- Data restricted to
what already exists.

Observations - To see firsthand how
an activity operates
and how the program is
being implemented.

- When your presence
would be disruptive to
the participants.

- Provides firsthand
knowledge of a
situation.

- Can discover
problems that parties
are unaware of.

- Can produce
information from
people who have
difficulty verbalizing
their points of view.

- More objective.

- Can affect activity
being observed.

- Can be time
consuming.

- Can be labor
intensive.

- Not always easy to
code and analyze
observational data.

Case
Studies

- To fully understand or
depict client’s
experiences in a
program.

- When you have large
numbers of
participants.

- Can fully depict
client’s experience
with program input,
process and results.

- Powerful means to
portray program to
outsiders.

- Can be time
consuming to collect,
organize and
describe.

continued...



Worksheet 8:  How will you collect your data?

Objective:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
___________________________________________________________________________________________
_______________________________________________________________
___________________________________________________________________
______________________________________________________________

*Will you use a survey/questionnaire, counting system, focus group, personal
interview, document review, and/or other method to collect your data?

How will you collect
the data/info?*

(Specific data collection
instruments)

Who will collect the
data/info?

When will you collect
the data/info?

Where will you
collect the data/info?
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STEP 4   ANALYZE AND INTERPRET YOUR DATA

You have collected the data you need for your evaluation.  Now what? This section
describes the steps for interpreting both quantitative and qualitative data.

Data analysis can be very intimidating.  But do not panic!  It is only a way of organ-
izing numbers so you can explain what happened in your program and check if you
have met your objectives.  You will see how you can use simple math to show
differences and similarities in the answers which participants gave to the survey or
interview questions.

If you have quantitative data from surveys or questionnaires, you will want to
code it, enter it into a computer database and analyze it.  If you have qualitative
data from focus groups and interviews, you will want to code it by looking for
similar responses and then summarizing your findings.

The first step in interpreting your data is to decide if you have the time and ability to
do this yourself or if you will need to get outside help from a consultant.  Find some-
one as soon as possible so that they can have input from the beginning of the pro-
gram on how to systematically track the data you will be collecting. It will be a lot
more difficult to make sense of your data if you have not carefully planned how to
ask the evaluation questions and analyze the data.

To analyze your data you will need the following resources:

• A computer with database software and analyses capabilities.  Examples of soft-
ware packages are Excel, Access, SPSS, and SAS.

• Someone who knows how to create a computer database file where you can
enter your data.

• Someone who knows how to code and enter data.

• Someone who knows how to use statistical packages to analyze data.

• Someone who can interpret the results.

If you cannot find someone within your organization who is willing to assist with each
of these, then you will need to find a consultant willing to take on one or more of
these tasks, or get training from your local community college or technical institute.
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(For more information, see Appendix 2 - Hiring an Outside Evaluator).
If you have questions, contact the BC Injury Research and Prevention Unit
at (604) 875-3776 or injury@cw.bc.ca.

The major steps involved in the data analysis processes are:

• Preparing the data for analysis.

• Analyzing the data.

• Interpreting the results.

The following are a few things to remember when looking at your quantitative and/or
qualitative data:

• Regularly refer back to your objectives to determine how to focus your
data analysis.  You want your data analysis to show if and how well you ac-
complished your objectives. You can best do this if you plan for your data analy-
sis from the beginning of the evaluation process.

• Be consistent in how you analyze your data. If you decide that it is important
to compare males and females, then do this for every question on the survey/
questionnaire.  If you decide to describe your results in percentages, then try to
do this with the majority of your data so that the reader does not become con-
fused.

• Keep backup copies of your data.  It is easy to erase or change data while
working with it on the computer.  It is always best to have extra copies of the
original data.

• Use tables and graphs to display the results that you find.  These are
visual ways of describing your results that can make them easier to understand
and explain.

• Explore different ways of looking at your data.  Sometimes data can be
used in more than one way.  For example, questions on a survey can be looked
at in terms of how each gender answered, how different age groups answered,
or how people living in different regions answered.

• Compare the results of your data analysis to your objectives.  Did you
meet the requirements for success?

   Step 4  Analyze and Interpret Your Data
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• Did you find unexpected results?  Pay attention to data that was interesting
but unexpected.  For example, even though your program targeted reducing falls
in seniors by having them take their medications to the pharmacist for review,
you may find from your focus groups that because of your program many seniors
are now taking their pills more regularly.

Analyzing Quantitative Data
Quantitative data is objective and can be compared statistically.  It can be simple or
complex depending on how you use the information, how much data you have and
whether you need or want to report on the  statistical significance of the findings.
Statistically significant means that it is unlikely that a group of individuals would give
the same response by chance. For our purposes we will keep this simple.

The steps involved in analyzing quantitative data are:13

• Make a master copy of your data and store it separate from your work-
ing copy. Sometimes accidents can happen. Always keep a master copy of
your data.

• Organize your data in a database.  Usually the question number goes
across the top (a column for each question) and the participant numbers
down the side (a row for each participant).

• Tabulate the data, that is, add up the number of ratings, rankings, yes’s,
and no’s for each question.

• Consider calculating means, or averages for ratings and rankings, for
each question.  For example, “For question #1 the average ranking on a
scale from 1 to 5 was 4.2”.

• Calculate t-tests and chi-squares using a computer.  If you want stronger
statistical tests to show if changes are significant, you can use computer
programs to do simple tests such as t-tests and chi-squares.  (This may
require help from a data analyst).

• Report ranges of answers. When writing your final report, it is important
to write the results but it is also important to report the range of answers,
e.g., 20 people ranked “1”, 30 ranked “2”, 20 people ranked “3”, etc.
This allows your readers to see how responses were distributed.

13Adapted from Storoschuk et al, 2001.
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The following table provides examples of how to analyze your quantitative data.

Statistical Ways to Analyze Quantitative Data14

Frequency • This describes the number of times a particular response
occurs.  To calculate frequency you simply add the number of
times a response occurs.

• For example, the number of participants who choose each
response to a question.

1.  What age group do you fit in?
� 55 to 65 years
� 65 to 75 years
� over 75 years

Frequency is the number of respondents who checked the 55 to 65
years box, the number who checked the 65 to 75 years box and the
number who checked the over 75 years box.  There are 45 participants.
15 checked 55 to 65 years, 18 checked 65 to 75 years, and 12 checked
over 75 years.  So the frequencies are, 15, 18, and 12, respectively.

2.  Having your medication reviewed by a pharmacist can help
decrease your chances of falling.
Strongly        Somewhat     Don’t know      Somewhat     Strongly
 Disagree       Disagree                                  Agree           Agree
       1                2                 3                      4                 5

Count the number of participants who respond to each point in your
scale.  For example, there were 25 participants:  4 responded “strongly
disagree”, 9 responded “somewhat disagree”, 5 responded “don’t know”,
4 responded “somewhat agree”, and 3 responded “strongly agree”.

Percentage • This describes the proportion of times a particular response occurs.
• It is the number of times a particular response occurs (frequency)

divided by the total number of responses, and then multiplied by 100.

Frequency / Total no.  x  100 = percent

Example:
Using question #1 in the frequency example above, you have 45
participants.  15 - 55 to 65 years, 18 - 65 to 75 years, and 12 are over 75
years.

15/45  x  100  =  33% are 55 to 65 years
18/45  x  100  =  40% are 65 to 75 years
12/45  x  100  =  27% are over 75 years

For question #2, the percentages for the response rates would be as
follows:

4/25  x  100  =  16% responded Strongly Disagree (1)
9/25  x  100  =  36% responded Somewhat Disagree (2)
5/25  x  100  =  20% responded Don’t Know (3)
4/25  x  100  =  16% responded Somewhat Agree (4)
3/25  x  100  =  12% responded Strongly Agree (5)

Note:  the percentages should add up to 100%.

   Step 4  Analyze and Interpret Your Data

14Adapted from Storoschuk et al, 2001.

ST
EP

 4



66

Mean • This is the average
• It is the sum of the responses divided by the total number of

responses.

