
Chapter 6/Step 6
Conducting the Evaluation 


Purpose: The following tools provide basic formats to help you record incoming responses and process each day’s fieldwork.

Instructions: At the end of each day, if possible, the team should meet to debrief on what happened.  You can use the following table to record incoming responses to specific questions/indicators (this can be done as a group, or group members can turn over their work to a team member who compiles all responses).  The following sample agenda for a debriefing meeting can be adapted for your own team’s use.  

OBJECTIVES

Indicators
RESULTS
COMMENTS & OBSERVATIONS

Objective 1:





Indicators:







Objective 2:





Indicators:







Objective 3:





Indicators:







Sample Agenda

Participatory Evaluation Team Daily Briefing

A.
Meetingg Objectives

1. Share major findings

2. Identify and address problems or challenges in conducting the evaluation

3. Review next day’s planned activities

B.
Agenda


1.
What did we learn today vis-à-vis each of the objectives?



Depending on the time the meeting takes place and the relative energy level of the group, this discussion can be more general (highlights) or more systematic and detailed using the table on the previous page to help record major findings.


2.
Are there other things that we learned that were interesting, surprising, encouraging, discouraging?


3.
What challenges or problems did we face during the day as we conducted the evaluation?  How should we address these challenges tomorrow or in the future (if applicable)?



Challenges/Problems
Proposed Response/Solution



_______________________
________________________


_______________________
________________________

_______________________
________________________



_______________________
________________________



_______________________
________________________



_______________________
________________________



_______________________
________________________

Note:  Tool added to “Evaluate – Evaluating CM Efforts” folder

