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Glossary
Throughout the document, you will encounter a number of different
terms which relate to the EFID reflection and learning process.
Below, we outline what is meant by these terms in the context of
the reflection and learning journey.

Monitoring

Baseline

Tracking the progress of your work at regular/semiregular intervals.

An assessment of the situation before you start your
project or intervention.

Evaluation

Outputs

Making an assessment of how effective your
project/activities are in meeting your objectives.

These are concrete, and tangible things that you
produce. For example, you hold a training session
(output) and produce learning materials (outputs).

Theory of Change
A Theory of Change is a description of the
desired change you wish to see in the world.
A Theory of Change is an analysis-based, and often
evidence-based, logical representation of cause
and consequence (e.g. if I do X and Y, I can expect
Z to occur as a result).

Indicators
Signs that your project/activities are having the
desired effect towards meeting your objective.

Assumptions
An assumption is a belief that you hold based on
your personal experience with the world, or based
on research you have conducted.
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Outcomes
Results, particularly where people do or experience
things differently (as a result of your intervention).
For instance, after your training session (output),
people have integrated what they learned
into their practice (outcome).

Intermediary outcomes
Intermediary outcomes are also results. In this
booklet we use the term intermediary outcomes to
mean results which you achieve which are helpful
towards meeting your overarching objective.
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The European Foundations’ Initiative on Dementia (EFID) is a programme
coordinated by a coalition of foundations1 through the Network of European
Foundations. EFID supports projects (EFID awardees) across Europe which
work with people who live with dementia and their carers. EFID was established
to provide structured support to awardees through the provision of a grant, and
face to face workshops for peer exchange and learning. In total, 30 projects have
been awarded an EFID grant. In 2019, EFID commissioned the development of
an approach to further support the implementation of awardees’ projects, and
their capacity to learn and share their experiences.

Combining action on dementia with reflection and learning

The EFID Toolkit for Planning, Reflection and Learning, outlines the EFID
approach to reflection and learning. It constitutes a collection of ideas, concepts
and examples for reflecting upon and learning from projects addressing the
social side of dementia. The EFID Toolkit was initially developed to support
activities undertaken by members of the EFID community, particularly
by awardees. However, this Toolkit can be used by other professionals/
practitioners, including (but not limited to):
•

project managers

•

staff and leaders in civil society organisations and associations

•

non-governmental organisations

•

social enterprises

•

professionals working with (municipal) governments,
and with health-, housing- and home care facilities

This is a living document and future versions can be expected
to include further examples and guidance.

5

EFID Toolkit for Planning, Reflection and Learning

Engaging in planning, reflection
and learning activities

Projects (and activities) need clear planning, channels for implementation and methods
for reporting/documenting. Project managers and team members invest valuable time
(sometimes on a volunteer basis) and scarce resources in their activities. This begs the
question: with limited capacity, resources and time, why invest in a process of reflection
and learning? The response is simple. Investing time in reflection and learning can (inter
alia):
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•

highlight what has been achieved

•

improve the effectiveness of one’s activities

•

provide information to make more efficient and better use of scarce resources

•

motivate stakeholders (people with dementia, care partners, health professionals,
policy makers, funders) to invest time and resources in continuing or scaling your
activity

•

provide a basis on which to influence stakeholders to adapt and adopt
specific solutions
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Components of the EFID Toolkit

The table overleaf describes how the Toolkit links reflection and learning to
the standard stages of planning, implementation and reporting. Ideally the two
processes go hand in hand.
Planning, doing, and reflection and learning are outlined as separate steps in
this booklet; however, each of these steps is interlinked. As such, this booklet
can be used as you are starting your activities, once you have started to implement your activities, or even if you are reflecting on your work at the end of
a project. It is always worthwhile (and possible) to retroactively jump-start the
process of reflection and learning even towards the end of a project.

How to use the EFID Toolkit
The Toolkit exists to help you think through your approach to planning,
implementing and reflecting on your project, at your own pace, and depending
on your needs. You may find some parts are relevant to you and your organisation; other parts may be less relevant to where you are in your project/activities.
Whatever your situation, you can pick and choose the components of the
Toolkit which may be helpful, useful or relevant to your work depending on
your progress to date. For instance:
If you are starting your project, you may choose to follow the Toolkit sequentially, or pick and choose from the different components, depending on your
specific needs.
If you are in the middle of your project, the Toolkit may support you
in identifying who could be involved in your activities, and for guidance on how to collect information/feedback on your work. It might also
be useful to help you to develop or modify your indicators for success,
depending on your needs.
If you are nearing the end of your project, you may find the Toolkit useful in helping you to structure what you have learned and the key messages you take
away from your project.
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The content of the toolkit is outlined
in three distinct steps:
Step 1: Plan
Step 2: Do
Step 3: Reflect, Learn and Document
Step 1: Plan
•

Identify and analyse problems and solutions (respond to real needs and problems, draw on lessons
learned)

•

Decide who needs to be involved; engage with the appropriate people at the appropriate time

•

Formulate clear objectives and develop action plans

•

Develop your Theory of Change: make explicit the assumptions about how your actions
and activities will lead to results

•

Decide how you will know you have achieved your goals: formulate indicators for outcomes
and objectives

Step 2: Do
•

Decide who needs to be involved in the implementation of your activities and the measurement
of your activities

•

Undertake the activities you have planned

•

Collect data, monitor and measure (if possible) the results (outcomes) of your activities and assess
progress against the objectives

•

Adjust and adapt your activities depending on what works (integrate your learning into the
implementation of the activities)

Step 3: Reflect, Learn and Document
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•

Reflect on your achievements: did you realise the desired change or not, and why? How and in
which circumstances?

