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Glossary	  
 
 

Evaluation: 
An evaluation is a systematic determination of merit, worth, and 
significance of something or someone using criteria against a set of 
benchmark standards. 

Evaluation 
Methods: 

Evaluation is a methodologically diverse terms involving the use of 
both qualitative and quantitative methods, including case studies, 
survey research, statistical analysis, and model building among 
others. 

Evaluation 
Tools: 

Evaluation tools are used to collect data. These come in varied 
forms and can be divided into categories such as questionnaires, 
surveys, tests, interviews, focus groups, observations, and 
performance records. 

Impact Survey: 

An impact survey is an evaluation tool to measure the extent to 
which skills and knowledge learned in the program have translated 
into improved behavior and the final results that occurred because 
the participants attended the training program. 

Pre/Post Test: 

The pre/post test is a common form of evaluating training 
programs in terms of knowledge improvement of the participants. 
Identical tests may be used for pre- and post-tests to compare 
scores before and after the training respectively. 

Questionnaire: 
The questionnaire is one of the most common tools used to evaluate 
training programs. Questionnaires can be used to obtain subjective 
information about participants’ feelings.  

Semi-structured 
Interview: 

A semi-structured interview is an interview with an individual or 
individuals that follows a pre-defined set of questions. It is flexible, 
allowing new questions to be brought up during the interview as a 
result of what the interviewee says. 
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	   Five	  Steps	  of	  Training	  Evaluation	  
 
 
What	  is	  an	  Evaluation?	  

Several definitions of evaluation have been offered, and the following are some 

of those most commonly used: 

An evaluation is the systematic and objective assessment of an ongoing or 

completed project, program or policy, its design, implementation and results. 

The aim is to determine the relevance and fulfillment of objectives, development 

efficiency, effectiveness, impact and sustainability.  

Source: Glossary of Key Terms in Evaluation and Results Based Management 

 

A program evaluation is the systematic collection of information about the 

activities, characteristics, and outcomes of programs to make judgments about 

the program, improve program effectiveness, and/or inform decisions about 

future programming. 
Source: Patton, M.Q. (1997). Utilization-focused Evaluation: The New Century Text (3rd ed.). 

Thousand Oaks, CA: Sage. 

 

Training	  Management	  Cycle 

A training management cycle can be divided into three major steps: Step 1: 

Planning; Step 2: Implementation; and Step 3: Evaluation. The evaluation is the 

final step of the training 

management cycle. The results 

of the training evaluation are 

reflected in the next phase of 

training planning to improve 

future training programs as 

shown by the arrow in the 

figure. 

 

1	  
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Five	  Steps	  of	  Training	  Evaluation	  

The processes of training evaluation can be divided into five steps: identify 

purposes of evaluation; select evaluation methods; design evaluation tools, 

collect data; and analyze and report results. 

 

 

 

 

 

	  

	  

Step 1: Identify the Purposes of Evaluation 

  Before developing evaluation systems, the purposes of evaluation must be 

determined. 

  Why do we want to evaluate training programs? 

 

Step 2: Select Evaluation Method 

  Kirkpatrick’s four levels of evaluating training programs 

  Reaction, learning, behavior, and result 

 

Step 3: Design Evaluation Tools 

  Questionnaire 

  Pre/Post Test 

  Impact Survey 

 

Step 4: Collect Data 

  Who, when, how to collect data? 

 

Step 5: Analyze and Report Results 

  Evaluation data analysis 

  Reporting  
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	   Step	  1:	  Identify	  Purposes	  of	  Evaluation	  
 
 
 
 

 

 

 
Why	  do	  we	  want	  to	  evaluate	  training	  programs?	  

Before developing evaluation systems, the purposes of evaluation must be 

determined. These will affect the types of data and the data collection 

methods.  

 

Learn from Experience for Future Improvement 

The most common reason for evaluating training programs may be to 

determine the effectiveness of training programs in order to improve future 

programs. Evaluation can help us learn from experience of past training 

programs. For example, we may want to know which parts of the training were 

successful and which not, or whether the approach 

to the training should be changed. We can use these 

lessons learned to improve plans for future training 

programs. 

 
Purposes identified by the GDLA Task Force 

The GDLA Task Force has identified the following as the purposes of 

evaluating training programs planned and implemented by the Task Force for 

public officials in charge of local administration: 

 To determine whether the objectives of the training were achieved. 

 To see how the knowledge and skills learned in the training are put into 

practice. 

 To assess the results and impacts of the training programs. 

 To assess the effectiveness of the training programs. 

 To assess whether the training programs were properly implemented. 

 

 

 

2	  
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 To identify the strengths and weaknesses of the training programs. 

 To assess whether the training programs were suitable in terms of the 

training contents, timing, participants and other aspects. 

 To find problems of the training programs and solutions for 

improvement. 

 

Accountability Issue 

In addition, accountability may be one of the reasons for 

evaluating training programs. Evaluation can increase 

the accountability of implementing agencies to 

concerned stakeholders. In the GDLA Task Force, it can 

improve accountability as a training agency by reporting 

the evaluation results of training programs to MOI and 

JICA.   

 

Other Reasons for Evaluation 

Depending on the objectives, contents, participants, and other factors, each 

training program might have different purposes of evaluation. Therefore, the 

evaluation design can be adjusted for each training program to meet the 

specific purposes of the evaluation. Some examples of the reasons for 

evaluating training programs are shown as follows:  

 To determine success or otherwise in accomplishing program 

objectives. 

