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PREPARING THE EVALUATION REPORT  

19 March 2014 

This checklist is meant to primarily instruct evaluation consultants in the requirements of formatting 
and finalizing an evaluation report for the ILO.  ILO evaluation managers should be very well informed 
of this checklist and hand it over to the consultant. The checklist provides specific requirements for 
each formal element of the report, in addition to providing specific details on how to present the 
conclusions, recommendations, lessons learned and emerging good practice in the report.  An annex 
presents ILO definitions of lessons learned and emerging good practices, along with the required 
templates for the evaluation consultant to complete.1 

1. TITLE PAGE 

 
The following elements must be included in the title page (see also Checklist 7 Filling in the Title Page) 
 

 The same title as cited in the TOR; 

 ILO project (TC/SYMBOL) reference code; 

 The type of evaluation (e.g. Independent, Internal Review, Decent Work Country Programme 
Internal Review, etc.); 

 Indication of the timing of the evaluation (mid-term or final); 

 List all countries covered by the evaluation; 

 Date of the evaluation when it was approved by EVAL; 

 Date when the project officially ends; 

 Name of the evaluation consultant(s); 

 Name of evaluation manager; 

 ILO office administrating the project; 

 All UN agencies that participated in the evaluation; 

 Donor and project budget in US$; 

 Cost of the evaluation in US$; and 

 Key words. 
 

2. TABLE OF CONTENTS  

 
The Table of Contents must contain the following elements: 
 

 Accurate reflection of the contents  in the report; 

 List of tables, figures and charts;  

 List of acronyms or abbreviations, as appropriate; 

                                                      
1
 This checklist is meant as a summary check to be used to ensure all critical elements are present in the evaluation report.   For 

more detailed information on each section and a quality control of the content, see Section 1 of Checklist 6 Rating the quality of 
the evaluation report. 

http://www.ilo.org/eval/Evaluationguidance/WCMS_166363/lang--en/index.htm
http://www.ilo.org/eval/Evaluationguidance/WCMS_165968/lang--en/index.htm
http://www.ilo.org/eval/Evaluationguidance/WCMS_165968/lang--en/index.htm


 
 
 
I-eval Resource Kit International Labour Organization – Evaluation Unit 

                             Checklist 5 

REVISED MARCH 2014  2 

 

 

 List of appendices which must include the following items and any additional documents the 
consultant deems necessary: 

o Complete a lessons learned template (one per lesson); 
o Complete an emerging good practice template (one per lesson); 
o Terms of reference; 
o Inception report; 
o List of persons interviewed; 
o Data collection instruments; and 
o Bibliography.  

3. EXECUTIVE SUMMARY 

 
The following elements must be included in the Executive Summary: 
 

 The executive summary should be brief and concise (maximum 5-6 pages), in addition to 
conforming to the following criteria:   

 Explanation of the project’s purpose, logic and structure and objectives (project background)   

 Overview of the purpose, scope, clients of the evaluation, time period, geographical coverage 
and groups or beneficiaries of the evaluation (evaluation background)  

 Concisely describes the evaluation’s methodology  

 Summarizes the evaluation findings   

 Concise list of conclusions   

 List of all lessons learned and emerging good practices  

 List of all recommendations (must be aligned with the conclusions) 
  

4. BODY OF THE REPORT   

 
The body of the evaluation report should follow the organization of the Executive Summary and be in 
compliance with the TOR. The evaluator may add appropriate sections (if needed), however the 
following elements must be included: 
 
Project background - Provide a brief summary of the projects’ purpose, logic, structure and objectives. 
It should specifically outline the intervention logic, strategy and main means of action; geographic 
coverage; and management structure. In addition, the present situation of the project should be 
discussed, explaining any key information about its current state of implementation and relevant 
context: 
 

 If useful, include a brief outline of the economic, political, social, cultural, historical context of 
the country; 

 Describe the project’s objectives; 

 Describe the  context and intervention logic of the project;  

 Describe the project’s funding arrangements  (including the donor); 

 Describe the organizational arrangements for the project’s implementation; 

 Describe the contributions, role of ILO, project partners and other stakeholders; and 

 Brief description/review of the project’s implementation (major events, milestones). 
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Evaluation background - This section should present a concise summary of the purpose and scope of 
the evaluation; the clients of the evaluation and/or who will use the evaluation findings; the evaluated 
time period; geographical coverage; and the targeted groups or beneficiaries of the evaluation. 
 

