1.  Assessing the (Potential) Effectiveness of a Program Evaluation Plan

	
Plan Component/Contents
	
What to Look For or Ask About

	DESCRIPTION OF SELECTED PROGRAM
Paragraph or bulleted list describing how the program operates including:

· basic service delivery strategies

· who gets served, when and for how long 

·  how long the program has been operational (new or mature)

· how it was developed (new or replication)

·  which staff are involved

· what the program is designed to accomplish (i.e., program and participant outcomes).

**Cost Information

**Embedded Logic Model(s)

**Rationale for selection

** Historical information regarding program development.
	Does the design of the program make sense (i.e., do the service delivery strategies make sense, are they offered in sufficient doses)?  If you have no idea whether the program design seems reasonable, just check to see whether it seems too complex or simple, and whether it seems like a relatively strong intervention.  If not, ask for clarification.  

Does the selected program need to be evaluated? (Is doing so in keeping with your mission?)

Are the outcomes claimed by the program the (right( ones ( those you care about and think are impacted by the program.

Ask whether there have been implementation problems with the program.



	KEY EVALUATION QUESTIONS
*Sometimes shown as key questions and sub-questions

	Are there more than two or three key questions?  (Are they asked in such a way that answers will not be forgone conclusions?)

Will there be data available to address the questions?

Are these the questions that key stakeholders want addressed?

Can the organization change the elements of the program that are being evaluated if findings suggest that it should?

 Which stakeholders can influence which questions get asked?
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	DATA COLLECTION STRATEGIES & ANALYSIS PLANS
List or description of selected methods, who they will be used with and how often.

* Rationale for why certain methods were chosen

* Descriptions of specific instruments

* Clear plans for how the data will be analyzed and 
    summarized

  
	Does the plan address the key evaluation questions?

Are there multiple methods?  

Are data collected at multiple points in time and from multiple stakeholders?

Do the selected data collection and proposed analysis strategies seem to make sense?
Do the proposed evaluation staff have the right skill sets to implement the proposed strategies?

Is there a backup plan in case there are access problems, scheduling problems or delays?

 Are their roles for organization staff or other stakeholders in the collection and/or analysis of data?  Who is expected to help?

	TIMELINE and BUDGET
Task-specific projections of evaluation project calendar and evaluation project costs.

* Disbursement strategy for the budget. 
	Does it seem like the proposed timeline is sufficient to accomplish all proposed data collection, analysis and reporting strategies?  (If you’re not sure, ask the evaluator whether there will sufficient time and how they arrived at the dates and amounts of time proposed.)

 Are key staff assigned significant amounts of time to complete project tasks?

 Does the proposed timeline fit with program scheduling?  

 Does the proposed timeline fit with funder scheduling needs?

 Does the budget specify the relationship between tasks and costs?  

 Does the budget specify and distinguish labor costs, travel costs, other direct costs (including materials, postage, phone, computer etc.), and indirect (overhead) costs?  

 Are labor rates clear and appropriate, is there any flexibility in cost items?

 Is the bottom line within the desired price range?

 Are proposed costs sufficient to cover probable expenses related to the workplan and deliverables.

	DELIVERABLES (Products)

* Ask to see copies of prior reports where possible (remember that many evaluation reports are proprietary and cannot be shared).

Make sure there is a clear understanding regarding format and overall content of final deliverables (do not assume an executive summary, or presentations will be developed unless specifically contracted for).
	Are the proposed products desired?  Are they likely to be utilization-friendly?

Are there plans to have intermediate or preliminary products?

Are there plans for multiple versions of products?

Can products be available on a desirable calendar?

Is there a role for the organization or other stakeholders in the development of products?



	STAFFING PLAN 
Description of who will be performing which tasks.

Description of qualifications of key staff

Description of proposed evaluation project management (including Officer in Charge and other key contact people).  

* Other organizational capacity statements are also often included here.
	Do the identified staff have the right qualifications to do the work?  

Are those with the right qualifications assigned to take on significant elements of the work?

Have the proposed staff done similar kinds of work before?  Do they bring desirable expertise?

Is there ample supervision for more junior staff?

Is there a clear strategy described to manage the project?  Are there plans for managing turnover or staffing changes?



	ATTACHMENTS
 Logic Model(s)

 Resumes for key staff

 Instruments
	


2.  How do you know what happens after you agree to support an evaluation?
Periodic or Mid-Point Reports  ̶  request that the evaluator make status reports about: 

· what evaluation activities have taken place; 

· any data collection or instrument development problems they have encountered;

· any proposed changes to data collection timelines or strategies;

· preliminary findings when appropriate.

These status reports should be on a regular schedule that matches with organization needs and the timeline of the evaluation.  Compare each status report with proposed activities and timeline.

***Note: do not require evaluator grantees to complete status reports unless there is a real commitment to review them.  Be aware that to produce them takes time and costs money.

 Project Conclusion:  request a final status report or make it part of the final evaluation report.  Compare what was actually done with what was proposed.  Assume there will be some differences as not all tasks work as projected. 

3.  What do you look for in an Evaluator?
· Experience with program evaluation (especially with non-profit organizations)

· Basic Knowledge of substantive area being evaluated

· Good References (from sources you trust)

· Personal style fit

4.  What Should it Cost?
The rule of thumb is that program evaluation should cost somewhere between 10 and 20% of the cost of program operation.  Most of the time the major cost elements of evaluation are labor, especially for senior evaluation practitioners, and overhead.  Common daily rates for senior professionals range from about $750 - $1500 per day, depending on the types of tasks being undertaken.  

There are two ways to determine costs: 1) Design an appropriate evaluation and then calculate the costs associated with the tasks.  OR 2) Identify a ball park sum and have the evaluator determine the best design for you based on available funds.