 To identify the strengths and weaknesses in the human resource 

development process. 

 To compare the costs and benefits of a human resource development 

program. 

 To decide who should participate in future programs. 

 To test the clarity and validity of tests, cases and exercises. 

 To identify which participants were the most successful with the 

program. 

 To reinforce the key points made to the participants. 

 To gather data to assist in marketing future programs. 

 To determine whether the program was an appropriate solution for the 

specific need. 

 To establish a database that can assist management in making 

decisions. 
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	   Step	  2:	  Select	  Evaluation	  Method	  
 
 
 

 

 

 

 

Four	  Levels	  of	  Evaluation	  
The four levels of evaluation is one of the most commonly used methods for 

evaluating training programs. The four sequential levels of evaluation were 

originally proposed by Donald L. Kirkpatrick, Professor Emeritus at the 

University of Wisconsin. This concept has been increasingly adopted in 

private companies to evaluate their training programs, and gradually applied 

for training programs under technical assistance projects of the Japan 

International Cooperation Agency (JICA). According to his concept, capacity 

development is realized by the four sequential steps: (i) Reaction; (ii) Learning; 

(iii) Behavior; and (iv) Results. 

 

 

 
  

 

How	  has	  the	  behavior	  of	  
participants	  changed	  after	  
the	  training	  program?	  

What	   occurred	   as	   the	   final	  
results?	  

What	  have	  participants	  
learned?	  

How	   do	   participants	   react	   to	   the	  
training	  program?	  

Level	  3:	  Behavior	  

Level	  2:	  Learning	  

Level	  1:	  Reaction	  

Level	  4:	  Results	  

3	  
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Evaluation on this level measures how participants react to the training 

program. It is important to get a positive reaction. Although a positive reaction 

may not ensure learning, if participants do not react favorably, they probably 

will not be motivated to learn. 

 

“Evaluating reaction is the same thing as measuring customer satisfaction. It 

training is going to be effective, it is important that trainees react favorably to 

it. Otherwise, they will not be motivated to learn.” Kirkpatrick (2006) 

Evaluating Training Programs 

 

 
Evaluation on this level measures the extent to which participants change 

attitudes, improve knowledge, and/or increase skills as a result of attending 

the training program. One or more of these changes must take place if a 

change in behavior is to happen. 

 

 
Evaluation on this level measures the extent to which change in participants’ 

behavior has occurred because of attending the training program. In order for 

change to take place, four conditions are necessary: 

 The person must have a desire to change. 

 The person must know what to do and how to do it. 

 The person must work in the right climate. 

 The person must be rewarded for changing. 

 

 
Evaluation on this level measures the final results that occurred because the 

participants attended the training program. Examples of the final results 

include increased production, improved quality and decreased costs. It is 

important to recognize that these results are the reason for having some 

training programs. 

Level	  4:	  Results	  

Level	  3:	  Behavior	  

Level	  2:	  Learning	  

Level	  1:	  Reaction	  
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Some	  Other	  Evaluation	  Models	  

The following are some of the evaluation models and approaches mentioned in 

the evaluation literature. (“5. Evaluation Models, Approaches, and Designs” 

Building Evaluation Capacity) 

 
Behavioral Objectives Approach 

 Focuses on the degree to which the objectives of a program have been 

achieved. 

 The major question is “is the program achieving its objectives?” 

Responsive Evaluation 

 Evaluators are responsible for the information needs of various 

audiences or stakeholders. 

 The major question is “what does the program look like to different 

people?” 

Goal-Free Evaluation 

 Focuses on the actual rather than intended outcomes of a program. 

 The major question is “what are all the effects of the program, including 

any side effects?” 

Expertise/Accreditation Approaches 

 The purpose is to provide professional judgments of the quality of 

programs based on expert opinions. 

 The major question is “how would professionals rate this program?” 

Participatory/Collaborative Evaluation 

 Emphasize the engagement of stakeholders in the evaluation process so 

that they may better understand the evaluation, the program be 

evaluated and ultimately use the 

evaluation findings for decision-making 

purposes. 

 The major question is “what are the 

information needs of those closest to the 

program?” 
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Organizational Learning 

 Views evaluation as a social activity in which evaluation issues are 

constructed by and acted on by organization members. 

 The major question is “what are the information and learning needs of 

individuals, teams, and organization in general?” 
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	   Step	  3:	  Design	  Evaluation	  Tools	  
 
 
 

 
 
 
 
Evaluation	  Tools	  

Various evaluation tools can be selected depending on the purposes and 

methods of evaluation. 

 

 Questionnaires 

 Surveys 

 Tests 

 Interviews 

 Focus group discussions 

 Observations 

 Performance records 

 

For the training programs targeting local administration officials, a 

questionnaire may be used for “Level 1: Reaction”; a pre/post test may be 

used for “Level 2: Learning”; and an impact survey may be used for “Level 3: 

Behavior” and “Level 4: Results.” 

 

Level 1: Reaction Level 2: Learning 
Level 3: Behavior 

& Level 4: Results 

Questionnaire Pre/Post Test Impact Survey 

 

 

4	  
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Five	  Steps	  of	  Questionnaire	  Design	  
 

 

The questionnaire is probably the most common form of evaluating training 

programs. Questionnaires to evaluate the reactions of training participants 

can be developed through the five steps shown above. 

 

Step 1: Determine what we want to find out 

 

The first step of questionnaire design is to determine the information we 

would like to know. This largely depends on the purposes of the evaluation. 

The following are some common types of information we may want to ask 

participants. 