Sum of responses      =    mean
Total no. responses

Example:
Using question #2 in the frequency example above, you had 25 participants:
4 responded “strongly disagree”, 9 responded “somewhat disagree”, 5
responded “don’t know”, 4 responded “somewhat agree”, and 3 responded
“strongly agree”.  You have already scored the 5 responses on a scale of 1
to 5.  Therefore,
(1+1+1+1) + (2+2+2+2+2+2+2+2+2) + (3+3+3+3+3) + (4+4+4+4) + (5+5+5)
= 68

68/25 = 2.72         The mean is 2.72

The mean tells you that the majority of the participants were more likely to
respond that they disagreed and don’t know then agreed with the statement
or question.

T-test • This compares two sets of data to determine if there is a difference
between their mean or average scores, or, if it is just due to chance.

• This can be used to compare pre-survey data and post-survey data
to see if there is a statistically significant change in participants’
knowledge, skills, attitudes, environment and/or behaviours.

• It can be used to compare different groups, for example, males and
females, youth and adults, control and experimental.

• T-tests are complicated to calculate; therefore it is best to use a
computer.  You may want to ask a consultant for help.

How do you interpret your results?
Now that you have numbers and data about your program’s success, how do you
tell others about these results?

The following are some tips and examples on how to interpret your data:

• Keep it simple.  Trying to impress others with complicated explanations and
numbers only results in confusion.

• Refer back to your objectives to see if you met them.  Discuss reasons why
or why not.

• When discussing change, talk in terms of percent change.  For example,

continued...
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there was a 32% increase in knowledge about preventing falls; 14% of the youth
changed their behaviours.

• Be sure to include any unanticipated results, both positive and negative,
and possible reasons for their occurrence.

• Make the numbers meaningful.  Add statistics to your discussion only if they
are relevant to your evaluation and your program.

Example:

Using the data from Question #2 in the examples used in Statistical Ways to Analyze
Quantitative Data table above, here are some examples of how to interpret your
results.

Question #2 is a statement designed to measure beliefs and attitudes:

2. Having your medication reviewed by a pharmacist can help decrease
your chances of falling.

It would be administered both before and after the program has been carried out.
The data in the above example is from the pre-test.  It showed that the majority, or
52%, strongly or somewhat disagreed, and less than one-third (28%) strongly or
somewhat agreed with this statement.  Twenty-percent stated that they don’t know.

After the program was carried out the survey was given again and the following
results were found for Question #2:

2/25 or 8% responded Strongly Disagree (1)

6/25 or 24% responded Somewhat Disagree (2)

2/25 or 8% responded Don’t Know (3)

9/25 or 36% responded Somewhat Agree (4)

6/25 or 24% responded Strongly Agree (5)

The mean or average is (2x1) + (6x2) + (2x3) + (9x4) + (6x5) = 86

86/25 = 3.44

   Step 4   Analyze and Interpret Your Data
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Therefore, the results can be interpreted in the following way:

First of all, present the results in a table:

Strongly
Disagree

(1)

Somewhat
Disagree

(2)
Don’t Know

(3)

Somewhat
Agree

(4)

Strongly
Agree

(5)
Pre-test 4

(16%)
9

(36%)
5

(20%)
4

(16%)
3

(12%)
Post-test 2

(8%)
6

(24%)
2

(8%)
9

(36%)
6

(24%)
Percent
Change -8% -12% -12% +20% +12%

Next, determine if the changes were in the direction that you wanted.  In this case
you wanted people’s attitudes to change towards agreeing with the statement.  In
fact, they did. The greatest changes were in increasing the agreement response rates.

So how do we say this?

1. State the population you are talking about.

Twenty-five people responded to a questionnaire sent before and
after a falls prevention program was carried out in their community.

2. Describe the question and the results found.

They were asked to respond to the following question, “Having your
medication reviewed by a pharmacist can help decrease your
chances of falling”, using a five-point scale where “1” means “Strongly
Disagree” and “5” means “Strongly Agree”.  Before the program
was implemented half of the respondents (52%) somewhat or
strongly disagreed with this statement, while 20% stated they did
not know and only 28% somewhat or strongly agreed.  However,
after they participated in the program this had changed so that al-
most two-thirds somewhat or strongly agreed (60%) and only 32%
somewhat or strongly disagreed and 8% did not know. In addition,
the mean score increased from 2.72 before the program to 3.44
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after.   Although this may not be a large change, it is a change in
the desired direction.

3. Draw conclusions based on these results.

From the results we conclude that there was a shift in attitudes and
beliefs amongst the 25 people who responded to our survey from
disagreeing that a medication review by a pharmacist can help
decrease chances of falling to agreeing with this statement.  This
would suggest that our program may have changed the beliefs of
some of the people who participated.

As you can see, this is not an exact science.  There are no right and wrong ways of
presenting your results.  What you should keep in mind are what questions you are
trying to answer.  It is recommended that a t-test be done to see if these results are
significant, but this is beyond the scope of this manual.

   Step 4  Analyze and Interpret Your Data
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Exercise

The following data were collected from a survey about preventing falls after
seniors attended the program.  Please answer the questions following the data.

24 surveys filled out.    10 males, 14 females

ages:  males 55, 63, 72, 81, 89, 75, 76, 64, 68, 71
       females 75, 84, 68, 65, 59, 71, 72, 78, 63, 66, 70, 74, 73, 69

The following answers were given to the following questions:

How important was the program in making you more aware of the reasons why you might
fall?

Males Females Totals
Very Important

Important
Somewhat Important

Not at all Important

(3) 30%
(4) 40%
(2) 20%
(1) 10%

 (5)  36%
 (3)  21%
(4) 29%
(2) 14%

33%
29%
25%
13%

What changes did you make to your behaviour or environment?

Changes Males Females Totals
Rugs
More careful
Better shoes
Storage
Don’t stand on chairs/ladders
Handrails

(4) 40%
(4) 40%

(1) 10%

(1) 10%

  (4) 29%
  (3) 21%
  (3) 21%
(1) 7%

  (2) 14%
(1) 7%

33%
29%
13%
8%
8%
8%

How important was the program in reducing your number of trips, near falls and falls?

Males Females Totals
Very Important

Important
Somewhat Important

Not at all Important

(1) 10%
(2) 20%
(4) 40%
(3) 30%

(1) 7%
  (3) 21%
  (6) 43%
  (4) 29%

8%
21%
42%
29%
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Use the data on the preceding page to answer the following questions:

1. What percent of the respondents are female? Male?

2. What is the average age of the survey respondents?

3. What were the most common changes participants made to their behaviour and
environment?

4. What were the differences between the males and females in how important
they thought the program was in making them more aware of the reasons why
they fall?

5. What percent of the females thought the program was very important and im-
portant in reducing their number of trips, near falls and falls?

6. Were there any differences between the males and females about how
important they thought the program was in reducing their number of trips, near
falls and falls?

7. Do you think the program was effective?  Why or why not?

8. Write a few sentences to interpret the above data.

(See Appendix 5 for answers.)
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Other Factors that can Influence your Results

External factors can sometimes affect the results of your evaluation and account for
the changes seen in your participants during your intervention.  You can not have
control over everything happening outside of your program.  We will discuss three
factors that can influence your results:  history, maturation and attrition.  It is impor-
tant to be aware of these and to discuss them in your report.

History

History is the significant, unplanned event that may affect the participants.

For instance, you are conducting a falls prevention program that involves seniors
attending 4 educational sessions over one month.  During the third week of your
program the BC Ministry of Health sends out a booklet to all households on improv-
ing the health of British Columbians.  Chapter 5 is on preventing falls in seniors.   At
the end of your 4 week program you find that 85% of the seniors did one or more of
the activities you suggested to help prevent falling.  Can you confidently say that this
change may be due solely to your program?  No.

However, if you were also surveying a similar group of seniors who did not attend
your program (a comparison group), and the results between the two were different,
then you could be more confident in saying that the change was due to your program.

Maturation

Maturation is the natural, biological, social or behavioural changes that occur among
the participants during the program.

