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1. Introduction 

 
 

1.1 Why evaluation matters in community safety 

Put simply, evaluation is a process to assess whether or not a project, a programme 

or an organisation is achieving or has achieved its intended outcomes.   

 

Evaluation is usually a systematic process which involves gathering information; 

interpreting it; and making comparisons.  The comparison could be with the project 

aims, another project or the situation before the project began.   

 

In community safety, evaluation can help you:   

 Understand what has worked and what has not – this helps you 

develop your approach. 

 Explain to others what has been achieved – this helps you be 

accountable, and demonstrate the value of the programme or project. 

 

1.2 How to use this toolkit  

This toolkit is structured on four key stages in evaluation: 

The toolkit includes:  

 practical advice about evaluation in community safety; 

 links to other resources; and  

 a series of „How To‟ guides (available as appendices to this toolkit and to 

download separately from the Safer Communities website) 

 

 

Find out more . . .  

If you want to learn more about why you should evaluate in community safety, and 

how best to approach it, have a look at Evaluation: A Guide to Basic Evaluation.   

 

Planning
Gathering 
evidence

Interpreting 
and 

presenting 
evidence

Effective 
reporting

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
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1.3 Evaluation language 

Sometimes the language around evaluation can be complex.  The table below shows 

a list of words used in this toolkit and what they mean.  It is useful if those working 

together on evaluation use simple language.   

 

Evaluation A process to explore and assess the impact of a 

project programme or project.  It involves gathering 

and analysing information.  For example, you may 

want to evaluate a project, programme or strategy.      

Monitoring A process of gathering information on the activities 

carried out and the difference made. 

Outputs The main deliverables from activities – such as the 

number of people engaged. 

Outcomes The direct changes a project or programme has 

brought about – for organisations, communities or 

others.   

Impacts The wider changes brought about by a project or 

programme – perhaps in the longer term.  Often 

these are outcomes which are more difficult to 

attribute to a particular project or programme during 

an evaluation.   

Indicators What is being measured to understand whether a 

change has taken place. 

Evidence The information that will inform the evaluation. 

Quantitative evidence  Number based information – such as the number of 

people who benefited from a project. 

Qualitative evidence Softer information – such as views, attitudes and 

examples. 

Baseline information Information that has been gathered at the beginning 

of a strategy, project or programme.  This can often 

be used as a comparison. 

Targets The outputs or outcomes the project or programme 

aimed to deliver. 
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1.4 Building evaluation into your work 

You should be thinking about evaluation – even if it is relatively „light touch‟ - in all 

your work.  It is something you can (and should) do yourself.   

 

You should always try to build evaluation in from the beginning of a project or 

programme.  This will make it easier to gather the right information for your 

evaluation as you go along.  It is possible to carry out an effective evaluation once a 

project is underway, but it can be more challenging.   

 

 

Find out more . . .  

If you want to learn more about the different types of evaluation have a look at page 

six of Evaluation: A Guide to Basic Evaluation.     

In some cases you may want to commission an independent evaluator to support 

you or deliver your evaluation.   Evaluation Support Scotland provides good advice 

about how to do this.  They highlight the importance of being clear about what you 

need, and writing an effective brief.  

 

 

 

 

 

 

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
http://www.evaluationsupportscotland.org.uk/evaluation/consultants.asp
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2. Planning an Evaluation 

 
 

2.1 Areas to agree at the planning stage 

 

Areas to agree at the planning stage 

Intended outcomes (of the 

project you are evaluating) 

Be clear about the intended outcomes, objectives or 

aims of the project under evaluation.  These are the 

changes you need to measure. 

Purpose and scope (of the 

evaluation) 

As early as possible, agree the purpose and scope of 

the evaluation.  This will ensure the evaluation meets 

expectations. 

Indicators and sources of 

evidence 

Agree a set of key indicators you will measure and 

evidence sources.  This will help plan what to gather 

so that the evaluation can be clear about what 

change has taken place, and the extent of change. 

Specific methods Agree which methods will be used to gather 

evidence.  Try to use a variety of methods as this 

strengthens an evaluation.  (Evaluation: A Guide to 

Basic Evaluation) provides a list of methods, their 

advantages and challenges). 

How the evaluation will be 

shared and used 

Based on the purpose, agree how the evaluation will 

be reported, shared and used. 

 

2.2 Who to involve 

Often one partner or person will initiate the idea of carrying out an evaluation.   But 

you will often find it helpful to involve a range of different people and organisations at 

different stages in the evaluation process.  At the planning stage, you should think 

about engaging with: 

 Practitioners involved in the delivery of the project or programme – to 

develop buy-in and support for gathering the evidence you will need. 

 Senior managers – this can help develop ownership, and ensure that 

findings are taken on board within the organisation. 

 Evaluation experts – analysts within partner organisations or external 

researchers will be able to help you shape your framework, and ensure it 

is rigorous and robust.  Make sure it is not more complicated than is 

needed. 

 

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
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You could consider setting up a Steering Group for the evaluation to meet at key 

stages during the evaluation: 

 at the beginning – to agree the purpose, scope and indicators 

 in the middle – to review progress and help address any problems 

 at the end – to test emerging findings. 

 

2.3 Identifying intended outcomes 

An evaluation usually explores whether and how well a strategy, project or 

programme has worked.  To do this, you need to be clear about what the project set 

out to deliver in the first place.   

 

Sometimes this will be clearly set out in a planning document such as a project plan 

or funding application.  But it is worth clarifying with those involved what they 

intended to deliver.   

 

2.4 Agreeing the purpose and scope – using evaluation questions 

You need to be clear about the overall purpose of the evaluation as well as what you 

will and won‟t include.  A good way of doing this is to agree a set of evaluation 

questions.   

 

An evaluation question is a question that you want to be able to answer at the end 

of the research.  Once you have a set of evaluation questions in place, it is worth 

testing these – with a steering group, if there is one.   

 

Evaluation Questions -Tackling Antisocial Behaviour 

1. Has antisocial behaviour changed in the area? 

2. Do the community feel more empowered to make changes and have a 

stronger voice? 

3. Has the perception of community safety and young people changed? 

4. Has this led to savings (for example, by reducing vandalism)? 

 

Evaluation Questions - Assessing the Cost Savings of a Pilot Project 

1. What did you hope to achieve? 

2. What did you do? 

3. What happened as a result? 

4. What was the cost? 

5. What were the benefits – financially or in other ways?  

6. Were there any unintended consequences? 
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2.5 Developing a framework for gathering evidence  

At the planning stage, you should identify and agree: 

 the indicators (the things you will measure); 

 sources of evidence (where or who you will gather this from); and 

 appropriate methods (the ways you will gather the information).   

 

 

Find out more . . .  

Section 3 of this toolkit provides advice on identifying the methods and evidence 

sources you might need.   

 

Evaluation: A Guide to Basic Evaluation provides a good overview of the different 

methods you might want to use.  Section 3 of this toolkit provides more detailed 

advice on a range of tools you might want to use in Community Safety.  There are 

separate, downloadable practical guides on each of these areas as well. 

 

 

2.6 Types of evidence and evidence sources 

In evaluations and other forms of research, there are generally two types of evidence 

you will gather: 

 quantitative evidence – number based information 

 qualitative evidence – softer information on views, attitudes or ideas. 

 

The best evaluations use a mixture of both.  And some methods will help you gather 

both.   

 

You could use: 

 Primary evidence – This is evidence you gather yourself.  For example, 

through a new survey or by running a community event. 

 Secondary evidence – This is existing evidence.  For example, this might be 

raw data or views that a partner organisation has already gathered; national 

statistics; or existing research or reports.   

 

It is often worth speaking with analysts and partner organisations to find out whether 

they might already gather information that you will find useful for your evaluation.  

You should do this at the planning stage, when you are choosing the evidence you 

will gather.   

 

 

 

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
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Body Worn Video Cameras 

In Aberdeen and Renfrewshire, the Police piloted the use of body worn video 

cameras (BWV).  In undertaking their evaluation they considered both quantitative 

and qualitative evidence.  For example: 

 

Quantitative evidence 

 Number of deployments of BWV; number of evidence files created; and 

number of Standard Police Reports to the Procurator Fiscal (primary) 

 Set up and running costs (primary) 

 Crime statistics – comparing areas and times when BWV was used against 

areas and times when they were not used (secondary) 

 Number of early guilty pleas – comparing when BWV was used and when not 

used (secondary) 

 Numbers of assaults on officers - comparing when BWV was used and when 

not used (primary and secondary). 