 Contents: Was the content appropriate?  

 Materials: Were the materials useful?  

 Teaching method: Was the teaching method appropriate? 

 Trainer/Facilitator: Was the trainer/facilitator effective?  

 Motivation to learn: Were you motivated to learn the contents? 

 Program relevance: Was the program relevant to your needs? 

 Level of understanding: Did you understand the contents?  

 Time: Was the time and length of program appropriate?  

 Length: Was the program length appropriate? 

 Facilities: Were the training facilities appropriate? 

 Overall evaluation: What is your overall rating of the program? 

 Planned improvements: How will you apply what you have learned? 

Questions are developed later, but it might be useful to develop this 

information in outline form so that related questions can be grouped together. 
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Step 2: Select the type(s) of questions 

 

The second step in questionnaire design is to select the type(s) of questions. 

Questions that might be asked in a questionnaire can be classified into two 

major categories: open-ended and close-ended. 

Open-ended questions have an unlimited answer. The question is followed by 

a blank space for response. Open-ended questions give participants the 

opportunity to express their own thoughts. They produce varieties of answers 

and more difficult to analyze. The following are some examples 

of open-ended questions: 

 Which part of the contents of the training program 

interests you more than others? 

 How do you think we can improve the contents of the 

training program?  

 

 

On the other hand, close-ended questions ask respondents to select one or 

multiple responses from the list. Below are several types of close-ended 

questions. 

 Two-option response: Respondents are asked to choose one out of two 

options, such as yes-no, true-false, disagree-agree. The following is an 

example. 

 

Did you like the training program? 

Yes ✓ No  
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 Rating scale: Respondents are asked to choose the most appropriate 

answer to reflect their opinion from the complete range of possible 

answers. The range can be presented in numbers (e.g., 1 to 10), or in 

words (e.g., strongly agree to strongly disagree). The following is an 

example. 

 

 Checklist: It is a list of items. Respondents are asked to check those 

that apply to the situation. The following is an example. 

 

 

 Ranking scales: It requires the participant to rank a list of items. The 

following is an example. 

 

Please rank the following sessions in order of preference. 

 

1. Local Administration System 2 

2. D&D Policy 1 

3. Organic Law 3 

 

Please check one session from the list below that you liked 

most in the training program. 

1. Local Administration System ✓ 

2. D&D Policy  

3. Organic Law  

  

How do you rate the contents of the training?  

(1 = poor, 10 = excellent) 

1 2 3 4 5 6 7 8 9 10 

       ✓   
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Step 3: Design the questionnaire 

 

The third step in questionnaire design is to develop the questions based on 

the types of questions planned and the types of information needed. 

 
Good Questions 

Good questions are simple, short, specific and straightforward in order to 

avoid confusing respondents, or leading respondents to a desired response. 

 

Well-designed Questionnaires 

Well-designed questionnaires are easy to understand and answer to 

encourage respondents to complete the questionnaires and also make few 

mistakes when doing so.  

 

Sample Questionnaires 

Questionnaire forms for the Top Management Seminar and the GDLA 

Officials’ Training are attached in the Appendix 1 as a reference. Some other 

sample questionnaires are available in the reference books. 

 

 

Step 4: Pretest the questionnaire 

 

The fourth step in questionnaire design is to test the questions. It is ideal if 

the prepared questions can be tested on a sample group of participants. If this 

is not feasible, they can be tested on a group of people at approximately the 

same job level as the participants. 
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The following are some of the points to be checked when pre-testing the 

questionnaire.   

 Does he/she understand all the questions? 

 Does he/she have any difficulty in answering 

the questions?  

 Do all close-ended questions have an answer 

applicable to each respondent? 

 Are the skip patterns followed correctly? 

 Does any part of the questionnaire suggest bias on your part? 

 Does the questionnaire create a positive impression to motivate people 

to respond? 

 

 

Step 5: Finalize the questionnaire 

 

Based on the result of pretest in Step 4, the questionnaire forms will be 

finalized. 

 

For sample questionnaire forms, please refer to Appendix 1. 
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Five	  Steps	  of	  Pre/Post	  Test	  Design 

	  

 
 

The pre/post test is a common form of evaluating training programs in terms 

of improving the knowledge of the participants. Identical tests may be used for 

pre- and post-tests to compare scores before and after the training. Pre/post 

tests can be developed through the five steps shown above. 

 

 

Step 1: Determine what knowledge and understanding we want to 

measure 

 

The first step of pre/post test design is to determine what knowledge and 

understanding we want to measure. Normally this means the key concepts 

and ideas taught in the training. For example, in the GDLA Officials’ Training 

conducted in July 2007, the following are the issues used for the pre/post 

tests. 

 Local Administration System 

 Structure of local administration system 

 Function of provincial and district governments 

 Composition of commune councils 

 D&D Theory and Practice 

 Definition of decentralization and 

deconcentration 

 Definition of democratic representation, 

participation of people, and public sector 

accountability as principles for D&D 

reform 
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 Organic Law 

 Official documents based on which the Organic Law is drafted 

 Responsible agency for drafting the Organic Law 

 Composition of the draft Organic Law 

 Definition of urban/rural areas in the draft Organic Law 

 Sub-national councils in the draft Organic Law 

 One Window Service 

 Model districts 

 Functions of the One Window Service Office 

 Services provided by the One Window Service Office 

 

 

Step 2: Select the type(s) of questions 

 

The second step in pre/post test design is to select the type(s) of questions. 