 Purpose and primary use of the evaluation; 

 Scope of the evaluation (for example, geographic coverage, information on the project’s 
phases when the evaluation covers more than one project, special focus areas such as gender, 
collaboration, exit strategy, etc.); 

 The clients of the evaluation and the main audience of the report (e.g. donors, constituents, 
implementing parties); 

 Evaluation criteria and questions that clients want the evaluation to answer are identified; and 

 Dates, events and the operational sequence of the evaluation. 
 
Methodology - Include a concise description of the evaluation’s methodology for data collection and 
analysis, including the rationale for selecting the methodology and data sources, in addition to a 
description of all methodological limitations.  
 

 The evaluation criteria and questions (as per the OECD/DAC2); 

 Description of the evaluation methods and data collection instruments to be used, including 
their justification; 

 Description of the sources of information / data used;  

 List of evaluation limitations and potential sources of bias (method selections, data sources, 
etc.); 

 Description and rationale for stakeholder participation in the evaluation process; and  

 The report indicates adherence to  evaluation norms, standards and ethical safeguards. 
 

Main findings - Include a brief, overall assessment of the project’s performance, including its 
relevance, effectiveness, efficiency, impact and sustainability.  Findings are supported by evidence. 
Unintended and unexpected outcomes are also discussed.  Evidence-based and include the following 
elements: 
 

 Findings are relevant to the purpose and scope of the evaluation; 

 Findings are supported by evidence and are consistent with methods and data; 

 All evaluation questions are addressed and explanations provided when  not be answered; 

 All data is disaggregated by sex, age, ethnic group or other relevant demographic categories, 
where feasible; 

 Unintended and unexpected results are discussed;  

 Factors contributing to the success/failure of the project are identified and discussed; and 

 Cross-cutting issues such as: (i) gender issues; (ii) tripartite issues and; (iii) international labour 
standards are assessed. See below for more details.  

 
GENDER ISSUES ASSESSMENT  
 
There should be a summary assessment of gender issues in the evaluation conclusions, and indications 
of any pertinent budgetary dedication regarding gender or sex-aggregated data. For more guidance on 

                                                      
2
 OECD/DAC  criteria:   relevance, effectiveness, efficiency, impact and sustainability. 

http://www.oecd.org/dac/evaluation/daccriteriaforevaluatingdevelopmentassistance.htm
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presenting gender in evaluation conclusions see Guidance Note 4 Considering gender in the 
monitoring and evaluation of projects . 
 
TRIPARTITE ISSUES ASSESSMENT    
 
There should be a summary assessment of tripartite issues in the evaluation conclusions. Further 
guidance on ILO tripartite constituents and their role in evaluation can be found in Guidance Note 7 
Stakeholder Participation. 
 
INTERNATIONAL LABOUR STANDARDS ASSESSMENT 
 
There should be a summary assessment of any international labour standard (ILS) issues relevant to 
the project and its evaluation. Any pertinent budgetary dedication to ILS issues should also be 
presented. 
 
 

5. CONCLUSIONS 

 
Conclusions are formulated by synthesizing the main findings into statements of merit and worth.  The 
evaluative reasoning and critical thinking used to formulate the conclusions must be clear. As such, 
special care should be given to their validity and reliability. 
 

 Conclusions are formulated by synthesizing the main findings into summary judgments of 
merit and worth; 

 The evaluative reasoning and critical thinking used to formulate the conclusions must be clear; 

 Judgments are fair, impartial, and consistent with the findings; and 

 Brief discussion of how the validity and reliability of the conclusions were determined. 
 

6. LESSONS LEARNED AND EMERGING GOOD PRACTICES 

 
Lessons learned 
 
One of the purposes of evaluation in the ILO is to improve project or programme performance and 
promote organizational learning. Evaluations are expected to generate lessons that can be applied 
elsewhere to improve programme or project performance, outcome, or impact. The section on lessons 
learned should consider: 
 

 Is the lesson significant? Does it deal with a non-trivial matter?  

 Does the lesson concisely capture the context from which it was derived?  

 Is the lesson applicable in different contexts?  

 Is it clear in which situations the lesson could be reused in future?  

 Does the lesson identify target users?  