•

Collect (additional) data and evaluate if your assumptions were valid. Think about what worked?
What did not?

•

Document and report on what you have done, what you have achieved and what you have learned

•

Communicate and share knowledge

EFID Toolkit for Planning, Reflection and Learning

Step 1
Plan
Reflect,
Learn and
Document

Plan

Do

1

To monitor progress, evaluate success and learn from it, you
need to set objectives and prepare your work from the start
of your project (or do it retroactively if you have already begun).
•

Identify and analyse problems and solutions (respond to real needs
and problems, draw on lessons learned)

•

Decide who needs to be involved; engage with the appropriate people at
the appropriate time

•

Formulate clear objectives and develop action plans

•

Develop your Theory of Change: make explicit the assumptions about
how your actions and activities will lead to results

•

Decide how you will know you have achieved your goals: formulate
indicators for outcomes and objectives

Identify your project

Before you begin your work, think about what you want to achieve and how you can achieve it. As such, you will want to set your objective and think about the activities you will undertake, the people with whom you will work, and the resources which are available to you.
Think about the need that you are addressing; as part of this process you
should analyse all opportunities, problems and solutions.
9
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Step 1
Plan

Working with others: engagement and inclusion
You may wish to work with a number of people in the planning stage to ensure
that you are capturing the right information, setting relevant objectives and organising the most appropriate activities.
These people may include your team, your constituents, your donors/funders,
community leaders, colleagues from peer organisations, etc. If it is not possible
to bring all the relevant people together, try to validate your plan with the most
important stakeholders.
By including people in your project, you are empowering them. Inclusion of
stakeholders, and in particular people living with dementia, is both a means
(part of the process for implementing an activity/project) and an end (outcome).
As such, inclusion can mean bringing people into decision-making on strategic, operational, design and other elements in the planning, and the implementation of the process.
People can be engaged at each stage of project implementation.
The table below provides some reflections on different stakeholders, and how
they may contribute to planning, implementation, and learning and reflection.

Stakeholder: People with dementia
Planning
•

Implementation (project monitoring)

Share insights on lived
•
experience, understanding
the priority questions and
the distance yet to travel.
This should be a first step
towards identifying the need •
for the project.

•
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For those involved in the project as end
users, beneficiaries: Share insights on
the experience of the project/activities,
what works and what does not work
and why.
For those involved in implementing the
project: Share insights on involvement/
role, project management, project
structure, needs, and perceptions of the
effectiveness of the project.
For those involved in steering
committees, advisory groups, etc.:
Share insights based on experience,
and provide recommendations on the
fundamental principles which should
be followed, as well as the strategic
priorities.

Reflection and learning
•

Learn: Sharing
experiences with
the activities,
programme, policy.

•

Communicate:
Sharing personal
stories of how the
programme/ activity
has been supportive.
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Stakeholder: Care Partners
Planning

Implementation (project monitoring)

Reflection and learning

•

•

•

Share insights on lived
experience, understanding
the priority questions and the
distance yet to travel.

Share perceptions on how the
project/activity is working for those
living with dementia

Learn: Sharing
experiences with
the activities,
programme, policy

Stakeholder: Project leader/team
Planning

Implementation (project monitoring)

Reflection and learning

•

Respect people living with
dementia as experts in their
personal experiences.

•

Ensuring that the activities are being
followed.

•

•

Understand the priority
questions and topics of
people living with dementia
and their carers.

•

Share insights on how the project is
working in terms of meeting its objective
(against the indicators).

Learn: Examining
evidence (qualitative,
quantitative) to
determine what
works and what does
not work.

•

Share insights on how the project
is functioning against operational
considerations and resources.

•

•

It is the project leader’s/ team’s
responsibility to examine if any changes
are required during the implementation
of the project/activity, and what those
changes are, in the pursuit of meeting
the objective.

Communicate:
Communication
of benefits of
programme/ activities
to people living with
dementia to support
more people.

•

Building alliances
with other likeminded groups.

•

Communicating/
raising awareness
amongst the general
public.

•

•

•

Determine if and how these
questions fit within the
project or organisational
mission.
Conduct an analysis of
insights from people living
with dementia, keeping
in mind the evidence of
the research, the social/
political/ economic/ etc.
context in which the project
is implemented.
Determine an appropriate
course of action and
ambition in line with the
available skills, resources,
etc.
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Stakeholder: Volunteers
Planning

Implementation (project monitoring)

Reflection and learning

•

Respect people living with
dementia as experts in their
personal experiences.

•

•

Learn:
Sharing experiences

•

Share insights and perceptions
on experiences implementing
the project.

•

Communication:
Communication of
needs as a volunteer.

Report on the activities that they
have undertaken, their experience in
implementing the activities, support
needs, perceptions on how the
project may or may not be working.

Stakeholder: Experts
Planning

Implementation (project monitoring)

Reflection and learning

•

•

•
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Provide insights from the
best available evidence, and
practices.

Provide observations and
contextualise them against the best
available evidence and practice.