Questions that might be asked in a pre/post test can be classified into three 

major categories: true-false questions, multiple choice questions, and 

open-ended short-answer questions. 

 True-false questions: Respondents are requested to choose 

appropriate answers from true and false. The following is an example. 

 

 

 

The local administration system in Cambodia is divided into three 
levels: province/city, district/khan, and commune/sangkat. 

True ✓ False  
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 Multiple choice questions: Respondents are requested to choose 

appropriate answers from multiple choices. The following is an example. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Open-ended short-answer questions: Respondents are requested to 

explain their answers in short sentences. The following is an example. 

 

 

 

How is the local administration system in Cambodia structured?  
a) The local administration system in Cambodia is divided 

into three levels: province/city, district/khan, and 
commune/sangkat. 

✓ 

b) The local administration system in Cambodia is divided 
into two levels: province/city, and district/khan. 

 

c) The local administration system in Cambodia is divided 
into four levels: province/city, district/khan, 
commune/sangkat, and village. 

 

d) The local administration system in Cambodia is not 
legally divided into different levels. 

 

Please explain how the local administration system in Cambodia 
is structured. 

The local administration system in Cambodia is divided 
into three levels: province/city, district/khan, and 
commune/sangkat. 
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Step 3: Design the pre/post test 

 

Based on the result of the pretest in Step 4, the pre/post tests will be finalized. 

 

Good Questions 

Good questions are simple, short, specific and straightforward in order to 

avoid confusing respondents. 

 

Well-designed Pre/Post Test 

Well-designed pre/post tests are easy to understand and answer so as to 

encourage respondents to complete the tests and also make few mistakes in 

doing so.  

 

Sample Pre/Post Tests 

Pre/post test forms for the GDLA Officials’ Training are attached in the 

Appendix 2 as a reference. 

 

 

Step 4: Pretest the pre/post test 

 

The fourth step in questionnaire design is to test the questions. It is ideal if 

the prepared questions can be tested on a sample group of participants. If this 

is not feasible, they can be tested on a group of people at approximately the 

same job level as the participants. 
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The following are some of the points to be checked when pre-testing the 

questionnaire. 

 Does he/she understand all the questions? 

 For multiple choice questions, does he/she understand all the possible 

answers? 

 Does he/she have any difficulty in answering the questions?  

 

 

Step 5: Finalize the pre/post test 

 

Based on the result of the pretest in Step 4, the pre/post test forms will be 

finalized. 

 

For sample pre/post test forms, please refer to the Appendix 2. 
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Five	  Steps	  of	  Impact	  Survey	  Design	  

 

An impact survey can be carried out as a follow-up evaluation within several 

months of completing the training program. The main purpose of the impact 

survey is to assess the behavioral change of participants (Level 3) and 

improvements or outputs on their work that can be linked to the training 

program (Level 4). 

 

 

Step 1: Determine what impact we want to find out 

 

The first step of the impact survey design is to determine what impact of the 

training we would like to find out. The following are some common topics that 

we might want to ask training participants. 

 

Level 3: Behavior 

Evaluation on this level measures whether the knowledge and skills that the 

training participants have learned in the training are applied to their work. 

The amount of time required for the change to manifest itself will depend on 

the type of training, how soon the participant has an opportunity to practice 

the skill, how long it takes participants to develop a new behavioral pattern, 

and other aspects of the job. 

 

Level 4: Results 

Evaluation on this level measures the final results that 

occurred because the participants attended the training 

program. Examples of the final results include increased production, 

improved quality and decreased costs. It is important to recognize that these 

results are the reason for having some training programs. However, it is 

difficult to isolate the training effect from other factors affecting the results.  
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Step 2: Select the data collection method(s) 

 

The most common data-collection method for the impact survey might be the 

follow-up questionnaire. Interviews and/or focus group discussions can also 

be used especially when qualitative information is needed about the impact of 

the training program. 

Interviews have the following advantages and disadvantages that should be 

considered when selecting them as the data collection method. 

Advantages of interviews: 

• Good for uncovering feelings and hidden causes. 

• Non-verbal signals can indicate key issues. 

• Spontaneity – follow the unexpected issues. 

Disadvantages of interviews: 

• Time-consuming. 

• An unrepresentative sample can skew the results. 

• Can be difficult to quantify. 

• Very dependent on the skills of the interviewer.  

Interviews have three types from which a suitable one will be selected for each 

survey. 

1. Structured interview: the questions are set in advance. 

2. Semi-structured interview: the general content is pre-determined but 

additional exploration is allowed. This form of interview is particularly 

useful in situations where there are key issues to be investigated, but 

there is less certainty about the range of respondents' reactions to them. 

3. Unstructured interview: free-flowing conversation rather than a specific 

set of questions 
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Step 3: Design the questionnaire / questions 

 

The third step of the impact survey design is to develop questions based on 

the kinds of impact to be found out and the data collection methods selected. 

 

The following are some examples of questions for an impact survey 

questionnaire. 

Relevance of the training program  

 
 

Use of training materials 

 

Have you used the materials since you participated in the training program? 
❑ Yes  ❑ No 

If yes, please explain what materials you have used and for what purpose. 

 
 

 

Please rate on a scale of 1-10, the relevance of each session to your job, with (1) 
indicating no relevance and (10) indicating very relevant. 

 1 2 3 4 5 6 7 8 9 10 

D&D Policy          ✓ 

Organic Law        ✓   

One Window Service      ✓     
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Knowledge application 

 

 

The following are some of the interview questions used in the impact survey 

conducted in June 2008. For more details, please refer to the Appendix 3 for 

the questionnaire used in the survey. 

