Evaluation plan template
Use this template to formulate a plan for evaluating your learning and development interaction.

	Steps
	Action required
	Carried out by
	Completed by

	1
	Secure support for the evaluation effort from those who have a stake in the results of the evaluation
	
	
	

	2
	Identify individuals to be involved in planning and managing the evaluation process
	
	
	

	3
	Define precisely the purpose of the evaluation and how results will be used
	
	
	

	4
	Specify what will be judged and formulate the evaluation questions
	
	
	

	5
	Determine who will provide the needed evidence
	
	
	

	6
	Specify the evaluation approach to be used
	
	
	

	7
	Determine the data collection methods to be used and when the data will be collected
	
	
	

	8
	Specify the analysis procedures to be used
	
	
	

	9
	Specify what criteria will be used to make judgements abut the program or what process will be used to determine the criteria
	
	
	

	10
	Determine the specific timeline and the budget to conduct the evaluation
	
	
	

	11
	Complete the evaluation, formulate recommendations and prepare and present the evaluation report
	
	
	

	12
	Respond to the recommendations for change
	
	
	


Adapted from Caffarella, R. S (1994) Planning programs for adult learners. Jossey Bass. San Francisco.
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