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	How to use this template
	This template is a guide for creating your own Project Evaluation Plan.
Remove instructions and examples in blue italics and adapt to make fit for purpose for your Community of Excellence (CoE) project.
To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.
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Why create a Project Evaluation Plan?
A Project Evaluation Plan is a granular exploration of how you will evaluate the success of your project—both in terms of achieving its intended outcomes, and how it was managed and delivered. You will define specific evaluation questions and corresponding measures, along with relevant data sources, so that you know from the outset how you will be measuring and evaluating the project. 


How to evaluate your project’s success
An evaluation plan gets into the specifics of how you intend to measure the progress and performance / success of your project. Planning these details up front ensures you have access to the data you need, and that any gaps are identified and addressed early. 
Step 1	Formulate your evaluation questions
	Evaluation questions generally take the form of, “Was X change (output) or outcome achieved?” Consider the outputs and outcomes you expect to achieve within the scope of your project and frame them as questions. For example, “Were all activities delivered?” or, “Were healthcare professionals willing to adopt digital technologies?”
Step 2	Define the measure(s) you will use to answer your questions
	Identify objective metrics that speak to your outputs and outcomes. For example, the number of activities or events that were conducted (compared to what you had planned to do); or the percentage of healthcare professionals who express a willingness to adopt digital technologies (compared to the percentage before your project started). 
Step 3	Determine your measurement interval—how regularly you will check in on performance
	How often will you assess the performance of your project and its activities? These should be at regular, predetermined intervals so that any areas that are falling behind can get prompt attention. Choose a frequency that makes sense for your project, based on planned activities and how quickly you expect to be moving. 
Step 4	Identify the sources of data for your measures
	You will need reliable data sources that are updated frequently enough to give you an accurate picture each time you check in on your project’s performance. You may find that you need a mix of primary (direct) and secondary (indirect) data sources—for example, you may be able to get the raw numbers of healthcare providers registered with My Health Record directly from a database, but other stats might be easier to obtain through a progress report, where the data has already been summarised. 
Step 5	Identify who will be responsible for gathering the data and producing artefacts
	Decide on who will be responsible for obtaining and reporting on the relevant measures to answer your evaluation questions. This may be a team or an individual. If you need resources or artefacts created—e.g., surveys to collect qualitative data—then you should also identify who is responsible for creating these. 
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Project Evaluation Plan
Subheadings within the table (Process, Reach—Healthcare professionals, Reach—Consumers, Outcomes—Healthcare professionals, Outcomes—Consumers) correspond to the major evaluation themes for the Agency’s Emerald Community of Excellence Project. Your project may have aims or activities that will fall under different themes. Feel free to update and edit this table (and any other aspect of this document) to suit your needs. 
	Evaluation question
	Measure
	Regularity
	Data source
	Responsibility 

	Process

	· How will you evaluate the success of the procedural or process aspects of the project? 
· E.g., Were all activities delivered?
	· What measures (metrics) will you use to answer the evaluation question?
· E.g., Number of events held
	Frequency of measurement, e.g., quarterly
	· How will you obtain the measures (what are your data sources)?
· E.g., Progress reports
	· Who is the team or individual responsible for collecting or retrieving the relevant data?
· If measurement resources need to be created (e.g., surveys), who is responsible for creating them?

	Reach – Healthcare professionals

	· How will you evaluate how successful your project was in reaching healthcare professionals? 
	· 
	
	
	

	Reach – Consumers

	· How will you evaluate how successful your project was in reaching consumers? 
	· 
	
	
	

	Outcomes – Healthcare professionals

	· How will you evaluate whether you achieved the desired outcomes for healthcare professionals?
	· 
	
	· 
	

	Outcomes – Consumers

	· How will you evaluate whether you achieved the desired outcomes for consumers?
	· 
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