1.  Is there any specific knowledge of D&D policy and organic law that you 

have used in your work after the training course/seminar?  

2.  Have you used the materials since you participated in the training 

course/seminar?  

3.  Did you incorporate anything else you learned in the training 

course/seminar into your work?  

4.  Is there anything which has changed your perception, attitude or behavior 

as a result of the training course/seminar?  

 

 

Step 4: Present the questionnaire / questions 

 

The fourth step is to test the questions/questionnaire. It is ideal if the 

prepared questions/questionnaire can be tested on a sample group of 

participants. If this is not feasible, they can be tested on a group of people at 

approximately the same job level as the participants.  

 

Is there any specific knowledge of D&D policy and organic law that you have used 
on your work after the training program? 

❑ Yes  ❑ No 

If yes, please explain what knowledge and how you have used it. 
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The following are some of the points to be checked when pre-testing the 

questionnaire/questions. 

 Does he/she understand all the questions? 

 Does he/she have any difficulty in answering the questions?  

 Do all close-ended questions have an answer that applies to each 

respondent? 

 Are the skip patterns followed correctly? 

 Does any question suggest bias on your part? 

 Do the questions create a positive impression to motivate people to 

respond? 

 

 

Step 5: Finalize the questionnaire / questions 

 

Based on the result of the pre-test in Step 4, the questionnaire/questions will 

be finalized. 

 

 

 

 

References 

 “Chapter 9 Collecting Data: Application and Business Impact 

Evaluation” (pp. 136-164), Handbook of Training Evaluation and 

Measurement Methods. 
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	   Step	  4:	  Collect	  Data	  
 
 
 

 

 
 
 

Questionnaire	  
The following are some helpful guidelines to improve the effectiveness of 

questionnaire data collection. 

 

Keep responses anonymous 

If there is no specific reason why you would like to identify 

each participant’s questionnaire, it is recommended to keep 

responses anonymous. It allows the participants to feel open 

and comfortable to give comments that can help improve future programs. 

 

Distribute questionnaire forms in advance 

For lengthy evaluations for training programs that span several days, or if you 

want the participants to evaluate each individual session, it is helpful to 

distribute questionnaire forms early in the program. This will allow the 

participants to familiarize themselves with the questions, and to answer 

specific questions as they are covered in the program. Please note, however, 

that the participants should wait until the end of the program to reach a final 

conclusion on general issues. For this reason, questionnaire forms for general 

questions could be distributed at the end of the program. 

 

Explain the purpose of the questionnaire and how the information will 

be used 

The purposes of the questionnaire and how the data will be used should be 

explained clearly to the participants. This will help improve the response rate 

and encourage them to make comments that can be useful to improve future 

programs. 

 

5	  
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Allow enough time for completing the questionnaire 

If we ask the participants to fill in the questionnaire forms at the end of the 

program, they may be in a hurry to leave and may provide incomplete 

information. It is recommended to set aside enough time to fill in the 

questionnaire forms as a scheduled session before the end of the program. 

 

 

Pre/post	  Tests	  
The same set of questions prepared in step 3 will be given to the training 

participants on the first day of training before all the sessions start (pre-test), 

and on the last day of training after all the sessions have been completed 

(post-test). 

 

Pre-Test 

First Day of Training 

Before all the sessions 

 

 

Sessions 

 

 

 

Post-Test 

Last Day of Training 

After all the sessions 
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Semi-‐Structured	  Interview	  for	  Impact	  Survey	  
The following are some helpful guidelines to conduct effective interviews. 

 

Introduction 

• [Appreciation] Thank you very much for taking time for the interview. 

• [Self introduction] My name is ______ from GDLA, MOI. 

• [Purpose of interview] I would like to ask you several questions about our 

training course/seminar that you attended last year. Your information will 

be useful to evaluate and improve our future training programs.  

 

Positive attitude  

• Face the interviewee. 

– The interviewee knows that you are paying attention to him/her. 

– The interviewee feels accepted. 

– Sit straight. Do not cross arms or legs. 

• Smile and be friendly. 

– The interviewee feels comfortable and at ease to talk. 

– The interviewee will be willing to give more information. 

• Give positive feedback. 

– The interviewee feels that their information is useful. 

– The interviewee would like to contribute more. 

– Make eye contact, repeat the answers, and rephrase them. 

 

Ways to probe answers on open-ended questions 

• When you do not understand the interviewee’s reply: 

– “What do you mean?” 

– “Could you tell me what you mean by that?” 

– “Would you tell me more about your thinking on that?” 

• When you would like to know more about details about the answer: 

– “Would you explain to me more about that?” 

– “What?”, “Who?”, “When?”, “Where?”, “How?” 
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	   Step	  5:	  Analyze	  and	  Report	  Results	  
 
 
 

 

 

 

 

Data	  Input	  
Before summarizing and analyzing the questionnaire or pre/post test data that 

are collected in Step 4, the data need to be entered into a computer. Many 

statistical software programs are available for such data. Unless you have 

extremely large data sets or must conduct highly sophisticated analysis, a simple 

program like Excel may be enough. A sample data table is in the Appendix 4. 

 

Data	  Analysis	  
There are many ways to analyze data, but the analysis should be as simple as 

possible and limited to what is necessary to draw the required conclusions 

from the data. 

 

Frequency distribution and average 

Frequency distribution and average are two basic ways of presenting data. 

The following are examples of frequency distribution and average of rating for 

the session on the progress on D&D at the Top Management Seminar in July 

2007. 