Discuss findings
from reflection and
learning process in
relation to the wider
context.
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Step 1
Plan

Worksheet A:
Identifying stakeholders for your activity
Different stakeholders can be involved in different aspects of your work.
For instance, people living with dementia can be active members
of your project team, serve on an advisory board, and/or be your intended
target group.
Similarly, partner organisations may be part of your project team, or be one
the groups which benefit from your activities. Use the worksheet below to
help you to identify the people/organisations with whom you should work
and how.

Who should be involved in your activities/work?

Are you looking for a person living with dementia to share their expertise and insights?
Are you looking for an expert on a specific topic? Do you need access to a particular network?

Why should they be involved in your project/work?

What skills/experience do you need for your activities/work? Do you need technical experience?
Do you need thematic expertise?

How should they be involved in your work?

In what capacity is this person/organisation to be involved in your work (e.g. volunteer, team member, person benefiting from the activity)?

When should they be involved in your project/work?

What is their level of commitment? When should you plan to have them involved, e.g. project planning,
project implementation, project reflection and evaluation?
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Step 1: Plan
Theory of Change
What is a Theory of Change?
Your project and activities do not take place in a vacuum;
rather, you are implementing them in a complex world.
A Theory of Change can help you to situate your
project/activities in this complex world.
In simple terms, a Theory of Change is a map which describes
what you want to achieve (outcomes/objectives), how you
want to achieve these outcomes/objectives (activities),
the assumptions which link these elements.

Therefore, a Theory of Change outlines:
•

The change you wish to make

•

How you plan to make that change

•

Who is involved in making change happen.

You can develop a Theory of Change for organisations, programmes
or even small projects.
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Why develop a Theory of Change?

Developing a Theory of Change can take time, effort and resources.
But there are benefits to having a Theory of Change for conducting your work!
Your Theory of Change can help you to (inter alia):
•

Articulate and communicate the objective of your work

•

See the links between your activities, intended outcomes and your
objectives

•

Identify gaps in your portfolio of activities

•

Tell your story in a logical and convincing way

Find out what works (or not), by defining indicators

Who is involved in the development of a Theory of Change?
As a general rule, you will want to involve a number of people in the development
of your Theory of Change, such as your project team, beneficiaries, partner
organisations, critical friends from civil society organisations, academics/
experts, etc.
However, it is not always possible to include a wide variety of people when
developing a Theory of Change. This happens for many reasons, including
time, budget, scheduling, people being hard to reach, etc.
If you find yourself in this situation, you should make an effort to
validate the objectives and assumptions outlined in your Theory of
Change with people living with dementia, critical friends and experts.
When asking for feedback you can consider the following preliminary questions:
•

Do you think this is what we should try to achieve?

•

Is this a priority issue?

•

What is the best way to go about it?

•

Who has to be involved?

Tip:
If you are undertaking a complex project, the “web” that emerges can be fuzzy
and confusing. Do not worry! Focus on what is important: you might want to
rethink your goals, or reiterate until your Theory of Change captures the essence
of what you are doing and what you hope to achieve.
15
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Step 1
Plan

Worksheet B:
Develop your own Theory of Change

What is your overarching objective?

Describe the desired change you wish to see in the world, your country, your region or local area. Be sure
to keep your overarching objective short and concise, e.g. “A community in which people living with dementia are included in all aspects of community living.”

What needs to happen in order to meet this overarching objective (intermediate
objectives)?

What pre-conditions are required to meet your overarching objective? For instance, if your overarching
objective is “A community in which people living with dementia are included in all aspects of community
living,” some intermediate objectives might include:
•

Owners of commercial buildings, and public buildings, make changes to accommodate the specific
inclusion needs of people living with dementia

•

People living with dementia have a say in all policy decisions at community level that affect them

Tip: Make sure that you formulate your objectives in an active mode (i.e. somebody doing something) and not a passive
mode. This active mode helps to clarify responsibilities.

Why will your intermediate objectives lead to the overarching objective?

While you are thinking about your activities and objectives, you will find there are a number of intermediary
outcomes in between. These intermediary outcomes connect activities and goals through a web of causal
relations about which you are making assumptions. Think about why you are doing what you are doing
and why that will bring about change.

How will you make change happen?

In order to meet your intermediate objectives, what activities will you organise and what actions will you take?
For instance, will you hold public consultations or coffee mornings? Will you organise training sessions?
Will you engage in communications activities such as developing newsletters/using social media/etc.?

Why will the activities you have selected lead to the intermediate objectives?
Think about why you are doing what you are doing and why that will bring about change.
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Step 1
Plan
Define your Indicators
What are indicators?

Indicators demonstrate that you are making progress in implementing your
desired change. As such, they designate what difference (if any) your intervention
has made. Indicators are incredibly important when it comes to reflection: they
help you observe whether things happened as you planned, and which results
have been produced.
Indicators can be qualitative or quantitative. Sometimes indicators are
seemingly quantitative but actually of a qualitative nature: counting the number
of happy clients depends on who is setting the definition of happiness and how
the definition is made.
Each stakeholder has their own perspective and their own indicator for wellbeing.
How you set an indicator depends on your perspective and your position. For
example, doctors might define the wellbeing of people living with dementia
differently compared to a politician who decides on healthcare budgets, or
compared to social workers, the police or family members, or people living
with dementia, for that matter.
What do you need to consider when developing your indicators?