For instance, a number of your seniors experience declining health due to a flu epi-
demic.  One of the symptoms is dizziness.  At the end of your program, some of your
participants actually report an increase in falls over the period of your program.  This
difference may be partly due to the illness of the seniors and not because your pro-
gram did not work.

Again, you can control for the effect of maturation by using a comparison group.  If
your comparison group is similar to your intervention group, it’s likely the same pro-
portion of seniors would have become ill with the flu.
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Attrition

Attrition is the loss of subjects during your program and/or evaluation.

Attrition is a problem when the participants that drop out of your program or do not
answer your evaluation surveys are different in some dimension from those that stay
in your program or do answer your surveys.

For example, you gather information by surveying seniors at a community centre.
You find that fifty seniors attend your first session for a falls prevention program, but
at your next 4 sessions only about 20-25 attend.  Why?  It turns out that about a
third of the seniors are not native English speakers and did not understand every-
thing that was being talked about.  This can skew your results by creating a biased
group, that is, mostly English-speaking seniors.

Sometimes people just lose interest or do not feel committed to participating.  You
can try offering incentives so participants will want to stay in your program or fill out
your survey.  The goal is to keep as many participants in the study as started, and to
try to get as much data from them.   Always try to find out why a participant has
dropped out.

Analyzing Qualitative Data
Qualitative data reflects the subjective experience or perspective of the participants.
It is not usually compared statistically and most likely consists of written transcripts
from focus groups or interviews.   The first step is always to transcribe the focus
groups or interviews verbatim.  Then you should look for themes and patterns of
what participants said.

   Step 4  Analyze and Interpret Your Data
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The following are steps to use in analyzing qualitative data15:

• Read through the whole interview transcript.  Note: Don’t wait until all
of your interviews are completed – qualitative analysis begins as soon as your
research does.  This way you can add or change questions to get better data,
or to follow up hunches that you’re developing.

• Code and categorize the ideas. Go through the transcript line by line.  Every
separate idea expressed by the participant should be noted.  You can label
these ideas using either your participant’s or your own words–this is called
“coding” your data.  (It is helpful to use color coding with highlighter pens).
You will find that several of these “codes” naturally seem to hang together into
larger units or categories. Some codes remain isolated, but they are repeated
often enough to be upgraded to category status. The presence of other codes
will confuse you, as they don’t seem to “fit”.  In this case, you can decide
whether or not it is relevant to your evaluation goals and objectives. If it is
not–ignore it.  You can always return to your transcripts for further analysis
later, should you need to. If it is relevant, you can add more probing questions
to your next interviews to get more details.

• Understand what the participants are telling you.  As you work through
the transcript noting ideas and grouping them together, you will find that you
are developing a larger understanding of what your participant is telling you.
This understanding is what you take with you to your next interview transcript,
constantly checking for fit.   When fit does not occur, don’t force it – let the
data continue to speak for itself.  You may find that your original concept of
the theme was not quite accurate enough and needs to be revisited.   This is
how a good understanding of the data grows.

• Find the themes.  Eventually, you will have enough of an understanding of
the data to reduce it down to a few “themes”.   These themes will provide you
with the answers to your evaluation questions.   A major advantage of qualitative
evaluations is that you will also have an appreciation of the reasons behind the
answers.   It is this depth of understanding that makes all the extra work of
qualitative analysis worthwhile.

• Use quotes as examples.  Look for quotes that will provide a good example
of the theme that you have identified.  Remember that this process is very
subjective; it is important to give your readers some evidence to justify your
conclusions.

15Adapted from Storoschuk et al, 2001.
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 The final step in the evaluation process involves reporting the results. It is important
to use the results of your data analysis to explain whether or not your program was
successful.  After all, this is the main reason for evaluating your program.  This sec-
tion will provide more information on how to best report your findings as well as use
tables and graphs in your report or presentations.

Many different individuals or groups will be interested in finding out about your pro-
gram and its success.  The following are things to remember about your evaluation
report:

• Avoid conclusions that are not grounded in valid data.

• There are different ways of presenting your evaluation results.  For ex-
ample, a written report or presentation.

• You will want to use the information that you gathered in a way that will
benefit your program, the participants, and the individuals involved in de-
livering the program.  However, do not exclude negative results that may
be important to improving your program.

• An evaluation is a learning process and as a result, it is important that you
do something about what you learned.

• Overall, any report should be accurate, balanced and fair.

• It should be completed in a timely manner to provide useful feedback.

 STEP 5   USE AND REPORT THE EVALUATION FINDINGS
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Who is the audience for your report?
The audiences for your evaluation report are the different individuals or groups men-
tioned earlier in this manual who are interested in knowing if your program worked.

In writing your report or preparing your presentation, it is important to consider the
following factors:

• Who is your audience and what type of information are they interested in?

• What is the level of detail that they would find useful?

• How often do you need to report results?

• What level of language should you use?

• Who your audience is will also determine how often you should report on
the outcome of your evaluation. For example, some groups will only be
interested in the final outcome or results of your evaluation. Other groups
such as staff or board members may wish to have more regular updates
on where you are in the evaluation process.

The audience(s) for your report might include:

• your staff or supervisors

• community members or the general public

• other organizations

• government agencies

• existing or potential funding sources

• current or potential program partners

• board members for your organization

• school boards

• media

• research and evaluation agencies, e.g., BC Injury Research and Prevention
Unit or the Office of Injury Prevention staff.
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What is the purpose of an evaluation report?
 An evaluation report can serve several different purposes depending on the audi-
ence and why they need the information. This also means that a report may be
written or presented in different ways, depending on the audience. For example, an
evaluation report can be used to:

• Document the process and outcomes of your program;

• Develop new programs or expand your current program;

• Improve staff morale;

• Maintain current funding or ask for new or additional funding;

• Convince or gain support from other agencies or potential partners;

• Recruit new people, volunteers, or potential employees for your program;

• Promote understanding or educate the community about your program and the
issues it addresses;

• Provide information to individuals who are involved in implementing similar types
of programs;

• Explore the issues which underlie the need for your program and present infor-
mation about these;

• Show a funding agency or stakeholder groups that you are accountable for how
you chose to implement your program and use your resources;

• Promote public relations, particularly with your community or the general public.

How can you present your report?
You can report your evaluation results in a number of different ways. How you
report depends on who your audience is and what they would like to know about
the evaluation process and what you learned. You can report your results in a written
report, as a presentation, or as a combination of the two.

For example, written reports can include:

• Executive summary followed by a full report

Step 5  Use and Report the Evaluation Findings

Executive
Summary.
A summary state-
ment or overview of
the contents of a
full length report.

Stakeholder.
A person or group
of individuals who
have a direct or in-
direct interest or
investment in a
project or pro-
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• Executive summary followed by a few key tables, graphs and data summaries

• Executive summary only (data available upon request)

• Scientific journal article

• Newspaper article

• Newsletter

• Press release

• Brochure

• Office memorandum

• Poster at BC Injury Prevention Conference

For example, oral presentations can include:

• Brief oral presentation with some charts

• Short summary followed by questions

• Discussion groups based on prepared handouts that focus on specific issues

• Work sessions or workshops

• Video or audio tape presentation

• Web-site

• Powerpoint presentations

• Written and oral combinations
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What goes into a written evaluation report?16

Preparing your evaluation report begins before you actually start to write the report.
In completing the previous exercise, you have started to prepare your report. As you
carry out your evaluation, keep careful notes of the activities that were part of the
evaluation. As well, keep careful notes of the different decisions that you made about
how you would carry out the evaluation. These will be important as you write your
report.

A full, written evaluation report generally has eight major sections. The length of the
report and each of the sections depends on the amount of detail that you think is
important for your audience.

Section 1: Table of Contents
This section tells the reader what they will find in the report and where they will find
the information. It includes a list of all the major sections, the major headings under
each section, the appendices, and their page numbers.

Section 2: Executive Summary
This is the first section of the report. It is a two to three page summary of the report
and presents the highlights of the evaluation. In this section, you should briefly de-
scribe what was evaluated and why, the basic results, and your recommendations.