 Does the lesson specifically suggest what should be repeated or avoided in future contexts to 
guide future action?  

 

http://www.ilo.org/eval/Evaluationguidance/WCMS_165986/lang--en/index.htm
http://www.ilo.org/eval/Evaluationguidance/WCMS_165986/lang--en/index.htm
http://www.ilo.org/eval/Evaluationguidance/WCMS_165982/lang--en/index.htm
http://www.ilo.org/eval/Evaluationguidance/WCMS_165982/lang--en/index.htm
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Emerging good practices 
 
ILO evaluation sees lessons learned and emerging good practices as part of a continuum, beginning 
with the objective of assessing what has been learned, and then identifying successful practices 
from those lessons which are worthy of replication. The section on emerging good practices should 
consider: 

 Does it describe how it works? 

 Does it concisely capture the context from which it was derived? 

 Is it applicable in different contexts? 

 Is it potentially replicable in different contexts? 

 Does it identify target users? 

 Does it demonstrate their link with specific impacts? 

The sections on lessons learned and emerging good practices should be prepared using their 
respective templates found in Annex 1.  These templates provide helpful definitions and criteria. 
 

7. RECOMMENDATIONS 

The consultant is expected to follow the criteria below when drafting recommendations, as appropriate.  

Recommendations should: 

 Recommendations follow logically from conclusions, lessons learned and good practices; 

 Specify who is called upon to act:  
-  ILO Country Office          -  Project Management 
-  ILO HQ Administration        -  Tripartite Constituents 
-  ILO HQ Technical Unit        -  ILO Regional Office 

 Specify action needed to remedy the situation; 

 Distinguish priority or importance (high, medium, low); 

 Specify the recommended time frame for follow-up; and 

 Acknowledge whether there are resource implications.  

The recommendations text is uploaded into separate data sets for a formal exercise on management 
follow-up.  For this reason, recommendations must be expressed as complete, stand-alone concise 
statements which do not include any unexplained acronyms, and which must follow certain criteria and 
formatting.  

8. APPENDICES 

 
List of appendices must include the following items and any additional documents the consultant 
deems necessary: 

 

 Lessons learned template; 

 Emerging good practice template; 

 Terms of reference; 

 Inception report; 

 

 List of persons interviewed; 

 Data collection instruments; and 

 Bibliography.   
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ANNEX 1. CITING LESSONS LEARNED AND EMERGING GOOD PRACTICES  

The Lessons Learned and Emerging Good Practices in ILO Evaluations continue to be used, 
analyzed and disseminated after a report is finalized.   They are entered into the i-Track database 
as concise texts and coded with additional metadata.  They are then compiled with all lessons 
learned and emerging good practices collected by the ILO and later used for management 
reporting, validation and technical discussions. 

This Annex provides detailed definitions and criteria for identifying and presenting these as 
findings in an ILO evaluation and is targeted at evaluation managers and evaluators.  Following 
the definitions and criteria here should prevent any problems later during the approval of the 
draft report, as well as ensuring a high level of quality and consistency across ILO evaluations and 
in line with UN evaluation standards.  The ILO Evaluation Unit aims to track trends in evaluation 
findings and assist management to improve performance and achieve useful replication of good 
practice whenever possible.  

SECTION 1. CITING LESSONS LEARNED  

ILO evaluation wants to present only high quality and useful lessons learned in their evaluations.  
This requires a framework of understanding and consistency which must be adhered to by ILO 
evaluators. This section presents the ILO basic definition, presents certain key elements and a 
checklist for presenting the lesson learned in both the text of the report and in the required 
templates which are annexed to the report for each lesson learned.  

BASIC DEFINITION OF A LESSON LEARNED 

 

The lessons collected during an evaluation are one of three key outputs included in EVAL’s 
checklist for ensuring the quality of evaluation reports.  Identifying and presenting lessons learned 
is an exercise to recognize and document the richest and most meaningful lessons gained from 
project events.   The elements listed below provide a framework for identifying lessons learned. 

 

 

ILO Definition - Lessons learned 

A lesson learned is an observation from project or programme experience which can be translated 
into relevant, beneficial knowledge by establishing clear causal factors and effects.  It focuses on a 
specific design, activity, process or decision and may provide either positive or negative insights on 
operational effectiveness and efficiency, impact on the achievement of outcomes, or influence on 
sustainability.  The lesson should indicate, where possible, how it contributes to 1) reducing or 
eliminating deficiencies; or 2) building successful and sustainable practice and performance.   

