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Participant Agenda  

Federal/Regional M&E Skills Training Plan  

Time Day 1 – Project Design 

8:30 Unit 1.1 Introduction 

 Welcome and opening 

 Purpose/objectives  

 Participant agenda  

 Collaborative learning environment 

 Logistics 

 Expectations of the trainees 

 Participant book 

 National plans and strategies   

 Overview – the value of M&E in the learning process 

9:30 Unit 1.2 Introduction to Results-Based Management 

 Understanding key concepts behind RBM 

 Exercise on understanding difference between activities/outputs and outcomes 

10:30 Coffee 

11:00 1.3 Project Design: Problem Identification and Theory of Change  

 Theory of change  

 Practical exercise to develop theory of change 

12:30 Lunch 

2:00 Unit 1.4 Project Design: Results Chain and Logic Models 

 The results chain  
o Exercise on key definitions 

 Differences between different donor formats – Results Framework vs Logic 
Model 

o Review AGP II PDO and Outcomes  
o Exercise to review differences 

3;15 Coffee 

3:30  How to build a Logic Model 
o Practical exercise to build Logic Model 

4:45 Daily feedback exercise 

5:00 Closure 
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Time Day 2 – Measuring Indicators 

8:30 Review from Day 1 (15 minutes) 

8:45 Unit 2.1  Developing the M&E System -  Indicators 

 The M&E system 

 Formats that are used to show the results framework and Logic Model. 
o AGP II Results Framework and discussion 

 Types of indicators 

 Characteristics 

 Indicator development  
o Practical exercise to develop indicators for their results chains 

10:30 Coffee 

11:00 Unit 2.2 The M&E Framework - How to Measure Indicators  

 Data collection methods, data source, frequency, responsibility, baselines and 
target setting 

o Review of AGP II indicator measurement  
o Practical exercise to identify how to measure indicators  
o Practical exercise to create M&E framework for AGP II output indicators 

12:30 Lunch 

2:00 Unit  2.3   How to Develop a M&E Plan   

 How we move from the M&E framework to a full plan 
o Practical exercise to develop M&E plan 

 Ask participants how this compares to the AGP II M&E manual 

3:15 Coffee  

3:30 Unit 2.4 Data Collection Tools 

 How to develop effective questions and answers  

 Closed and open ended questions 

 Different types of tools 

 Practical exercise to develop questions 

4:45 Daily feedback exercise 

  



 

4 
 

 
 

Time Day 3 – Data Collection 

8:30 Review from Day 2 (15 minutes) 

8:45 Unit 2.4 Data Collection Tools 

 How to develop different types of tools covering key types – surveys, semi-
structured interviews and focus groups  

o Practical exercise to develop surveys and semi-structured interview/focus 
group tool 

10:00 Coffee 

10:30 Unit 3.1 Data collection skills 

 Qualitative data collection skills – semi-structured interviews and focus groups 

 Field data collection exercise – FGD 

 Debriefing after field data collection exercise 

 Qualitative data analysis 

3:15 Coffee 

3:30  Debriefing 

 Qualitative data analysis 
4:45 Daily feedback exercise 

Time Day 4 – Supervision and Data Management 

8:30 Review from Day 3 (15 minutes) 

8:45 Unit 4.1: Data Management and Analysis 

 Data auditing 

 Practical exercise – LQAS and RDAS  

 Data analysis and visualization 

 Practical exercise – Excel data analysis and visualization 

10:30 Coffee 

11:00 Unit 4.1 (continued) 

12:30 Lunch 

2:00 Unit 4.2: Success Stories and Case Stories 

 Documentation 

 Writing success stories 

 Write case stories 

 Principles of clear and effective writing 

 Practical exercise to develop success stories/lessons learned 

3:15 Coffee 

3:30 Unit 4.2 (continued) 

4:45 Daily feedback exercise 

5:00 Closure 
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Time Day 5 – Reporting 

8:30 Review from Day 4 (15 minutes) 

