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PLANNING SHEET 1A

DRAFTING THE EVALUATION TIMETABLE

This planning sheet summarises the timetable for the evaluation, including:
> each activity in the evaluation process
> how long each activity will take

> key dates in the evaluation for events and milestones.

See step 1 of Stage 1 to complete this planning sheet.

for longer evaluations, make more copies of this page if necessary

DATE BEGIN | DATE END SUMMARY OF ACTIVITY
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PLANNING SHEET 1B

ESTIMATING EVALUATION COSTS

This planning sheet summarises the expected costs of evaluating the project, including the costs for:
hiring the Evaluator

paying the Evaluator

staff

travel, accommodation, meal and living expenses

equipment, office and support costs

recruitment costs for interviews and surveys

data analysis costs

venue hire

V V. .V VvV vV V VvV V VvV

production of reports and presentation materials.

See steps 3—4 of Stage 1 to complete this planning sheet.

for longer evaluations, make more copies of this page if necessary

ITEM ESTIMATED COST
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PLANNING SHEET 2A

AFFECTED PEOPLE AND GROUPS

This planning sheet lists:
> the groups affected by the crimes that the project aims to prevent or reduce (stakeholders)
> the individuals and groups involved in the project (stakeholders)

> the individuals and groups who have an interest in the outcomes of the evaluation
(interested parties)

> the person who represents each stakeholder/interested party and their involvement in the project.

See steps 1-2 of Stage 2 to complete this planning sheet.

People affected by crime, the stakeholders and interested parties.
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The name of each stakeholder/interested party, the person who represents this group, and their
involvement in the project.

make several copies of this page if necessary

stakeholder/interested party

representative

involvement

stakeholder/interested party

representative

involvement

stakeholder/interested party

representative

involvement
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PLANNING SHEET 2B

INFORMATION FROM STAKEHOLDERS

Use this planning sheet to tell the Evaluator:

> what information you need or want from an evaluation of the project

> what questions you have about the project that you want answered

> how you will use this information

> how the project can deliver this information to you in ways that will make it easy for your group
to make decisions and act.

If there is not enough space on this sheet for all your answers, please attach more paper.

What information about the project does your group need or must have?

Please list in order of priority for your group

What other information does your group want, if it can be gathered?

Please list in order of priority for your group
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What questions about the project does your group want answered?

Please list in order of priority for your group

How will your group use the information you are asking for?

For instance, you might want to:

V V.V V V V V

find better ways of providing services

decide if you should increase or reduce your involvement in the project
decide whether there are parts of the project that should be stopped

change the way that activities are being done or services are being provided
understand what is working well, so you can do more of these activities
adjust budgets

plan for the next 12 months.

What are the best ways the project could supply the information you need and the Evaluator’s
findings and recommendations, once the evaluation is complete?

For instance:

V V. .V VvV V V

a written report

a briefing by the Evaluator to your senior staff

a briefing to all people in your group by the Evaluator

a video or slide show

posters

overhead slides, so you can make presentations yourself within your group.
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PLANNING SHEET 2C

INFORMATION STAKEHOLDERS WANT

This planning sheet summarises:

> the people and groups involved in the project and consulted about the evaluation

\'

the information they need and want about the project

\'%

the questions they have about the project that they want the evaluation to answer

\'

how they will use this information

v

the best way for them to receive findings and recommendations so they can act.

See steps 11-14 of Stage 2 to complete this planning sheet.

The names of stakeholders consulted.
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Information about the project that stakeholders need, in order of priority.

Information ahout the project that stakeholders want, in order of priority.
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Questions about the project stakeholders want answered, in order of priority.
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How each group will use the information they are asking for.

make more copies of this page if necessary.

stakeholder(s)

how they will use the information

stakeholder(s)

how they will use the information

stakeholder(s)

how they will use the information

stakeholder(s)

how they will use the information
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The best ways for the project to supply the information, findings and recommendations once
the evaluation is complete.
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PLANNING SHEET 3

SCOPING THE PROJECT

This planning sheet summarises the project for the Evaluator, so they can know:
> the problems the project was set up to solve

> what the project does to prevent or reduce crimes or problems

> how the project expects its activities will have an effect.