A lesson learned may become an emerging good practice when it additionally shows proven 
results or benefits and is determined to be worthwhile for replication or up-scaling.   
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KEY ELEMENTS OF A LESSON LEARNED: 

 A lesson learned can refer to a positive experience, in the case of successful results; or to 
a negative experience, in the case of malfunctioning processes, weaknesses or 
undesirable influences.  

 A lesson learned should specify the context from which it is derived, establish potential 
relevance beyond that context, and indicate where it might be applied. 

 A lesson learned explains how or why something did or did not work by establishing clear 
causal factors and effects. Whether the lesson signals a decision or process to be 
repeated or avoided – the overall aim is to capture lessons that management can use in 
future contexts to improve projects and programmes.  

 A lesson learned should indicate how well it contributes to the broader goals of the 
project or programme and establish, when possible, if those goals align appropriately with 
the needs of beneficiaries or targeted groups.  

 Each of the following criteria should be considered, included and adequately explained, to 
ensure that lessons learned are complete and useful.  Once a lesson learned has been 
selected for inclusion in the evaluation, the evaluator must fill out the Lessons Learned 
Template for each one, and annex it to this Checklist. These templates are submitted as 
standard annexes to the evaluation report. 
 

Lessons Learned Criteria Checklist 

The evaluator should cite and explain the points below, when appropriate. 
 

 Context – Explain the context from which the lesson has been derived (e.g. economic, 
social, political).  If possible, point to any relevance to the broader ILO mandates or 
broader technical or regional activities. 

 Challenges – Briefly cite any difficulties, problems or obstacles encountered / solutions 
found - Positive and negative aspects of the lesson should be described. 

 Project Goals – Point out any contribution to the broader goals of the project, if relevant. 

 Causal factors – Present evidence for “how” or “why” something did or did not work? 

 Beneficiaries – Targeted users or beneficiaries affected by the lesson learned should be 
cited. 

 Success – The lessons learned should cite any decisions, tasks, or processes that reduced 
or eliminated deficiencies or built successful and sustainable practice and performance; or 
have the potential of success. 

Evaluators are encouraged to concentrate on the quality of lessons learned and are instructed to 
present them in the report only if they can adhere to the quality criteria listed above.  Each lesson 
learned identified in the report should be accompanied by a completed template, annexed to this 
checklist.  These templates are then included in a data roster, coded with additional metadata and 
re-used later in analysis on technical and administrative aspects of evaluation findings.  

If the evaluator identifies a lesson learned with strong positive and replicable components, it 
should be considered for inclusion as an emerging good practice.  After applying the further 
criteria listed below for emerging good practices, the finding would be moved from “lessons 
learned” into the emerging good practice section.  A practice or observation should not exist in 
both the lessons learned list and the emerging good practices list. 
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SECTION 2. CITING EMERGING GOOD PRACTICES 

ILO Evaluation sees lessons learned and emerging good practices as part of a continuum, 
beginning with the objective of assessing what has been learned, and then identifying successful 
practices from those lessons which are worthy of replication. As defined in the previous section, a 
lesson learned may have negative or positive aspects.  Some key differences between a simple 
lesson learned and an emerging good practice are that an emerging good practice: 

a) represents successful strategies or interventions that have performed well;  
b) through establishing a clear cause-effect relationship, the practice has achieved marked and 

measurable results or benefits; and  
c) related strategies are determined to be specifically useful for replication or up-scaling.   

Those successful lessons adhering to these criteria, therefore, are presented as emerging good 
practices, and details of the substantiating criteria are filled in the templates provided by the 
evaluator.   The Evaluation Unit undertakes some further coding of these good practices, and they 
are subsequently made available to ILO staff as data sub-sets for further validation by technical 
experts and discussion groups.   

 

KEY ELEMENTS OF AN EMERGING GOOD PRACTICE: 

 An emerging good practice is any successful working practice or strategy, whether fully or in 
part, that has produced consistent, successful results and measurable impact. 

 An emerging good practice implies a mapped logic indicating a clear cause-effect process 
through which it is possible to derive a model or methodology for replication.  

