
Letting people know about the work you are doing is important for three main reasons:

•  it helps to spread the word locally and can lead to more and different people wanting to 
get involved;

•  it communicates a sense of energy and action – the feeling that something good is 
happening – which is important in building a culture of activism and participation;

•  it works to keep different organisations and funders on board and helps to commit them 
to acting responsibly when they are deploying their resources.

 
In the jargon of project funding, ‘spreading the word’ often gets referred to as project 
promotion or dissemination. In some, more political, contexts, it also includes lobbying 
and advocacy work.

Promotion and Dissemination
You may want to use quotes from your evaluation in promotional literature as well 
as short case studies and vivid photographs. You may choose to give presentations 
about your work to local bodies or at workshops and conferences. It’s a good idea to 
always include participants who can speak with conviction and authority about their 
experiences in such activities.
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Lobbying
NO PLACE FOR A CHILD – STOP DETAINING CHILDREN NOW! 
 
The campaign is organised by the No Place for a Child Coalition (the Coalition is 
the National Children’s Home, Save the Children UK, Refugee Council, Bail for 
Immigration Detainees and the Scottish and Welsh  
Refigee Councils ) 

CAMPAIGNING INVOLVED: 
l  lobbying MPs and the Home Secretary via petitions, emails and postcards;

l  encouraging others to join the campaign to end the detention of children in 
British Asylum Detention Centres.

www.noplaceforachild.org.uk

One of the best ways of protecting valuable and successful work at local level is to 
make sure that the people with influence and power know about it. Sometimes you 
will want their endorsement in those arenas where decisions get made. This is also 
important in case the work triggers controversy. Community activity in a democratic 
society is not necessarily compliant. Encouraging community-led contributions to local 
policy making may well be a challenge to those officials and professionals who are not 
used to consulting residents or having to answer to their criticisms. It will be less easy 
to dismiss critical or angry exchanges if the groups involved are known to be engaged 
in the kinds of work that national and local policies seek to encourage.

Apart from project stakeholders and members of the wider community, therefore, there 
are other audiences who should hear about your work :

•  cultivate the local press: send them press releases, photographs and ‘good news’ stories;

• produce briefings and updates for local politicians, key providers and funding bodies;

•  make sure the work is known about by the Local Council, the Regional Government 
Office and your Member of Parliament.

 
Make sure that in any communications to politicians, funders and the press, you 
include:

• testimonies and endorsements from those involved;

• photographs showing activity and engagement;

• examples of the impact the work is having;

•  evidence of the wider benefits of the work you are doing locally - and if  
relevant - nationally.
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9 RESOURCES AND 
FURTHER READING 8 IN OTHER WORDS

The best way to involve everyone in the evaluation process is to use straightforward 
language and stay clear of jargon. The over-use of jargon has the effect of turning 
people off and keeping them out – especially if their fi rst language is not English. It 
limits the sharing and growth of knowledge.

But unfamiliar and complicated-sounding words are not always the same as 
unwelcome jargon. Words used by specialists, and the knowledge that lies behind 
them, can be very reassuring when you are dealing with government bodies and 
other powerful agencies. Learning some specialist words helps to share the 
knowledge around.

Over the page are some defi nitions and explanations to help you better understand 
what is meant by some of the most common specialist words used during evaluation.

Charities Evaluation Service: www.ces-vol.org.uk 

Evaluation Support Scotland: www.evaluationsupportscotland.org.uk

UK Evaluation Society: www.evaluation.org.uk

British Association of Settlements and Social Action Centres (Bassac): 
www.bassac.org.uk/uploads/File/diversity%20order520form.pdf

Connecting Futures Through Film. The Evaluative Story of the Focus-Connecting 
Futures Participatory Video Project, (2006) Katherine Mann, ICAR

Creativity, Community and Change: Creative approaches to Community Consultation, 
(2005), Maggie O’Neill and Mark Webster, Loughborough and Staffordshire 
Universities at m.oneill@lboro.ac.uk or m.webster@staffs.ac.uk

An Evaluation of the PHF’s Fund for Refugee and Asylum Seeker Young People, 
(2006) Maggie O’Neill and Jane Thompson, PHF at information@phf.org.uk

Evaluating Community Projects, Jane Field, Lifelines 8, NIACE

Getting On Brilliantly : Recipes for Managing Success, 2004, Annette Zera and 
Susan Murray, NIACE: Leicester

Measuring soft outcomes and distance travelled: a methodology for developing a 
guidance document (2003) Richard Lloyd and Fionn O’Sullivan London: Dept for Work 
and Pensions/HMSO

Partnerships for learning: A guide to evaluating arts education projects, (1999), 
Felicity Woolf, Arts Council England

