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Proposal for a Service EvaluationBefore completing this template, please ensure you have read the following guidance which will help you determine the kind of project you propose to undertake. 
There are a number of different kinds of projects involving data collection, research, audit, service evaluations, Quality Improvement (QI) initiatives, case notes studies, student thesis, etcetera.  All of them require formal authorisation from the Trust before participants, including NHS staff, can be approached or data collected. 
The first step is to determine what kind of project you propose to undertake, as different types of projects are subject to different regulations and routes to obtain the appropriate authorisation.  There is plenty of information, including some helpful videos, about Choosing a study type and getting permission to conduct it at ELFT on our website; you should also check out the Frequently Asked Questions page. Alternatively, the NHS Health Research Authority (HRA) in conjunction with the Medical Research Council (MRC) also have developed resources to help you determine what kind of project you propose to undertake. This includes a link to the HRA decision tool. 
The primary element which distinguishes Research (with capitol ‘R’) from service evaluation or audit is not study size, or obtaining consent, or what type of data you collect or from whom, or funding and so on, but the intent of the study.  Some common areas which cause confusion are:
 •	A key feature of Research is that it is intentionally planned and designed using documented methodology which will allow results to be extrapolated or applied from the study sample to a larger population. This extrapolation / application is what the terms 'generalisable' and 'transferable' refer to.  Please pay close attention to this aspect of your study design – if any part of your proposal aims to extrapolate or apply results from the study sample to a larger population, it is a Research study.
•	Clinical Audits are directly related to improving services against a standard that has already been set. If you are not measuring performance against a predetermined target / standard, it’s not an audit.
•	An  Evaluation involves making judgements about the value of what is being evaluated, the quality or worth of a service or intervention, providing evidence that can be used to improve it. An evaluation provides practical information to help decide whether a development or service should be continued locally or not. To help you plan your project, please see this five step guide to the evaluation cycle.1
•	A Case Study can be described as an in-depth, detailed examination of a specific instance (individual, situation, or event) to understand it thoroughly within its real-life context.  For the purposes of ELFT’s governance review, our remit is limited to case studies related to the clinical care of patients. More detailed guidance can be found within our case study governance template (found on the GECSE webpage). If intending to publish your case study, submit it to the GECSE.

If you have determined that your project is a service evaluation, please proceed in completing the proposal template overleaf. We strongly encourage you to peruse the examples of good practice available on our dedicated GECSE webpage before starting your application.  
Guidance in blue font template will help you identify what kind of information should be included in your responses. This is intended as an aid and should not be read as prescriptive. There are hyperlinks throughout the guidance to further helpful resources; we encourage you to explore them.


[bookmark: _GoBack]1 With thanks to the NIHR Applied Research Collaboration West
[bookmark: _Toc354567215]SERVICE EVALUATION TITLE
An appropriate title should make it immediately evident to a lay audience in plain English what the service evaluation is investigating and on whom; please include a version number and date.

KEY INFORMATION
	Project Lead (name):
	

	Role / job title:
	

	Email:
	

	Contact telephone:
	

	Is the project lead:
	☐ An internal staff member   ☐ External to ELFT

	Locality:
	☐ City & Hackney   ☐ Tower Hamlets   ☐ Newham 
☐ Luton (city)  ☐ Bedfordshire ☐ Trust wide

	Service:
	

	Team:
	

	Other Key Contributors to proposal:
	

	Evaluation Start and End Date:
	Month YYYY to Month YYYY

	Student / Trainee project (please tick) ☐
	

	If the above box is ticked, please provide the name and email of the university supervisor:
	

	Please enclose an email from your line manager endorsing the proposal. 


1	BACKGROUND / INFORMATION
What is the area of the service that you wish to evaluate and why do you wish to evaluate this area? 
Please include: 
-	The problem you wish to address
-	Why this is a priority area (e.g. improved patient care, improved ways of working for staff, inform local decision making, addresses health inequalities, supports underserved groups, or tackles accessibility issues) 
-	Evidence that this is an area of need (e.g. journal articles, anecdotal feedback from clinicians, service user or carer feedback)
Try to avoid abbreviations or acronyms where possible. If you do use them, please explain what they mean. Writing in plain English will help make your evaluation clearer and more accessible.
How to write health-related information in plain English


2	HOW HAVE PEOPLE WITH LIVED EXPERIENCE CONTRIBUTED TO THE PROPOSAL’S DESIGN?
Please describe how patients, service users, carers, and/or members of the public have been, or will be, actively involved in the design, delivery, or oversight of the project — beyond simply being participants in the evaluation.
It is expected that the NHS engages with the public in all aspects of our work.
You may refer to the HRA Guidance on Public Involvement and relevant evaluation guidelines for best practice.
In particular, please address the following:
- Have service users had the opportunity to provide feedback on the evaluation materials, methods, or overall design?
- How has their input influenced the development of the evaluation?
- Will they be involved at any other stage of the evaluation (e.g. data analysis, interpretation of findings, or dissemination of results)?