 

 Progress on D&D 1 2 3 4 5 6 7 8 9 10 total 
contents 0 0 0 0 3 2 10 23 63 127 228 
materials 0 0 2 2 1 6 14 33 57 115 230 
level of understanding 0 0 0 1 5 6 33 62 65 56 228 

 

 Progress on D&D Average 
contents 9.29  
materials 9.04  
level of understanding 8.50  

total 8.94  

 

6	  
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Using figures to present data 

Figures are useful tools to present statistical and complex data fairly quickly 

and easily. Pie charts and bar charts are among commonly used figures. 

Pie charts are useful to show the components of something that add up to 

100%. As a general rule, a pie chart becomes hard to read as the number of 

categories increases. The following is an example of a pie chart presenting 

popularity of lecture sessions at the Top Management Seminar in July 2007. 

 
Source: Top Management Seminar Implementation Report, GDLA Task Force, October 2007 
 

Bar charts work better when many categories are compared, and relative 

magnitude is to be shown. The following is an example of a bar chart 

presenting distribution of the pre/post test scores of the GDLA Officials’ 

Training in July 2007. 

 
Source: GDLA Officials’ Training Implementation Report, GDLA Task Force, October 2007 
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Reporting	  
Who needs to know what? 

Before writing an evaluation report, we need to identify the primary evaluation 

users. Primary users are specific individuals or organizations whose 

information needs you have to serve. They might be a program director, a 

funding agency, program decision makers, or policy makers. Primary users 

such as program directors and funding agencies usually require the most 

technical and detailed information because they are making crucial decisions 

about the training programs. 

 

Forms of communicating evaluation findings 

The next step is to consider what forms of communication will be most 

effective to present evaluation findings to the primary users. The following 

questions may be used as guidance to choose appropriate forms of 

communication. 

 To what extent and in what specific ways is the information relevant to 

the user’s real and compelling problems? 

 To what extent is the information practical from the user’s perspective? 

 To what extent is the information useful and immediately applicable in 

the user’s situation? 

 What information will the user consider credible and what reporting 

practices will support that credibility? 
Source: Morris, Lynn Lyons, et al. (1987). How to Communicate Evaluation Findings. SAGE 
Publications. 

 

Evaluation report outline 

After knowing what kind of information will be relevant and useful to the 

primary users, you can develop an evaluation report outline. The following is a 

sample report outline. 

Summary 

 Purpose of evaluation 

 Evaluation audiences 

 Major findings and recommendations 

Program Description 

 Program background 

 Program goals/objectives 
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  Program participants 

 Program activities 

Evaluation Design and Methods 

 Purpose of the evaluation 

 Evaluation designs 

 Data collection methods 

Findings and Results 

 Description of how the findings are organized (e.g., by evaluation 

questions, themes/issues) 

 Results of analyses of quantitative and/or qualitative data collected 

Recommendations 

 Recommendations for action based on these conclusions 

Appendices 

 List of participants 

 Seminar/training materials 

 Questionnaires, pre/post tests 

 Program expenditure summary 

 

For more details about evaluation reports, please refer to the evaluation report 

checklist in the Appendix 5. 
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Appendix	  1	  

Sample	  Questionnaire	  Forms	  

Top	  Management	  Seminar	  
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Appendix	  2	  

Sample	  Pre/Post	  Test	  Forms	  (GDLA	  Officials’	  Training)	  

 

GDLA Officials’ Training Pre/Post Test Answer 
 
This test consists of 20 multiple choice questions concerning local administration system, 
decentralization and de-concentration policy, organic law, and one window service. Each question 
has four choices of answers. Please choose ONE answer that is most appropriate. 
 
Session 3: Local Administration System in Cambodia & Japan 

1. How is the local administration system in Cambodia structured?  
a) The local administration system in Cambodia is divided into three levels: province/city, 

district/khan, and commune/sangkat. 
✓ 

b) The local administration system in Cambodia is divided into two levels: province/city, 
and district/khan. 

 

c) The local administration system in Cambodia is divided into four levels: province/city, 
district/khan, commune/sangkat, and village. 

 

d) The local administration system in Cambodia is not legally divided into different levels.  
 
 
2. Which one of the following is the function of the provincial/municipal government?  
a) Preparation of commune development plans  
b) Appointment of village chief  
c) Certification of civil registration  
d) Developing provincial/municipal development programs ✓ 
 
 
3. Which one of the following is the function of the district/khan government?  
a) Protection of cultural heritage and natural environment  
b) Certification of civil registration ✓ 
c) Reporting to Central Government  
d) Approval of commercial activities  
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4. How is the commune chief selected? 
a) Appointed by the Ministry of Interior  
b) Elected by voters in the commune/sangkat  
c) Selected from village chiefs in the commune/sangkat  
d) Selected from the candidate on the top of the candidate list that receives majority of votes ✓ 
 
5. How many councilors does each commune/sangkat council have?  
a) Each commune/sangkat council has 8 councilors.  
b) Each commune/sangkat council has 11 councilors.  
c) Each commune/sangkat council has 8 to 12 councilors depending on its demography and 

geography. 
 

d) Each commune/sangkat council has 5 to 11 councilors depending on its demography and 
geography. 

✓ 

 
 
Session 4: D&D Theory and Practice 

6. What is decentralization?  
a) To transfer power and responsibilities from central administration to local authority to 

manage self responsibility including financial resource, asset and human resources. 
✓ 

b) To transfer power and responsibilities from central administration to the 
commune/sangkat councils to manage self responsibility including financial resource, 
asset and human resources. 