Policies and Programmes to Address Disadvantage among Young People: Issues for 
Evaluation, (2002) Jane Pitcher, Evaluation Vol 8(4): 474-495

Qualitative Evaluation and Research Methods, 2nd edition, (1990) M.Q. Patton, 
Sage Publications

Sharing Practice: A guide to self-evaluation for artists, arts organisations and funders 
working in the context of social inclusion at www.newaudiences.org.uk/
resource.php?id=391

Spreading the Word: Reaching Out to New Learners, Veronica McGivney, 
Lifelines 2, NIACE 

Working in Partnership, Lyn Tett, Lifelines 9, NIACE



AIMS – are the three or four 
big, general ambitions which you 
want the project to work towards, 
and hopefully achieve. Aims are 
usually set out at the beginning 
and are complemented by a 
series of more precise objectives 
(see OBJECTIVES).

ACCOUNTABILITY – 
is the term used to describe the 
ways in which projects must be 
responsible in handling funds and 
reporting on their activities to 
the participants they serve, the 
funders who support them and 
the Charity Commission. 

ADVOCACY – means 
speaking to others on behalf of 
the project and its participants. 
It is most effective when it 
involves encouraging and 
equipping participants to speak 
out on their own behalf.

BEST PRACTICE – quite 
simply, employing the best ways 
of doing various practical aspects 
of the work, good practices that 
have been proved to work well in 
lots of similar situations.

CAPACITY BUILDING – 
means making sure that 
individuals, groups organisations 
and communities have the 
‘know-how’ and resources they 
need to grow and to achieve their 
potential.

EQUAL 
OPPORTUNITIES – 
an approach used to make sure 
that the policies and practices, 
rewards and opportunities within 
projects and organisations are 
just and fair. A commitment 
to equal opportunities is also 
intended to make sure that the 
interests of minority and less 
powerful groups are recognised 
and safeguarded.

ETHICAL EVALUATION –
 means employing moral 
and honest principles when 
conducting evaluation exercises – 
this should include respecting 
confi dentiality and anonymity, 
seeking permission for people’s 
words or images to be made 
public, reporting back to 
participants about what has 
happened as a result of their 
contribution.

EVIDENCE – is the 
information that is gathered 
to fi nd answers to questions, 
and to make judgements and 
decisions. It is often referred to as 
either ‘quantitative evidence’ or 
‘statistical data’ – which relates to 
factual things that can be counted, 
such as the number of people 
participating in, or completing, an 
activity – or ‘qualitative evidence’ 
which relates to how the project 
is experienced by those involved, 
such as personal testimonies 
and eyewitness accounts, videos, 
displays and performances. 
Qualitative evidence can be 
quite subjective.

EVALUATION - 
FORMATIVE – is ongoing 
and encourages you to take 
stock of things as you go along. 
It is a useful way of learning from 
what is happening and of making 
adjustments to address any 
diffi culties as they occur. Formative 
evaluation should contribute to 
the learning process, not only to 
the benefi t of the project and the 
partners, but also for the benefi t of 
the project funders.

EVALUATION - 
SUMMATIVE – takes place 
towards the end of a project. 
The disadvantage of summative 
evaluation is that if it takes 
place when the project is coming 
to a close, there may be no 
opportunity to implement the 
evaluation fi ndings.

IMPACT – refers to the wider 
effects of an activity, something 
that is more than the immediate 
results or outcomes, and which 
might prove to be important 
or signifi cant to people later. 
It could be that some of these 
effects were not anticipated at 
the outset. 

MILESTONES – are events, 
targets (see TARGET) or dates 
marking important stages in the 
life of a project.

MONITORING – means 
collecting information, usually 
systematically, in order to check 
on progress, make changes 
as necessary and making sure 
everything is moving forward 
as planned.

OBJECTIVES – are the 
specifi c outcome/results you 
want to achieve and which are set 
at the beginning of a project.

OUTCOMES – are the visible 
effects of a project. They can be 
specifi c and measurable - for 
example, how many participants 
achieved a qualifi cation or a job, 
sometimes called ‘hard outcomes’. 
Or less easy to pin down, such as 
feeling happier and more confi dent 
– known as ‘soft outcomes’. Both 
are important. Outcomes can be 
anticipated in advance or happen 
unexpectedly in the course of the 
project. They can apply to groups 
as well as individuals. 
Unexpected and shared outcomes 
can provide as much learning, and 
be just as important as, achieving 
individual goals. 

OUTPUTS – are the countable 
products created by the project 
such as the numbers attending 
sessions, or the numbers going on 
to training or employment. Outputs 
also include visible products like 
events, reports, training materials, 
exhibitions or DVDs.

