
 
CENTER FOR HEALTH EQUITY 

Evaluation Plan Tip Sheet 
Creating an evaluation plan  
An evaluation plan is a document that shows how you will monitor progress on specific aspects of your 
program. Sometimes it also includes a communication plan to describe how you intend to use 
evaluation results for program improvement and decision making.  

The Center for Health Equity provides grantees with an evaluation plan template as a tool for creating 
an evaluation plan that is outcomes-focused. An outcomes-focused evaluation centers on determining 
whether your EHDI program is achieving the desired changes or outcomes specified in your logic model. 
Note that you must have a working logic model before you can create an evaluation plan. 

Step 1: Specify guiding evaluation questions. 

Sample questions about outputs:  

• Did we conduct 10 one-hour sessions as prescribed in the curriculum?  
• How many participants attended all 10 sessions? How many completed the program? 
• How many individuals were targeted to participate in [specify service or activity] versus how 

many actually participated?  
• How many [types of materials] were produced, printed, and/or distributed?  

Sample questions about outcomes:  

• To what extent did the level of knowledge about risk factors for cardiovascular disease among 
program participants change as a result of [activity or strategy]? 

• To what extent did the level of physical activity among participants change as a result of [activity 
or strategy]? To what extent did their diet change as a result of [activity or strategy]?  

• Has workplace policy on smoking changed at [agency X] as a result of [activity or strategy]? 

Key Terms 

Outputs: The direct products of activities or strategies that are usually measured in terms of the 
volume of work accomplished (“Number of ….”). Sometimes programs set targets for the volume of 
work that must occur in order for an outcome to be achieved and then collect data to monitor 
progress (e.g., participants must attend at least seven of 10 sessions before they can be considered 
as having completed the program).  

Outcomes: The benefits or changes for particular groups of individuals or communities along a 
timeline of short term, intermediate and long-term outcomes. 
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Step 2: Identify indicators/evidence to answer each guiding question. 

Qualities to look for in selecting indicators: 

• It represents a meaningful characteristic or change that signals that a targeted output or 
outcome has been achieved 

• It is observable and measurable 
• It is quantifiable (number or percentage) 

Example: An outcome that addresses a change in lifestyle to prevent diabetes can have the following 
indicators: 

• Percent of participants who self-report that they have made at least one change in their lifestyle 
• Difference in the number of servings of fresh fruits (or vegetables) consumed before and after 

participation 
• Difference in the number of times in a week that participants exercise for at least 30 minutes 
• Difference in weight (or BMI) before and after participation (note some health experts say this 

may not be an appropriate measure) 

Step 3: Determine the method for gathering information. 

 

There are many data collection methods, each with its own strengths and weaknesses. The Center for 
Health Equity recommends that EHDI grantees use a combination of data collection methods and tools 
to paint the best possible picture of your program’s effectiveness. Ideally you would want to collect both 
qualitative and quantitative data. Note that the same method can provide data to address multiple 
guiding evaluation questions. For example, a pre-post survey of participants can provide data for all four 
indicators in the example above. The same can be accomplished through an in-person interview. 

Key Terms 

Quantitative methods answer who, what, where, and how much. These methods, often using a 
survey instrument or tracking form, are more structured and are useful for determining the strength 
and direction of program effects.  

Qualitative methods answer why and how, and usually involve talking to or observing people, 
events, or environments. These methods emphasize words instead of numbers. These qualitative 
data are then examined for patterns or themes. Sometimes data collected using qualitative methods 
are used to illuminate more quantitative findings.  

Key Terms 

Indicator: The specific information collected to track the success of an activity, strategy, or overall 
program (evidence). 