8:45 Unit 5.1 Good Report Writing 

 International best practices for reporting 
o Practical exercise in results-based reporting  

10:30 Coffee 

11:00 Unit 5.1 (continued) 

12:30 Lunch 

2:00 Unit 5.2 Supportive M&E supervision 

 World Bank approach to supportive supervision 
o Practical exercise – supportive supervision mission planning 

3:15 Coffee 

3:30 Unit 5.2 (continued) 

4:00 Unit 5.3 Wrap-Up 

 Debriefing on learning 

 Training evaluation 

 Certificates 

 Closing 

5:00 Closure 
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1. Why M&E Matters 
 

What is monitoring and evaluation (M&E)? 

Monitoring is the regular collection and reporting of information to track whether actual results are 

being achieved as planned (internal management activity). 

Evaluation is a periodic assessment to: 1) answer specific questions about a program or project 

performance and results (efficiency and effectiveness), and 2) to determine the causal relationship 

between an intervention and its outcomes (attribution and evidence). 

Why M&E matters? 

M&E is about management and learning.  

Based on your experience implementing AGP1 and AGP2: 

- Could you give concrete examples of how M&E is useful for management? 

- Could you give concrete examples of how M&E contribute to learning? 

AGP2 examples: How M&E can contribute to management and learning? 

For woreda and kebele level: 

- Reporting on results and activities versus the plan can help improve planning and budgeting. 

- Best practices and beneficiaries’ stories collected by the Regions can be used to sensitize future 

beneficiaries and can be integrated in the training materials of beneficiaries/new project staff. 

For Region and Federal level: 

- Reporting on results and activities versus the plan can help identify project’s issues for a rapid 

resolution. It can be also an opportunity to improve project implementation overall and ask donors 

for technical support on specific issues. 

- Identification based on results of successful woreda, can be used to organize exchange visits with 

this woreda to share its knowledge with woreda’s facing implementation issues. 

For MoA: 

- AGP2 results and lessons learned can help market success for political and public support for MoA’s 

works and the project.   

- The results of the impact evaluation of the nutrition pilot with Digital Green (community 

participatory video) can lead to the validation of an innovative approach to nutrition. It would lead 

to the scaling up of a new innovative approach in AGP2 and government extension services overall.  
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2. Introduction to Results-Based Management (RBM) 
This section will provide an overview of the principles behind Results-Based Management. RBM is 

the management system used by many governments and all international donors, including the 

World Bank. 

Keep in mind that different organizations may use different documents or different terms, but the 

concepts behind them are all the same. Once you understand the concept, you can how they are all 

the same in fact! 

RBM Definition 

RBM is a management strategy that uses feedback loops to improve performance.  To implement 

RBM: 

1. We first identify a problem we want to solve. 

2. We then define the results/outcomes that we want to achieve first as well as our 

intended target groups and beneficiaries. 

3. Then we identify activities to meet these results. 

4. We monitor progress towards results with the use of appropriate indicators over the 

life of the project. 

5. We report on performance 

6. We integrate the learning from this process into our plans to change our plans on an 

ongoing basis. 
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What is the Difference between RBM and Traditional Management Approaches? 

The key to understanding RBM is this 

 

 RBM is that simple! But what does this mean exactly? Let’s reflect on this. 

 Can you guarantee that just because you did something that people’s lives are improved? 

o Just because you trained someone, are they using the skills you trained them in? 

o Just because you built something, is it being used? Is it being used to improve 

people’s lives? 

What are some examples of the difference between activities and results/outcomes? 

 If we train someone, what does this mean we have accomplished?  

o Have we created a positive change in their life?  

o Did they learning anything and have new knowledge? 

o Have they used the knowledge? Can they use the knowledge? 

o Has the training made them better at their job or earned them more income? 

o Has the training improved their institution or their community? 