 

Qualitative evidence 

 Views on officers on use of BWV (from interviews) 

 Views of public on BWV (from on-line survey and Citizens‟ Panel). 

 

People also sometimes talk about having baseline evidence.  In other words, this is 

evidence that you gather before or at the beginning of a project or programme which 

you later compare to.   

 

2.7 Choosing the right methods  

There are a wide range of different methods you could use as part of your 

evaluation.  You need to consider these carefully at the planning stage.   

 

Desk based methods 

These methods might include: 

 Reviewing reports, strategies or websites – to explore existing data and 

research or gather evidence.  It is likely that this will include both qualitative 

and quantitative evidence. 

 Reviewing monitoring information – often projects and programmes gather 

information about: 

o activities, inputs or outputs – such as costs of a project, or the 

number of people involved in a project; and 

o outcomes – such as crime figures or number of injuries. 
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Engagement methods 

Often, gathering information directly from individuals or communities is the most 

challenging aspect of evaluation in community safety.  Methods include:  

 Surveys – which can be paper based, online or face-to-face 

 Focus groups – an in-depth group discussion on a topic or series of issues 

 Interviews – which can be on the phone or face to face 

 Case studies -  where you explore a specific example of an experience 

 Consultation events – where you can use a range of participatory tools, 

discussions and surveys to capture views 

 Mixed methods to engage people – there are a range of specific tools to 

capture young people‟s views and attitudes alongside traditional methods 

 Cost benefit analysis – a way of weighing up the costs of a programme 

against the benefits, in an economic way.    

 

Considerations  

When you are planning your evaluation you should think about: 

 Skills and resources of staff - you need to be practical about the skills, time 

and resources those involved have.  Timescales should be considered 

carefully when you are deciding the most appropriate methods to use. 

 The people you want to involve – you need to think carefully about who you 

are trying to engage; any barriers they might face to becoming involved; and 

the methods that are most appropriate.  Remember to involve people of 

different ages and from equalities groups.   

 Ethical considerations – you need to think carefully about the ethics of your 

approach.  In particular, you need to ensure: 

o that those taking part understand the purpose of the research and have 

agreed to take part (often called „informed consent‟) 

o people are safe and treated sensitively when taking part  

o that people are aware of the extent to which their information will be 

kept confidential. 

 Data sharing protocols – your organisation or the organisation you are 

working with may have policies and procedures which affect how information 

can be shared.  You should speak with colleagues in your own organisation 

and other organisations to agree how best to fit with these.   
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Find out more . . .  

If you would like to find out more about the advantages and challenges of different 

methods, you can find out more in Evaluation: A Guide to Basic Evaluation. 

   

Have a look at the „How To‟ Guides which are included as appendices to this toolkit.   

 

These include advice and ideas on developing: 

 Surveys 

 Focus groups 

 Cost benefit analysis 

 Engaging communities 

 Using existing data. 

 

ROSPA and the Department of Transport have developed an excellent resource on 

road safety evaluation which includes good advice on different methods.   

 

 

2.8 Sample sizes 

Often you may want to explore a sample of data.  Many practitioners get concerned 

about the size of sample they will need to ensure their sample is reliable.   

 

It is possible to calculate the size of sample you might need to take to ensure the 

data you gather is “statistically significant”.  In other words, to be very sure your 

sample is a reflection of the population (the wider information you are hoping your 

sample reflects) you are trying to find out about.  There are lots of sample calculators 

freely available online which help you do this – but it can be complex.   

 

Whether a sample is a good representation of wider information varies, and is often 

affected by the methods you use – even when it is a big sample.   

 

When using samples, you should: 

 Try and get the biggest sample possible – taking into account what is 

practical for you to gather. 

 Think carefully about the make-up of your sample – try and ensure it 

reflects the wider population where you can. 

 Consider carefully whether your methods may have impacted on how 

representative your sample is – for example, if you gathered views from 

people at one time of the day but not others; or gathered your data from a 

particular time of the year. 

 

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf
http://www.roadsafetyevaluation.com/
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2.9 Tools to help you 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How could I identify intended outcomes? 

Group discussion Interviews with key people 

Meet with or speak to those involved in the project.  You might do this when 

planning the research – or as one of your first stages of evidence gathering.   

 

Whenever you choose to do it, you should explore: 

 Why the project or programme was initiated – what were the issues or 

problems?  

 The intended outcomes – what changes did you hope the project would 

bring about?  Who did you hope would be affected? 

How could I develop evaluation questions? 

1.5 hour workshop session 

1.   Start by thinking about: 

 what the project, programme or strategy set out to achieve 

 what is already known or has been evaluated 

 what needs to be understood. 

 

2.  Develop questions you want to be able to answer at the end of the evaluation.  

Try and make them as specific as you can.   

 

3.  Evaluation questions will often focus on: 

 outcomes or impacts – and how these compare with the outcomes the 

project or programme intended to bring about; and 

 the process – what worked and what did not. 

 

You might want to focus on one of these areas, or explore both in your evaluation 

questions. 
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Evaluation 

question or 

outcome 

 

What do you want 

to gather evidence 

on? 

Evidence 

source 

 

Who or where 

you could 

gather this 

information 

from? 

Indicators 

 

What will 

you actually 

measure to 

understand 

if change is 

taking 

place? 

Methods  

 

How will we 

gather this? 

Key tasks 

 

Who will do 

what, by 

when? 

     

     

     

 

Look at the evaluation questions.  Ask: 

 Why do you want to know this?  Will it help you in your work? 

 Who will be interested in the answer?  Think about the different people 

involved in your work and how the evaluation could help them. 

 Is it clear?  Is it written in plain English?  Don‟t use words that others will 

find difficult. 

 

If we were only able to answer these questions at the end, would that be enough?  

You need to be clear you aren‟t missing any important issues. 

How to test the evaluation questions with those involved? 

Further workshop or ask for comments 

Further testing and refining 

How could I identify a framework for gathering evidence? 

3 hour workshop session 

Work with a range of organisations to identify what and how you will gather 

evidence.  A table like the one below can be a useful way of developing and 

recording this.   
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Use Evaluation: A Guide to Basic Evaluation to identify the methods to use.  

Section 3 of this toolkit provides further information on specific methods you may 

be interested in.   

 

Try to: 

 make sure all your evaluation questions have been dealt with 

 use a variety of methods to strengthen your research 

 be practical about what can be achieved 

 consider a range of evidence sources.   

 

Look at the evaluation questions you set at the beginning, and think about the 

most appropriate methods for what you want to achieve.   

 

Explore: 

 What methods will best suit the people you want to gather evidence from? 

 What methods will best suit the way you work? 

 What do you need to explain to any participants in the evaluation? 

How should I choose the right evidence sources and methods? 

During a meeting or one to one discussion 

http://www.scotland.gov.uk/Resource/Doc/254429/0095035.pdf


13  
 

2.10 Checklist 

 

 

Planning and evidence gathering checklist 

 

 

Are we clear about the purpose and scope of the evaluation? 

 

 

 

 

Have all the right organisations been involved in the discussion? 

 

 

 

 

Do we have the skills and resources needed to deliver the evaluation? 

 

 

 

 

Are we clear about what we need to measure, and where we will get 

this information from? 

 

 

 

 

Are the methods we have chosen the best way to gather the 

information we need? 

 

 

 

 

If we do everything we set out to do, will our evaluation be robust 

enough to meet our needs? 
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3. Interpreting and Presenting Evidence 

 
 

3.1 About interpreting and presenting evidence 

One of the most challenging aspects of self evaluation can be interpreting evidence 

– particularly when it is new evidence you have gathered as part of the evaluation.   

 

You may find it helpful to consult with an analyst or experienced evaluator for advice 

about your own evaluation project, at the planning stage.   

 

Remember, evaluation isn‟t about showing a project or programme in a good light – 

it needs to be objective.   

