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Introduction
This guide is to help you through the evaluation 
process when your organisation has received a 
grant from Victoria Law Foundation. 

Evaluation does not need to be complex, lengthy or hard, and it is extremely 
useful. 

The process can be followed through each stage or you can use the sections 
relevant to your project, depending on the depth of your evaluation. 

It could also be used by an external consultant to undertake an independent 
evaluation. 

The resource will guide you through each stage of the evaluation under key 
sections which:

•  outline the decisions required 

•  ask questions to focus your thoughts

•  highlight issues you may encounter

•  provide a checklist.
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Data collection
The systematic process of gathering 
and measuring information on 
variables of interest, to answer 
research questions, test hypotheses, 
and evaluate outcomes.

Data collection tool
Refers to the tools (or instruments) to 
collect data. Examples are informal 
and formal surveys, direct and 
participatory observation, interviews, 
focus groups, expert opinion, case 
studies, and literature search.

Impact
Usually the broad and/or long-term 
effects of a project’s activities, outputs 
and outcomes.

Indicator
Quantitative or qualitative factor or 
variable that provides a simple, 
specifi c and reliable means to 
measure achievement, to refl ect the 
changes connected to a project.

Monitoring
A systematic way to collect and 
record information to check progress 
and enable evaluation.

Outcomes
The changes, benefi ts, learning or 
other effects that result from the 
project.

Outputs
Products, resources or services that 
result from the project activities.

Glossary

Further information
The Better Evaluation 
website is a useful resource 
for further information on 
evaluation terminology, 
methods and approaches: 
https://www.betterevaluation.org/en

Tip

Project activities
The activities undertaken to achieve 
the objectives of the project, such as 
delivery of training sessions. 

Project evaluation
The systematic and objective 
assessment of a project. The aim is to 
determine the achievement of 
objectives, effectiveness and impact. 
An evaluation should provide 
information that is credible and 
useful.
 
Pre and post 
Research into outcomes before and 
after the project.  

Stakeholders
The people, staff and organisations 
with an interest or stake in the 
project’s achievements and/or its 
evaluation.  

Triangulation
The use of multiple data sources and 
types of data collection to test a 
particular research question. By 
combining multiple data sources, 
methods, analyses or theories, 
evaluators seek to overcome the bias 
that comes from single informants, 
single methods, single observer or 
single theory studies.  

The following glossary covers common evaluation 
terms used in this guide. 

https://www.betterevaluation.org/en
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This guide supports consistent and structured 
evaluations of projects funded by the Victoria 
Law Foundation. Conducting an evaluation is 
considered good practice in managing a project. 
The monitoring phase of project evaluation 
allows you to track progress and identify and 
address issues early. Evaluation is not just about 
demonstrating success, it is also about learning 
why things do, and don’t, work.

Why evaluate?
Evaluation is something that we all do informally every day. We ask questions 
and make judgements and decisions based on the information we receive. 
Evaluation of a project simply formalises this. 

 

There is enormous value in evaluation. It provides the opportunity for 
organisations to measure and compare where they were before the project 
started, and where they reached by the project’s end. Evaluation results also 
provide valuable information for project staff, participants and partner 
organisations. 

Evaluation information can be useful across a range of areas. An evaluation can 
feed into your organisation’s planning and evaluation processes; provide useful 
information for future funding applications; is an approach for measuring 
progress with funded projects; and can assist in developing and extending the 
work of the organisation. 

On a broader scale, when a funder such as the Victoria Law Foundation (the 
Foundation) can document the achievements of projects, the legal sector 
begins to accumulate a body of evidence that provides meaningful information 
about its contribution to the wider community. On the other hand, if the 
outcomes of projects are not documented with rigour and consistency, the 
sector is left without a record of its history or achievements. Building sector-
wide information also supports opportunities for cross-sector work. The more 
that is known about the work of the legal sector, the greater the opportunities to 
form partnerships and links. 