 An emerging good practice can demonstrate evidence of sustainable benefit or process.   

 An emerging good practice has an established and clear contribution to ILO policy goals and 
demonstrates how that policy or practice aligns, directly or indirectly, to the needs of 
relevant beneficiaries or targeted groups. 

  

ILO Definition - Emerging Good Practice 

A lesson learned may become an “emerging good practice” when it additionally shows proven marked 
and sustainable results or benefits and is determined by the evaluator to be considered for replication or 
up-scaling to other ILO projects.   

An emerging good practice should demonstrate clear potential for substantiating a cause-effect 
relationship and may also show potential for replicability and broader application.  It can derive from 
comparison and analysis of activities across multiple settings and policy sources or emerge from a simple, 
technically specific intervention. 
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The following criteria for identifying an emerging good practice should be fully considered. 

 

Emerging Good Practice Criteria Checklist   

When possible, the evaluator should cite and explain any of the points below. 
 

 The Good Practice - Cite as specifically as possible the task or practice which works and 
how it works, linking it to projects relevance and purpose. 

 Context and relevant preconditions – Indicate the circumstances under which the good 
practice took place and cite anything that might affect its application to other settings 
(e.g. problems and obstacles). Provide relevant preconditions or specific organizational 
aspects which contributed to the emerging good practice. Has it been used before? 

 Causal factors – This is sometimes linked to context and beneficiaries, and should also 
indicate where project design and objectives, or the prevailing theory of change in the 
project, can be linked to the emerging good practice. 

 Beneficiaries – Explain who are the targeted beneficiaries or users of the good practice 
and the impact on them. 

 Measurable impact – Demonstrate when a specific impact was linked to the emerging 
good practice, providing specific figures or details when possible.  

 Potential for replication – Cite specific reasons why the emerging good practice is 
considered to be potentially replicable in different contexts? How? 

 Link to ILO policy goals – When possible, indicate any relevant contribution or link to the 
broader ILO policy goals or country programme outcomes. 

 

Utilizing emerging good practices 

The Evaluation unit enters data from the good practice template into its internal database 
where additional coding is added. Data sets of the emerging good practices are then made 
available to generate management reports.  Technical experts will be asked to conduct 
further validation on these.  They should not contain any unexplained acronyms or 
references that would limit their usefulness as a stand-alone piece of knowledge.   

The data collected on emerging good practices will be clustered into thematic areas and 
presented to technical experts for further validation and analysis.  For this reason, the 
evaluator is requested to keep these instructions in mind when drafting text in the 
templates.  All information in the templates should correspond accurately to the findings 
in the full text of the report.  
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ILO Emerging Lesson Learned Template 
 

Evaluation Title:                                             Project TC/SYMBOL:        
 
Name of Evaluator:                                                               Date:        
 
The following Lesson Learned has been identified during the course of the evaluation. Further text can be found in 
the conclusions of the full evaluation report.  
 

LL Element                                                               Text                                                                     

Brief summary of lesson 
learned (link to project 
goal or specific 
deliverable) 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Context and any related 
preconditions 
 
 

 

Targeted users / 
Beneficiaries 
 

 

Challenges /negative 
lessons - Causal factors 
 
 

 

Success / Positive Issues 
-  Causal factors 
 
 

 

ILO administrative issues 
(staff, resources, design, 
implementation) 

 

Other relevant comments 
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ILO Emerging Good Practice Template 
 

Evaluation Title:                                             Project TC/SYMBOL:        
 
Name of Evaluator:                                                               Date:        
 
The following emerging good practice has been identified during the course of the evaluation. Further text can be 
found in the full evaluation report.  
 

GP Element                                                               Text                                                                     

Brief summary of the 
good practice (link to 
project goal or specific 
deliverable, background, 
purpose, etc.) 
 
 
 
 
 
 
 
 
 
 
 

 

Relevant conditions and 
Context: limitations or 
advice in terms of 
applicability  and 
replicability 
 

 

Establish a clear cause-
effect relationship  
 

 

Indicate measurable 
impact and targeted 
beneficiaries 

 

Potential for replication 
and by whom 
 

 

Upward links to higher 
ILO Goals (DWCPs,  
Country Programme 
Outcomes or ILO’s 
Strategic Programme 
Framework) 

 

Other documents or 
relevant comments 
 

 

 