 

3.2 Qualitative information 

Interpreting qualitative information involves: 

 understanding and prioritising the main issues or themes 

 identifying and explaining patterns.  

 

It is good practice to write up notes from events or discussion groups very soon after 

the event, while it is still fresh in your mind.  If you have handwritten information – 

like paper surveys – you should type it all up.   

When you describe qualitative information you should: 

 State the percentage of people who answered in a particular way (although 

this is most useful if you have used a survey). 

 Identify the key themes, issues or ideas – and strength of opinion on these.  

You can also mention interesting ideas that stand out, even if not many 

people suggested them – but make sure you explain that this was only 

mentioned by, for example, one person. 

 Use quotations, photos or video clips to illustrate key points.  When using 

quotations make sure that these are balanced.  It is sometimes tempting to 

use the most outspoken quotes (as they are often the most interesting).  But 

they may not reflect the general views expressed. 

 

Example - Presenting qualitative information 

Community strengths 

The survey asked residents what they liked most about their area.  75% of people 

who answered the survey, answered this question. 

 

 There were three main things people liked: 

 The schools were seen as being a good focus for the local community 

 People felt that there are some good services 

 People felt that other people in the area treated each other with respect. 
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Parents were most likely to identify the importance of schools.   

 

Other things people mentioned included: 

 Local events 

 Opportunities for young people. 

 

Focus group participants identified many of the same issues.   

 

Although some services were good in the area, the focus group with young people 

disagreed that there were good opportunities for them.  They felt that there were lots 

of activities for younger children, but very little for 12 to 17 year olds to do in the 

evening.   

 

3.3 Quantitative information 

There is a wide range of quantitative information you might gather.  Often it is a 

matter of counting, calculating averages and describing what you have found.   

 

One of the most difficult things about analysing quantitative information is resisting 

the temptation to jump to conclusions based on what you have found.  It is very 

important to consider how reliable the information is, and think about what might 

have influenced the data you have gathered.  Section 4.4 explains what you need to 

consider.  You should be especially careful about drawing conclusions about the size 

of the change, and why it has happened. 

 

You should always describe how many people were involved, as accurately as 

possible.  For example if you have carried out a survey, state clearly how many 

people participated and how many answered each question. 

 

Generally you will try and describe what you have found, then interpret what it might 

mean.   

 

Example – Presenting number based information  

134 people responded to the survey.   

 

122 people answered question 4 which asked „overall, do you feel your town has a 

strong sense of community?‟  People were asked to say whether they agreed, 

disagreed or didn‟t know. 

 

More than half of people (65 people or 53% of the people who answered this 

question) agreed that there was a strong sense of community.  About a quarter (33 

people or 27% who answered the question) disagreed.  One in five people (24 

people or 20%) said they didn‟t know.  



16  
 

3.4 Using analysis tools 

Spreadsheets can be a helpful way of collating and working through evidence – 

especially if it is quantitative.  But they can also be a good way of sorting qualitative 

information.  A matrix like the one below can be used to sort comments, or key 

points around the main themes you have identified.   

 

Issue Positive  Negative  Other  

Safety - 

neighbours  

   

Safety – antisocial 

behaviour  

   

Safety – police     

Safety – changing 

over time  

   

Safety – young 

people  

   

Others ...     

 

Online survey tools can be a good way of allowing people to complete surveys.  But 

they can also be useful tools for analysis. They can be quite sophisticated and often 

generate charts and tables without too much effort. 

   

Some people like to use mind-maps and written notes to record key themes.   

 

3.5 Drawing conclusions  

As well as describing the main themes, you need to revisit the purpose of the 

evaluation.  You should include: 

 Key findings or conclusions.  If you have evaluation questions, these can 

form a useful framework of sub-headings for your report.  By summarising the 

evidence under each heading it is possible to draw conclusions about what 

has been found.   

 

 Lessons learned, recommendations or actions.  These might be 

improvements, changes needed or areas of further research.  Not all 

evaluations include this.   
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It is very important to explore and report on how reliable the evidence you have used 

is.  Generally, you should think about and explore: 

 

 Anything unusual or unexpected – you should say if there are responses or 

other information which stands out as being unusual and try and explain why 

this might be.  For example, the levels of antisocial behaviour had gone up 

during the course of a project which aimed to reduce it.  But this may be 

because the data was gathered at different times of year or it could be about 

the nature of the intervention – you might be encouraging more reporting. 

 

 How well you managed to get the information you needed or reach the 

people you most wanted to speak with.  No evaluation is perfect.  It is 

important to reflect and comment on the methods you used, and any 

weaknesses. Try and explain how this might have affected the information 

you gathered. 

 

 Any unintended consequences - sometimes a project, programme or 

strategy has wider consequences.  These can be positive or negative.  In 

particular, you should consider: 

o Displacement - whether a problem may have been displaced to 

another area.  For example, a project to reduce the number of people 

drinking in one area might mean they go somewhere else to drink.   

o Negative outcomes – sometimes the approach taken might work, but 

leads to other problems.  For example, a campaign to raise awareness 

about why personal safety is important, might make people feel less 

safe.   

 

 Attribution – you need to consider the extent to which any change is actually 

a result of the project, programme or strategy you are evaluating.  It is often 

very difficult to be sure about this, but it is something you should explore.  In 

particular, you should think about: 

o What might have happened anyway – this could involve comparing 

the situation with wider trends. 

o Other factors – this usually involves exploring whether other policies, 

projects or programmes (at a national or local level) might have 

influenced the outcomes you are measuring.    
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3.6 Tools to help you 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How should I analyse quantitative information? 

Individual work or during a workshop 

discussion 

Length of time depends on the amount 

of information 

 Calculate proportions and averages - It is usually helpful to explain the 

proportion of people who answered in a particular way to each question.  

Usually you do this by using percentages (%) or fractions (for example, a 

quarter or a half).   

 

 Compare how different people responded – You should explore 

differences in how particular groups of people responded.  For example, 

people who live in the same street might answer questions in a similar way.  

Or young people and older people could have different views.   

 

 Comparing data you have gathered with other data – often quantitative 

information is most useful when you are comparing it to: 

o Information you gathered previously 

o Information from a wider area – such as Scottish wide data. 

How should I analyse qualitative information? 

Individual work or during a workshop 

discussion 

Length of time depends on the amount 

of information 

1. Group the information into sensible chunks.  For example, if you did 

a survey and discussion groups which explored community strengths 

and weaknesses, you might group all of the survey answers and 

discussion group notes on strengths together in one place.  This can 

also be a good way of splitting up information between individuals for 

analysis. 

 

2. Familiarise yourself with the evidence.  It is important to read through 

all the material to get a sense of the themes covered and key issues. 

 

3. Identify the main themes or points.  There will probably be a few 

themes which emerge from the information you have.   
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4. Prioritise the themes or points. Some people find it helpful to „code‟ 

these – for example, using a green highlighter pen to mark positive 

comments, and a red one for negative comments.  Or, you might find it 

helpful to cut and paste comments into a word document or 

spreadsheet.  This allows you to see the proportion of people who 

identified particular issues or demonstrated a point.  Some evaluators 

use mind-maps to note the main points.  

 

5. Explore whether there are any patterns in answers.  Try and see 

whether there are any particular patterns in who said what.  This often 

involves comparing answers to one question with another.  For example, 

most people might have felt safe if they visited the town centre during 

the day, but more felt unsafe at night. 

How could I test the reliability of what I have found? 

Workshop with steering group One to one discussion with analyst or 

colleague 

It is worth taking a bit of time to test the main conclusions.  Often, it is useful to do 

this with someone who hasn‟t been involved in the analysis process. 

   

Look at the main conclusions you have drawn and consider: 

 Are there any unusual findings? 

o Why are they unusual? 

o What might have caused this? 

(think about who you spoke to or how the information was recorded; 

when the information was gathered; and how questions were 

framed) 

o What would you do differently next time? 

o How reliable is that finding as a result? 

 

 How reliable were your methods and evidence sources?  

o What worked well? What worked less well? 

o Who did you engage? Who did you not manage to engage? Why 

might this be the case? 

o What would you do differently next time? 

o What impact might the approach have had on your findings 
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 Is it possible there have been unintended consequences (positive and 

negative)? 

o What information did you gather on unintended consequences? 

o What might these be? 

o To what extent are these realistic? 

o What impact might these have on your findings? 