Section 3: Introduction
This section outlines the purpose of the evaluation. That is, it describes the evaluation
questions that you were trying to answer. It also describes the program that you were
evaluating, its goals and objectives, and who was involved in the program. It may
also contain some historical or background information about how the program first
started and how it was funded. If your evaluation focused on both process and
outcomes, then you should outline the reasons for this and what you hoped to ac-
complish in carrying out the program.

Section 4:  Evaluation Plan and Procedures
This section describes how you conducted your evaluation. It contains information
on the goals and objectives of the evaluation. It describes the evaluation methodol-
ogy; that is, how did you carry out the evaluation? And, how well did it work? It
contains information about the tools, for example your questionnaire or your inter-

16Adapted from Storoschuk et al, 2001
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view questions, that you used to collect information. You should also describe how
you developed these tools. Or, if the tools were borrowed from another study or
organization, describe this and your reasons for using these tools. This section will
contain answers to the following types of questions:  Did you use a questionnaire that
some other agency had already developed? If so, why did you use this question-
naire? If you developed your own questionnaire, what steps did you follow? Did you
pilot test the questionnaire? If you developed your own interview questions, what
process did you use to decide which questions to ask? What questions did you ask?
Did you train the interviewers to ask the questions? Finally, how well did these tools
work in collecting the information that you thought were important?

This section also describes your methods or how you collected the information. For
example, if you interviewed people as part of your evaluation, you will describe how
many people you interviewed, who they were, who did the interviewing, and how
long it took to do all the interviews. If you sent out a questionnaire, you will describe
how many people were sent a questionnaire, how many people returned their ques-
tionnaire, who received questionnaires and why these people were chosen. If you
used focus groups, you will describe how many groups you used. You will also
describe who participated in the groups, why and how these people were chosen,
who facilitated the sessions and how the facilitator was trained.

In the appendix at the end of the report, include a copy of all the tools that you used.

Section 5:  Analysis
This section contains information about how you analyzed your information. That is,
this section describes the strategies and statistical procedures that you used in order
to make sense of all the information that you collected.  Did you calculate frequen-
cies, and/or means?  Did you use t-tests to compare groups or pre- and post-
surveys?

Section 6:  Results
This section outlines the results. Using the analysis strategies, what did you find out?
For example, if you used a questionnaire, how did people respond? If you inter-
viewed people, what did they say? In writing about your results, think carefully about
what information is important. This information should relate back to the goals and
objectives of the program as well as your evaluation. You may also want to look for
different patterns in the responses or any recurrent themes, particularly in interviews.

Step 5   Use and Report the Evaluation Findings
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This section will also contain any tables, graphs or charts that are helpful in illustrating
or describing your results. In presenting these, it is also important to interpret what
these mean for the reader. That is, for each graph or chart that you use, it is important
to describe what the graph or chart illustrates or means.

If you interviewed people or used focus groups and if you have some direct quotes
from what people said, include these in your results. In using direct quotes, it is
important that the quote illustrates or supports the results or findings. Also, in using a
direct quote, it is very important to make sure that the person who made the com-
ment cannot be identified.

In some cases, you may discover unintended findings as part of your results. That is,
there may be results that you did not anticipate. It is important to report these results
and also provide possible reasons as to why these results occurred. For example,
there may have been external events or factors that had an impact on your evaluation
study. And it may not have been possible for you to do anything about these. It is,
however, important to note these in your results.

In this section you will also want to note whether or not there are any limitations to
your evaluation. This means, to what extent could your findings apply to participants
or individuals in other programs similar to yours. It may be that your findings are
unique to the participants in your program. Preferably, your results should be
generalizable. That is, your results should apply to many other people participating in
programs similar to yours, given the same kind of circumstances.

Section 7: Conclusions and Recommendations
This section contains a summary of the evaluation and comments on how well the
goals and objectives of the program were reached. As a summary, this section in-
volves making some conclusions based on the results. In writing your conclusions,
there are two important questions to keep in mind: Can you be sure that your pro-
gram activity caused the results? And, how encouraging are the findings?

In organizing your conclusions, you might comment first on the strengths. That is,
what were the successes and why are these important? Then, comment on the weak-
nesses of the program, based on the results from the evaluation. That is, what areas
of the program need improvement and why? If you are commenting on how effective
your program is, include information on the standard or criteria that you are using to
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make this type of judgement. That is, if your program is successful, what is the
measure that you are using to say that your program is effective? This goes back to
the measures of success that you had chosen when you were first planning your
program.

It is also helpful in this section to include a description of the lessons learned.  That is,
despite whether or not your program was successful, what are the important things
that you learned that will improve the program for next time?

Based on the results and the conclusions, it is then possible to make your recom-
mendations. In your recommendations, you will answer questions such as:  Should
the approach of your program be changed? If so, in what way? Should your pro-
gram change its activities and why? Should there be different staff involved in deliv-
ering the program? Should there be any changes in how the budget is allocated to
various parts of the activity? Would the activity be effective with other groups of
participants? If so, with whom and how should it be replicated? The recommenda-
tions provide valuable information on what you will do differently in planning the
future of the program.

Section 8:  Appendices
The appendices contain the following types of information: copies of any evaluation
tools such as questionnaires or interview questions, detailed tables of evaluation
results, the references or bibliography, or other details that people might be inter-
ested in but which are not required in the main part of the report.

Step 5   Use and Report the Evaluation Findings
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Report Checklist

� Decide who your audience is.

Section 1: Executive Summary
� Provide a two to three page summary of the highlights of the evaluation.

� Briefly describe what was evaluated and why, the basic results, and your recom-
mendations.

Section 2: Table of Contents
� Tell the reader what information is there and where they will find it.

� Provide a list of all the major sections, the major headings under each section,
the appendices, and their page numbers.

Section 3: Introduction
� Outline the purpose of the evaluation and describe the evaluation questions

that you were trying to answer.
� Describe the program, its goals and objectives, and who was involved in the

program.
� Provide historical or background information and how it was funded.
� Provide reasons for doing process and/or outcomes evaluations.

Section 4:  Evaluation Plan and Procedures
� Describe how you conducted your evaluation.
� Provide information on the goals and objectives of the evaluation.
� Describe the evaluation methodology.
� Describe information about the tools that you used to collect information.
� Describe how you developed these tools.
� Discuss how well the tools worked in collecting the information that you

thought was important.
� Describe how you collected the information.

Section 5:  Analysis
� Describe the strategies and statistical procedures that you used in order to

make sense of all the information that you collected.
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Section 6:  Results
� Outline the results, that is, what you found out.
� Include any tables, graphs or charts that are helpful in illustrating or describing

your results.
� Report and explain any unintended findings.
� Note any limitations to your evaluation.
� Assure anonymity and confidentiality.

Section 7: Conclusions and Recommendations
� Provide a summary of the evaluation.
� Determine how well the goals and objectives of the program were reached.
� Ensure conclusions are based on the results.
� Describe strengths of the program, that is, what were the successes and why

these are important.
� Describe weaknesses of the program, based on the results from the evalua-

tion. That is, what areas of the program need improvement and why?
� Describe lessons learned.
� Make recommendations based on the results and the conclusions.
� Describe next steps.

Section 8:  Appendices
� Include copies of any evaluation tools such as questionnaires or interview

questions.
� Include detailed tables of evaluation results.
� Include references or a bibliography.
� Include other details that people might be interested in but are not required in

the main part of the report.

Step 5   Use and Report the Evaluation Findings
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What goes into a presentation?
Your presentation should include most of the elements of the written report but in a
shorter, simpler form.  How much information you can include will depend on how
long the presentation is.  You should be able to summarize the evaluation in about 20
to 30 minutes.  However, in some cases you may only have 10 minutes.  You will
need to highlight the most important findings.