Preface
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The key reasons for evaluation are generally considered to be: 

•  to determine whether a project made a positive difference and achieved its 
intended results

•  to understand how and why a project achieved its goals, or why it did not

•  to account to funders for the investment 

•  to test the success or viability of a new idea or approach

•  to clarify or improve an existing approach

•  to inform decision-makers about how to build on or improve on the work of a 
project. 

An evaluation may address more than one of these aims. 

Defi ning evaluation
Evaluation is generally defi ned as a ‘systematic process of collection and analysis 
of information about the activities, characteristics and outcomes of a program 
with the purpose of making judgements about the program’.1 That said, there is 
a wide range of types of evaluation. Broadly, these include: 

•  process (or formative) evaluation which focuses on how a program is being 
implemented

•  outcome evaluation which focuses on what changed as a result of the 
program

•  impact or summative evaluation which focuses on the impact of a program. 

There is also a wide range of methodologies. This guide is designed to make 
evaluation accessible when assessing a project funded by the Foundation, 
especially if you are new to the process of evaluation. 

1 Patton, M. Q. (2008). Utilization-focused evaluation (4th. Ed). Thousand Oaks, CA: Sage.

Should you wish to delve further into the theory and 
methods of evaluation, the following websites are good 
starting points: 
Australasian Evaluation Society
www.aes.asn.au
Better Evaluation
www.betterevaluation.com

Tip

www.betterevaluation.com
www.aes.asn.au
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Prepare for the evaluation

If you don’t know where you’re going, how will you 
know when you get there?
Evaluation is not something to think about at the end of the project. It needs to 
be considered at the same time as planning. Having project aims and 
objectives is fundamental to being in a position to evaluate. 

Setting aims for the project provides a goal to work towards and a benchmark 
that you can use at completion to measure whether you achieved what you set 
out to achieve.

Review your project objectives when preparing for the 
evaluation
Your project objectives should be clearly set out in your grant application and 
project plan and will guide the way you conduct the project. 

They are also fundamental to the evaluation, as the central evaluation question 
is whether the project has achieved its objectives.   

When preparing for the evaluation, it is worth taking the time to review: 

•  Why your organisation is undertaking this project?  

•  What difference your organisation wants to make? Why? And for whom? 

•  Are the project’s objectives related to education, information, research or 
another purpose?

•  If you are working with other organisations, do partners have a role in the 
evaluation? 

•  Do you have objectives relating to the way the project will be undertaken, 
such as testing out a new partnership? 

It is also useful to review the project objectives in the light of the evaluation you 
will be undertaking: 

•  Are the project objectives realistic and achievable? 

•  Are the project objectives measurable? 

•  How will you collect evidence to demonstrate that the objectives have been 
achieved? 

Stage 1
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As a funded project, it is unlikely that the project objectives require major change, 
but when considering the practicalities of evaluating achievement of your project 
objectives, you may decide that the objectives need some tweaking to ensure 
that they are ‘SMART’ - specifi c, measurable, achievable, realistic and timely. 

Ensure that the evaluation is balanced and 
proportionate to the project  
It is important to ensure that your evaluation is balanced and proportionate to the 
size and scope of the project. Larger, longer-term and/or more complex projects 
require a more involved evaluation. The evaluation of a project which is smaller, 
short-term, with straightforward and specifi c activities, such as delivery of a 
training session or forum, is also correspondingly more straightforward. 

When preparing for the evaluation, consider:

•  What difference your organisation wants to make with the project, and 
whether your evaluation will be able to collect the evidence to demonstrate 
that.

•  Whether the project objectives are clear, specifi c, measurable, achievable, 
realistic and timely.

•  If project objectives need refi nement before the project commences.

•  How to ensure that the size and scale of the evaluation is proportionate to the 
project. 

•   What realistic investment your organisation can make in the evaluation.

Checklist
Project objectives have been reviewed 

Project objectives are specifi c, measurable, achievable, realistic 
       and timely (SMART)

The evaluation is in proportion to the size and scale of the project 

Investing about 10% of a 
project budget on an 
evaluation is a common 
practice.