To start, the indicator should tell you what you need to demonstrate if you are
meeting your objective or not, for instance:
•

What change do you want to generate and how are you tracking it?

•

What has happened as a result of that intervention? (Beyond the counting!)

Depending on the type of project you are setting up, you might wish to consider
indicators on the following themes:
•

Ensuring human rights, for instance respecting people’s voice
(and listening to people) and promoting and protecting the rights of people
living with dementia.

•

Quality of life (of people with dementia, their carers)
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Step 1
Plan
Example indicators
Example A
Objective

Outcome

Indicators

To enhance the wellbeing
of people living with dementia
through the arts.

People living with dementia
experience increased wellbeing
and quality of life (following
participation in an art project).

•

Qualitative feedback from
people living with dementia,
participants and carers
(stories), e.g. Participants
report that the project has
helped enhance their quality
of life

•

Number/percentage of
participants that re-engage
in a second art project, e.g.
50% of participants complete
an additional project with our
organisation.

Example B
Objective

Outcome

Indicators

All newly constructed and
refurbished public buildings and
spaces in Town A follow design
principles for the inclusion of
people living with dementia.

As a result of advocacy activities,
the general public is aware of
the needs of people living with
dementia and call for change in
how public space is designed.

•

Number of people who sign a
petition, e.g. More than 2,000
people sign the petition by the
deadline.

•

A proportional increase of
people who contact your
organisation with queries,
e.g. queries from the public
increase by 25% compared to
previous year.
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Step 1
Plan

Worksheet C:
Develop your own indicators
Before defining your indicators, ensure that you understand your
objective, what outcomes you expect as a result of your activities,
and which outputs you will likely produce. Articulating these points
will help you to refine your indicators of success.

What is your objective?

Describe the desired change you wish to see in the world, your country, your region or local area. Be sure to keep your
overarching objective short and concise, e.g. “Compared to last year, 25% more people living with dementia stay in their
homes rather than move into a residential care home.”

What outcomes do you expect to see?

Tip: Think about what success and promising change looks like as you work towards your objective.

What signs of change will demonstrate potential success?
Tip: Make sure that your indicator is ambitious but realistic.
•

Your indicator should relate to the outcome you expect - reflect on the signs of success.

•

Your indicator should reflect what it possible to achieve in reality (i.e. that your target can be reached,
that the timescale is appropriate, etc.)

•

You should be able to reasonably capture/measure the information outlined in the indicator (through your methods)
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Step 2
Do
Reflect,
Learn and
Document

Plan

Do

2

In Step 1 you will have:
•

Defined your activities and objective

•

Identified your stakeholders

•

Developed your Theory of Change

•

Defined your indicators

Step 2: Do
You can now begin to implement your activities. In Step 2 of your learning
and reflection journey, you will start measuring whether or not you are
making progress towards achieving outcomes and meeting your objectives.
Specifically you will:
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•

Make a data collection plan

•

Identify and engage stakeholders: decide who needs to be involved in the
implementation of your activities and in the measurement of your activities

•

Collect data, monitor and measure (if possible) the results (outcomes)
of your activities and assess progress against the objectives

•

Adjust and adapt your activities depending on what works (integrate your
learning into the implementation of the activities)
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Step 2
Do
Start to implement your activities
You have already set your objectives and mapped out your activities
against the intended objectives and will you start to implement them.

As you implement your activities, please keep the following questions in mind:
•

Why am I doing what I am doing?
What purpose does this activity serve to the overall objective?

•

Are the appropriate people involved in the activities/project?
Do I need to involve someone or a group who is not yet involved?

•

Are my activities working? For whom?

•

What can be done differently? What can I learn?

Data collection plan
Data sounds like a lofty, scientific concept but essentially data is information.
You are constantly collecting information (data) in every aspect of your work,
e.g. implementing your projects with people living with dementia, their care
partners, health professionals, policy makers, whoever you are interacting
with, you are creating and collecting data. Data can be numbers and it can be
narratives.
Many data we create and collect can serve more than one purpose.
For example, when you are collecting the stories of people who live with
dementia, you are capturing information on whether or not you are meeting
your goals, as well as learning about their perceptions of the world in which
they live.
When you organise a round table in your municipality to inform and
influence decision-makers, that information can also feed into your learning.
If you keep records on individual consultations (with permission), you collect a
host of data you could learn from.

Set indicators

Once you have defined your indicators you should review what data you are
already collecting and how they can be used for reflection and learning.
See Step 1 for more information. For the remaining gaps, you will have to
make a plan on how you will collect data and how often.
21
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Step 2
Do
Who will be involved in measuring the
implementation of your project?
Who will collect data?
You might ask a member of your project team to take responsibility for collecting and
managing data as you are implementing and monitoring your activities.
If you are planning an evaluation, you may ask an external evaluator to conduct data
collection and analysis activities for the key evaluation questions. Using an external
evaluator can help to enhance objectivity.

Who will provide data?
You will want to understand which stakeholders should be involved in your data collection
efforts. Typically, you will aim to collect information, insights, perceptions and experiences
from as many people as you can, including those who were involved in implementing
an activity (e.g. project team), those who participated in an activity (e.g. participant,
beneficiary), those who did not participate in an activity but who might be impacted by
the activity. See Step 1 for more information on the role different stakeholders can play
in data collection.

