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	Evaluation Plan for [???]

	The evaluator (or evaluation team) uses this template to guide the presentation, headings and information in an evaluation plan. They should consider all sections of the template. However, some sections or headings may not be relevant for the evaluation being planned and others may need to be added. 
Please remove all instructional text (in purple italics) from the evaluation plan before publication.
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	About this evaluation plan

	Prepared by
	[Author's Name], [Designation], [Organisation]
[Additional Author's Name], [Designation], [Organisation]

	Status
	[Draft/ Final], [dd mmm yyyy]

	Approved by
	[Name], [Role]

	Approval date
	[dd mmm yyyy]


NOTE: Where the evaluation plan varies from the terms of reference (TOR), ensure this is flagged clearly in the evaluation plan and specifically drawn to the attention of the activity manager who will inform their Deputy Director or Development Counsellor and the steering group as appropriate.

Introduction

Background and context to the Activity
Summarise the background to, and the context for the Activity in no more than one paragraph (unless there are changes or additions to the background in the TOR in which case more than one paragraph may be required).
[???]
Scope of the evaluation
State the scope defined in the TOR, and anything additional or different to the TOR.
[???]
Purpose of the evaluation
State the purpose of the evaluation as in the TOR, and anything additional or different to the TOR.
[???]
New Zealand Aid Programme evaluation principles underpinning this evaluation

Describe briefly in one or two paragraph(s) how the New Zealand Aid Programme evaluation principles listed in the TOR will be applied to this evaluation.
[???]
Objectives and Evaluation Questions
State the objectives and/or evaluation questions.

The evaluation objectives and questions are:

· [???]
· [???]
If they remain the same as specified in the terms of reference, note that: 

The evaluation objectives and questions are as stated in the Terms of Reference for the evaluation.

or: 

The objectives and/or evaluation questions have changed from those specified in the terms of reference as follows:
· [???]
· [???]
State any necessary interpretation of TOR objectives and evaluation questions if this is not clear in the TOR. 

State which, if any, objectives and/or evaluation questions will have particular emphasis or higher priority in the evaluation. Check with the activity manager if this has not been discussed.
Stakeholder Analysis
Include a description of:

· The stakeholder groups in the evaluation

· Their interest or stake in the evaluation and whether the stakeholder group directly benefits from the Activity being evaluated (primary), or are indirectly involved with the Activity (secondary)
· Any issues or constraints in stakeholders’  participation in the evaluation (e.g. power issues, access, confidentiality) and how this can be managed. Explain how the participation of marginalised and vulnerable communities, groups and/or beneficiaries, including women will be ensured.
· How the stakeholders will be involved/participate in the evaluation 

A table may be used as below.

     
This table shows the stakeholders and outlines their interest in the evaluation, any issues or constraints and their expected involvement.
	Stakeholder
	Interest/stake
	Issues/constraints
	Involvement/

participation

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Evaluation Design
Intended Results of the Activity

Describe the intended results (goal, outcomes and outputs) of the Activity in a results diagram (also known as logic model, program logic), as per the Activity Results Framework (sometimes called M&E Framework). 

If there is no existing Results Framework or M&E Framework for the Activity then it will be necessary to develop a draft results diagram from documents and briefings which is then tested during the evaluation. This is particularly relevant when effectiveness (progress/achievement of result) is being assessed. 

State how the Activity Results Framework is being used in the evaluation (eg outputs/outcomes, indicators, baseline and targets may be used to guide expectations of results; it may guide thinking/questioning around why/why not long/medium term outcomes have/have not been achieved). 
Note: Occasionally, if one very specific aspect of an Activity is being evaluated, it may not be necessary to include the results diagram from the Results Framework (logic model/program logic) in the evaluation plan. However a description of intended results is always necessary.
     
Information Collection
For each evaluation question (or for each objective if there are too many questions) summarise the:

· Type of information required to answer the question (e.g. perceptions of …; detailed monitoring data on …; survey data on …)
· Source(s) of that information (e.g. documents or specific stakeholder(s); monitoring reports)
· Method that will be used to gather the information (e.g. qualitative such as interviews, and/or focus group, or participant observation; quantitative such as survey; document review; review of monitoring information). Fully describe each proposed method is in Detailed Description of Evaluation Methods below.
A table (as below) can be used to describe information collection. 
     
This table shows what information will be collected and how.
	Question
	Information required
	Information source
	Method

	Objective 1: [???]

	1. [Question]
	     
	     
	     

	2. [Question]
	     
	     
	     

	Objective 2: [???]

	1.[Question]
	     
	     
	     

	2.[Question]
	     
	     
	     


Detailed Description of Evaluation Methods
Describe in further detail each of the methods of information gathering (e.g. qualitative such as interviews, focus group, or participant observation; quantitative such as survey; document review) noted in the section above.

For each method explain here aspects such as:

· Rationale (why is method is considered appropriate)

· How participants will be selected

· How many participants will be included and why (for qualitative methods) and/or sample size (for quantitative methods)

· How information will be cross checked.
[???]
Add appendices to this evaluation plan for: 

· Lists of questions that will be asked in interviews or focus groups (for the different stakeholder groups)

· Questionnaires that will be distributed

· Checklists for participant observation

· Details of workshops that will be held, and the focus of the workshops

· Other methodological detail.
Data/Information Analysis
Describe how qualitative data such as interview notes will be analysed and/or how survey results will be analysed.

[???]
Cross-Cutting Issues
Describe how the evaluation will assess the extent to which, and how, crosscutting issues (particularly gender, environment and human rights) have been addressed in the Activity:

· [???]
· [???]
Ethical Considerations
Outline how ethical issues will be taken into consideration in the evaluation.

The following ethical issues may be included:

· Full disclosure i.e. how participants will be fully informed of the evaluation purpose, how the information they provide will be used, and their rights regarding information they provide 

· Informed consent - whether or not it is required (verbal or written) and how it will be obtained 
· Potential possible harm to participants that has been identified and how this will be mitigated 

· How confidentiality of participants will be ensured (e.g. no names in the body of the report, and participants will be asked at the start of interviews if they consent to their names being included in an appendix listing evaluation participants)
· Gender and cultural considerations

· Other ethical considerations

     
Limitations, Risks and Constraints
List potential or actual risks, limitations and constraints (e.g. around methodology, evaluation process), their likely effect on the evaluation and how they will be managed/mitigated. A table as below could be used.
     
This table outlines potential or actual risks, limitations and constraints.

	Risk/limitation/constraint
	Likely effect on evaluation
	How this will be managed/mitigated

	
	
	

	
	
	

	
	
	


Feedback of Findings
Describe how:

· findings will be discussed with appropriate stakeholders during the evaluation process 

· stakeholder feedback will be incorporated into the final report.  

     
Documents to be Used in the Evaluation
Documents to be used in the evaluation include:

· [???]
· [???]
Timeline

Describe the key activities to be undertaken in the evaluation, deliverables and their timing. 
     
This table shows the timing of key activities and deliverables.

	Key activity
	Deliverable (output)
	Timing

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Appendices

Appendix A: Questions for Interviews or Focus Groups
This appendix contains lists of questions that will be asked in interviews or focus groups for the different stakeholder groups.

     
Appendix B: Questionnaires for Distribution
     
Appendix C: Checklists for Participant Observation
     
Appendix D: Workshop Details
This appendix provides details of workshops that will be held, and the focus of the workshops.
Workshop Name
	Description
	     

	Participants
	     

	Focus
	     


Workshop Name
	Description
	     

	Participants
	     

	Focus
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