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Guidance notes for the Evaluation Report for ESF projects

This is a guide as to what should be included in the Evaluation report for an ESF project.  Some of the information requires a narrative description while in other cases numerical/statistical information is requested e.g. numbers of beneficiaries. The activity should be evaluated at all levels, from the experience of the beneficiary, to whether the activity met the original objectives, outputs and outcomes. Comments should be related back to the original contract in order to identify whether the aspirations from the activity originally defined within the contract have been met. 
We are interested in both the successes and the challenges of the project and we will use this information to inform the planning and execution of future projects.  

The project

What was the project about?

· Please describe the project including the project aim, target groups, strategy, timescales, staff and structure.
How did you publicise the project?  

· How did beneficiaries know that ESF was funding the project and what methods were used?
How was the project managed and how were decisions made about its direction?

· Please describe the strategic and operational management of the project.
How did you involve any local partnerships in running or developing the project?

· Did the project involve working with any local partners, learning providers, local and national organisations?

· How flexible the project was in responding to local needs?

· How did the project recognise the needs of everyone?

Cross-cutting themes

How did you involve Information Communications Technology (ICT) in your project? 

· What ICT you did you use?

· How was ICT used?

· What were the benefits and results of using ICT?

How did the project support and promote equal opportunities? Include relevant information e.g. publicising / locations / materials and resources. 
· How did you recruit staff and beneficiaries? Were open recruitment practices adopted and how did you consider for example gender, disability and ethnicity?

· How did you ensure that beneficiary catchment areas were as wide as possible, taking into account any restrictions within the contract? 
· How did you ensure that sessions timings and venues were appropriate?
· Did you find that particular groups were failing disproportionately to achieve a positive outcome? What remedial actions were taken?
· How did you assess the learner and what additional support did you offer e.g. childcare, travel, adaptations/equipment, materials and resources?
Please enter the number of beneficiaries who received additional support with an explanation of why support was needed and what particular support was given.

	
	Number of beneficiaries
	Explanation of why support was needed and what particular support was given

	Childcare
	
	

	Travel
	
	

	Adaptations 
	
	

	Equipment 
	
	

	Materials and resources
	
	

	Other type of additional support (please give details)
	
	

	Total
	
	


How has the project helped to protect the environment and manage natural resources carefully? Consider:

· The environment and transport – encouragement and support in using public transport, use of minibuses rather than individual cars.
· Recycling – recycling waste, use of recycled materials.
· Energy – power saving, low energy equipment, fuel efficiency.
· Water – usage, conservation, effluent control.
· Pollution – low CO2 heating, transport.
How did the project support sustainable development (development that can be maintained) in the community/environment and the regional approach to this? 

How has the project contributed to maintaining high and steady levels of economic growth and employment? 
Delivery 

How did the project work?

· Identify the strengths and weaknesses, areas of development, any problems or changes to the project, please describe in full what happened and how it affected the project. 
· Were there any barriers to the effective delivery of the contractual requirements that were encountered and how were they overcome?
· Please give an explanation of why final delivery was different to the original contract numbers, for example, if the contract was re-profiled and reduced during its term, why was this necessary?

· How many learners left the project early? What were their principle reasons for doing so?

Please supply information on beneficiaries and outcomes. The following tables are a guide to what numerical information the report needs to provide as a minimum. 

Beneficiary starts

How many beneficiaries did the original contract intend to support and how many were actually supported during the project?

	Beneficiary (by aim if appropriate)
	Original contract
	Final delivery

	
	
	

	
	
	

	
	
	

	Total
	
	


Outcomes and qualifications
How many qualifications and other positive outcomes did the original contract intend to deliver? If you have monitored soft outcomes of the project, please also supply full details. 
	Qualification by type
	Level
	Number achieving part qualification (or unit towards)
	Number achieving full qualification

	
	
	Original contract
	Final delivery
	Original contract
	Final delivery

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	


	Other positive outcome (please list type)
	Number achieving outcome

	
	Original contract
	Final delivery

	
	
	

	
	
	

	
	
	

	Total
	
	


	Trainer Trained (if applicable)

	Original contract
	Final delivery

	
	


Impact on beneficiaries

How did the learner develop both within the project and afterwards? Consider:
· Has the intervention of the project given them that step up the ladder that they needed to enable them to move forward?

· If the beneficiaries gained qualifications, what did they do with them? 
· What full-time or part-time permanent work did they find? 
· What training or education did they choose to progress to? 
What steps have been taken to encourage beneficiaries to continue to use your services?

Company Information  

To be completed only when the beneficiary is a company.

Enter the number of companies that received support in the following sectors:

	Companies Employee numbers
	10 or less
	11 to 49
	50 to 249
	250 or more

	Agriculture
	
	
	
	

	Mining and so on
	
	
	
	

	Utilities (gas, electricity, water etc)
	
	
	
	

	Food, drink and tobacco
	
	
	
	

	Textiles and clothing
	
	
	
	

	Chemicals
	
	
	
	

	Metals and mineral products
	
	
	
	

	Engineering
	
	
	
	

	Other manufacturing
	
	
	
	

	Construction
	
	
	
	

	Distribution, hotels and so on
	
	
	
	

	Transport and communication
	
	
	
	

	Banking and business services
	
	
	
	

	Professional services
	
	
	
	

	Other services
	
	
	
	

	Health and education services
	
	
	
	

	Public administration and defence
	
	
	
	

	Other
	
	
	
	

	Total


	
	
	
	


Impact on employers 

To be completed where the beneficiary was an employer or the project was about workforce development

· How did the project impact on the employer? What feedback has been received from employers on the benefits of the training provided and state any reasons that the employers have given?

Added value

Did the project have any direct links with any other government programmes?

· If so, what were they and how did this project provide additional value?
Did the project provide value for money and added value?

· Please describe how the project did this.
Exit strategy 

What was your Exit Strategy and how has this been implemented?
Other information

Did the project contain any capacity building activities, research or labour market analysis, training trainers?

· If so, please provide details.
Good news stories

Please give details of any good news stories relating to the project. This is the best evidence that there can be for the positive impact of the ESF intervention.
Conclusions

Describe your project evaluation methods and supply details of any feedback you received from beneficiaries or companies involved in the project.

What lessons have you learned and what good practice has been established to help you to shape future provision? Have you developed any models or methodologies that will have a positive impact on future mainstream delivery?
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