 

 How much of the change brought about can be attributed to the project, 

programme or strategy you have been evaluating? 

o What other factors were at play? 

o What might have happened anyway? 

o How much change or which changes can you sensibly attribute to 

the project, programme or outcome? 

 

Where you can, explore these questions in your report.  Doing this helps ensure 

your evaluation is robust, and can stand up to challenge from others.   
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3.7 Checklist 

 

 

Interpreting and presenting evidence checklist  

 

 

Do you have the evidence for your evaluation gathered and in an 

appropriate format? 

 

 

 

 

Have you approached the interpretation with an independent view 

point? 

 

 

 

 

Are you clear about the key points arising from the evidence? 

 

 

 

 

Are you clear about any areas where there is disagreement or the 

evidence is not clear? 

 

 

 

 

Are you clear about the strengths and weaknesses of your methods – 

and the impact this may have had on your results? 

 

 

 

Are you clear about the main conclusions from your evaluation? 
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4. Effective Reporting  

 
 

4.1 About effective reporting 

One of the most challenging aspects of self evaluation is making sure that your 

findings are shared and taken on board – by decision makers, practitioners or the 

public.  Sometimes, people feel this is more difficult when they have carried out an 

evaluation themselves rather than commissioning independent research.  But 

thinking carefully about how you will report your findings and embed what has been 

learned will help you ensure the evaluation is useful. 

 

To do this, you must think about: 

 who your main audience is  

 the findings that are most important to them 

 how best to reach them with the findings  

o this might mean tailoring your report or 

o identifying other ways to present the information. 

 

Ideally, you should think about all of these issues at the planning stage.  One of the 

best ways to ensure your findings are taken on board is to involve some of your key 

audience in agreeing the scope of the evaluation.  Section 2.2 of this toolkit provides 

advice on this.   

 

It is very important you remain as objective about the evaluation findings as possible.  

Evaluation is not about projecting a project or programme in a good light or telling 

people what they want to hear.  You need to challenge your assumptions, and 

present the evidence to support your findings.   

 

4.2 Report structure  

You will usually develop some kind of written report as part of your evaluation.  If you 

can, agree a structure for the report at an early stage in the work – and definitely 

before you begin the analysis stage.   

 

All good evaluation reports will include: 

 Introduction (5 – 10% of the content) – outlining the purpose of the 

evaluation and the report and any important background information.  This 

section should be short, and to the point.  

 Methodology (5 – 10% of the content) – it is very important to outline what 

methods you used.  This should include information on: 

o how you planned the evaluation  

o indicators, evidence sources and methods 

o timescales and the number of people in your sample 

o the strengths and weaknesses. 
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 Findings and analysis (60 – 80% of the content) – this should form the main 

body of your report.  You need to describe what you found and what this 

means.  Sometimes, people split their findings up according to the methods 

used.  For example; survey findings, focus group findings and literature 

review.  You will often then have sub-headings relating to key themes or 

research questions.  In other cases, it is more appropriate to structure the 

report around the key research questions or the themes emerging.  This 

means drawing the various strands of evidence (for example, surveys and 

focus groups) together under one heading.   

 Conclusions (10%).  Although you may not necessarily have a heading for 

conclusions, you will want to draw together the key points and evidence at 

some point towards the end of your report.  Depending on the purpose of the 

report, you may want to include recommendations or an action plan as well.   

 

4.3 Presenting your findings effectively 

You should consider whether there are ways to improve the impact of your report or 

even present a written report in other ways.  It is worth considering how you want to 

present your findings before you start gathering evidence, as it helps you capture the 

information you need throughout the process.  Think about using: 

 Stand alone executive summaries or ‘newsletters’ -  a short (normally 

four page) summary of the full report. 

 Quotations in written reports – to highlight key points. 

 Photographs in written reports – to demonstrate key points or to show the 

evaluation methods used. 

 Tables, charts and graphs – often quantitative evidence is best presented 

as a table, chart or graph.  Many people find it easier to understand 

information in this way.  Generally you should use these methods as well as 

describing what you found in words. 

 Other formats – if you have gathered video, audio or art based information 

you could think about how best to use this alongside a written report. 

 

Remember – If you want to prevent your report sitting on a shelf, you need to think 

carefully about who needs to hear about it, and reach them. 

 

This includes your own team! Think about how you will adopt the lessons, and 

improve what you do in the future.   
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4.4 Tools to help you 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How could I develop a report structure? 

30 minute to 1 hour discussion during a steering group meeting 

Although a report structure is often developed by one person, you should agree 

the overall structure and approach with a wider group, if you can.   

 

It is essential you start by thinking about who the report is for, and what you hope 

they will do with it.   

 

Discuss: 

 Why are we doing this evaluation? 

 What is it for? 

o Learning within the team 

o Sharing the experience more widely 

o To communicate the impact to funders 

o To influence decision makers. 

 What do we want to happen as a result? 

o People develop their knowledge and understanding 

o The project, programme or strategy will be improved 

o Decision makers and funders will take account of findings. 

 

You should agree:  

 What needs to be covered 

 What order this needs to be covered in 

 Key headings and sub-headings or what to cover in each section 

 Whether you will structure the body of the report according to the methods 

used, or the key themes 

 (Based on what you want to happen at the end of the evaluation) how you 

will deal with conclusions, recommendations or actions. 

  

Often, it is difficult to take a step back from the detailed evidence gathered to think 

about a report structure in this way.  But it really is very important that it is agreed. 
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Main audience Key findings of most 

interest 

How you could 

communicate this most 

effectively 

   

   

 

How could I plan how to communicate and embed the learning? 

1 hour discussion 

Work with a wider group if you can to prioritise the main audiences for your report.  

Think about the main messages or findings they need to hear, and how best to 

communicate this to them.  Ideally, they will have heard about the evaluation at an 

earlier stage, but some people will be new to it.   

 

When thinking about the key findings and how to communicate, ask yourself: 

 What is this main audience most interested in? 

 What do we need to tell them about? 

 What preferences do they have for receiving information? 

 How can we grab their attention? 

 Are there any barriers to engaging them? How can these be overcome? 

 

Using a table like the one below can be a way or recording what you agree 
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4.5 Checklist 

 

 

Effective reporting checklist  

 

 

Are you clear about the main audiences for your report? 

 

 

 

 

Have you tailored you approach to each audience? 

 

 

 

 

Is your report very clear about the main findings from the evaluation? 

 

 

 

 

Have you thought about and discussed how to use the information to 

improve future work? 
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Appendix 1 – How to....Plan a simple cost benefit analysis



2  

 

How to . . . Plan a Simple Cost Benefit Analysis  

What is a cost benefit analysis? 

Cost benefit analysis: 

 Involves comparing the total costs against the total benefits. 

 Can be used before you do a new project (to help weight up options) – or - 

 As an evaluation tool to compare the investment with the difference made 

 Can be very complex – or very simple! 

 Can be very financially focused – and look at financial inputs and financial 

savings – or explore the financial and social benefits. 

 Some tools attempt to place a monetary value on social benefits. 

 

Sometimes you might want to build an element of cost benefit analysis into an 

evaluation, but gather other information as well.   

What are the advantages and disadvantages? 

 Cost benefit analysis is a well established and rigorous way of exploring and 

demonstrating what has been delivered for funding provided. 

 It is a tangible way to explore and demonstrate the cost savings of 

preventative work – which might not otherwise get recognition. 

 But a cost benefit analysis can sometimes neglect qualitative (but important) 

information which is more difficult to put a value on. 

Who should be involved? 

Involve key partners who might have access to data you will need and have an interest 

in the findings.   

When and how should I plan this? 

A cost benefit analysis involves collecting specific information about resources, 

outcomes and savings.  It is best to plan it early in a project because you may need to 

gather quite specific information as you go along.  However, some data can be 

effectively gathered at the end. 

You will need to meet with partners to agree the framework, check progress and explore 

early findings.  Three short half day workshops is a good way of doing this.  In between 

the workshops, it is likely that different organisations will be gathering different 

information.  
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Step One 

Agree the focus and purpose of the evaluation 

Suggestion – 1.5 hour workshop 

As with any evaluation, you need to be clear what it is for.  See Section 2 of the 

main toolkit for advice on how to do this.   