Tip
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Plan the evaluation

Planning your evaluation
Just as you have a plan for your project, you need a plan to guide the 
evaluation.  Consider the following factors to help scope your evaluation and 
prepare your plan. 

The purpose of the evaluation
•  Why are you evaluating this project? 

•  What does your organisation hope to demonstrate or learn from the 
evaluation? 

•  Does the project align with the aims of the organisation? 

•  Do you have longer term aims to build on the work of the project? 

You might also like to think about how the organisation could use the 
evaluation results for different purposes. This might include profi ling the work 
of the organisation; enhancing future funding applications; improving practice; 
keeping the project on track; and providing feedback to participants.

The key stakeholders 
•  Who has a ‘stake’ in the project outcomes? Who has a ‘stake’ in the 

evaluation? 

Project stakeholders are generally organisations and groups involved in the 
project, the people participating in the project and project funders. 

When considering the evaluation, there may be a wider group of stakeholders 
with an interest in the outcomes, such as government departments, legal and 
community organisations working with similar objectives, peak bodies, 
advocacy groups and funding bodies, and the wider community.

The audience for the evaluation  
Apart from the Foundation, who will you report to? 

•  Project partners? 

•  The community? 

•  Your organisation’s board/committee of management? 

Stage 2
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Do you plan to keep the evaluation as an internal document – released to the 
Foundation and project partners only – or will you release the report externally? 

•  How will you report back to the project participants? 

•  Will you consider publishing the evaluation report? 

Who will conduct the evaluation?
How you undertake the evaluation will depend on what resources are available, 
such as time, money, materials, equipment, capacity. A key decision is whether 
the evaluation will be conducted internally or by an external evaluator.

If taking an internal approach, you will need to consider:

•  Who is available and has the skills and ability to conduct the evaluation?

•  How can the organisation separate the project work from the evaluation tasks? 

•  Are there any potential confl icts? 

•  Is a team required? 

If you decide to engage an external evaluator, you will need to consider: 

•  What skills and abilities will you need? 

•  How will they need to be briefed to understand the work? 

•  Can they demonstrate their capability with examples of similar work? 

•  Do you have suffi cient budget for an external evaluator to undertake the 
evaluation? 

Regardless of which approach you take, think about how to best protect the 
important principles behind the evaluation, including research integrity, 
independence, privacy, rigour and credibility.

The governance process for evaluation
When planning how to manage the evaluation, you should consider:

•  Is a steering committee or group required? 

•  Who can supervise the work?

•  Will the project and the evaluation be managed under the same governance 
structure? 

•  If there are a number of project partners, how will they all be involved in the 
governance of the evaluation? 
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Evaluation timelines
When you have made these decisions, the timelines for the evaluation should 
be scheduled. It is crucial that the evaluation coordinates with the project 
activities. 

Is it important to collect information at the same time as the project activity? 
For example, at the time a service is delivered, or directly after training or a 
forum. 

Or is it preferable that some time elapses between the activity and follow-up 
from the evaluator? For example, allowing time for a resource to be reviewed or 
used, or some time after the impact of the service is clear to the client.

Developing your evaluation plan
Now you can develop an evaluation plan, which should include: 

• project objectives and rationale

• purpose of the evaluation

• key stakeholders

• risk identifi cation and management

• key evaluation questions and indicators

• methods for collecting information

• budget

• timelines.

Timelines should allow appropriate time for planning, preparing, collecting 
information, analysing information, developing fi ndings, drafting and fi nalising 
the evaluation report.
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When planning the evaluation, you should consider:

•  How much time and effort can be put into the evaluation.

•  Ensuring the evaluation is proportionate to the size, scope and budget of the 
project. 

•  The potential benefi ts of an evaluation e.g. a new funding application, leading 
to more money, more time, more people? 

•  How you can be creative with resources e.g. are there local university students 
willing / appropriate / able to take on the evaluation for their course work? 