When to measure?
Establish a baseline. When you are implementing a project, it is
important to know from which point you are starting.
The first step is normally to establish a baseline for your indicators: an initial value for
each indicator. Once you have planned your activity, it is important to think of the current
state of play. What is your starting point? What exists now? What is available to people
living with dementia? You may have already thought of the status quo in the planning
phase of your project.

Ongoing data collection
Some data will have to be collected on an ongoing basis, for others you need only two
values (baseline and endline). Your data collection plan would establish that for each
indicator. Towards the end of your project you establish the end value. Remember that
if you want to observe change you need to measure your indicators before and after
your activity/activities: simply asking participants whether they liked your event does not
say a whole lot. You should at least ask if they learned anything new and, if so, what?
In the table overleaf we outline some methods you might consider for your learning
and reflection.

Methods for measurement
Think about how to measure or observe effectiveness and outcomes in ways that works
for your activities and projects.
22
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Method

Benefits

Limitations

Interviews

•

•

Selection bias (people will choose
to respond or not - generally more
motivated people can and will
engage)

•

Interviews conducted with people
living with dementia and their carers
may lead carers to speak on behalf
of the person with dementia

•

Group settings may exclude people
who are not comfortable in groups

•

Some people may dominate the
conversation

•

Facilitator may not have adequate
experience with this method

•

Selection bias

Roundtable
discussions

•

Opportunity to engage with
people on a 1-2-1/ more personal level

Roundtable discussions can help
people to relax and connect
with one another

Method

Benefits

Survey

•

People can respond at their convenience •

•

Good way to capture insights from a
large number of people

Document and
data review
(internal)

Document and
data review
(external)

•

Readily available information collected
by your team and other parts in your
organisation

•

Relevant for your context

•

You can review the best available
evidence documented in scientific
journals or (collections of) best practices
(external sources)

Limitations
Encouraging people to respond can
be difficult, particularly if you do not
have direct engagement with them

•

Selection bias

•

Such data review is only as good as
the data you have available

•

Good practices in one context may
not be applicable in others

23
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Tip:
You will likely have many activities planned over the lifetime of your project
where you have meetings with your colleagues, an opportunity to meet
with people living with dementia and their carers, meetings with partner
organisations and funders, and opportunities to connect with experts.
These routine activities can also be used as opportunities to monitor and
measure your project by asking for feedback.

Ethical considerations
Do your research to understand the ethical guidance, regulations
and good practices you should follow in your work and in your data
collection and analysis.
You need to consider the ethical implications of your work, how
you collect data, and how you report on the data, amongst other
considerations.
To start, you should let people know for what purpose(s) you are
collecting information, how the information they provide will be used,
whether or not they can expect anonymity, etc., to ensure that they
can give informed consent.
For some data there are ethical and privacy considerations that may
make them unsuitable for purposes other than their original use.

24
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Step 2
Do

Example data collection plan

Objective:

Compared to last year, 25% more people living with dementia stay in their
homes rather than moving into a residential care home.

Activity:

Organisation and facilitation of a workshop for home help professionals to
respond to the specific needs of those living with dementia in their own homes.

Relevant
stakeholders:

»» Professional home help carers (workshop participants).
»» People living with dementia.
»» Non-professional carers (e.g. family members).

As you are implementing your activities, it might be helpful to think of any
upcoming activities or events during which time you will be speaking to
relevant stakeholders. Can you make use of these opportunities to ask
people questions about their experience with your activities/project?
We have completed the table below to demonstrate how you might collect
data. The details of the following example are as follows:

Workshop 1
What do you want
to know?

How will this
information be
collected?

Who will
collect this
information?

Who will provide
this information?

When will this
information be
collected?

What did participants
in workshop 1 learn?

•

e.g. interview

•

•

•

•

e.g.
post-workshop
evaluation
form

e.g. Workshop
participants

•

e.g. Workshop
facilitators

e.g. At the
end of the
workshop

•

e.g.
Workshop
participants

•

e.g.
6-8 weeks
postworkshop

•

e.g.
People living with
dementia, carers

•

e.g.
8-12 weeks
after the
intervention

How are participants
from workshop 1
implementing their
learning?

•

Has the application
of the learning from
the workshop helped
enhance wellbeing
amongst people living
with dementia?
If so, how?
If not, why not?

•

e.g. interview

e.g. interview

e.g.
project staff

•

e.g.
project staff

•

e.g. project
volunteers

•

e.g.
project staff

•

e.g.
external
evaluators
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Step 2
Do

Worksheet D:
Plan your data collection

Now you try to organise your data collection.
Objective:
Activity:
Relevant stakeholders:

Activity (repeat as necessary for each activity)
What do you
want to know?
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How will this
information be
collected?

______________

Who will collect
this information?

Who will provide
this information?