In your presentation, include the following elements:

Introduction
� Background information

� Program goals and objectives

� Who conducted the evaluation

Evaluation Plan and Procedures
� Describe if you carried out a process and/or outcome evaluation

� Describe how you conducted the evaluation

� Describe the methods and tools that you used

Analysis and Results
� Briefly explain the analysis

� Briefly describe the most important and relevant results

� Use graphs and tables to explain results

� Describe the limitations of the evaluation

Conclusions and Recommendations

� Summarize the program’s success according to your results

� Explain why it was successful

� Summarize successes and failures

� Describe lessons learned

� Discuss recommendations

Next Steps

� Describe what you plan to do with the results
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What do you do now?
As described earlier in this manual, one of the most important principles of evalua-
tion is utilization. That is, one of the important outcomes of undertaking an evaluation
is doing something with the results. What will you do differently as a result of what
you learned? What changes will you make to your program? How will you make
these changes? What kind of a future will you, as administrators and staff, plan for
your program and the people involved in delivering the program?

Use your evaluation findings to do the following:

• Disseminate or provide information to individuals inside your organization as
well as the community or individuals working in other organizations who are
interested in your program and its outcomes.

• Make changes or improvements to your current program or in planning your
next project.

• Educate and orient new members to your program, its goals and objectives,
and the different activities.

• Identify training needs or any technical assistance that you may need.

• Publicize what your group has done on specific issues; make information that
you learned about the evaluation available to the public.

• Make policy or provide information to government organizations that make
policy that has an impact on the kind of work that you do.

• Make day-to-day operational or administrative decisions about how your
program is run.

• Make decisions about continued or additional funding, whether from your
current sponsor or from other organizations or agencies.

• Start a critical discussion about the work your group is doing and the pro-
grams or activities that you provide. As noted earlier, evaluation is a learning
process. The intent is not to criticize. The intent is to look at how things can be
improved.

• Plan actions or activities in response to specific issues.

• Redefine your program’s goals and objectives.  Clearly define what you
want to do and why you want to do it and decide who will be involved.

Step 5   Use and Report the Evaluation Findings

ST
EP

 5
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• Make decisions about your budget and the
resources that you need to deliver your program.

• Prove that your program is worthwhile and that
it should be continued to groups, communities and other
funding agencies.

• Acknowledge your group’s work and the benefits of this work for the larger
community.



Once you have finished your evaluation, what are your next steps?

What changes do you anticipate that you will make to your program?

Who will you involve in making these changes?

What kind of resources will you need?

Worksheet 10: What are your next steps?

89

Step 5   Use and Report the Evaluation Findings
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  APPENDIX 1

Glossary: Definition of Terms17

Baseline. Facts or data that describe a group of people before they become in-
volved in or participate in a treatment or an intervention (e.g., program).

Benchmark. A starting point or baseline information that is necessary to measure
the kind and level of change that has taken place as a result of participation in a
program.

Data. Information collected to support a decision. Quantitative (numerical) and quali-
tative (non-numerical) information are important in program evaluation.

Demographic Data. Information that describes the population, usually on age, gen-
der, education level, income level, location, and cultural background.

Descriptive Statistics. Information that describes a population or sample. Usually,
these statistics use averages or percentages to describe a group of people.

Effectiveness. The ability of a program to achieve its stated goals and objectives
and achieve the outcomes that it had identified. Assessing effectiveness is one of the
major functions of program evaluation.

Evaluation. The process of gathering information or data that provides evidence
that a program is meeting its goals and objectives. Based on this information, indi-
viduals or groups can judge or make an assessment about a program and can make
decisions about how a program can be improved. Evaluation can also mean estimat-
ing or formatting an opinion based on data.

Evaluation Plan. A document that outlines what you will be evaluating, the type of
evaluation (i.e., process and/or outcome), the target population, available resources,
the steps in carrying-out the study, the tools used for collecting information, timelines,
and how the findings will be used.

Executive Summary. A summary statement or overview of the contents of a full
length report. A

pp
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di
ce

s

17Adapted from Storoschuk et al, 2001
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Focus Group. Usually 7-10 people, with similar characteristics, that come together
to prove information by discussing a specific topic. A trained facilitator keeps the
discussion on track, provides targeted questions, and creates a non-threatening en-
vironment.

Goals. A general statement of what a program is trying to achieve or accomplish
overall.

Indicators of Success. The identifiable changes that will occur as a result of partici-
pating in a program.

Measurement Tools.  Questionnaires, surveys, or structured interviews which are
used to collect information. Tools or instruments can be created specifically for the
purpose of an evaluation or they can be adopted or adapted from other evaluation
studies.

Needs Assessment. A systematic process for identifying discrepancies between cur-
rent and desired conditions. Discrepancies often serve as a basis for developing
program objectives.

Objectives. Specific, measurable statements of what an organization wants to ac-
complish within a stated period of time. Objectives usually describe what will be
accomplished, by whom, when, under what conditions, and how success will be
measured. They also describe immediate outcomes of a program’s activities.

Outcome Evaluation. Information is collected to describe the immediate or direct
effects of a program’s activities. It assesses the immediate effects of the program on
the target population and usually looks at changes in participants’ knowledge, skills,
attitudes, environment and/or behaviours that are the result of the program activity.
Outcome evaluation looks at how well the program reached its goals.

Process Evaluation. Information is gathered on the activities that were implemented
to achieve the established goals and objectives. It measures how, when, and which
program activities were implemented. The intent of process evaluation to make
changes to the activities to ensure that goals and objectives will be reached in future
programs. Process evaluation looks at how the program is being used to reach its
goals.
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Qualitative Data. Information that provides a description of the circumstances and
conditions of the situation, work, event, or problems, for the purposes of making an
assessment. Information usually reflects the feelings, beliefs, and impressions of peo-
ple participating in the program. Information is usually non-numerical and is often
collected through interviews.

Quantitative Data. Information that provides an account of the scope of the prob-
lem, work or event based on numbers or statistics. Quantitative data can be used to
show that results are statistically significant. Information is usually collected by using
questionnaires or surveys or structured interviews.

Random Sampling. Drawing a number of items of any sort from a larger group or
population so that every individual item has an equal chance of being chosen.

Reliability. The extent to which a measure produces the same result, time after
time, across different venues or different raters.

Sample. A part of a population.

Standardized Surveys. These are surveys or questionnaires that have been tested
for reliability and validity. Standardized surveys can be used to compare data that is
collected across other programs in either the same or other regions.

Surveys or Questionnaires. Tools or instruments that are used to collect data or
information to describe, compare, and assess knowledge, skills, attitudes, and/or
behaviour.

Stakeholder. A person or group of individuals who have a direct or indirect interest
or investment in a project or program.

Target Population. The persons or groups of people on whom a program is in-
tended to have an effect. Objectives are usually written in terms of a target popula-
tion.

Validity. A measure of the extent to which an instrument actually measures the trait
or characteristic that it is supposed to measure.

APPENDIX 1
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APPENDIX 2

Injury Program Example

Worksheet 1:  Who will be involved and who is interested in your
evaluation?

Who will you involve in planning your evaluation?
Consultant from BC Injury Research & Prevention Unit (BCIRPU), Pub-
lic Health Nurse, community member representative, Kiwanis repre-
sentative, program staff

Who will be interested in the results?

Community Partners: Health Units, residents

Community Sponsors: Kiwanis
Injury Stakeholders: Public Health Nurses, Medical Health Officers,
Non-Government Organizations (e.g. care centres, medical suppliers)

Research Community

How will they use the results?
Expansion of the current program
Adopt current program to other settings
Plan new prevention programs in the community
Assess the impact on medical health services
Sales and promotion of safety products

What will they want to know?

Did the program achieve its objectives?
If not, why not?
Details of the program: target audience

goals /objectives
process
outcomes
future recommendations
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Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action How many or how much
change is expected?

Realistic What makes you think the goal 
is doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action How many or how much
change is expected?

Realistic What makes you think the goal 
is doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:Goal:

QuestionQuestion AnswerAnswer

SpecificSpecific Who is expected to change?Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

MeasurableMeasurable How would you measure the 
objective?
How would you measure the 
objective?

ActionAction How many or how much
change is expected?
How many or how much
change is expected?

RealisticRealistic What makes you think the goal 
is doable?
What makes you think the goal 
is doable?