OUTREACH – means making 
contact with local people over 
time and in familiar settings, in 
order to let them know about, and 
hopefully involve them, in your 
project. Outreach work involves 
building trust, local knowledge 
and good communication which 
take time.

PARTICIPATORY 
APPROACHES – means 
using methods that engage 
everyone involved in a project in 
the business of project planning, 
decision-making and evaluation. 
This needs good communication 
and also means giving careful 
feed back to all those involved.

PERFORMANCE 
INDICATORS – are 
measures for checking progress, 
shortcomings and success. They 
are often used in monitoring and 
evaluation. For example, you 
might decide that the number 
of young people contacting your 
project each month is a good 
indication - or ‘performance 
indicator’ - of how you are doing. 

QUALITY ASSURANCE 
– means making sure that 
services are delivered to certain 
standards that are reviewed and 
improved over time.

REFLECTION – means 
thinking analytically about what 
is happening in a project, in 
an attempt to understand the 
impact you are having, and 
where necessary, to develop and 
improve things.

RISKS – in the context of 
projects, ‘ risk’ usually refers to 
the possibility of things going 
wrong that are not anticipated or 
benefi cial. Identifying and thinking 
through potential risks before they 
happen, and putting safeguards 
in place, can help to reduce 
any exposure to risks, both for 
the individuals involved and the 
project as a whole.

STAKEHOLDERS – are 
individuals or organisations 
with an interest in the project. 
This includes participants, 
project workers, management 
committees, partners, community 
groups, statutory agencies and 
funding bodies.

SUSTAINABILITY – 
is about equipping people, 
projects, organisations and 
communities with the necessary 
resources, knowledge, 
commitment and skills to 
help preserve and build upon 
initiatives, so that they can be 
continued into the future.

TARGET – is used to identify 
individuals or groups of people 
who are to be the main objects of 
the project’s attention eg young 
people, asylum seekers, single 
parents etc. The term is also used 
to identify things which need 
planned attention, such as the 
date by when something will be 
achieved , the amount of money 
needing to be raised to deliver 
an activity, the number of people 
gaining a qualifi cation etc. In the 
present political climate, policy 
makers, funders and evaluators 
usually like to know what targets 
have been identifi ed and whether 
or not they have been met, 
including how and why.

VALUE FOR MONEY – 
means making the very best use of 
your available resources, in order 
to create as much advantage 
as possible for the participants 
but also to reassure trusts and 
funders that public money is being 
used economically, effectively 
and responsibly. 
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The best way to involve everyone in the evaluation process is to use straightforward 
language and stay clear of jargon. The over-use of jargon has the effect of turning 
people off and keeping them out – especially if their fi rst language is not English. It 
limits the sharing and growth of knowledge.

But unfamiliar and complicated-sounding words are not always the same as 
unwelcome jargon. Words used by specialists, and the knowledge that lies behind 
them, can be very reassuring when you are dealing with government bodies and 
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AIMS – are the three or four 
big, general ambitions which you 
want the project to work towards, 
and hopefully achieve. Aims are 
usually set out at the beginning 
and are complemented by a 
series of more precise objectives 
(see OBJECTIVES).

ACCOUNTABILITY – 
is the term used to describe the 
ways in which projects must be 
responsible in handling funds and 
reporting on their activities to 
the participants they serve, the 
funders who support them and 
the Charity Commission. 

ADVOCACY – means 
speaking to others on behalf of 
the project and its participants. 
It is most effective when it 
involves encouraging and 
equipping participants to speak 
out on their own behalf.

BEST PRACTICE – quite 
simply, employing the best ways 
of doing various practical aspects 
of the work, good practices that 
have been proved to work well in 
lots of similar situations.

CAPACITY BUILDING – 
means making sure that 
individuals, groups organisations 
and communities have the 
‘know-how’ and resources they 
need to grow and to achieve their 
potential.

EQUAL 
OPPORTUNITIES – 
an approach used to make sure 
that the policies and practices, 
rewards and opportunities within 
projects and organisations are 
just and fair. A commitment 
to equal opportunities is also 
intended to make sure that the 
interests of minority and less 
powerful groups are recognised 
and safeguarded.

ETHICAL EVALUATION –
 means employing moral 
and honest principles when 
conducting evaluation exercises – 
this should include respecting 
confi dentiality and anonymity, 
seeking permission for people’s 
words or images to be made 
public, reporting back to 
participants about what has 
happened as a result of their 
contribution.

EVIDENCE – is the 
information that is gathered 
to fi nd answers to questions, 
and to make judgements and 
decisions. It is often referred to as 
either ‘quantitative evidence’ or 
‘statistical data’ – which relates to 
factual things that can be counted, 
such as the number of people 
participating in, or completing, an 
activity – or ‘qualitative evidence’ 
which relates to how the project 
is experienced by those involved, 
such as personal testimonies 
and eyewitness accounts, videos, 
displays and performances. 
Qualitative evidence can be 
quite subjective.

