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1. Background

The purpose of the Evaluation Plan is to provide the Accountable Officer (ADG or DDG) with a detailed project plan identifying all resources, milestones and deliverables. It should build on the broad information from the Evaluation Proposal and detail how the evaluation will be managed to deliver the report on time and on budget.

1.1 Project/Program/Initiative Definition

(Select which is applicable. Include a description of the project/program/initiative and its objectives)

2. Evaluation Governance

2.1 Purpose of the Evaluation(Why is the evaluation being done? i.e., what should the Accountable Officer be able to decide as a result of the evaluation?) 
2.2 Scope for the Evaluation

(What aspects of the project/program/initiative are to be evaluated?)

	Inclusions (What does the evaluation include?)
	Exclusions (What does the evaluation exclude?)

	
	

	
	

	
	


(Insert additional rows as necessary)

2.3 Core Evaluation Questions

 (List the approved evaluation questions the evaluation should answer to aid decision-making.)

In fulfilling the purposes of the evaluation, the following core questions were addressed:

· …

· …

· …

2.4 Evaluation Stakeholders

(List the key stakeholders the evaluation is designed for and how they will use the findings.)

	Audience (Who are the audiences for the information from the evaluation? e.g., students, teachers, management, staff, partners, etc.)
	How evaluation findings will be used (How can they apply new knowledge from the evaluation study?)

	
	

	
	

	
	


(Insert additional rows as necessary)

2.5 Evaluation Management Structure

 (List the key decision makers responsible for the evaluation.)

	Position 
	Name 

	Assistant-Director General
	

	Director
	

	Project/Program/Initiative Manager (select which is applicable)
	


(Insert additional rows as necessary)

2.6 Evaluation Governance Group Membership

(List the members of the Evaluation Governance Group bringing specialist expertise and knowledge into the evaluation)

	Position 
	Name 

	
	

	
	

	
	

	Evaluation Services, 
Governance, Strategy and Planning Branch 
	


(Insert additional rows as necessary)

2.7 Evaluation Governance Group Terms of Reference

(Detail the Terms of Reference for the Evaluation Governance Group’s roles and responsibilities in the table below or, if they are detailed, use the Terms of Reference template and append as an attachment)

The roles and responsibilities of the Evaluation Governance Group include:

	Roles and responsibilities

	

	

	

	

	

	


See Attachment XX (Delete if not applicable)
2.8 Reporting Requirements

	Date
	Report type
	Writer/s
	Audience

	(Specify the submission date of the report)
	(Specify the report type, i.e., progress report, interim report, final report)
	(Identify the officer/s writing the report)
	(Identify the stakeholder/ audience for the report, e.g., Minister, Policy and Performance Committee, Evaluation Steering Committee, external stakeholders, etc)

	
	
	
	

	
	
	
	


(Insert additional rows as necessary)

3. Evaluation Design

3.1 Evaluation Framework

(What framework will be used to guide the evaluation? If a Program Logic approach is used, insert the diagram or append as an Attachment. If another framework approach is to be used please insert diagram below.) 

See Attachment XX (Delete if not applicable)
3.2 Information and Collection

(Detail the information and collection requirements below. Note: all information collected should link to the Core Evaluation Question/s to be addressed)

	Core evaluation question to address
	Information required
	Information sources
	Data collection and analysis

	(Specify The Core Evaluation Question/s to be addressed by the evaluation as listed in Section 2.3)
	(List the subsets of information required to answer the Core Evaluation Questions)
	(What are sources for the information? E.g., from employees, clients, project/program/iniative documentation, etc.)
	(What are the best methods to employ in data collection and analysis? E.g., questionnaires, interviews, examining documentation etc.)

	
	
	
	

	
	
	
	


(Insert additional rows as necessary)

4. Evaluation Resources and Timeframe

4.1 Budget and Staff Resources

(Specify the funding and human resource capacity for the evaluation. Include materials, travel, external evaluators etc.)

	Budget for the evaluation study (What is the budget allocated to the evaluation?)