Time LimitedTime Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:Objective:

Worksheet 2:  Writing Program Goals and Objectives

Use the following template to write your objective.

To improve the health of retired seniors living in a gated community by reducing
the number of falls inside the home.

members of a gated retirement community in
Richmond, BC
n=150 homes

- knowledge of falls risk factors
- awareness of injury prevention
- removal of hazzards
- installation of safety devices

in the homes within the gated community

pre-test questionnaire at information
session, post-test questionnaire at 1 month
home visits of a sample of the population
(n=50) - observational

25-40% of homes with 1 or more of the
suggested changes from the information
session

easy changes, no skills needed, low cost-
affordable by “home owners”, already
safety conscious because they chose to
live in a gated community

after information sessions
1 month follow-up
6 month follow-up
12 month follow-up

One month following the information sessions, 25% of homes within a gated
retirement community will have implemented one or more suggested changes in
their home to reduce the risk of falls.

50% of participants with increased knowledge

APPENDIX 2



96

Worksheet 3:  List of Goals and Objectives*

List the objectives for each goal.

*The number of goals will vary depending on your progress.
 The number of objectives for each goal will also vary.

To improve the health of retired seniors living in a gated
community by reducing the number of falls inside the home.

1, 6, & 12 months following 4 information sessions, 50% of
participants will increase their knowledge about falls risk
factors, and awareness about injury prevention.

One month following 4 information sessions, 25% of
homes within a gated community will implement one or
more suggested changes in their home to reduce the risk
of falls.

One year following 4 information sessions, 40% of homes
within a gated community will implement one or more suggested
changes in their home to reduce the risk of falls.

One year following 4 information sessions, the number of
falls that occur with the home will be reduced by 50% (com-
pared to the previous year).
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Worksheet 4:  Who is your target population and how will you access them?

1.  Who is your target population?

2.  How will you access them?  (Where, when, etc.)

a)  Where?  (at the program, by mail, at school, etc.)

b)  When?  (during the program, before and after the intervention, in the evenings by
phone, etc.)

3. How will you make sure that you have access to this group in the short and long-term?

4. How will you keep track of the participants during your program?

Retired seniors living in a gated community in Richmond, BC (150 homes).

Information sessions held in a common meeting room within the gated community, hosted by a resident

1.   At the evening information sessions (1 hour each).

Stable community of retired home-owners.

Kiwanis member (who is also a committee member for the project) will keep track of members in
the community if they move (i.e., telephone contact).

of the community (i.e., Kiwanis member/funding organization). The information sessions will be
advertized by posted flyers, flyers put in individual mailboxes, and announcements in the

community bulletin.

2.  Home visits to a subset of the sample population (n=50) at 1, 6 and 12 months post-informa-
tion session (home visit by public health nurse).

APPENDIX 2
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Worksheet 5:  What activities will you need to meet your objectives?

Use the following table to link your program activities to your objectives for each goal.

see worksheet #2

One month post-information
session: increase
knowledge and awareness
among 50% of sample

Evening sessions: (with self-reported questionnaire)
- identify risk factors and prevention
- plan action to reduce risks (suggested change)
- take action to reduce risks (booklet of
  suggested changes to take home)

One month post-informa-
tion session: 25% of the
homes will implement
changes

1 month home visit: questionnaire administered by
public health nurse

One year post-information
session: 40% of the homes
will implement changes

Same as for objective #2

6 month home visit by public health nurse: observational
data collected

12 month home visit by public health nurse:
observational data collected

One year post-information
session: 50% reduction in
the number of falls (1 year
pre-intervention vs. 1 year
post-intervention).

Number of falls as reported by interview at 6 and 12
months (falls within the past 6 months) compared to
baseline data (number of falls in past year self-reported
at information session).

Information sessions will include concrete examples
of how to make homes safer.
Examples of products and how to install them.
Tour of a home with changes made.

1 month home visit: observational data collected by
public health nurse.



     99Injury Prevention Program Evaluation Manual

Worksheet 6:  What is the timeline for your evaluation?
List the tasks that need to be done, who is responsible for completing them,  what re-
sources are needed and when you expect to complete the task.  You can be as general or
specific as you like.

Task Person 
Responsible 

Resources Completion 
Date 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   
 
 
 

 

Plan program: information session,
1, 6 & 12 month visits

Design evaluation

Implement: preparation for
information session

1-month home visit
6-month home visit
12-month home visit

Analyze data

Write report

Disseminate

project
coordinator,
program staff

project coordina-
tor, program staff,
BCIRPU consultant

project coordina-
tor, public health
nurse, Kiwanis
member

public health
nurse, Kiwanis
member

project coordina-
tor, program staff,
BCIRPU consultant

project coordina-
tor, program staff,
BCIRPU consultant

program coordina-
tor, program staff,
BCIRPU consultant

staff time,
overhead

staff time,
overhead

staff time,
materials,
supplies

staff time,
travel,
supplies

staff time,
overhead

staff time,
overhead,
materials

staff time,
overhead,
materials

October 2001

October 2001

October - Decem-
ber 2001

Mar 15 - Apr 15

 Aug 15 - Sept 15
Jan 15 - Feb 15
2003

Information sessions
public health
nurse, Kiwanis
member

staff time,
refreshments,
travel

Jan 15 - Feb 15,
2002

May-June, 2003

After each data
collection

Interim Reports:
May, 2002
Oct, 2002

Final Report:
May, 2003

APPENDIX 2
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Worksheet 7:  What resources do you have available to conduct
the evaluation?

Resources include staff, time, money, office supplies and equipment, office space, etc.

❑ Staff   ______________________________________________________________

______________________________________________________________

❑ Time  ______________________________________________________________

______________________________________________________________

❑ Money   ____________________________________________________________

______________________________________________________________

❑ Office supplies and equipment  __________________________________________

______________________________________________________________

❑ Consultants _________________________________________________________

______________________________________________________________

❑ Other  _____________________________________________________________

______________________________________________________________

Project Coordinator - 1/2 time

Project Staff - research assistant - 1/2 time , secretary - 2 hours/week

Public Health Nurse: (25 hours for 50 home visits) x 3, plus training and
information session, travel = 85 hours

Kiwanis Member: training, information session, committee meetings, tracking
& scheduling, travel = 50 hours

Sponsored by Kiwanis Club and “in-kind” support by BCIRPU

Overhead: telephone, computer, printer, software, etc.

Printing: booklets

BCIRPU - co-investigator - 4 hours/week

travel, refreshments

Public Health Nurse, Kiwanis member

Materials: paper, photocopy
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Worksheet 8:  How will you collect your data?

Objective #1:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
___________________________________________________________________________________________
_______________________________________________________________
___________________________________________________________________
______________________________________________________________

* Will you use a survey/questionnaire, counting system, focus group, per-
sonal interview, document review, and/or other method to collect your data?

How will you collect
the data/info?*

(Specific data collection
instruments)

Who will collect the
data/info?

When will you
collect the
data/info?

Where will you
collect the
data/info?

questionnaire

Increase knowledge of risk factors and fall prevention.

1, 6, and 12 months following 4 information sessions 50% of participants will
increase their knowledge about falls risk factors, and awareness about
injury prevention.

self-reported
questionnaire,
public health
nurse

information
sessions,
1 month home
visit

information
sessions,
home of sample
population

counting system program coordinator,
project staff,
public health nurse

# of information
session
# questionnaires
# refusals for visit
(and why)

information
sessions,
home of sample
population

APPENDIX 2
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Worksheet 8:  How will you collect your data?

Objective #2:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
___________________________________________________________________________________________
_______________________________________________________________
___________________________________________________________________
______________________________________________________________

* Will you use a survey/questionnaire, counting system, focus group, per-
sonal interview, document review, and/or other method to collect your data?

How will you collect
the data/info?*

(Specific data collection
instruments)

Who will collect the
data/info?

When will you
collect the
data/info?

Where will you
collect the
data/info?

One month following 4 information sessions, 25% of homes in a gated
community will implement one or more suggested changes in their home to
reduce the risk of falls.