 If we build something, like a water well, what does this mean we have accomplished? 

o Are people using what was built? If so, how much? 

o Is it still functional in the future? 

o Has it made people’s lives better – do people have clean water? 

o Do people have better health and less disease? 

What is the difference between Results-Based Management and traditional management 

approaches? 

 

Now let’s come up with some examples yourself. 

 Let’s say we build a SSI scheme. What would examples be of the change we want to see? 

 Let’s say we train a farmer in a new extension technique or technology. What type of change 

would we want to see? 

The change we want to see is what RBM is about. 

Key RBM Tools: 

Different governments and organizations sue different RBM tools for both planning, implementation 

and monitoring and learning. Here are the common ones – how many have you heard of? 

• Logic Model (many donors) 
• Show the results the results chain 
• How you measure the results is shown on the M&E Framework   

• Result Framework (World Bank) 
• Shows the outcomes  

The achievement of results is much different than just the completion of activities 
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• Shows the indicators 
• Logframe or Logical Framework (many donors) 

• Shows the results chain 
• Shows you will measure the results chain 

 

We will discuss these concepts in depth now in the following sections! 
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EXERCISE 1.2: ACTIVITIES VERSUS RESULTS/OUTCOMES 

Of the following, list which are activities/outputs (A) or results/outcomes (R) in the right hand 

column: 

1400 kilometres of rural roads constructed   

1000 extension workers trained  

Higher levels of crops marketed  

1000 MT of fertilizer distributed  

10% increase in crop yield  

1000 farmers trained  

Farmers have 23% higher income on average  

SSI scheme construction completed  

Reduced HIV rate  

10 new health facilities built  

8% decrease in malnutrition  

Teachers train students using new skills  

Students have higher test scores  
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3. Theory of Change 
 

1. Introduction 

Theory of Change (ToC) is a specific type of methodology for planning projects to promote social 

change. Theory of Change defines long-term goals and then maps backward to identify necessary 

preconditions to achieve those long-term goals. 

The purpose of this short-training course on the theory of change is to: 

• Understanding how project/programs are designed, in relation to M&E systems. 

• Creating the first stages of a theory of change for a specific problem.  

2. Theory of Change as a Design Method 

Before moving into the training on RBM and basic Monitoring and Evaluation practices related to 

project implementation, it is useful to understand how projects are conceptualized and designed.  

A project’s M&E system starts with the project design. 

There are many tools that can be used – problem and solution trees – for example – to design 

projects.  

Today, one of the most common ways to design an intervention is for organizations to develop a 

“theory of change (ToC)”. ToC is becoming more and more relevant because we are learning that 

relying on linear log/ic frames is not sufficient when talking about transformative change. 

However, a theory of change is not a substitute for a logic model. Both are important when 

designing projects. Ideally, a theory of change should be conceptualized with as many key 

stakeholders as possible before a logic model is developed.  

Here are some important points about using a theory of change process for designing a change 

intervention (project): 

 ‘Theory of change’ as an approach is not new.  

 It has much in common with other approaches.  

 Many people consider that the current interest in theory of change reflects a need to re-
emphasize the deeper analysis that the original Logical Framework Analysis was designed to 
elicit but that has recently become a more superficial contractual exercise. 

 Theory of change requires both logical thinking and deeper critical reflection (perhaps more 
so than logic models) 

 Theory of change is best kept flexible, not prescribed 

 Theory of change inspires and supports innovations and improvement in programs 

 Working with theory of change requires performance management approaches to 
accommodate uncertainty and flexibility  

**** 
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Rather than talking about what a theory of change is, we are going to develop the first part of a 

theory of change. 

We are going to experience the first stages of developing a theory of change: 

 identifying the desired change 

 identifying a number of strategic areas that can contribute to getting to that desired change. 

 testing our assumptions about those strategic choices.  
 

Example of problem: Farmers have low productivity on new crop variety introduced by extension 

·        Identifying the desired change 

  

Farmers productivity increased 

Greater adoption of new crops 

·        Identifying a number of strategic areas that 

can contribute to getting to that desired change. 