When will this
information be
collected?
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Step 3
Reflect,
learn and
document

Reflect,
Learn and
Document

Plan

Do

3

In Step 1 you will have:

In Step 2 you will have:

•

Defined your activities and objective

•

Made a data collection plan

•

Identified your stakeholders

•

•

Developed your Theory of Change

Decided who needs to be involved in the
implementation of your activities and in the
measurement of your activities

•

Defined your indicators

•

Collected data, monitored and measured
(if possible) the results (outcomes) of your
activities and assessed progress against the
objectives

•

Adjusted and adapted your activities depending
on what works (integrated your learning into the
implementation of the activities)

In Step 3 of your learning and reflection journey, you can start to assess how
these activities are contributing to your overall objective. You might also wish to
share/communicate your success stories or the lessons you have learned with
your beneficiaries, people working in the same sector as you, or your donors.
Specifically you will:
Reflect on your achievements: did you realise the desired change or not, and why?
How and in which circumstances? Collect (additional) data and evaluate if your assumptions were valid.
Think about what worked? What did not? Document and report on what you have done, what you have
achieved and what you have learned. Communicate and share knowledge.
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Step 3: Reflect, learn and document
Reflect and move forward
Any piece of feedback is an opportunity to learn and reflect
on where you are at any moment. And while you should be
flexible and adapt, incorporating what you learn along the
way, it is useful to find specific moments where you step back
before you move forward. Remember, moving forward can
mean going back to the drawing board, or redoing something
that did not go so well.
When you are working on a project, the end of a project is a natural
moment to do this. If you work on a more programmatic basis, it is
good to assess every 2-3 years if your Theory of Change is still valid
and rethink your strategy. It is important to take the time to think about
your next steps. Take a moment to consider what you have learned,
the implications for your project, and how you will move forward.
If you have collected data for your indicators there are different ways
in which you can actually organise the reflection. You can reflect in a
number of ways, some examples are highlighted below.

After Action
Reviews

After a specific activity or milestone in your project, you may wish to
take stock in an informal way to understand how your intervention
works, and what you might do differently. In conducting an After
Action Review, you may ask the following questions:
•

What was our objective in undertaking the activity? Was it met?

•

What worked well?

•

What did not work well?

•

In meeting our objective, or in doing a similar activity, what should
we do differently next time?

Please note, an After Action Review is not a substitute for an evaluation.
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Internal
Evaluation

External
Evaluation

Using the data you collected, document your achievements and
analyse the validity of your Theory of Change.
•

To what extent did you realise outcomes and achieved goals?

•

Did unexpected things happen?

•

Are your assumptions underpinning the Theory of Change
still valid?

Evaluations can be commissioned by your funder, and you can
commission your own evaluation. Make sure that the research
questions of the evaluation are relevant in order for you to learn.
Evaluations come with a cost, not only in terms of money but also the
time people dedicate to them. So you have to make sure they address
the right questions.
Make sure that those you work with can participate in the evaluation
(e.g. people living with dementia, carers, constituents/beneficiaries,
staff members, funders, partners, etc.). Furthermore, you should be
aware that the evaluation addresses each of the questions you need
to have answered.
There are many ways in which you can evaluate projects and
programmes. Check out the References section for more resources
relating to evaluation.

Assessment
by your
constituent/
beneficiary
group

Besides feeding your reflection with data for the indicators you defined,
you can invite your beneficiary group, or those whose lives are touched
by your work, to assess how you are doing. The key is that this group
offers an honest assessment of your work and activities, particularly
towards meeting their needs and addressing some challenges they
face. This group should be able to define what is important to tell you
about your work.

If necessary, you can revert to Step 1 and Step 2 to revise
your objectives, identify additional stakeholders and to collect
additional data.
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Step 3
Reflect, learn and document
Document and report
You are likely taking notes throughout the lifetime of your project or during the implementation of your
activities. Any reflection period, whether it is an after action review or a full evaluation, should provide
you with the opportunity to consolidate the information on what you did, why you did it, what resources
were used (time, money, etc.), how it worked towards meeting your goals, how you can sustain the
outcomes of the project/activities. Based on the findings from your reflection period, think about
forward-looking recommendations for the next part of your work.

Communicating your learning or successes
Communicating your knowledge based on a reflection and learning
process is essential. This knowledge can be useful to different
stakeholders around you including those within your community,
social and medical professionals, political actors and funders, etc. to
help improve practice more generally.
Communication and storytelling can be powerful tools
with great impacts. For instance, it can hand the narrative back to
people living with dementia, their carers, and those impacted by
dementia. Enabling someone to tell their own story can also help to
shift perception by demonstrating a lived reality, and highlighting what
we all have in common.
Communication can take place at conferences or meetings, through
social media or blog posts, in reporting, etc. For instance, are you
trying to share the benefits of your work with people living with
dementia, politicians, town planners, doctors, funders? Remember,
your style will depend on the stakeholder you are reaching. You might
also consider working with a journalist to ask them to amplify your
message.
You may feel comfortable in sharing your experiences at workshops
and conferences. But learning can also take place during study visits
where you can observe others’ work and learn from their experience
in real time.
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Regardless of how you wish to share your learning, it is important to formulate
a clear message, and an appropriate way of sharing this message. Be sure
to consider how you communicate your work, to whom and why. Rarely can
you simply copy a “best practice” from someone else. But that does not
mean you cannot learn from their experience. The question is not, “What did
they do?” but rather, “What dilemmas did they encounter on the way? What
choices did they have to make? What problems needed to be solved and how?”

Essential to
remember:
Enable spaces for
self-expression
for people living
with dementia.

Whenever you have the opportunity, and when it is ethical and responsible to
do so, people living with dementia should be enabled to tell their own stories
and viewpoints. Whenever you are planning on any type of communication, it
is important to remember where the opportunity is to give voice or space to
people living with dementia.
As such, ask yourself the following questions when you
are communicating the results of your project:
•

What is my story to tell? What can I ethically say?