Summarise:

> the crimes or problems the project was set up to prevent or reduce
> the people likely to commit these crimes, if known

> the people affected by the crime or the problem

> the crime rates, if known.

See steps 2-8 of Stage 3 for information on what should appear here.

The outcomes the project aims to achieve, including target figures, if relevant.
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The project activities that aim to reduce or prevent crime.

make several copies of this page if necessary

List:

where the project operates

\'%

who provides services, runs activities or takes action at each location
what the services are

Vv

who these services or activities are being provided to, if anyone.

Vv
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How the activities and services the project is providing are expected to reduce or
prevent crime.

Documents and people consulted.
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PLANNING SHEET 4A

PLANNING FOR ACTION

This planning sheet summarises the activities that need to happen so stakeholders can act on the
Evaluator's findings and recommendations.

See steps 1-11 of Stage 4 to complete this sheet.

Stakeholder

Information this stakeholder needs and wants from the evaluation.

The best ways for providing the information and the Evaluator’s findings and recommendations.

Action this stakeholder wants to take using this information.
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Steps that have to take place to provide the information.

ACTIVITY DATE COST

Steps that have to take place so the stakeholder can act.

ACTIVITY DATE costT
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PLANNING SHEET 4B
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PLANNING SHEET 5A

REASONS FOR EVALUATING

This planning sheet summarises the reasons for evaluating the project.

Reasons for evaluating the project.
List in order of priority.
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PLANNING SHEET 5B

CONSTRAINTS ON THE EVALUATION

This planning sheet lists the constraints on evaluating the project.

See steps 3-5 of Stage 5 to complete this planning sheet.

Ways information must be gathered that may affect the evaluation.

Ethical issues the Evaluator must consider when planning and conducting the evaluation.

Budget for the evaluation.
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PLANNING SHEET 5C
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PLANNING SHEET 3D

SKILLS THE EVALUATOR WILL NEED

This planning sheet summarises all of the skills the Evaluator will need to evaluate the project and
what they will be assessed against.

See step 11 of Stage 5 to complete this planning sheet.
make more copies of this page if necessary

Skills, experience and qualifications the evaluator needs, in order of priority.
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PLANNING SHEET SE

SELECTION TIMETABLE—INTERNAL EVALUATOR

This planning sheet gives the timetable for selecting an internal evaluator, including the dates that:
the evaluation will be advertised

applications to evaluate the project will close

applications will be assessed

interview questions will be drafted

applicants will be interviewed

V vV VvV V V V

the Evaluator will be selected.

make more copies of this page if necessary

ACTIVITY DATE
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PLANNING SHEET oF

SELECTION TIMETABLE—EXTERNAL CONSULTANT

This planning sheet gives the timetable for selecting an external evaluator, including the dates that:
> you will finalise the advertisement and tender documents

\'

the project will approve the tender documents and advertisement
the request for tenders will be advertised

applications will close

you will make an initial assessment of applications

you will draft interview questions

you will send the selection panel the interview questions

the selection panel will interview tenderers

the Evaluator will be selected

V V. .V V vV V Vv V

contract negotiations will be completed.

ACTIVITY DATE
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PLANNING SHEET 3G

THE SUCCESSFUL APPLICANT

The name of the person or organisation selected to evaluate the project.

Other people or organisations that applied to evaluate the project.

Summary of the reasons the successful applicant was selected.
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PLANNING SHEET 6

ISSUES IN THE EVALUATION

Use this planning sheet to summarise meetings and discussions between the Evaluator and the
project, including:

> decisions made and the reasons for them

> disputes or problems and how they were resolved

> key findings presented by the Evaluator and consequences for the project.

attach more paper to this planning sheet if necessary

Date of meeting or discussion.

People involved.

Summary of issues and action to be taken.
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