 

As part of this process, it is helpful to identify the project outcomes you want to 

examine in the cost benefit analysis.  

 

For example: 

 reduced vandalism 

 antisocial behaviour is tackled earlier  

 paper work for community wardens is reduced. 

Step Two 

Developing the framework 

2 x 2 hour workshops to agree 

framework 

 

You need to develop and agree a framework which will allow you to: 

 

a) explain and place a value on the inputs to the project  

b) measure or estimate the size of the changes  

c) measure or estimate the value of the changes. 

 

Simple tables (like those below) are a good way of recording your plan and 

gathering the information you need at the next stage 

Further meeting to test the framework 

with wider group 
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PLANNING AND RECORDING TEMPLATE 

 (a) Information on inputs 

 

Planning Stage Complete as information is gathered   Analysis 

Resources Quantity Cost per unit Total value  (quantity X cost per 

unit) 

Staff time and costs    

In kind support from 

partners or other 

services 

 

 

 

 

 

 

 

 

Other programme 

costs 

 

 

 

 

  

Any capital costs 

 

 

 

 

 

 

  

Total input  
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PLANNING AND RECORDING TEMPLATE 

(b) and (c) Information on the size and value of changes 

 

  

Complete at the planning stage Complete as information is gathered Analysis 

Information 

needed 

What to measure 

to quantify the 

amount of change 

What we want to 

measure to 

understand the 

value of the 

change  

Size of change Values Total value   

(size X value) 

    

 

 

 

 

  

 

 

 

Total estimated value    
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Step Three 

Gathering evidence 

Various organisations 

The tables can be a useful tool to record the information you gather.  It will depend 

on the individual evaluation, but you should expect that a range of organisations 

may need to provide data to help you populate the tables. 

Further meeting to test the framework 

with wider group 

Step Four and Five 

Interpreting the evidence and effective reporting 

2 hour workshop to agree the report 

format and review evidence 

A cost benefit analysis should always: 

 explain the period of time and elements of the project you have costed 

 identify the main inputs and the value of these 

 explain the estimated value of the changes brought about  

 compare the inputs with the benefits  

 review the reliability of the information collected. 

 

If you are calculating financial savings, it is quite important to be clear about the 

length of time these will last for.  This will often be an estimate.  You might want to:  

 outline a conservative value (based on what you can measure) and an 

estimate of longer term savings (which might be less reliable) 

 calculate the estimated savings per £1 of investment. 

 

 

Desk-based work 
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Tips  - Planning a Cost Benefit Analysis 

 Think about the audience for your findings – and what they are interested in. 

 Plan carefully – thinking about what you need to measure, and the most 

effective way of doing this.  This will make gathering it simpler. 

 Try to keep it simple.  It is better to measure the important changes well, than 

try to capture all the changes.  Trying to do too much can complicate your 

evaluation and dilute your findings.   

 Be sensible about the time you will spend gathering the information – for 

example - choosing a small sample from a fixed timeframe might be more 

practical than estimating what these might have been over a longer period.  

 

Look at sections three, four and five of the toolkit for advice and tools to help you 

interpret evidence and report effectively.   

 

In a cost benefit analysis, you need to explore and comment on: 

 Attribution - how much of the change has resulted from your work, 

compared with other factors? 

 Displacement – has the work led to changes elsewhere that are potentially 

negative? 

 Drop off – whether the impact will be less over time (important if you are 

putting a financial value on changes)? 

 Deadweight – would some changes have happened anyway? 
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Find out more . . .  

There are various tools and guidance which will help you carry out a more 

sophisticated and extensive cost benefit analysis.  The UK Treasury‟s Green Book is 

a well established and reliable source of advice on planning and carrying out 

evaluations.   It is strongly focused on economic techniques such as cost benefit 

analysis. 

 

There have been recent attempts to apply financial cost benefit analysis techniques 

to social impacts.  Social Return On Investment (known as SROI) is a process which 

allows you to do this. Have a look at the SROI Guide for further information. 

 

IRIS (Impact Reporting and Investment Standards) is a set of standardized indicators 

which may help when reporting social and environmental performance.   

The Scottish Government has recently supported work to explore the use of SROI in 

Scotland.  The SROI Report, Investing in Impact, provides advice on this.   

 

 

 

http://www.hm-treasury.gov.uk/d/green_book_complete.pdf
http://www.thesroinetwork.org/component/option,com_docman/task,cat_view/gid,29/Itemid,38/
http://iris.thegiin.org/
http://www.scotland.gov.uk/Topics/People/15300/SROI/SROIReport
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Appendix 2 – How to....Design a survey
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How to . . . design a survey  

When should I use surveys? 

Surveys have a wide range of uses from collecting factual information about individuals, 

to detailed opinions of the survey respondents. 

 

They can be administered in a number of ways: 

 paper based; 

 web based; and 

 face to face. 

What are the advantages and disadvantages? 

 They can collect a large amount of data in a relatively short period of time. 

 They are less expensive than many other data collection techniques. 

 They can be created quickly and administered easily. 

 But poor survey construction and administration can undermine the response and 

the answer choices provided on a survey may not be an accurate reflection of 

how the participants truly feel. 

How should I plan this? 

When planning a survey you need to: 

 consider the topic area and whether a questionnaire method is appropriate;   

 be clear what the objectives of the exercise are and the information that needs to 

be collected; this will help you to focus on the questions you really need to 

answer;  

 consider data analysis before you start thinking about data collection - if you 

design questions in the wrong way, they will be difficult or impossible to analyse;  

and 

 consider how to make the questions meaningful to your potential respondents - if 

the questions seem irrelevant, confusing, or misleading then you will get a lower 

response rate and poorer quality data. 
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Step One 

Structuring the survey 

Introduction 

The layout and design of your questionnaire is important, especially for a self-

completion survey; a confusing layout may result in respondents missing 

questions or unintentionally ticking the wrong answer. An attractive and clearly laid 

out survey, which is easy to follow, is much more likely to be completed correctly.  

 

A well designed survey should: 

 help to stimulate recall; 

 motivate the respondent to reply; and 

 flow in an orderly fashion.  

 

Introduction 

Your survey should begin with an introduction that explains the survey‟s purpose. 

Within the introduction, you must include the name of the organisation conducting 

the survey, the confidentiality information, and how the data collected will be 

used*. Many participants like some kind of assurance in regards to their responses 

- providing that kind of information before the survey starts can help ease those 

concerns. You may also want to provide an estimate of how long the survey might 

take and/or whether you are offering any kind of incentive or prize for taking part in 

the survey.  

 

So the respondents know how the survey works, providing general instructions on 

how to progress through the survey or within each new section is important.  

 

Body of the survey  

The use of space throughout the survey is also important. Trying to fit too many 

questions on a single page may cause respondents to struggle through the survey. 

If your survey has multiple sections or parts, then it is good to introduce headings 

for each section.  

 

The sequence of questions will help to create a certain flow to the survey. As a 

general guideline, there are three areas regarding question sequence. 

 

Body of survey 

End of survey 
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Opening questions

•The first few questions in the survey should be easy and interesting. This allows the 
participants to build up confidence in the survey’s objective, which in return may 
stimulate their interest and overall participation.

Question flow

•The question sequence in the survey body should take on a flow of ideas and be 
geared towards the respondents’ abilities. 

•After you have established the first general topic, all related questions should come 
up before a second topic is raised. It is a good idea to use headings to distinguish 
between the different topics or sections of a survey.

Location of 
sensitive questions

• Questions like demographics or personal information are usually best to introduce 
towards the end of the survey.

•However, there are no set rules on this. If you do include sensitive questions at the 
beginning of the survey, then you may rush into respondents rejecting the survey.

End of survey 

Once your respondent has reached the end of your survey, you should thank the 

respondent for their time.  

 

 

Step Two 

Designing the questions 

There are two main types of question - open or closed - and you need to be clear 

which you want to use and when it is appropriate to use them. 