•  Can you write one evaluation report and modify it for various audiences?

•  Can you integrate parts of the evaluation with your existing feedback 
systems? e.g. adding a new question to client feedback processes. 

Checklist
The purpose of the evaluation is clear

Resources have been allocated to the evaluation

Key stakeholders have been identifi ed and engaged

Management of the evaluation has been determined – internal or external

An evaluation plan has been prepared, which includes time to collect   
          information, analyse data and prepare a report
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Determine evaluation questions and indicators

Evaluation questions
The evaluation should help you answer the question: did this project make a 
difference? Specifi cally you will want to know if the project has achieved its 
goals and objectives. 

A useful way to frame evaluation questions is to preface the question with the 
phrase ‘as a result of the project...’ 

For example:

•  As a result of the project, has access to legal information improved or 
increased?

•  As a result of the project, do more people or a specifi c target group know 
about this legal topic? 

•  As a result of the project, does our target group understand this legal topic? 

•  As a result of the project, are more people or a specifi c target group able to 
identify a legal issue? 

Work through your project objectives and turn each into a clear, succinct 
question. Take care to avoid ‘double-barrelled’ questions (and objectives). For 
example, a project objective may seek to ‘improve knowledge and capacity’ of 
community workers around a legal topic. As ‘knowledge’ and ‘capacity’ are 
different, you need to ask two distinct questions to judge whether this 
occurred: 

 Has knowledge of community workers improved as a result of   
   the project? 

Has the capacity of community workers (to apply this legal   
   knowledge) improved as a result of the project? 

Evaluation indicators 
Determining indicators to monitor and evaluate the project is part of preparing 
and planning for the evaluation. 

Stage 3
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What are evaluation indicators?
Indicators are simply a tool in the evaluation process. Collecting information 
against indicators should enable you to answer the key evaluation questions. 
Effective evaluation indicators are a tool to keep you on track. Use them to help 
you articulate the achievements of the project.

In research terms, an indicator provides ‘data that measures or indicates success 
or failure in meeting your objectives.’  An evaluation indicator, therefore, provides 
data that will tell you, and demonstrate to others, that you are achieving, or have 
achieved the project’s aims – they are the changes that you expect to occur 
through the project. 

One way to think about evaluation indicators is to ask:
‘What will indicate that we successfully achieved this goal?’ 
Indicators should be specifi c, observable and measurable. 

Some activities essentially require a ‘yes’ rather than an indicator, e.g. reports 
were (or were not) produced. Other activities may require information from 
multiple sources to strengthen your evidence. 

For example, in arguing that ‘the capacity of community workers to apply certain 
legal knowledge improved as a result of the project’, indicators of success may 
include:

•  positive feedback from community workers

•  positive feedback from their supervisors

•  positive feedback from co-workers

•  change in other benchmarks, e.g. reduced waiting times.

Having information from several sources is known as ‘triangulation’ of the data, 
and is an important way to strengthen or test your evidence.
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Some example indictors to consider include:

Focus Example indicators
What was produced 
or delivered through 
the project

Production of legal information in a new format

Production of new legal information

Delivery of an event or training session

The reach of the 
project

Number of resources printed or distributed

Number / target groups reached

Website traffi c

Number of people attending an event or training 
session

The impact of the 
project

% of target group providing positive feedback 

% of target group reporting improved knowledge 
before and after the project activity

Feedback from stakeholders and peers

Demand for the information (resource, training session 
etc.)

Smaller, short-term projects with smaller budgets are unlikely to have long-term 
aims, so evaluating long-term impacts is generally not practical or feasible.  

Larger and longer-term projects, which do have long-term aims, should 
consider carefully how the impacts of the project will be measured. It is worth 
noting that you may still face the challenge of not seeing the results of the 
project fully realised within the evaluation timelines. It may take years for the 
impacts of the work to be fully realised and evident. 