- removal of home hazards
- installation of safety devices

home visit: observa-
tional and directed
interview

public health nurse
observation

1, 6, & 12 month
post-information

homes of sample
population
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Worksheet 8:  How will you collect your data?

Objective #3:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
___________________________________________________________________________________________
_______________________________________________________________
___________________________________________________________________
______________________________________________________________

* Will you use a survey/questionnaire, counting system, focus group, per-
sonal interview, document review, and/or other method to collect your data?

How will you collect
the data/info?*
(Specific data

collection instruments

Who will collect the
data/info?

When will you
collect the
data/info?

Where will you
collect the
data/info?

One year following information sessions, 40% of homes within a gated
community will implement one or more suggested changes in their home to
reduce the risk of falls.

- removal of home hazards
- installation of safety devices

home visit: observa-
tional and directed
interview

public health nurse
observation,
self-reported

12 month post-
information

homes of sample
population

APPENDIX 2
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Worksheet 8:  How will you collect your data?

Objective #4:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
___________________________________________________________________________________________
_______________________________________________________________
___________________________________________________________________
______________________________________________________________

* Will you use a survey/questionnaire, counting system, focus group,
personal interview, document review, and/or other method to collect your
data?

How will you collect
the data/info?*

(Specific data collection
instruments)

Who will collect the
data/info?

When will you
collect the
data/info?

Where will you
collect the
data/info?

One year following 4 information sessions, the number of falls within
the home will decrease by 50% (compared to the previous year).

- reduction of falls within the home.

home visit: observa-
tional and directed
interview

public health nurse,
self-reported

12 month
post-information

homes of sample
population
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Worksheet 9:  Who is the audience for your evaluation report?

Community partner:
Health Unit

did we achieve
objectives?

promote knowledge &
educate community

executive summary

Funders: Kiwanis

Government:
Public Health
Nurses, Medical
Health Officers,

NGO’s, Medical
Suppliers

details of program
degree of success
products used

details of program
degree of success
process evaluation
outcome evaluation

Research Community

did we achieve our
objective?

accountability for
resources

evaluation
education
dissemination

executive summary
presentation

executive summary
report

executive summary

scientific publication

Ministry of Health

Who is your audience? What information would
they like to receive?

What is the best way of
presenting the evaluation
results?

Audience #1 –
Target audience

Audience #2

Audience #3

Audience #4

Audience #5

APPENDIX 2
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Worksheet 10: What are your next steps?

- disseminate
- consultant with BCIRPU: determine what changes are needed and

how to make them
- conduct focus groups with participants

- refine budget, funding sources
- identify education & orientation of new project staff
- expand to new target audience
- redefine program goals & objectives

- project staff, program coordinator, BCIRPU,
  community partners

- additional funding from community partners
- “in-kind” resources from BCIRPU
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18Adapted from Thompson & McClintock (1998). Demonstrating Your Program’s Worth.

  APPENDIX 3

Hiring an Outside Evaluator
Depending on the scope of a program or the evaluation, agencies may choose to
bring in an outside evaluator to assist in designing, implementing, analyzing data, and/
or interpreting results.

It is important to clarify the roles and responsibilities of the consultant and of yourself
before beginning.  Consider the following when contracting with an evaluator:

• Define the relationship between the project sponsor and the evaluator.

• Identify the work for which the evaluator will be responsible and agree on a
detailed work plan.

• Identify the credentials and experience that the evaluator will require.

• Agree on a timeline and deliverables.

• Identify how the evaluator will be held accountable for implementing an evalua-
tion framework and its principles.

• Identify how any disputes between the project sponsor and evaluator will be
resolved.

An outside evaluation consultant should18:

• Be uninvolved in developing or running the program;

• Educate staff in the evaluation process and materials used as well as explain the
benefits and risks of an evaluation;

• Remain neutral, avoid being influenced by particular findings, and remain impartial
about the evaluation results;

• Have the appropriate experience both in terms of the type of program being
evaluated and conducting the evaluation;
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• Communicate with key personnel, provide the full results of the findings to staff
and respect all levels of personnel; and

• Deliver the report and deliverables on time and within established constraints
(for example, budget).

Even though these characteristics are directed at an outside consultant, they also are
applicable to individuals within the organization or agency who are charged with
carrying out an evaluation process.  It is important that those conducting the evalua-
tion involve and educate staff and stakeholders in the process, communicate the
process and results to all those involved, conduct the evaluation within the agreed to
framework, time and budget, and exercise impartiality in reporting the results, draw-
ing conclusions, and making recommendations.
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  APPENDIX 4

Guidelines for Designing a Survey Instrument
1. Clearly define the population you want to survey.

2. Choose the method you will use to administer the survey.
3. Develop the survey questions carefully.  Close-ended questions are easiest for

respondents to complete and least subject to error.  These are multiple-choice,
scaled, and questions answerable by Yes or No, or True or False.  Questions
should contain only one theme and be clear.  Only ask questions that are important
to your evaluation.  The survey should take the respondent no more than 10
minutes to fill out.

4. Put items in correct order.  Begin with the least sensitive questions and build to
the most sensitive.   Respondents are more likely to answer sensitive questions
after they feel they know the purpose of the survey or if they have a rapport with
the person who developed the survey.  It is recommended that demographic
questions (e.g., age, education, gender, ethnicity, income, etc.) be put at the end
of the survey because they can be viewed as sensitive.

5. Give the survey an appropriate title.  This is the first thing the respondent will see.
It can influence their decision to answer your survey.  Examples of good titles
are:  “Survey of Preventing Falls in the Seniors in Your Community” and “Survey
of the Level of Satisfaction with Our Program”.

6. Pilot test the instrument.  It is important to pilot test the survey.  This means
administering it to a small group of participants that are either similar to your
target population, or from your target population.  The purpose is to find out
whether the survey instrument is useful for obtaining the information you need
from your target audience.  Are the questions confusing, ambiguous or poorly
phrased?   Is it culturally sensitive?  Can you use the data you are getting?

7. Modify.  You can modify the questionnaire if the questions are not getting the
information you need.

Note:  You may want to test the survey for reliability and validity.  This discussion is
beyond the scope of this manual.
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  APPENDIX 5

Answers to Exercise

1. What percent of the respondents are female? Male?

Female = 14/24 x 100 = 58%
Male = 10/24 x 100 = 42%

2. What is the average age of the survey respondents?

(55+63+72+81+89+75+76+64+68+71+75+84+68+65+59+71+72+78+63+66+
70+74+73+69) /24 = 71 years

3. What were the most common changes participants made to behaviour and
environment?

Rugs (33%) and being more careful (29%).

4. What were the differences between the males and females in how important they
thought the program was in making them more aware of the reasons why they fall?

Almost the same percentage of males and females reported that
the program was very important in making them more aware of
the reasons why they fall.  However, almost twice as many males
(40%) than females (21%) thought it was important.  Overall,
70% of males thought the program was very important or
important compared to 57% of females.  While 30% of males
thought it was somewhat or not at all important compared to
43% of females.

5. What percentage of the females thought the program was very important and
important in reducing their number of trips, near falls and falls?

28% (7%+21%) of the females thought the program was very
important and important in reducing their number of trips, near
falls and falls.

continued....
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6. Were there any differences between the males and females about how important
they thought the program was in reducing their number of trips, near falls and
falls?

No, there does not appear to be any difference between the
males and females about how important they thought the
program was in reducing their number of trips, near falls and
falls.

7. Do you think the program was effective?  Why or why not?

It is difficult to conclude from the data shown whether or not
the program was effective.  Almost two-thirds (62%) of the
seniors felt the program made them more aware of the reasons
for falling.  And it appears that they all made at least one
change in their behaviour or environment (although it is not
clear from the data whether or not everyone made one change
or if certain seniors made more than one change).   However,
there is no data shown that measures if the number of falls
was reduced over time.  Follow-up data would need to be
collected.

