SAAD DCP Prize
Service Evaluation Report
Guidelines
Please use the following as a template to write up your report in Microsoft Word up to 2,500 words.
ABSTRACT
The abstract should be a 200-word summary of the full report and follow the same structure so that the
reader will be able to find more information easily if required.
INTRODUCTION
This should include any background information and relevant literature as well as identifying how the current
evaluation builds on previous work, what was achieved and why this evaluation was necessary. Include
information regarding the context surrounding this project.
AIMS
In this section list the aims of the evaluation project, including what you want to achieve and the purpose of
the evaluation.
OBJECTIVES
List the objectives in this section. The objectives are what needed to be achieved in order to meet the aims
listed above.
METHOD
In this section you will need to include details of the population you used including inclusion and exclusion
criteria, how selected and the number of participants. A description of the data collection and analysis is also
required. Any questionnaires should be included as appendices.
RESULTS
A report of the results of the data analysis. Use tables and figures where appropriate.
DISCUSSION
This is an opportunity to reflect on the evaluation and set it in context with other work.
Lessons learnt - highlight key learning points about the evaluation including problems with the selected
method.
CONCLUSIONS
Summarise the key findings of the evaluation including strengths and weaknesses.
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RECOMMENDATIONS
List any recommendations that should be introduced along with the justification for the recommendation.
ACTION PLAN
This is a description of how the recommendations will be implemented. Please use the template provided in
the appendix to this document for your action plan.
REFERENCES
Include all references used in the report in the format.
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2012).

APPENDIX: Action plan template
Action Plan
The recommendations in the action plan should be those included in the “Recommendations” section of the report.
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