·        Brainstorming 

  

Research improvement 

Research extension linkage could be better 

Extension could have better skills in working 

with farmers 

Usage of soil mapping 

Ask what else what we are missing? 

·        Seed quality 

·        Access to fertilizer and pesticide 

·        Utilization of fertilizer and pesticide 

·        Access to technologies 

·        Testing our assumptions about those 

strategic choices 

Seed producers produce quality certified seeds 

Do farmers use or sell fertilizer? 

Soil mapping is correct 

Research actually links to extension 

Farmers will show-up at FTCs 

No drought - no climatic problems 
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3. Exercise: Develop a Picture of Now and the Future 

Each group will be assigned an organization and a challenge. Possible problems to design 

interventions: 

Organization Problem 

Cooperative Agency CIGs get established but do not remain 

functional and profitable 

BoW/BoA/WoA Small scale irrigation schemes are not 

managed and used efficiently 

Research 

Institution/BoA 

Not enough agricultural technologies 

(gender, nutrition and CSA) are being 

developed and scaled up to woredas 

  

 

Each group will answer the following question:  

 What is a sustainable change our organization wants to achieve in five years’ time related to 
this problem?  

 

Groups brainstorm a “desired change” based on the “current situation”.  

Each group will develop a “Rich Picture” with drawings and words: 

The Rich Picture emerges as a result of visualizing the present and, after analyzing current 

reality, projecting an image of the future that shows the desired changes (5 years later). 

Thus, the Rich Picture is comprised of two parts: a reflection of the present and a 

visualization of the future after the desired change has happened. 

Then, brainstorm the desired change by answering these questions: 

 What does your organization hope to change about this situation? 

 Then, imagine what could be the desired change. The desired change must be plausible. 

 Imagine or visualize about this situation, in the future.  

 In five years’ time, what can be different/improved/changed?  

 Who are the main stakeholders involved in the change process? 
 

Groups should stay away from thinking about the “how” at this stage – focus on imagining the 

desired change.  

Snap shot of desired change - Use words to describe the desired change.   
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4. Exercise: Identify Strategic Areas  

Once snapshots about the “Now and Future” have been developed, we need to prioritize the at least 

3-4 Strategic Areas our group is going to work on with the aim of contributing to the Desired 

Change.  

Guidelines for the definition of the Strategic Areas 

• Which are the main factors emerging from our conversation when defining the desired change? 

• Are there some emerging categories that we can identify? Can we find among all these factors 

some sort of convergence? Can we sort them out and define some categories? 

• Among all these categories, which are those that can make the system move towards our desired 

change more than other categories? 

• Based on our organizational expertise, role, and capacity to which areas can we contribute better? 

• Identify these key categories (3-4) and rephrase them in such a way that their strategic value is 

clear. 

• Develop a strategic area for each of those categories selected. 

Strategic areas examples may include: 

 Promoting institutional coordination across sectors 

 Providing training 

 Building and upgrading of roads 

 Etc. 
 

Here are some guidelines for this: 

1. Consider the organization’s experience and the capacities (human and financial) it has in place, 

and focus the work on the comparative advantages our organization has. 

2. Take into account our ability to develop strategic alliances with other organizations and 

institutions. 

3. Focus on what it is possible and necessary to work on in the time available (5 years).  
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5. Making Assumptions – Exercise to Demonstrate 

Theory of Change allows us to organize our thoughts and configure abstractly, and based on our 

knowledge and experience, those conditions needed to achieve the desired change in a given 

context.  

One of the most important steps when developing a theory of change is to repeatedly critically 

analyze our assumptions.  

What are some examples of assumptions project designers, like you, might make when designing an 

initiative? 

Using the examples of strategic areas from above, let’s test our assumptions:  

 Promoting institutional coordination - Institutions will want to work together  

 Providing training - Training leads to changing work performance 

 Building and upgrading roads – Women will have greater access to market 
 

This is partly done by making our assumptions explicit and by analyzing them critically; those very 

same assumptions that govern our way of thinking, learning and our knowledge generation.  