8. Write a few sentences to interpret the above data.

As mentioned above, it is difficult to tell from the data
provided whether or not the program was effective in reducing
falls in seniors.  However, it does appear to have increased the
participants’ awareness of the reasons for falls, resulted in
changes being made to their behaviors and environment and
reduced the number of trips, near falls and falls.  It is
recommended that 6-month and 1 year follow-up data be
collected on the number of falls experienced, and the number
of changes made since the program.

Many different interpretations can be made of the data presented.

APPENDIX 5



112

  APPENDIX 6

Bibliography
Atkinson, A., Deaton, M., Travis, R. & Wessel, T. (December 1999),  Program
planning and evaluation handbook. A guide for safe and drug-free schools and
communities act programs, 2nd Edition.  Harrisonburg, VA: Office of Substance
Abuse Research, James Madison University. http://www.jmu.edu./cisat/vepp

Centre for Health Promotion (1999), Conducting focus groups. Toronto, ON: Uni-
versity of Toronto, The Health Communication Unit. http://www.utoronto.ca/chp/
hcu/

Centre for Health Promotion (1997), Conducting survey research. Toronto, ON:
University of Toronto, The Health Communication Unit. http://www.utoronto.ca/
chp/hcu/

Centre for Health Promotion (1998), Evaluating health promotion programs. To-
ronto, ON: University of Toronto, The Health Communication Unit.  http://
www.utoronto.ca/chp/hcu/

Ellis, D., Reid, G., & Barnsely, J. (1990), Keeping on track: An evaluation guide
for community groups. Vancouver, BC: Women’s Research Centre.

Freddolino, P.F. & Michigan Public Health Institute (1997), Safe and drug-free
schools and communities:  The evaluation training workbook, Volume 2, Okemos,
MI.

Habermas, J. (1984), The theory of communicative action. Volume 1. Boston:
Beacon Press.

Health Canada (1996), Guide to project evaluation: A participatory approach.
http://www.hc-sc.ca/hppb/phdd/guide.

McNamara, C. (Unknown), Basic guide to program evaluation. Information as-
sembled by Carter McNamara.  http://www.mapnp.org/library/evaluatn/fnl.eval.htm



     113Injury Prevention Program Evaluation Manual

McNamara, C. (Unknown), Basic research methods. Information assembled by
Carter McNamara. http://www.mapnp.org/library/research/research.htm

Michigan Public Health Institute (1999), Evaluation resource guide. Michigan
Abstinence Partnership, Okemos, MI.

Michigan Public Health Institute (1999), Governor’s Discretionary Grant evalua-
tion training series, Okemos, MI.

National Science Foundation (1997), User-friendly handbook for mixed meth-
ods evaluations.  http://www.her.nsf.gov/EHR/REC/pubs/NSF97-153/start.htm

Patton, M.Q. (1990), Qualitative evaluation and research methods, 2nd Edition.
Newbury Park, CA: Sage Publications.

Statistics Canada (April 2000), Canadian community health survey – draft.
www.statcan.ca/english/concepts/health/content.htm

Storoschuk, S., Pipke, I., Baillie, L. & Lovato, C. (2001), Evaluation Handbook
for Communities.  Cancer Centre for the Southern Interior, Kelowna, BC.

Taylor-Powell, E., Steele, S. & Douglah, M. (1996), Planning a program evalu-
ation.  http://www.uwex.edu/ces/pubs

Thompson, N.J. & McClintock, H.O. (1998), Demonstrating your program’s
worth:  A primer on evaluation of programs to prevent unintentional injuries.
National Center for Injury Prevention and Control, Atlanta, Georgia.

Whitman, A. (1998), Community Tool Box, http://ctb.lsi.ukans.edu/

APPENDIX 6



114

APPENDIX 7

Blank Worksheets

Worksheet 1: Who will be involved and who is interested in your evalu-
ation?

Worksheet 2: Writing goals and objectives.

Worksheet 3: List of program goals and objectives.

Worksheet 4: Who is your target population?

Worksheet 5: What activities will you do to meet your objectives?

Worksheet 6: What is the timeline for your evaluation?

Worksheet 7: What resources do you have available?

Worksheet 8: How will you collect your data?

Worksheet 9: Who is the audience for your evaluation report?

Worksheet 10:What are your next steps?



Worksheet 1:  Who will be involved and who is interested in your evaluation?

Who will you involve in planning your evaluation?

Who will be interested in the results?

How will they use the results?

What will they want to know?



Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action How many or how much
change is expected?

Realistic What makes you think the goal 
is doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:

Question Answer

Specific Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Measurable How would you measure the 
objective?

Action How many or how much
change is expected?

Realistic What makes you think the goal 
is doable?

Time Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:

Goal:Goal:

QuestionQuestion AnswerAnswer

SpecificSpecific Who is expected to change?Who is expected to change?

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

What do you want to change? 
(e.g., knowledge, skills, 
attitudes, and/or behaviours)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

Where do you expect the 
change to occur?  
(e.g., in the schools, community, 
city, etc.)

MeasurableMeasurable How would you measure the 
objective?
How would you measure the 
objective?

ActionAction How many or how much
change is expected?
How many or how much
change is expected?

RealisticRealistic What makes you think the goal 
is doable?
What makes you think the goal 
is doable?

Time LimitedTime Limited When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

When do you expect the change 
to occur?  
(e.g., end of program, in the next 
6 months, etc.)

Objective:Objective:

Worksheet #2:  Writing Program Goals and Objectives

Use the following template to write your objective.



Worksheet #3:  List of Goals and Objectives*

List the objectives for each goal.

Goal:

Objective 1:

Objective 2:

Objective 3:

Objective 4:

*The number of goals will vary depending on your progress.
 The number of objectives for each goal will also vary.



Worksheet 4:  Who is your target population and how will you access them?

1.  Who is your target population?

2.  How will you access them?  (Where, when, etc.)

a)  Where?  (at the program, by mail, at school, etc.)

b)  When?  (during the program, before and after the intervention, in the evenings by
phone, etc.)

3. How will you make sure that you have access to this group in the short and long-term?

4. How will you keep track of the participants during your program?



Worksheet 5:  What activities will you need to meet your objectives?

Use the following table to link your program activities to your objectives for each goal.

Goal:

Objective Activities
1.

2.

3.

4.



Worksheet 6:  What is the timeline for your evaluation?

List the tasks that need to be done, who is responsible for completing them, what resources
are needed and when you expect to complete the task.  You can be as general or specific as
you like.

Task Person
Responsible Resources Completion

Date



Worksheet 7:  What resources do you have available to conduct the evaluation?

Resources include staff, time, money, office supplies and equipment, office space, etc. 
 
❑ Staff   ______________________________________________________________ 

 
______________________________________________________________
 
 
 

 
❑ Time  ______________________________________________________________ 

 
______________________________________________________________
 

 
❑ Money   ____________________________________________________________ 

 
______________________________________________________________
 

 
❑ Office supplies and equipment  __________________________________________ 

 
______________________________________________________________
 
 
 

 
❑ Consultants _________________________________________________________ 

 
______________________________________________________________
 
 
 

 
❑ Other  _____________________________________________________________ 

 
______________________________________________________________
 
 
 

 



Worksheet 8:  How will you collect your data?

Objective:
___________________________________________________________________________________________
_______________________________________________________________
_______________________________________________________________

What specific knowledge, skill, attitude, environment or behaviour are you
measuring?  What specific questions are you trying to answer?
__________________________________________________________________________________________
______________________________________________________________
___________________________________________________________________
______________________________________________________________

*Will you use a survey/questionnaire, counting system, focus group, personal
interview, document review, and/or other method to collect your data?

How will you collect
the data/info?*

(Specific data collection
instruments)

Who will collect the
data/info?

When will you
collect the
data/info?

Where will you
collect the
data/info?



Worksheet 9:  Who is the audience for your evaluation report?

W ho is your aud ience? W hat inform ation w ould
they like  to  rece ive?

W hat is  the best w ay o f
presenting  the eva lua tion
resu lts?

A ud ience #1  –
T arge t aud ience

A ud ience #2

A ud ience #3

A ud ience #4

A ud ience #5



Worksheet 10: What are your next steps?