 

 Open-ended questions are those where respondents answer in their own 

words for example „What do you think we could do to improve community 

safety?‟ 

 Closed questions are those with pre-designed answers with a small or large 

set of potential choices, for example, Do you like the community safety 

newsletter? Yes/No 

 

There are a range of closed questions that can be used – detailed below. 
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Multiple choice - respondents choose from a list of statement 

 

„Which one of the following statements do you agree with most?’ 

 

(a)  I am not especially interested in aspects of community safety. 

(b) I am keen to hear about community issues and regularly participate in 

community safety events. 

(c)  I have no interest in community safety and never participate in community 

events. 

(d) I have a general interest in community issues and occasionally participate in 

community safety events. 

 

Ranked or ordinal questions 

Ranking questions are best to use when all the choices listed can be ranked (e.g. 

level of importance).  

 

For example, please rank the items from 1 to 5 according to what is most important 

to you when thinking about how safe you feel in your community.  
 

 1st choice 2nd choice 3rd choice 4th choice 5th choice 

                

Good street illumination                     

                

Visible police presence                     

                

Low levels of antisocial behaviour                     

                

Neighbourhood Watch scheme in place                     

 

Matrix and rating questions  

The matrix and rating type questions are used when surveying the frequency of 

something like behaviour or attitude. Present the rating scale in a logical and 

consistent order and so it makes sense to order the ranking or rating choices from 

low to high (e.g. Strongly Disagree to Strongly Agree going from left to right).  

 

Sometimes surveys only have labels at the endpoints of the scale, but it is good 

practice to assign a label or number to each rating scale.  

 

The two common types of matrix-rating scales are called likert and semantic 

differential scales. Rating scales are popular ways of collecting subjective data 

where you want to measure respondents‟ ideas (e.g. opinions, knowledge, or 

feelings).  
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Likert scale 

A likert scale is considered an „agree – disagree‟ scale. This setup gives 

respondents a series of attitude dimensions. For each dimension, the respondent is 

asked whether, and how strongly, they agree or disagree to each dimension using a 

point rating scale. Likert scales are assigned a weight to each scale, usually from 1 

to 5. For example 

 

 1 – 

Strongly 

Agree 

2 – Disagree 

3 – Neither 

Agree or 

Disagree 

4 – Agree 
5 – Strongly 

Agree 

                

The newsletter has improved                     

                

The newsletter is informative                     

 

Semantic differential scales 

The semantic differential scale is one that has opposite ends of the scale marked 

with two different or opposing statements. Respondents are then asked to indicate 

the area in which they fall on the scale. It is typical to use a five-point scale for these 

types, for example: 

 

Please indicate your feelings about the community safety newsletter at the appropriate 

point on the scale:  

Improved  1 2  3 4  5  Unimproved 

 

 

 

 

 

 

 

 Advantages  

 

Disadvantages 

Open questions  provide very rich data  

 they do not constrain 

respondents to answering in 

your terms  

 elicit much more detailed 

answers  

 gain greater understanding of 

respondents opinions  

 allows respondent to raise 

issues you did not think of  

 difficult & time-consuming to 

analyse data - need to 

categorise answers  

 more difficult for 

respondents to answer  

 respondents may not give a 

relevant answer  

 

Closed questions  easy for respondents to 

answer  

 data is easy to analyse - 

 you will only get very limited 

responses  

 answers restricted to pre-

Step Three  

Deciding which questions to use 

There are advantages and disadvantages to both question types. 

 



7  

 

already in pre-defined 

categories  

 easy to compare answers 

from different respondents  

 good for large sample 

quantitative surveys  

determined list  

 don't allow respondents to 

raise unexpected issues or 

explain their answers  

 

 

Questions to avoid 

 

Loaded questions 

Questions should not give hints about which answer you want. They should be 

phrased in a neutral way and must not steer the respondent to a particular answer or 

use emotive language that might influence their response.  

 

For example: 

„What are your views on the proposed youth diversionary project?’ 

 

NOT 

 

‘Do you agree that a youth diversionary project is needed?‟ 

 

However occasionally you do need to load questions just to get respondents to 

answer them. For example respondents are often wary about being critical. 

Therefore it is worth loading a question to indicate that you are expecting them to be 

critical. 

 

‘What did you like least about this service?’ ‘How can we improve that?’ 

 

Double barrelled questions 

These are two or more questions masquerading as one.  

 

For example: 

„For whom do you think you will vote for in the next election?’ 

 

Instead of 

 

‘Will you vote in the next election?’ 

‘For whom will you vote at the next election?’ 
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Tips     

 

 If you are sending a postal survey, they should all be sent out at roughly the 

same time and allow at least four clear weeks to respond (to allow for those 

that might be away).  

 In order to get an acceptable response rate, you may have to send a 

reminder letter; if so, you will need to allow extra time for this. 

 Try to enclose a reply paid envelope for returning the questionnaire or give a 

freepost address. 

 Make sure you include all those who will be affected by the decision in your 

sample (some groups, for example disabled or elderly people, or children 

might need to be approached in different ways or in different places). 

 Always provide respondents with a contact point, in case they have any 

queries or concerns about the survey. 

 Testing or „piloting‟ your questions before starting the main survey fieldwork 

is good practice and will help iron out problems with the survey. 

 

 

 

 

 

Find out more . . .  

There are various tools and guidance which will help you design surveys. 

 

Evaluation Support Scotland, Using Interviews and Questionnaires to Evaluate your 

Project. 

Survey Resources Network. 

Market Research Society, Using Surveys for Consultation.  

Zoomerang Top Ten Tips for Online Surveys. 

Big Lottery Fund, Using Questionnaires and Surveys.  

 

http://www.evaluationsupportscotland.org.uk/downloads/SupportGuide2.2Interviews&QuestionnairesJul09.pdf
http://www.evaluationsupportscotland.org.uk/downloads/SupportGuide2.2Interviews&QuestionnairesJul09.pdf
http://www.surveynet.ac.uk/
http://www.mrs.org.uk/standards/downloads/revised/active/using_surveys_final.pdf
http://www.zoomerang.com/Top-Ten-Survey-Tips/
http://www.biglotteryfund.org.uk/er_eval_questionnaire.pdf
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Appendix 3 – How to....Plan a focus group 
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How to . . . plan a focus group  

What is a focus group? 

A focus group is a small and structured meeting of approximately 8 – 10 people. 

Discussion revolves around a set of pre-determined topics to give you a set of rich 

qualitative information about specific issues. They usually last for 1.5 – 2 hours. 

What are the advantages and disadvantages? 

 Views can be gathered from a number of people at one time. 

 Discussion can elicit greater insight into a particular topic than one-to-one 

interviews or surveys.  

 But they can be unsuitable for discussing sensitive or confidential topics or 

issues and it can be difficult and time-consuming to analyse the discussion. 

Who should be involved? 

Focus groups provide an opportunity to consult your target audience face to face. 

Therefore, the members of your focus group should be representative of your target 

audience.  

 

Once you know who you want to speak to, the process of recruitment can begin. There 

are a number of options for how to contact members of your target audience: 

 approaching members of your target audience directly. For example, recruiting 

after an event from the audience who attended, mailing or membership lists, 

published data or surveys etc; 

 using one contact to give you a number of other contacts as a „snowballing‟ effect. 

 use of a „gate-keeper‟ who is active in the community you want to reach to contact 

people on your behalf. 

When and how should I plan this? 

In planning a focus group you need to think about when and where to hold the focus 

group and how to ensure that the participants can take a full part in the activity. 

You need to consider: 

 A location that is appropriate, has a suitable atmosphere, is accessible and is 

easy for participants to get to. However, it is also important to make sure that the 

location you choose is sufficiently quiet to be able to record the session. 

 The timing - when is the best time of day or week for your participants? For 

example, if members of your target group work during the day you might have to 

schedule the focus group for an evening or the weekend. 

 Incentives - consider measures that might encourage people to attend the focus 

group like providing a free lunch or financial incentive such as a retail gift voucher. 

 Assistance - participants might need help to attend the focus group, for example 

providing childcare or transport to the venue.  
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Step One 

Preparing for the focus group 

Design the topic guide 

 

A topic guide should always be prepared before conducting focus groups.  