	Internal DET staff resources (List the staff resources in the Evaluation Team?)
	Position
	Classification level
	Approximate time and / costs required

	
	
	
	

	
	
	
	

	
	
	
	

	External human resources (If applicable. External consultants to be managed by the Evaluation Team to undertake data analysis, focus groups etc.)
	Approximate time and cost required

	
	

	
	

	
	

	Other resources required

(E.g. materials, travel etc.)
	Cost estimates

	Program Logic Modelling session
	Venue hire and facilitator costs approx $1500

(contact Evaluation Services for details)

	
	

	
	


(Insert additional rows as necessary)

4.2 Evaluation Staff Roles and Responsibilities

(Identify the roles and responsibilities of the Evaluation Team members)

	Internal DET evaluation team members 
	Position
	Roles and responsibilities

	
	
	

	
	
	

	
	
	

	External consultant(s) (If applicable)
	Position
	Roles and responsibilities of the consultant(s) (including who in DET is accountable for managing the consultant(s)

	
	
	

	
	
	

	
	
	


4.3 Time Schedule

(What are the major timelines, key activities and milestones for the evaluation?) 

	Major milestones
	Due date

	Consultation with Evaluation Services regarding support and approval process for the evaluation
	

	Program Logic Model (or evaluation framework) generated
	

	Evaluation Governance Group established with endorsed Terms of Reference
	

	Draft Evaluation Proposal presented to Evaluation Governance Group for feedback
	

	Evaluation Proposal endorsed by Evaluation Governance Group
	

	Evaluation Proposal approved by Evaluation Steering Committee
	

	Consultant contracted (if applicable) or Evaluation Team appointed
	

	Progress Report to Evaluation Steering Committee
	

	Data gathering and analysis complete
	

	Progress Report to Evaluation Steering Committee
	

	Draft Evaluation Report presented to Evaluation Governance Group for feedback
	

	Draft Evaluation Report endorsed by Evaluation Governance Group
	

	Final Evaluation Report approved by Evaluation Steering Committee
	

	Brief with any recommendations to the Policy and Performance Committee with any recommendations
	


(Insert additional rows as necessary)

Appendix 1 Evaluation Plan Checklist
This checklist have been included to assist in the development of the Evaluation Plan.
	Socio-political Factors
The team should identify and effectively address affected/concerned groups

	
	Involvement 
	· Whose sanction and support is required?

· How will it be secured?

	
	Internal communication 
	· How will key audience needs for information on the evaluation’s progress be determined and met?

· How will communication be maintained between the program team, the evaluation team and the Evaluation Steering Committee (ESC)?

	
	External credibility 
	· Will the evaluation be free of bias?

	
	Realistic expectations 
	· How will the evaluation team make it clear to stakeholders that realistically only a subset of their information needs will be addressed?

	
	Security 
	· What provisions will assure security of the data?

	
	Protocol 
	· What communication channels will be honoured and employed?

	
	Public relations 
	· How will stakeholders be consulted and kept informed about the intents and results of the program evaluation?

	
	Stakeholder confidence 
	· What checks will be made to ensure that the evaluation plan and the composition of the evaluation team are responsive and acceptable to the key stakeholders?


	Contractual/Legal Arrangements
The evaluation team and participants should establish clear working agreements to ensure efficient collaboration and protect involved parties’ rights

	
	ESC, evaluation team, and other roles 
	· Who is the sponsor

· Who is on the evaluation team

· Who are the other audiences

· How are they related to the program?

	
	Realistic commitments 
	· What clarifications assure that the evaluation can proceed while making reasonable efforts to serve a broad audience but not becoming bogged down in over identifying and consulting with stakeholders?

	
	Delivery schedule 
	· What is the schedule of evaluation services and products?

	
	Editing reports 
	· Who has authority for editing evaluation reports?

	
	Access to data 
	· What existing data may the evaluation team use

· What new data may they obtain?

	
	Access to stakeholders 
	· Are there sufficient safeguards to assure that the evaluation team may contact involved stakeholders?

	
	Pre-release reviews 
	· Will the ESC be provided appropriate opportunities to review the draft report for clarity and fairness prior to their finalisation and release?

	
	Release of reports 
	· Who will release the reports

· What audiences may receive them?