•

What part of the story is best told by someone living with dementia,
a carer, someone whose mind was changed?

The role of projects/organisations/workers is to create an open space, and
people living with dementia should be given space to express their viewpoints,.
Projects can support/help to make connections, to amplify voices and to build
awareness amongst audiences.
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Step 3
Reflect, learn
and document

Worksheet E:
Communicating
your message
The worksheet below should help you to think
about how to structure and communicate your
learning with others. Your message and learning
points may differ by stakeholder type; therefore,
you may complete this worksheet for each different
stakeholder.

What is the purpose of your communication? With whom are you communicating?

Defining an objective will help you to determine to whom you are speaking in your communication,
and how you communicate (e.g. the language, terminology, etc.). For example, if you are
communicating the results of your work to facilitate fundraising, consider your audience.
Are you reaching out to your local community for a fundraising event? Are you reaching out to a donor?

What types of values does this audience hold?

For instance, if you are speaking to your project team or a donor, they may be interested in social
impact. If you are speaking to the public, they might value a sense of community. If you are speaking to
a donating public or a donor, they might value returns on investment.

Based on the above, what is your main message?

Keep it simple and to the point. Your message should be no longer than two sentences.

What are the key points the audience should take away from your message?

For example are you telling the story of your project implementation and sharing the three main lessons
you have learned? Are you telling people about the project you implemented and the effects it has had on
people living with dementia.

What data do you have to complement your message?

Do you have facts and figures? Is there a particular story or anecdote which illustrates your message?

How will you share your learning with your audience?

What format will you use? For instance, are you writing a report for a donor? Are you writing a blog?
Or are you speaking at a conference?
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Toolkit
Resources
Readers can use the following references
for further reading.

Useful websites
European Foundations Initiative on Dementia:
https://www.efid.info/
Ethics - Alzheimer Europe:
https://www.alzheimer-europe.org/Ethics
Alzheimer’s Disease International:
https://www.alz.co.uk/

Rights of people living with Dementia
World Health Organization.
“Ensuring a Human Rights-Based Approach for People Living with Dementia.” 2015.
Available at:
https://www.who.int/mental_health/neurology/dementia/dementia_thematicbrief_human_
rights.pdf
Alzheimer Scotland.
n.d. “Charter of rights for people with dementia and their carers in Scotland”.
Available at:
https://www.alzscot.org/sites/default/files/images/0000/2678/Charter_of_Rights.pdf
Committee on the Rights of Persons with Disabilities.
n.d. “Convention on the rights of persons with disabilities.”
Available at:
https://www.ohchr.org/EN/HRBodies/CRPD/Pages/
ConventionRightsPersonsWithDisabilities.aspx
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Toolkit
Resources

Readers can use the following references
for further reading
Storytelling
Alzheimer’s Creative Storytelling (website). Available at:
https://www.alzheimersstorytelling.com/
Age UK (last updated). “The Four Faces of Dementia.” Available at:
https://www.ageuk.org.uk/information-advice/health-wellbeing/conditions-illnesses/
dementia/the-four-faces-of-dementia
Alzheimer Society. n.d. “#StillHere - Five Personal Stories.” Available at:
https://alzheimer.mb.ca/still-here-five-personal-stories//
France Alzheimer Vaucluse. 2015. “Vidéos.”
Available at: https://www.francealzheimer84.fr/vid%C3%A9os/
European Foundation’s Initiative on Dementia (EFID), 2015,
Mapping Dementia-Friendly Communities across Europe, Mental Health Foundation UK.
Available at: https://www.efid.info/eng/resources/
European Foundation’s Initiative on Dementia (EFID), 2011,
“I am still the same person” Patrick De Rynck, Karin Rondia, Baldwin Van Gorp
Available at: https://www.efid.info/eng/resources/
Dementia diaries
Available at: https://dementiadiaries.org/

Evaluation
OECD. Evaluation Criteria. Available at:
https://www.oecd.org/dac/evaluation/daccriteriaforevaluatingdevelopmentassistance.htm
Better Evaluation. n.d. “Manager's guide to evaluation.” Available at:
https://www.betterevaluation.org/en/managers_guide
Tools4Dev. n.d. “How to write an M&E framework – Free video tutorial & templates.”
Available at:
http://www.tools4dev.org/resources/online-course-how-to-write-a-monitoring-evaluationframework-step-by-step-lessons/
Larsson, N. 2015. “How to write a logframe: A beginner’s guide.” Available at:
https://www.theguardian.com/global-development-professionals-network/2015/aug/17/
how-to-write-a-logframe-a-beginners-guide
INTRAC. 2017. “Theory-Based Evaluation”. Available at:
https://www.intrac.org/wpcms/wp-content/uploads/2017/01/Theory-based-evaluation.pdf
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Annex I - EFID sample objectives, outcomes and indicators
Annex I outlines a non-exhaustive list of sample objectives, outcomes
and indicators. These objectives, outcomes and indicators have been
developed and adapted based on conversations and workshops
undertaken as part of the co-creation of the EFID toolkit.
The sample objectives, outcomes and indicators provide a number of different
entry points to reflect upon and review the work of each EFID awardee. As such,
EFID awardees can decide which entry points are most appropriate to their work,
and adapt the indicators to their specific project and contexts.
The entry points are as follows:
•

Respecting the rights of people living with dementia

•

Participation of people living with dementia

•

Inclusive policies for people living with dementia

•

Support for people living with dementia and their carers

•

Cultural activities

2

Objective:
The basic human rights of people
living with dementia are respected
What are your intermediary outcomes?