 

c) To distribute power from central administration to local administration to apply their 
power or their function on behalf of the central administration by means of providing the 
resources, service fee, and capacity building. 

 

d) To distribute power from central administration to the commune/sangkat councils to 
apply their power or their function on behalf of the central administration by means of 
providing the resources, service fee, and capacity building. 
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7. What is de-concentration?  
a) To transfer power and responsibilities from central administration to local authority to 

manage self responsibility including financial resource, asset and human resources. 
 

b) To transfer power and responsibilities from central administration to the 
commune/sangkat councils to manage self responsibility including financial resource, 
asset and human resources. 

 

c) To distribute power from central administration to local administration to apply their 
power or their function on behalf of the central administration by means of providing the 
resources, service fee, and capacity building. 

✓ 

d) To distribute power from central administration to the commune/sangkat councils to 
apply their power or their function on behalf of the central administration by means of 
providing the resources, service fee, and capacity building. 

 

 
 
8. What does democratic representation mean as one of the principles for decentralization 

and de-concentration reforms?  
a) The reforms will strengthen the roles of councils at provincial/municipal, district/khan 

and commune/sangkat administrations to be established in accordance with the 
principles of democracy by expanding their powers, duties, responsibilities and 
resources. 

✓ 

b) The reforms will introduce systems and procedures to ensure that people, especially 
women, vulnerable groups and indigenous minorities can participate in decision-making 
at provincial/municipal, district/khan and commune/sangkat levels. 

 

c) The reforms will strengthen accountability at all levels of administration and facilitate 
citizens’ oversight of the administrative and financial affairs of those administrations. 

 

d) The reforms will bring public services closer to users by allowing citizens to participate 
in planning and monitoring public services in order to meet local needs and priorities. 
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9. What does participation of people mean as one of the principles for the decentralization 

and de-concentration reforms?  
a) The reforms will strengthen the roles of councils at provincial/municipal, district/khan 

and commune/sangkat administrations to be established in accordance with the 
principles of democracy by expanding their powers, duties, responsibilities and 
resources. 

 

b) The reforms will introduce systems and procedures to ensure that people, especially 
women, vulnerable groups and indigenous minorities can participate in decision-making 
at provincial/municipal, district/khan and commune/sangkat levels. 

✓ 

c) The reforms will strengthen accountability at all levels of administration and facilitate 
citizens’ oversight of the administrative and financial affairs of those administrations. 

 

d) The reforms will bring public services closer to users by allowing citizens to participate 
in planning and monitoring public services in order to meet local needs and priorities. 

 

 
 
10. What does public sector accountability mean as one of the principles for the 

decentralization and de-concentration reforms? (4) 
a) The reforms will strengthen the roles of councils at provincial/municipal, district/khan 

and commune/sangkat administrations to be established in accordance with the 
principles of democracy by expanding their powers, duties, responsibilities and 
resources. 

 

b) The reforms will introduce systems and procedures to ensure that people, especially 
women, vulnerable groups and indigenous minorities can participate in decision-making 
at provincial/municipal, district/khan and commune/sangkat levels. 

 

c) The reforms will strengthen accountability at all levels of administration and facilitate 
citizens’ oversight of the administrative and financial affairs of those administrations. 

✓ 

d) The reforms will bring public services closer to users by allowing citizens to participate 
in planning and monitoring public services in order to meet local needs and priorities. 
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Session 5: Organic Law on Sub-National Democratic Development 

11. What official document is the Organic Law drafted based on?  
a) Royal Decree on Establishment of the National Committee for the Management of 

Decentralization and De-concentration 
 

b) Strategic Framework for Decentralization and De-concentration Reforms ✓ 
c) Law on Commune/Sangkat Administrative Management  
d) Constitution of the Kingdom of Cambodia  
 
 
12. Which organization is responsible for drafting the Organic Law?  
a) Ministry of Interior  
b) National Committee for the Management of Decentralization and De-concentration ✓ 
c) Council of Administrative Reform   
d) Council of Ministers  
 
 
13. What is the composition of the preliminary draft Organic Law?  
a) (1) councils, ( 2) personnel, (3) elections  
b) (1) councils, (2) council committees, chief councilor, governor, (3) personnel  
c) (1) councils, (2) council committees, chief councilor, governor, (3) personnel, (4) 

national council, implementation, functions & resources 
 

d) (1) councils, (2) council committees, chief councilor, governor, (3) personnel, (4) 
national council, implementation, functions & resources, (5) elections 

✓ 

 
 
14. According to the preliminary draft Organic Law, urban areas will be treated differently 

from rural areas. Where are urban areas?  
a) Phnom Penh  
b) Phnom Penh, Shihanoukville, Kep, and Pailin  
c) Phnom Penh, Siem Reap, and Battambang  
d) Phnom Penh and other urban areas like Shihanoukville, Battambang, Siem Reap and 

Poipet 
✓ 
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15. Which one of the following statements about sub-national councils is NOT consistent with 

the preliminary draft Organic Law?  
a) For large councils, a Council Management Committee must be selected by the council 

among its councilors. 
 

b) Every council must have a Technical Advisory Board.  
c) Every council must establish a Procurement Committee.  
d) Every council must establish a Women’s Consultative Committee. ✓ 
 
 
Session 9: Case Study: One Window Service 

16. Which districts are designated as the model districts in the Decision 47?  
a) Siem Reap District  
b) Battambang District  
c) Siem Reap District and Battambang District ✓ 
d) Siem Reap District, Battambang District, and Kampong Cham District  
 
