Writing up an evaluation report
Introduction
This document shares a suggested structure for reporting on the results of your evaluation; following this structure is entirely optional.

Structuring an evaluation report
Writing up your results to share with funders, donors, your organization or your community is an important step in the evaluation process. If you’re not working with an external evaluator, consider producing a simple report to communicate your results with the following structure: 
1. Program design: 
Describe the program design and how it was intended to work. 
· What activities did you run? In offering these activities, what changes did you intend to create for participants and the larger community? 
· Over the duration of your grant, what (if any) modifications did you make to your original program design? What prompted these changes? In what ways did the modifications strengthen your program? 
For example: 
Our team received funding to scale up a program we first started offering in 2018: FoodFit. FoodFit is a 12-week program that brings people of diverse backgrounds together to learn, get active, cook and share healthy meals. The program includes the following components:
· Hands-on food literacy and cooking sessions
· Group exercise and individual exercise tracking with program-supplied pedometers
· Shared meals
· Take-home recipes, featuring shopping lists and nutrition information
· Individual and group goal-setting and reflection
Program modifications:
While our program initially offered recipes shared by Food Centres Canada as part of their FoodFit program kit, we learned that some of the participants in our program had healthy, affordable recipes to share. Our nutritionist worked with participants to document these recipes and include them in our group cooking sessions and take-home recipe kit. By sourcing healthy recipes from program participants, our staff ensured that the program is inclusive, participatory and culturally-responsive. 
2. Evaluation design:
Describe your program evaluation.
· What did you hope to learn from your evaluation? 
· What methods did you use to gather information for the evaluation? For example, did you use surveys, interviews, focus groups, observation, program quality rubrics or checklists? Did you review information from a client management system? 
· Who did you gather information from? To what extent were you able to include a broad cross-section of stakeholders in the evaluation?
· At what points in the program’s lifecycle did you administer surveys, interviews or other evaluation tools? 
· What limitations did you face in gathering or analyzing evaluation data? What was less than ideal about how you collected the data, when you collected it, or which participants you were/weren’t able to hear from? What else would you want to know in order to feel confident drawing conclusions about your program’s impact?
3. Impact: 
Describe the main outcomes that your project achieved. Share data supporting these outcomes.
· Share what you learned from the data you collected about any changes or benefits experienced by program participants. 
· Consider including charts/tables, and accompany them by a short paragraph, explaining what they mean to you.
· This is also a good place to complicate things a bit, by looking at differences in the way your program impacted the diverse people you serve. Consider looking at results across demographic categories. Which participants benefitted the most? Which participants were more difficult to reach or support? Why? What barriers are faced by the groups you serve, and what (if any) actions did you take to better reach these groups and meet their specific needs?   
· Finally, don’t forget to highlight any unexpected impacts, whether positive or negative. 
4. Recommendations:
Share the most important insights you gained from running your program.
· Which elements of your program design really made a difference for participants? 
· How would you tweak your program design or delivery to better serve specific groups or address emerging issues?
· Would you recommend that your program be scaled up to reach more people? Why should other organizations consider adopting this program design?
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