This is a common challenge facing evaluators and those with an interest in the 
evaluation results. However, it is not a reason to avoid evaluation – the data and 
evidence gathered over the evaluation period is vital for the ongoing monitoring 
of the project. And, if funds are found subsequently for a longer term evaluation, 
the early evaluation provides important information against which to measure 
progress. 
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Checklist
Key evaluation questions have been decided

Evaluation indicators have been decided

Indicators enable you to answer the key evaluation questions

Indicators are appropriate to the size and scale of the project

Indicators are specifi c and measurable 
   (you can observe, count, collect comparative data, such as pre- 
   and post- project testing) 
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Collect data

Data collection methods
Having established key evaluation questions, you need to determine data 
collection methods. 

Match data collection methods to the key research 
questions, timelines and evaluation resources 
It is important that you collect data from the project target group or a sample of 
the target group. 

Who?

•  Will the project evaluation involve all members of the target group? 

•  What strategies will you use to gather feedback about the project if it is 
aimed at the whole Victorian community? 

•  If collecting from a sample of the population, how will you select the 
sample? 

•  If the target group is a large population, what alternative strategies could 
you use to gather feedback? For example, would it be feasible to seek 
feedback from peak organisations or advocacy groups? 

How?

•  Data collection methods typically include surveys (paper-based or 
electronic); interviews; focus group discussions and observations. 

•  What other data collection methods may be appropriate for your project 
evaluation?   

When?

•  Think about how often you will collect data, from whom and when.

•  When will you collect data? Throughout the project? At the end? Months 
after the project fi nished?  Consider when, where and how you will interact 
with the target group. 

•   Are you providing a service where you will encounter people individually? 

•  Will you see clients a number of times? 

•  Are you presenting a single information session where you will only have 
one chance to collect data from attendees?

Stage 4
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•  Will you provide online or digital information? How will you know that the 
information has reached your audience? How will you get their feedback about 
the information? 

•  If you only have one opportunity to collect information, make sure that surveys 
or interview guides are ready to go.

Data collection tools
•  What data collection tools do you need to design? e.g. surveys; focus group 

discussion guides.

•  What tools are already available?

•  Who will design the data collection tools? Who will check drafts? 

•  Who and how will you check to ensure that the tools ask the ‘right’ questions 
and address the key evaluation questions? 

•  Can you test the tools – through a pilot survey or practice interview? This 
allows you to check that your questions are clear to participants and will 
generate useful and meaningful information. It can also allow you to check 
how long the process may take and whether it is a reasonable ‘ask’ for 
participants. 

•  After your testing phase, review the tools and make any fi nal adjustments.

Design each data collection tool 
around your key research 
questions. 

Use a combination of ‘closed’ 
questions (with a yes / no answer) 
and ‘open’ questions (which can 
be answered in participants’ own 
words).

Tip
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Evaluation data
What existing data can be used in the evaluation? For example, evidence 
from your existing service demonstrating the need for the project. 

Ideally the evaluation will combine quantitative and qualitative data. 
Quantitative data answers ‘how many / how much’ questions, such as: 

•  How many people attended an education session?

•  How many resources were published? 

•  How many people received legal advice or information? 

This data should be collected as part of your project monitoring. 

Qualitative data answers questions such as - why? how? in what ways? 
to what extent? This will be derived from the open-ended and interview 
questions put to target group members. 

What issues do you need to consider in collecting the data? e.g. research 
ethics; keeping people informed; timing; planning best use of 
stakeholder’s time; storage of data.

Research ethics
You should seek informed consent from participants before collecting 
data from them. Participants should be informed about the purpose of the 
evaluation, whether their data is anonymous, how it will be shared and 
stored.  

When collecting data, consider:

•  Building in time to draft and test information collection tools.  

•  The ethics of the research. 

•  Collecting information effi ciently as you go - it may only take 15 mins 
added onto a meeting for a discussion or to complete a survey. Will 
you need interpreters or other supports for participants? How will 
information be returned to you? Could you use an online survey?
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One of the keys to effi cient data 
collection is focused key research 
questions. Don’t try to collect too 
much information – make it 
manageable.

