Chapter 6

Developing an Evaluation Report    

Purpose: To develop a participatory evaluation report.

Instructions: 

1. Review the sample report outline presented below with the evaluation team.  Determine whether this format would suit your needs or whether you will need to develop your own outline.  

2. Determine how the writing will proceed and, if various team members will be writing different sections, designate a good writer to coordinate the editing of the whole document.  This person can make sure that all pieces are included and that the writing is consistent and flows well.  Other team members may be divided into sub-teams around objectives, particular sections of the document, be responsible for providing a summary of the data they have collected, etc.

3. Develop a first draft that all team members can review.  Revise as necessary until team members are happy with the document.  You may want to ask one or two people who have not been involved in the process to read the document to make sure that it is written clearly.

SAMPLE OUTLINE FOR A PARTICIPATORY EVALUATION REPORT

1. Cover page

2. Acknowledgements

3. Executive Summary

4. Table of Contents

5. Background

6. Methods

7. Results/Findings

8. Discussion

9. Lessons Learned

10. Recommendations

11. Conclusions
OUR PARTICIPATORY EVALUATION REPORT OUTLINE
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Note:  Tool added to “EVALUATE – Disseminating Results” folder