Using a topic guide does not mean that you must stick rigidly to its structure. A 

focus group should be a conversation, and where possible you should move 

through the questions you want to ask in as natural an order as possible, so it 

needs to be flexible enough to allow discussion. 

 

This is also the time to consider your stimulus material. How can you illustrate 

what you would like the group to talk about?  What, if any, activities will they 

undertake as part of the discussion? 

 

You need to identify a facilitator for the focus group and this person will lead the 

discussion. 

 

It is impractical for the facilitator to take accurate notes and facilitate the 

discussion. Therefore you should tape record the discussion or have a member of 

staff dedicated to taking notes. If recording, you need to ask permission from the 

participants and explain why the discussion is being recorded and provide 

assurances of the confidentiality and anonymity of the recordings and transcripts.   

 

Identify the facilitator 

 

Arrangements for recording the discussion 

When people agree to take part in the focus group it is worth sending a reminder 

with details of the venue, e.g. facilities, car parking, building access.   

Once the focus group begins, the facilitator‟s role will involve: 

 

Step Two 

Delivering the focus group 

1.5 – 2 hours 
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 Setting the scene and explaining the purpose of the focus group 

 Introducing participants to the topics for discussion 

 Keeping the group on time and focussed on the topics 

 Encouraging participation from all the group members 

 Summarising discussions from time to time to check appropriate 

understanding of participants‟ comments 

 Thanking the participants for their contributions to the discussion and 

confirming what will happen to the information.   

 

Focus group discussions contain large amounts of detailed information that can be 

time consuming to analyse so allow sufficient time.  Analysing the qualitative data 

can be broken down into: 

 Familiarisation – reading through the information and labelling the data as 

common themes emerge. 

 Organisation – collating the information under the different labels to build 

an outline of the issues under the common themes. 

 Interpretation – develop the themes drawing out patterns, linkages and 

contradictions. 

 

Once the information is analysed a report should be produced. This is likely to 

include the background, the purpose of the focus group and details of the session. 

It will present the discussion themes and overall findings and where relevant 

identify conclusions or recommendations. It should be apparent how conclusions 

have been arrived at and what evidence backs up different findings. 

 

When reporting qualitative data: 

 don‟t quantify – that‟s not the point of focus groups; 

 don‟t misapply quotes;  

 don‟t overdo quotations – use them to illustrate; and 

 be careful not to compromise confidentiality. 

Step Three 

Analysing and Reporting 
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Tips  - If you elect to run a focus group yourself  

 

 Welcome people as they arrive - help fill the time before you start, mingle 

with participants, collect details and hand out any incentives. 

 Deal confidently and effectively with practical matters such as refreshments, 

house-keeping, tape recording, seating and ground rules. 

 Before you begin introduce yourself and the purpose of the group and as an 

ice breaker ask people to introduce themselves. Name labels are useful. 

 Start with easy questions as a warm up and leave sensitive and more 

complex questions to the end after group dynamics and rapport have been 

established. As moderator you should not give your opinion. 

 Ask questions that are simple, single and open ended. Give people time to 

answer - do not rush to fill the silence or finish people‟s sentences.  

 Make sure you probe fully. Do not allow side discussions to take place, invite 

contributions and avoid getting locked in with one person. It is important to 

get everyone to take part and tactfully prevent anyone from dominating the 

discussion.  

 Always end on a positive/constructive note and invite questions and re-affirm 

uses of findings and confidentiality. 

 

 

 

 

 

 

 

 

 

Costs 

The following list describes the costs associated with running a focus group: 

 incentive payments for participants (if applicable)  

 travel costs for participants  

 refreshments  

 venue hire  

 recording equipment  

 transcription costs  

 staff time/facilitators time. 
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Find out more . . .  

There are various tools and guidance which will help you carry out a focus group, 

some examples include:  

Omni Focus Group Toolkit 

Homeless Link Handbook on Running Focus Groups 

 

 

http://www.omni.org/docs/FocusGroupToolkit.pdf
http://handbooks.homeless.org.uk/daycentres/positiveenvironment/participation/focusgroups
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How to . . . engage with communities  

Planning 

There are a series of questions to consider when thinking about the most appropriate 

ways to engage with members of the community. 

 

 Why are you engaging and what outcomes are you hoping for?  

 What level of engagement are you trying to achieve? 

o informing - providing the public with balanced information 

o consulting - obtaining public feedback on analysis, alternatives and/or 

decisions  

o involving - working directly with the public throughout the process to ensure 

that public concerns and aspirations are consistently understood and 

considered 

o collaborating - partnering with the public in each aspect of the decision 

including the development of alternatives and the identification of the 

preferred solution 

o empowering - placing final decision-making in the hands of the public. 

 Do you want to focus on any particular groups within the community?  

 What budget and what timescale do you have for the engagement process? 

 

Consultation Methods 

Appreciative inquiry 

Appreciative inquiry builds a vision for the future using questions to focus people's 

attention on past and future success. These questions are then taken to the wider 

community. Issues addressed often revolve around what people enjoy about an area, 

their hopes for the future, and their feelings about their communities. 

 

Area forums and community forums 

Area forums are meetings held in a locality, often facilitated by the local council. They 

may be formed for one-off purposes, or take place on a regular basis to keep people and 

communities involved. They may debate key topics, answer residents‟ questions on a 

face-to-face basis or have open agendas. 

 

Focus groups 

Focus groups are guided discussions of a small group of people. They are normally one-

off sessions to discuss a set of topics.  

 

Graffiti walls 

A flip chart or piece of paper stuck to the wall, where people can draw or write things to 

express their views. These can be used during focus groups, by asking participants to 

write or draw their responses to questions. Instead of writing directly onto the wall, you 
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can ask participants to write or draw on post it notes and stick them on the wall. 

 

Online consultations  

Online consultations seek people‟s opinions and expertise about important proposals or 

changes being made. They are especially useful when trying to make sure that the 

people who know most about the issue concerned have the chance to comment.  

 

Online forums  

Online forums are internet-based discussion areas where participants can post their 

views about topics and respond to other people‟s comments. 

 

Opinion polls  

A form of survey that measures the opinion of a selected sample of people and counts 

their „votes‟. 

 

Talking mats 

A resource that uses picture symbols to help people with communication difficulties to 

express their opinions. 

 

Video and audio diaries 

People can reflect on and record their experiences using audio and video technology. 

These can be shared with others online. 

 

World café 

Participants sit in small groups at tables and chairs set up to resemble a café. 

Participants move round different tables at regular intervals and discussions are held in 

multiple rounds of 20-30 minutes. After each round of discussion, participants move to 

another table so that they meet different people. The event is concluded with a plenary. 

 

Participatory Techniques 

Participatory appraisal 

Participatory appraisal is a 'family' of approaches that enable local people to identify their 

own priorities and make their own decisions about the future. It emphasises local 

knowledge and enables local people to do their own assessment, analysis, and 

planning, which makes it very effective in empowering communities. 

 

Participatory budgeting 

Participatory budgeting (PB) is one member of the participatory appraisal family. PB 

directly involves local people in making decisions about how to spend a defined public 

budget. Local people discuss and vote on spending priorities, and they also have a role 

in overseeing the process.  
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Co-production  

Co-production refers to a way of working whereby decision makers and communities or 

service providers and users, work together to create a decision or a service which works 

for them all. The approach is based on the principle that the people most affected by a 

service are in the best position to help design it. 

 

Citizens’ panel  

A large number of residents regularly complete questionnaires about the quality of local 

services or other related topics. They help to identify concerns and priorities they and 

others may have and can lead to the early identification of problems or ideas for 

improvements. 

 

Deliberative mapping 

Deliberative mapping involves both specialists and members of the public. It combines 

varied approaches to assess how participants rate different policy options against a set 

of defined criteria. 

 

Scrutiny Methods 

Area forums 

Local councillors and senior representatives from local authorities, the Police, NHS and 

other local organisations meet to debate key topics and answer residents‟ questions 

face-to-face. 

 

Citizen advisory groups 

A committee, usually of around 10-30 members of the public who sit as a committee to 

inform and advise decision making. 

 

Citizens' jury  

Citizens' juries consist of a small panel of non-specialists, modelled on the structure of a 

criminal jury. The group sets out to examine in detail something that local people have 

identified as being very important, and at the end they deliver a 'verdict'. 