Tip

Checklist
Ethics of the research have been considered

New data and information to be collected

Research methods for the evaluation have been decided – 
   who to collect data from, how, and when

Data collection tools have been developed, tested and refi ned

Communication strategies have been developed
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Analyse the data

Evaluation data
The analysis stage is when you ‘make sense’ of the data. 

Return to your key evaluation questions. 

For example, Did the project raise the awareness of (the target group) 
about a specifi c legal issue? 

Assemble the information you have collected to answer this question. 
That may include results from pre and post-information session surveys. 
The post-information session surveys may include the perceptions of 
participants (whether they feel they are more aware) and answers to 
questions that test awareness of the law. 

A larger project evaluation may include interviews with stakeholders 
who can provide useful, informed and reliable feedback. For example, if 
the target group is ‘students’, feedback could also be collected from a 
teacher or youth worker. 

The data available to answer the evaluation question would then include: 

•  number and percentage of participants surveyed indicating 
improved awareness

•  responses to open ended questions from participants

•  interview responses from a sample of participants

•  interview responses from reliable observer(s)

•  observations from the evaluator. 

Stage 5
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Collate all data for each evaluation question
Is there a clear response? 

It is unusual (but not impossible) for all combined data to show a unanimous 
positive (or negative) response. Examine the data systematically:  

• What does the survey information show? 

• Was the feedback positive or negative? 

• What insights did you gain from observers? 

• Do the results fi t with project workers’ observations and expectations?

Reduce the data into manageable ‘chunks’
Extract the key themes from the qualitative responses – that is, the most frequent 
and the most strongly expressed. What themes came through from the majority of 
participants? What are the ‘outlying’ themes? Extract some quotes that are 
representative of the range of views encountered, and use tables and graphs to 
present quantitative responses.

Analysing data
When analysing the data, if resources allow, it is useful to look at factors such as: 

•  The extent to which stakeholder feedback shows agreement (or disagreement) 
with the evaluation question. 

•  Patterns in the responses – do responses vary by demographic characteristics 
such as gender, age, geographical locations? 

•  Whether the quantitative and qualitative data show consistent results. 

•  Whether qualitative responses provide insight into the quantitative results.

Develop draft key fi ndings
It is useful to test your fi ndings. Can you present your draft fi ndings to colleagues 
or partnership agencies? Larger projects may have a Reference Group or Steering 
Committee. 

Do others fi nd the fi ndings and evidence convincing? What questions do they 
have? Do others have alternative explanations for results? Consider this feedback 
when preparing your fi nal report. Consider whether you need to re-examine the 
data or your analysis, or if you need to qualify any fi ndings. 
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When analysing data, consider:

•  How to reduce the data into meaningful chunks

•  Who is involved in collating, reducing and analysing data?

•  Confi dentiality issues to be considered?

•  Whether you will be producing an internal or public report 

•  What you will do if the fi ndings are either not very good or 
mediocre? How will this impact on the organisation or on 
individuals? How can you best present this information with 
honesty and integrity and with a focus on improvement? Is there 
important contextual information that helps to explain disappointing 
results? 

It is often useful to discuss draft 
fi ndings with a range of people, 
preferably in a group. You can 
test the clarity of the fi ndings 
with these people.

Tip
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Checklist
Data has been collated for each evaluation question 
   and indicator

Data has been reduced into manageable and logical chunks

Draft key fi ndings have been developed

Data and key fi ndings have been discussed with the  
   appropriate people
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Report and improve
The fi nal stage is to document your evaluation and fi ndings. This guide 
includes a draft evaluation report template (see appendix 1) which you 
can use when developing your report.