EVALUATION - 
FORMATIVE – is ongoing 
and encourages you to take 
stock of things as you go along. 
It is a useful way of learning from 
what is happening and of making 
adjustments to address any 
diffi culties as they occur. Formative 
evaluation should contribute to 
the learning process, not only to 
the benefi t of the project and the 
partners, but also for the benefi t of 
the project funders.

EVALUATION - 
SUMMATIVE – takes place 
towards the end of a project. 
The disadvantage of summative 
evaluation is that if it takes 
place when the project is coming 
to a close, there may be no 
opportunity to implement the 
evaluation fi ndings.

IMPACT – refers to the wider 
effects of an activity, something 
that is more than the immediate 
results or outcomes, and which 
might prove to be important 
or signifi cant to people later. 
It could be that some of these 
effects were not anticipated at 
the outset. 

MILESTONES – are events, 
targets (see TARGET) or dates 
marking important stages in the 
life of a project.

MONITORING – means 
collecting information, usually 
systematically, in order to check 
on progress, make changes 
as necessary and making sure 
everything is moving forward 
as planned.

OBJECTIVES – are the 
specifi c outcome/results you 
want to achieve and which are set 
at the beginning of a project.

OUTCOMES – are the visible 
effects of a project. They can be 
specifi c and measurable - for 
example, how many participants 
achieved a qualifi cation or a job, 
sometimes called ‘hard outcomes’. 
Or less easy to pin down, such as 
feeling happier and more confi dent 
– known as ‘soft outcomes’. Both 
are important. Outcomes can be 
anticipated in advance or happen 
unexpectedly in the course of the 
project. They can apply to groups 
as well as individuals. 
Unexpected and shared outcomes 
can provide as much learning, and 
be just as important as, achieving 
individual goals. 

OUTPUTS – are the countable 
products created by the project 
such as the numbers attending 
sessions, or the numbers going on 
to training or employment. Outputs 
also include visible products like 
events, reports, training materials, 
exhibitions or DVDs.

OUTREACH – means making 
contact with local people over 
time and in familiar settings, in 
order to let them know about, and 
hopefully involve them, in your 
project. Outreach work involves 
building trust, local knowledge 
and good communication which 
take time.

PARTICIPATORY 
APPROACHES – means 
using methods that engage 
everyone involved in a project in 
the business of project planning, 
decision-making and evaluation. 
This needs good communication 
and also means giving careful 
feed back to all those involved.

PERFORMANCE 
INDICATORS – are 
measures for checking progress, 
shortcomings and success. They 
are often used in monitoring and 
evaluation. For example, you 
might decide that the number 
of young people contacting your 
project each month is a good 
indication - or ‘performance 
indicator’ - of how you are doing. 

QUALITY ASSURANCE 
– means making sure that 
services are delivered to certain 
standards that are reviewed and 
improved over time.

REFLECTION – means 
thinking analytically about what 
is happening in a project, in 
an attempt to understand the 
impact you are having, and 
where necessary, to develop and 
improve things.

RISKS – in the context of 
projects, ‘ risk’ usually refers to 
the possibility of things going 
wrong that are not anticipated or 
benefi cial. Identifying and thinking 
through potential risks before they 
happen, and putting safeguards 
in place, can help to reduce 
any exposure to risks, both for 
the individuals involved and the 
project as a whole.

STAKEHOLDERS – are 
individuals or organisations 
with an interest in the project. 
This includes participants, 
project workers, management 
committees, partners, community 
groups, statutory agencies and 
funding bodies.

SUSTAINABILITY – 
is about equipping people, 
projects, organisations and 
communities with the necessary 
resources, knowledge, 
commitment and skills to 
help preserve and build upon 
initiatives, so that they can be 
continued into the future.

TARGET – is used to identify 
individuals or groups of people 
who are to be the main objects of 
the project’s attention eg young 
people, asylum seekers, single 
parents etc. The term is also used 
to identify things which need 
planned attention, such as the 
date by when something will be 
achieved , the amount of money 
needing to be raised to deliver 
an activity, the number of people 
gaining a qualifi cation etc. In the 
present political climate, policy 
makers, funders and evaluators 
usually like to know what targets 
have been identifi ed and whether 
or not they have been met, 
including how and why.

VALUE FOR MONEY – 
means making the very best use of 
your available resources, in order 
to create as much advantage 
as possible for the participants 
but also to reassure trusts and 
funders that public money is being 
used economically, effectively 
and responsibly. 
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