 
17. Under which administrative structure is the One Window Service Office established?  
a) National administration  
b) Provincial administration  
c) District administration ✓ 
d) Commune administration  
 
 
18. What does the One Window Service Office do?  
a) Deliver public services to the people, enterprises and organizations that are carrying out 

the activity within the territory of the districts. 
✓ 

b) Design district budget and examine the implementation of district budget  
c) Oppose to the local officials’ corruption and contribute to constructing the good 

relationship and truth between the district administration and citizens’ enterprises located 
in the district 

 

d) Solve all the citizens’ problems depending on the existing laws and regulations.  
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19. Which one of the following statements explains best about the services provided by the One 

Window Service Office?  
a) Services have become faster and cheaper. ✓ 
b) Services have become faster than before, but service fees are same as before.   
c) Service fees have become cheaper than before, but the processing time is same as before.  
d) Service fees and processing time are same as before.  
 
 
20. Which one of the following statements about strengths about the One Window Service 

Office is NOT correct?  
a) The One Window Service Office is located in the central area where people have easy 

access. 
 

b) The One Window Service Office opens from 7:30 to 9:30 in the morning, and 2:00 to 
4:00 in the afternoon to provide good customer services. 

✓ 

c) The prices of different services are written on the wall so that everyone can see them.  
d) The working group of the One Window Service Office is modest and helpful with the 

people. 
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Impact Survey Questions 

 
 
1. Was the overall training course/seminar beneficial to your work? (Yes, No) 
 
 
2. If “yes,” please explain why it was beneficial. If “no” or “don’t know,” please try to explain why 

not.  
 
 
 
 
 

3. Is there any specific knowledge of D&D policy and organic law that you have used on your work 
after the training course/seminar? (Yes, No) 

 
 
4. If “yes,” please provide at least one concrete example. If “no” or “don’t know,” please try to 

explain why not. 
 
 
 

 
 
5. Have you used the materials since you participated in the training course/seminar? (Yes, No) 
 
 
6. If yes, please explain what materials you have used for what purpose. If “no” or “don’t know,” 

please try to explain why not. 
 
 
 
 
 

7. Did you incorporate anything else you learned in the training course/seminar into your work? 
(Yes, No) 

 
 
8. If “yes,” please provide at least one concrete example. If “no” or “don’t know,” please try to 

explain why not. 
 
 
 
 
 

9. Is there anything which has changed your perception, attitude or behavior as a result of the 
training course/seminar? (Yes, No) 
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10. If “yes,” please provide at least one concrete example. 
 
 
 

 
 
11. What kind of follow up support would help you do your work better? 

 
 
 

 
 
12. Do you have any recommendation or other comments on the training course/seminar? 
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Sample	  Data	  Input	  Sheet	  (GDLA	  Official	  Training)	  
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 Appendix	  5	  

Evaluation	  Report	  Checklist 

 

1. Title Page 

❑ Title identifies what was evaluated, including target population, if applicable. 

❑ Title is sufficiently clear and concise to facilitate indexing. 

❑ Authors’ name and affiliations are identified. 

❑ Date of preparation is included. 

❑ Text and material on title page are clearly and properly arranged. 

 

2. Executive Summary 

❑ Description of program/project 

❑ Evaluation question and purpose of evaluation 

❑ Concise summary of main findings 

❑ Recommendations, if applicable 

❑ Overview and description of structure of report 

 

3. Table of Contents and Other Sections That Preface the Report 

❑ Table of contents contains at least all first- and second-level headers in the reports. 

❑ Titles and page numbers are accurate. 

❑ Lists of tables, figures, and appendices are included, if applicable. 

❑ List of acronyms or abbreviations is included, if appropriate. 

❑ Acknowledgement section with reference to sponsors, data collectors, informants, 

contributors to the report, etc., is included. 

 

4. Program Description 

❑ Description of the program being evaluated (including historical context, if 

appropriate) 

❑ Identification of target population for program 

❑ Description of program activities 

 

5. Evaluation Design and Methods 

❑ Purpose of evaluation and evaluation questions 

❑ Evaluation approach or model being used, as well as rationale for the approach or 

model 
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❑ Methods of data collection 

❑ Design of the evaluation including timing of data collection and use of specific data 

collection methods 

 

❑ Sources of information and data 

❑ Limitations of the evaluation 

 

6. Findings and Results 

❑ Details of the evaluation findings are clearly and logically described. 

❑ Charts, tables, and graphs are appropriately labeled and understandable. 

❑ Discussion of evaluation findings is objective and included both negative and 

positive findings. 

❑ All evaluation questions are addressed or an explanation is included for questions 

that could not be answered. 

❑ Findings are adequately justified. 

 

7. Conclusions and Recommendations 

❑ Discussion and interpretation of findings are included. 

❑ Summary and conclusion fairly reflect the findings. 

❑ Judgments about the program that cover merit and worth are included. 

❑ If appropriate, recommendations are included and they are based on findings in the 

report. 

 

8. References and Appendices 

❑ A suitable style or format is used consistently for all references. 

❑ References are free of errors. 

❑ References cover all in-text citations. 

❑ All appendices referenced in the text are included in the appendices section, and 

vice versa. 

❑ Data and information in the appendices are clearly presented and explained. 

 

Adopted from Torres, Rosalie T., et al. (2005). Evaluation Strategies for Communicating and Reporting. 

Sage Publications. 

 

 

 