Project activities and outputs
When preparing your evaluation report, list the activities undertaken to 
conduct the project. Refer to your grant application and project plan. Did 
you follow your plan? If your plans changed, explain why that happened. 
What was developed or delivered through the project (the outputs) e.g. a 
website, training sessions, factsheets? Did you produce or deliver what 
was originally planned? If there were changes, explain the reasons for 
this.

Project impact 
Using the information you have collected for your evaluation questions, 
explain what happened as a result of the project. Did it make a 
difference? How? In what way? And most importantly – how do you 
know? What evidence do you have that the project infl uenced or 
contributed to making a difference?

Think about the project achievements from the range of stakeholder 
perspectives.

Unintended outcomes
What were the unexpected outcomes of the project? It can be diffi cult to 
look objectively at this, particularly if you didn’t reach your stated goal. 
However, it is often possible to extract important lessons from this area. 
Unintended outcomes can be positive or negative. Your experience may 
provide important insights for the Foundation or for the way in which 
your organisation approaches future projects. 

Stage 6
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Project audience
•  Who do you need to tell about the project outputs and achievements? 

•  Think about participants, the Foundation, the community, partner 
organisations. 

•  Think about the broader implications of your project.  Will the community 
legal sector be interested in the impact and the lessons you learnt? 

Potential improvements 
•  If your project will continue beyond the funding, what does your organisation 

need to improve? 

•  Was there a difference between your intended goal and what actually 
happened? 

•  If you didn’t reach your goal, could the project have been done differently? 
Is this information appropriate for an internal or external audience? Can the 
community sector or the community legal sector learn something valuable 
from your experience? Can the Foundation learn something from your 
experience? 

•  Were your expectations of the project unrealistic? 

•  Were your goals too broad or non-specifi c? 
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Evaluation fi ndings
•  What did you fi nd in relation to the process – the way the project 

was conducted?

•  What was the experience for participants, your organisation or 
project partners, the target community?

•  What were the outputs? 

•  What happened as a result of what you did? 

•  What did you fi nd in relation to the impact of the project? 
For participants; for your organisation or project partners; and for the 
target community.

How will you structure your report? What is the most powerful / useful 
way to demonstrate the difference the project made? How will you 
integrate your evidence? Remember you will need to include sections 
on the project and its objectives, the evaluation methodology and the 
evaluation fi ndings. 

After an evaluation, you may need to take care that the information is 
interpreted appropriately by all, especially if there is a gap between 
goals and achievements. Ensure that you use the evaluation as an 
opportunity to learn from the experience and implement improvements 
as needed. 

If the evaluation has highlighted areas of serious concern, e.g. 
underperformance, inappropriate performance etc. – ensure that the 
issues are discussed at the appropriate management level of the 
organisation, and your decisions and strategies are carefully thought 
through and documented. 

You also need to plan how to improve areas that require improvement. 

Alternatively, the project may have met or even exceeded the 
organisation’s expectations. If so, what are the implications? Does this 
success open up opportunities to continue or extend the work of the 
project? Will this require applying for funding? Does the project 
evaluation provide a clear, well-argued and evidence-based report that 
could support future funding applications? 
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Checklist
Evaluation audience has been identifi ed

Key research questions have been addressed in the evaluation report

Feedback has been collected from appropriate parties / stakeholders on the draft report

Evaluation report and an executive summary has been produced

Process is in place to use or share the results of the evaluation

Process is in place to improve or strengthen the work of the project if it is ongoing
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Draft evaluation report template

Introduction
Introduce the report briefl y, for example:

This report is an evaluation of the ………… project. The evaluation 
was undertaken by ………. for ………… Information for the 
evaluation was collected from a range of stakeholders involved with 
the project. This evaluation presents the fi ndings from that and other 
information and provides some recommendations for the future. 

Background
The project

•  The [project] originated from….  [original ideas for the project]

•  Involved: [participants; lead organisation; partnership 
organisations; other parts of the community]

•  Model of working [e.g. community development approach etc.]

