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EVALUATION AND REPORTING TEMPLATE

WHY THIS TOOL MATTERS?
Every project brings new experiences worth remembering. Evaluation is a structured way to measure what works well or what should be improved. Evaluation forms help you track it on a rolling basis. 
In one word, evaluation is about the project's quality. 
You should evaluate your project both internally and externally.
Internal evaluation will tell you how your team feels about the project's progress, workload, and cooperation.
External evaluation is an assessment of the workshops, publications, and any other outcomes of your project by your project's participants/beneficiaries.
HOW TO USE IT?
1. Prepare standardised forms' templates for both types of evaluation.
You can use Google Forms for that.
2. Distribute the evaluation form and set up a deadline for filling it out.
3. Collect feedback and prepare a report.
4. Share the report with your project's team. Everybody should know the evaluation results. 
5. If there's something alarming - act: set up a meeting to discuss the issues with your team, rethink the project's procedures, review and update publications, adjust workshop scenarios, etc.  


TIPS
internal evaluation:
· Link questions in the evaluation forms with the qualitative indicators you set up for your project.
Evaluate your project regularly.
Internal evaluation should be regular. Adapt its frequency to the project's length.  (e. g., every 6 months for 2-year projects, every 2 months for 1-year ones).
External - after each activity/workshop or publication
· Internal evaluation should be mandatory for each project team member.
Evaluation of the participants:
· The distribution of the evaluation forms among the project's participants or beneficiaries will depend on the type of activity. If they participated in an in-person activity, you can print the forms or share a QR code and ask them to fill them out.
· If you need to measure if the participants made progress thanks to the project, you can prepare pre- and post-assessment forms.
· Although it is good to have an evaluation form template, do not hesitate to adapt it according to the respondents' needs. For example, for people with lower digital skills, it would be good to prepare printed forms. And for kids, use more visual elements (e.g. rating stars) and simple vocabulary.
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