3	EVALUATION AIMS & OBJECTIVES
Please bullet point what question(s) (there may be more than one) is the evaluation asking? 
Both aim and objective should be interrelated; the aim is what you want to achieve, and the objective describes how you are going to achieve that aim.



4	EVALUATION DESIGN 
Which design(s) are you using in your evaluation (please tick all that apply e.g. mixed methods approach)? A suitable design should be chosen to reflect the aim(s) of the evaluation and the chosen theoretical framework.
 
Qualitative 
☐ Interviews
☐ Focus groups

Quantitative 
☐ One group, pre- and post- test 
☐ One group, post-test only 
☐ Two group, pre- and post- test 
☐ Two group, post-test only 
☐ Cross-sectional / observational 
☐ Other (please specify): ..........................................................
4.1	Methods of Data Collection
Please describe the data collection methods in detail and outline the roles involved, e.g.,
· Observation - What will be observed? What resources or equipment will be used if recording observation? Who will be observing? 
· Interviews - How will the prompt guide or interview schedule be developed? Who is conducting the interviews? By telephone or in person? How are the interviews being recorded?
· Focus Groups - Who is leading the focus group? How are the focus groups being recorded?
· Routine Clinical Data - what data will be collected (e.g., age, diagnosis) and from what sources? By whom?


4.2	Methods of Data Analysis
Please describe the data analysis methods such as quantitative and/or qualitative (e.g. thematic content analysis, framework / interpretative phenomenological analysis, and so on.
You should clearly describe how and by whom data will be (for example):
· Transcribed / Coded
· De-identified (Anonymised)
· Stored / Transferred / Accessed / Archived
· Statistical analysis 
Any software to be used in assisting the analysis should be specified.



5	POPULATION BEING STUDIED 
5.1	Who are the participants?
Please detail who you plan to include in the evaluation by describing both inclusion and exclusion criteria. Consider how you will ensure that inclusion is fair and accessible. For example, how will you accommodate:
- Language needs
- Disabilities
- Digital exclusion


5.2 	Participant Identification and Recruitment Methods
Please describe how participants will be identified and recruited, including the methods used to determine eligibility and select the sample. 



5.3 	Sampling Size
Please explain the rationale behind your chosen sample size and how it is adequate to answer your evaluation question(s). 


5.4 	Consent to participate (if needed)
If you plan to collect any data beyond routine clinical information, you must obtain participant consent. Please describe how you will obtain consent, or provide a clear justification for not doing so, based on the Trust’s principles (as outlined here).
You will also need to submit draft versions of your Participant Information Sheet (PIS) and consent forms. You may find these resources helpful. 


6	ETHICAL and REGULATORY CONSIDERATIONS
6.1 	Conflict of Interest
The aim of this section is to recognise / disclose activities that might give rise to conflicts of interest (actual/perceived) and to ensure that such conflicts are properly managed or avoided.  Conflicts can be non-financial, such as potential bias of a member of a team evaluating their own activity.


6.2	Data Protection
We expect all projects to conform to the Data Protection Act 2018; please describe specifically how you will ensure the data collected is secure and confidential, e.g. password protected, stored in locked filing cabinets, saved on Trust’s servers.
Please provide the details (name, role, email, employer) of the individual who will be responsible for the data collected being securely stored and confidential.



6.3	Any potential risks identified
Please identify and describe any risks associated with the evaluation, particularly relating to participants and evaluation team members (e.g. discussing uncomfortable / distressing issues, coercion to participate).



7	DISSEMINATION of FINDINGS 
7.1	Who will the report be disseminated to?
All evaluation findings must be shared with the relevant clinical governance committees, including submission of a copy to GECSE. Please also consider sharing findings at team, service, or external meetings where appropriate.
It is considered good practice to share findings with the service users, carers, staff, and community members who took part in the evaluation.
Please indicate whether you plan to publish your findings (e.g. in a peer-reviewed journal or as a conference poster). Note: If you intend to publish, this must be clearly communicated to participants in the participant information sheet.


7.2	How will any recommendations / service improvements be taken forward and by whom?


8	REFERENCES
List the literature and data that are relevant to, and that provide background for, the evaluation. Please ensure the text contains appropriate cross references to this list



Enclosure Checklist:
☐  Line manager email endorsing the proposal
☐  Draft Participant Information Sheet (where applicable)
☐  Draft Consent Form (where applicable)
☐  Draft interview / focus group guides, questionnaires, outcome measures etc. (as applicable)
The review process will begin on receipt of a completed service evaluation proposal template alongside the applicable documents above.
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