The evaluation:
The rationale for evaluating the project:
Brief statement about the evaluation:

Methodology
The evaluation was overseen by the [Committee]. The [Project 
manager] managed the day to day tasks of the evaluation….It was 
conducted over a [time] period, running in conjunction with the 
project.

The evaluation was conducted in six stages: [insert more detail as 
required, and any significant aspects to the stages] 

•  Preparation

•  Planning

•  Determining evaluation indicators

•  Collecting data

•  Analysing data

•  Reporting on the findings

appendix 1
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The Project

•  Provide more detail here about the project – 

•  Aims and objectives

•  Did it stick to original plans? 

•  What changes were there along the way – e.g. staff turnover? Changes 
to the organisations? Any signifi cant public policy changes that 
impacted on the project? 

•  What were the key challenges and achievements?

Key Findings

About the project
[This is the key section of the report and provides the most important information 
to your readers]

Start with general, overview fi ndings and maybe some of the surprises, e.g.

•  ‘The project achieved a signifi cant number of its original aims and received 
positive feedback from the community’

•  ‘The project achieved a number of positive outcomes between our 
organisation and [other partnership organisations]…’

Provide more detail about how / whether the project achieved its aims / the 
unintended outcomes

How we involved participants
What were your aims about involving clients?

Did you achieve your aims? Indicate if you did / did not / exceeded… 

Describe the evidence for your findings e.g. 

•  All participants reported in focus groups and surveys learning [....] from the 
training

Participant reports: Check your evidence and analysis - report general feedback. 
Take care not to identify individuals, especially those whose opinions differed 
from the majority. What did participants value most about their involvement in 
the project?
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How we managed the project
What were your aims about managing the project?

Did you achieve your aims? Indicate if you did / did not / exceeded… 

How well did this go? What were the challenges and what went well? 
Records; resources; planning; working in partnership with other 
organisations… How well did you stick to your project milestone?

How the community was involved
What were your aims about involving the community?

Did you achieve your aims? Indicate if you did / did not / exceeded 
your aims 

How well did this go? What were the challenges and what went well? 

Project outcomes
What happened as result of the project? For participants? Your 
organisation? Partnership organisations? The community?

Describe the outcomes of the project against the project objectives. 

What has been achieved? This is where you can draw on the 
information you collected against the evaluation indicators – the 
number of people involved, the number of resources, the change in 
knowledge that you have measured, and so on.  

If the fi ndings are not conclusive – but are trending in a particular 
direction – articulate this and indicate how you will continue to 
monitor outcomes. 

Report the ‘unintended’ or unexpected outcomes of the project, for 
example, the partnerships developed for the project may have 
become more signifi cant, or more diffi cult, than you anticipated, the 
resource you developed may have been picked up and received more 
publicity than you expected.
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Implications of the evaluation
What are the key issues arising from the evaluation? Who is the audience for the 
report and what are the pertinent issues for this audience?  

Are there implications for: 

•  Participant needs / supports / resources

•  Legal reform or future research

•  Working with partnership organisations

•  Ways in which you or other organisations can continue to build on the 
project outcomes

•  Funding

•  Management.

How can we improve?
Record here what the organisation intends to do to improve, following the 
evaluation. You may have identifi ed practices, processes, policies, systems that 
can be strengthened as a result of what was learnt through the evaluation. 
Remember to keep this in draft status, until endorsed by your organisation’s 
management.

Conclusions and Recommendations
Include about 5 – 6 recommendations at most. Ensure that the recommendations 
are ‘achievable’ and supported.
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Notes
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Victoria Law Foundation
Level 5, 43 Hardware Lane 
Melbourne Vic 3000 Australia  
T (03) 9604 8100 F (03) 9602 2449 
contact@victorialawfoundation.org.au

See our website at 
www.victorialawfoundation.org.au

Disclaimer: 
This publication is a guide only. While 
due care has been taken to ensure the accuracy of 
the material contained in this publication, Victoria 
Law Foundation cannot take responsibility for 
any errors, nor do the references and web links 
to products and services of other organisations 
constitute endorsement.
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