	
	Responsibility and authority 
	· Have the system personnel and the evaluation team agreed on what persons and groups have both the responsibility and authority to perform the various evaluation tasks?

	
	Finances 
	· What is the schedule of payments for the evaluation

· Who will provide the funds?


	Technical Design
The evaluation team should convert a general evaluation plan to a detailed, yet flexible technical plan

	
	Objectives 
	· What is the program intended to achieve/produce

· In what terms should it be evaluated? 

	
	Variables 
	· What classes of information will be collected, e.g., context, inputs, processes, outcomes?

	
	Program description 
	· Will the program be described sufficiently, so that stakeholders will understand its nature?

	
	Investigatory framework 
	· Under what conditions will the data be gathered, e.g., experimental design, case study, survey, site review, examination, etc.?

	
	Instrumentation 
	· What data gathering instruments and techniques will be employed

· How will the evaluator assure that they address the key evaluation questions?

	
	Sampling 
	· What samples will be drawn

· How will they be drawn

· Will they meet both utility and technical requirements?

	
	Data gathering 
	· How will the data gathering plan be implemented

· Who will gather the data?

· Have multiple modes of data gathering been planned to ensure triangulation?

	
	Data storage and retrieval 
	· What format, procedures, and facilities will be used to store and retrieve the data?

· What strategies are in place to ensure the data complies with ethics and codes of conduct?

	
	Data analysis 
	· How will the data be analysed?

	
	Sources of interpretation 
	· Who is charged to interpret findings, e.g., the evaluators, various stakeholders, a regulatory body, etc.?

	
	Bases for interpretation 
	· What bases will be used to interpret findings, e.g., objectives, assessed needs, contractual specifications, laws and regulations, democratic ideals, social norms, performance by a comparison group, technical standards or criteria, polls, judgments by reference groups, etc.?

	
	Methods of interpretation 
	· What methods will be used to assign value meaning to findings, e.g., focus groups, a Delphi study, advocacy and adversary reports, etc.?

	
	Reports 
	· What reports will be used to disseminate the evaluation findings?

	
	Reporting media 
	· Considering the preferences of the audiences, what are the most appropriate means of reporting findings, e.g., detailed technical reports, summaries, press conferences, study sessions, memos and letters, video presentations, web assessable documentation, etc.?

	
	Reporting language 
	· Will reports need to be presented in different languages: technical or non technical, simple English or other language(s) to meet the needs of different audiences?

	
	Reporting format 
	· Will reports be carefully formatted to enhance their readability, e.g., use of white space?

	
	Responsive design 
	· What ongoing evaluation planning process and resource plan will assure flexibility for adding to or otherwise revising the evaluation questions and obtaining unanticipated, pertinent information?

	
	Delimited design 
	· Is there a clear delimitation of the design, including the purpose of the evaluation and the questions that will be answered?

	
	Attention to trade offs 
	· How will the evaluation address trade offs between comprehensiveness and selectivity at each stage of the evaluation: planning; budgeting; and collecting, organizing, analysing, interpreting, and reporting information?

	
	Technical adequacy
	· What are assurances that the findings will be reliable, valid, and objective?


	Moral/Ethical Imperatives
The evaluation team and clients/stakeholders should clarify and confirm the evaluation’s role in ethically serving some socially valuable purpose

	
	Philosophical stance 
	· Will the evaluation be value based, value plural, or value free?

	
	Evaluation team’s values 
	· Will the evaluation team’s technical standards and values conflict with the client system’s and/or sponsor’s values; will the team face any conflict of interest problems; what will be done about possible conflicts?

	
	Judgments
	· Will the evaluation team judge the program; or obtain, analyse, and report the judgments of various reference groups?

	
	Objectivity 
	· How will the evaluation team avoid being coopted and maintain their objectivity?

	
	Equity 
	· How will the evaluation team make sure to address and honour the needs and rights of all stakeholders equitably, taking appropriate account of their gender, ethnicity, and language backgrounds?

	
	Cost effectiveness 
	· Compared to its potential payoff, will the evaluation be carried out at a reasonable cost?
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