Indicators

People living with dementia are given a voice on matters
which concern them

•

People living with dementia experience increased wellbeing
and quality of life (following participation in an art project)

People living with dementia have access to safe spaces
to discuss matters of concern to them

•

A dedicated group for people living with dementia has been established (to
represent people living with dementia in their diversity: gender identity, sexual
orientation, socio-economic status, migrant background, etc.)

•

People living with dementia report their participation in the group
helps them to articulate their diverse needs

•

Number of people in the group/proportion of the group represented by
marginalised and minority backgrounds

•

Number of times the group meets [per month/per year]

•

Local councils recognise the distinct needs of people living
with dementia in policies

•

Number of times the needs of people living with dementia were raised during
debates on general (non-dementia-specific) public policies and practices

•

Number of specific references to people living with dementia
in policy and practice documents.

The rights of people living with dementia are promoted
and protected

3

Objective: People living with dementia
have opportunities to make decisions
on matters which affect their lives
What are your intermediary outcomes?

Indicators

People living with dementia benefit from increased
wellbeing due to their involvement in artistic and
cultural activities

•

Feedback from people living with dementia participants and carers

•

Number of participants that re-engage in a second project

Artists design and deliver art projects which engage
people living with dementia

•

Number of new artists who register to volunteer

•

Number of times artists return to ensure intervention

•

Number of referrals volunteer artists make to other artists

•

Artists create an inclusive space for people living with dementia

•

People with dementia (and their carers) report positive effect of artistic and
cultural interventions on their wellbeing

•

Increase in number of individual sponsors

•

Increase in financial resources, repeat sponsors, more diverse sponsors

•

Number of philanthropic donations (e.g. % increase in number of individual
donors)

•

Repeat donations

•

Diverse profile of donors

Public institutions fund/sponsor art projects

Philanthropists/donors fund/sponsor art projects

4

Objective: Public bodies respond to the needs
of people living with dementia through effective
and inclusive policies and practices
What are your

Indicators

intermediary outcomes?
Public institutions/agencies/

•

bodies create dedicated funds for
inclusive and integrated services
for people living with dementia

Public institutions and service

by public bodies
•

Number of funding agreements signed between public bodies and grant recipients

•

Funding recipients report that the parameters and level of funding was suitable to requirements

•

Number of times public institutions which include representatives of people living with dementia (considering their

providers include people living
with dementia in discussions

Number of open calls for funding integrated and inclusive services for people living with dementia administered

diversity) in their decision making processes
•

Number of times public institutions hold dedicated consultations with people living with dementia and their carers in
their decision-making process

•

Representation of minority or marginalised groups (% of total participants) in the dedicated consultations with people
living with dementia and their carers in decision-making processes

•

Public institutions recognise the diversity of needs of people living with dementia in their decisions
(e.g. people of all backgrounds, gender identity, etc.)

Public spaces, such as museums,
supermarkets, etc. have adapted
to become more inclusive
environments for people living
with dementia

•

Number of public spaces which have adopted policies to make inclusive environments

•

Dedicated staff members have been trained and are equipped to support visitors living with dementia

•

Public spaces have organised their space to make is accessible for people living with dementia
5

Objective: People living with dementia
living at home and their carers have access
to dedicated and tailored support services
What are your intermediary outcomes?

Indicators

Counselling services are available for people living
with dementia and their carers

•

Number of people reached by counselling services
(think about the background of those who access the services)

•

Counselling services are advertised to all socio-economic groups

•

People with dementia report decreased levels of stress compared to stress
before counselling

•

% of people who report a change in their quality of life after counselling
(e.g. skills and tools developed)

Family carers for people living with dementia can better
cope with their care duties

•

Family careers report decreased levels of stress compared to stress
before counselling

(Unpaid) carers for people living with dementia can better
cope with their care duties

•

(Unpaid) carers report decreased levels of stress compared to stress
before counselling

People living with dementia (and their carers)
have the opportunity to meet other people
in similar circumstances

•

People with dementia actively meet and contribute to virtual space

•

Participants report that meetings are helpful

•

Participants apply strategies they hear/read about

Quality of life of people living with dementia in a home
setting is sustainable

6

Objective:
People living with dementia are included
in cultural and artistic activities
What are your intermediary outcomes?

Indicators

People living with dementia benefit from increased
wellbeing due to their involvement in artistic and cultural
activities

•

Feedback from people living with dementia participants and carers

•

Number of participants that re-engage in a second project

Artists design and deliver art projects which engage
people living with dementia

•

Number of new artists who register to volunteer

•

Number of times artists return to ensure intervention

•

Number of referrals volunteer artists make to other artists

•

Artists create an inclusive space for people living with dementia

•

People with dementia (and their carers) report positive effect of artistic and
cultural interventions on their wellbeing

•

Increase in number of individual sponsors

•

Increase in financial resources, repeat sponsors, more diverse sponsor

•

Number of philanthropic donations (e.g. % increase in number of individual
donors)

•

Repeat donations

•

Diverse profile of donors

Public institutions fund/sponsor art projects

Philanthropists/donors fund/sponsor art projects
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