Target: Numerical objectives for an activity, strategy, or program’s level of achievement on its 
outputs and outcomes (e.g., 80 percent of participants complete the program). 
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Additionally, you can also conduct a focus group with selected participants to delve deeper into issues 
such as: 

• Their motivations for changing their lifestyle 
• The extent to which participation in the program has contributed to their desire to change 
• What was most helpful to them in the program, and how else you could have supported their 

lifestyle change (process question) 
• Other, possibly unexpected, changes in their life that occurred as a result of participating in your 

program 
• Their plans for how to maintain their new, healthier lifestyle 

Examples of data collection methods: 

• Surveys—self-administered, online, mail, telephone 
• Interviews—face-to-face or telephone; individual or group 
• Focus groups 
• Observations 
• Document review (reports, strategic plans, minutes of meetings, proposals) 
• Intake forms or tracking forms 

The resource documents listed at the end of this tip sheet offer a good starting point for identifying data 
collection methods and tools.  

Step 4: Specify the sample. 
This involves identifying the respondents for your data collection. Examples of questions to ask in 
determining your sample are: 

• Who is the best informant or source of information for what I want to know?  
• Should I focus on all participants or only a sample of participants (how many)?  
• If I have to conduct a follow-up at six months and 12 months after their participation, will I be 

able to contact them and stay in contact with them? How? 
• What’s the best way to gather the information – one-on-one or group, in-person or by phone, 

mail, or online? 
• How will these individuals be informed about the data collection process?  

Step 5: Specify the data collection schedule. 
Determine the months/weeks each year that information will be collected. The data collection schedule 
will most likely vary depending on the method you choose. Some methods (tracking forms) may be 
ongoing with data entry done monthly or quarterly. Other methods may be scheduled before and at the 
end of an activity or event (pre-post), or only at the end (retrospective). Methods that are costlier and 
require more preparation (focus groups, interviews, longer surveys) may be scheduled less frequently 
(semiannually, annually, biannually, etc.). 

Need Help? 
EHDI staff is available to provide assistance in developing logic models and evaluation plans. Please 
contact Mia Robillos at Mia.Robillos@state.mn.us or 651-201-5406. 

mailto:Mia.Robillos@state.mn.us
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Other resources for planning an evaluation that you may find helpful:  

• Developing an Effective Evaluation Plan from the U.S. Centers for Disease Control and Prevention 
(CDC). This workbook was developed as part of a series of technical assistance workbooks for use by 
program managers and evaluators.  

• Measuring Program Outcomes: A Practical Approach by the United Way of America provides a step-
by-step approach for conducting an outcomes-focused evaluation and tips for developing data 
collection instruments and procedures. 
http://www.nrpa.org/uploadedFiles/nrpa.org/Professional_Development/Accreditation/COAPRT/M
easuring_Program_Outcomes-UW.pdf  

• W.K. Kellogg Foundation Evaluation Handbook provides a framework for thinking about evaluation 
and outlines a blueprint for designing and conducting evaluations, either independently or with the 
support of an external evaluator. http://www.wkkf.org/resource-directory/resource/2010/w-k-
kellogg-foundation-evaluation-handbook  

• Evaluation plan builder. This online tool from The Innovation Network transfers key data from the 
Logic Model Builder and moves from goal-setting to identification of evaluation questions, 
indicators, and data collection strategies for evaluating program outcomes and implementation. Go 
to http://www.innonet.org/ and go to the Evaluation Tools and Resources section. 

 

http://www.cdc.gov/obesity/downloads/CDC-Evaluation-Workbook-508.pdf
http://www.nrpa.org/uploadedFiles/nrpa.org/Professional_Development/Accreditation/COAPRT/Measuring_Program_Outcomes-UW.pdf
http://www.nrpa.org/uploadedFiles/nrpa.org/Professional_Development/Accreditation/COAPRT/Measuring_Program_Outcomes-UW.pdf
http://www.nrpa.org/uploadedFiles/nrpa.org/Professional_Development/Accreditation/COAPRT/Measuring_Program_Outcomes-UW.pdf
http://www.wkkf.org/resource-directory/resource/2010/w-k-kellogg-foundation-evaluation-handbook
http://www.wkkf.org/resource-directory/resource/2010/w-k-kellogg-foundation-evaluation-handbook
http://www.wkkf.org/resource-directory/resource/2010/w-k-kellogg-foundation-evaluation-handbook
http://www.innonet.org/
http://www.innonet.org/
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