 

Petitions and e-petitions  

Petitions help local people get their voices heard and are seen as important to 

stimulating debate.  

 

Blogs 

Online journals where members of the community or organisations can provide critique 

or commentary and give their views to policy and decision makers. 
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Tips  - for engaging hard to reach groups 

 

Make it easy for people to take part: 

 offer a variety of ways of taking part, so they can do so in a way that is 

convenient and comfortable for them; 

 help them overcome the barriers to taking part by, for instance, providing 

childcare and transport; 

 think about the timing of events - for example, if you want to engage with 

lone parents, scheduling an event for the end of the school day will not be 

effective; 

 integrate consultation with other scheduled activities or meetings; and 

 make sure that information is presented in a way that people can 

understand. 

 

Make sure that evaluation tools are appropriate and understandable for the 

target group. For example, when working with disaffected children and young 

people, using new technology might help to engage them with the research.  

 

Make it interesting. Use innovative and interactive methods where possible. 

 

Make taking part worthwhile. Tell participants why they are being asked to take 

part and get back in touch to tell them what actually happened as a result of their 

input. 

 Offer incentives for taking part, such as gift vouchers or entry into a prize 

draw 

 

 

 

Find out more 

There are various tools and guidance which will help you to engage with your 

communities: 

 

Evaluation Support Scotland‟s website has a helpful resources section. 

Communities Scotland‟s archived site has a Community Engagement How To Guide 

Techniques page with descriptions of useful techniques.  

The organisation People and Participation has put together a process planner that helps you 

structure your approach to consultation and to select which community engagement tools to 

use at each stage of your project. 

Community Planning Net contains information about methods and examples of when and 

how they have been used.  

Community Engagement Toolbox contains links to various resources related to community 

engagement.  

 

http://www.evaluationsupportscotland.org.uk/resources1.asp?id=29
http://www.ce.communitiesscotland.gov.uk/stellent/groups/public/documents/webpages/cs_016002.hcsp#TopOfPage
http://www.ce.communitiesscotland.gov.uk/stellent/groups/public/documents/webpages/cs_016002.hcsp#TopOfPage
http://www.peopleandparticipation.net/
http://www.communityplanning.net/methods/methods.php
http://www.community-toolbox.org/Resources_for_Local_Authorities/Engaging_with_Communities/How_to_engage/content.aspx
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How to . . . Review Existing Evidence 

What do we mean by existing evidence? 

 There is a wide range of existing information available which may help you with your 

own evaluation.  This might be: 

 National or local statistics on crime or community safety; 

 Raw data which has been collected by local services or organisations; or 

 Existing research reports.   

What are the advantages and disadvantages? 

Using existing data can: 

 Save time and resources; 

 Be more robust than data you might gather yourself; and 

 Allow you to compare what you have found with (for example) Scottish wide 

information. 

But 

 It might be less relevant; 

 It can be harder to interpret (as you may not understand how it was gathered, or 

the weaknesses in the approach); and 

 It can be difficult to access if it is held by other organisations. 

 

You need to take a common sense approach.  Try to weigh up the advantages and 

disadvantages of using various sets of existing evidence against collecting your own 

evidence.   

Who should be involved? 

The best way of identifying what information is already available (and how it can be 

used) is to speak with individuals, organisations or groups involved in communities or 

safety.  

 

 A good way of doing this is to involve particular people in a Steering Group for your 

evaluation.  This develops ownership of the process, and can provide access to a wide 

range of information you might not have otherwise.   

 

But you can also speak with individuals. The local Community Safety Partnership can be 

a good place to start.   

 

How could I make best use of other information? 

You can draw on existing data to identify indicators for an evaluation framework and to 

gather information for your evaluation.  If you plan to use existing data, you should 

explore: 

 What existing information could be used as indicators in your evaluation 
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What are the information sources? 

There are a wide range of information sources you might find it helpful to look at.   

 

1.  Local information on community safety 

 

 Strategic Assessments - A good place to start is a local Strategic 

Assessment. Strategic Assessments are high level analyses of community 

safety issues and priorities.  In many areas the Police, Fire and Rescue and 

the Council carry out separate Strategic Assessments.  The Council versions 

will cover statistics on wider community safety issues, while the Police 

versions focus on crimes and may be difficult to obtain as they will be marked 

“restricted”.   

 

 Local evaluation frameworks – every local authority area in Scotland has a 

Single Outcome Agreement which covers a number of commitments – 

including on community safety.  Often, local authorities gather information on 

progress from a range of information sources – such as Citizen‟s Panel; 

household surveys and national data sources.  These should be included 

within the local Strategic Assessment.    

 

2. National information on community safety 

 

A range of evidence is collected at a national level which might be helpful to you.  

In some cases, you might want to gather information at a more local level which is 

compared to national trends.  In many cases, data which is gathered nationally is 

also available locally – either from Government reports, or from local Police or 

Council contacts.  You can find out more about what the Scottish Government 

gathers from their website:  

http://www.scotland.gov.uk/Topics/Statistics/Browse/Crime-Justice 

 

framework?  In other words, what is being measured already that could 

demonstrate whether change has been brought about by the project, programme 

or strategy you are evaluating? 

 How often is this information gathered?  This is particularly important if you 

want to measure change over time. 

 Who owns the information?  You should consider whether you are able to use 

the information for your own work. 

 Are there any benefits or drawbacks to using this information?  You should 

weigh these up against any other options – like gathering the data yourself.  

http://www.scotland.gov.uk/Topics/Statistics/Browse/Crime-Justice


4  

 

3. Information about local communities 

 

Scottish Neighbourhood Statistics – provided by the Scottish Government, this 

programme provides access to statistics for small areas of Scotland.  This means 

you can get information right down to a very local level.  You can access the 

information at http://www.sns.gov.uk/.  By accessing the Standard Reporter on 

the website you can compare one area with another, look at changes over time 

and build a profile of your area.  The information is available for Community 

Planning areas.   

 

 The Scottish Household Survey – the Government carries out this survey 

continuously.  Interviews are used to gather information about the lives, attitudes 

and behaviours of people living in Scotland.  This means the information is very 

up-to-date.  You can find out more about this and how to access the data online 

at http://www.scotland.gov.uk/Topics/Statistics/16002. 

 

 The Census – information from the 2001 Census is now quite out of date.  

However, the General Registrar (who is responsible for the census in Scotland) 

does provide some more up-to-date estimates on the population size, births and 

deaths more regularly.  You can access the 2001 Census information at 

http://www.scrol.gov.uk/scrol/common/home.jsp. Information from the 2011 

Census will be made available in stages, once complete.   

 

 The Scottish Index of Multiple Deprivation – identifies small areas in Scotland 

where there are concentrations of multiple deprivation.  Because it is a relative 

measure, it compares all the areas in Scotland with each other to provide a 

ranking.  You can find out more and access the information at: 

http://www.scotland.gov.uk/Topics/Statistics/SIMD/. 

 

4. Existing research or other data 

 

Often, local organisations or services gather evidence which relates to community 

safety.  Sometimes, this is not analysed regularly or published.  For example, 

community based organisations might have carried out a local consultation on 

community aspirations; a local youth project may have conducted focus groups 

on alcohol and drugs; or a local regeneration group might have researched 

community safety priorities.  

 

 

 

 

 

 

http://www.sns.gov.uk/
http://www.scotland.gov.uk/Topics/Statistics/16002
http://www.scrol.gov.uk/scrol/common/home.jsp
http://www.scotland.gov.uk/Topics/Statistics/SIMD/BackgroundMethodology
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Tips  - Reviewing Existing Evidence 

 

 Think about a wide range of possible evidence sources.  Often, 

organisations who don‟t work in community safety might be gathering 

information (or could help gather information) that is actually about 

community safety. 

 

 Make common sense decisions. Think about what it is worth dedicating the 

time and resources to gather and analyse.  There is a lot of information out 

there – you need to choose carefully to make sure your evaluation remains 

focused and useful. 

 

 Involve the right organisations from the beginning.  Getting others 

involved in planning the evaluation can be a good way of identifying existing 

evidence, and getting access to it later. 

 

 