6. Challenging Assumptions  

Every time you approach a problem, the natural thing to do is the thing you've always done. 

 You approach the situation by bringing your accumulated knowledge and experience. The 
more experienced and skilled you are, the more likely you are to assume certain outcomes. 

 One of the most powerful ways to generate new ideas is to challenge assumptions. 

 Sometimes the way you frame a problem contains an assumption that prevents you from 
solving it. This frame can stop you from accepting or even looking for innovative ideas. 

Let’s look at three types of assumptions and see if they hold true: 

Assumptions about CAUSALITY: it is what leads to change. 

- Training DAs on gender will lead to more women adopting new technologies. Is this true? Is this 

enough? 

Assumptions about PROGRAM IMPLEMENTATION:  

- DAs will reach the most remote farmers. Is it true? Is it possible? 

Assumptions about EXTERNAL FACTORS that influence the program 

- Security conditions in program areas will be stable. Is it realistic? 

 

 



 

11 
 

 
 

Now, in your groups, go back and critically analyze your assumptions about the strategic areas you 

have selected. Ask yourselves “Why” after each strategic area.  

 What are the underlying assumptions of our Theory of Change? 

 How do we make sure those assumptions are valid and accurate when defining them? 

 What is it that we are not seeing and needs to be considered? (this is a very important 
question). 

 

Change or revise those strategic areas, based on a critical review of your assumptions.  

7. Share your preliminary Theory of Change: Gallery Walk  

Each group will post the following on the wall:  

 Rich Picture 

 Strategic Areas for Intervention 

 Assumptions / Challenged  
 

All participants will walk around the room, and read other group’s preliminary theory of changes.  

 

  



 

12 
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4. The Results Chain – Results Frameworks and Logic Models  
 

The Results Chain definition – it is a management tool that: 

1. Describes the logic of your solution to the development problem  

2. Is then used as the basis of measuring whether we achieving our intended results 

 

The Results Chain – Results Frameworks and Logic Models 

Once you have completed the Theory of Change, the next step is to develop a results chain. This 

section will show you the logic of the results chain.  

While we discuss the results chain, keep in mind the following from the earlier unit… RBM is a 

management process whereby: 

– We first identify a problem we want to solve. 

– We then define the results/outcomes that we want to achieve first as well as our intended 

target groups and beneficiaries. 

– Then we identify activities to meet these results. 

 

– We monitor progress towards results with the use of appropriate indicators over the life of 

the project. 

– We report on performance 

– We integrate the learning from this process into our plans to change our plans on an 

ongoing basis. 

 

This is the planning part of RBM!  Keep in mind that we plan BACKWARDS from the result we want to 

see! Let’s think about this now in a simple way – this is a simple version of a Results Chain. 

 

 

Don’t get confused by the different formats used to show the Results Chain 

Different governments and international organizations use different terms and structures including 

logic Models, Logframes, Results Frameworks etc. Keep in mind that although there are slight 

differences between these different tools, they all do the same thing – they show the logical process 
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of trying to solve a particular problem.  Each tool captures the essential elements of the logical and 

expected cause-effect relationships among activities, outputs, outcomes and impacts. 

 

The Results Chain according to the World Bank 

 

Key Definitions 

Even though programs are diverse, they all share common elements. Programs are developed in 
response to a situation. Programs have INPUTS, OUTPUTS, OUTCOMES.  A results chain displays the 
relationships among these core elements and brings attention to underlying assumptions set within 
the program’s environment of external factors. 
 

Inputs 
These are the resources we use (money, people, equipment etc) 
 
Activities 
We use a series of inputs to implement and activity. This is what we actually do on a project. 

 Train farmers in new cropping techniques and technologies 

 Construct new SSI schemes 
 
Outputs 
Outputs result from the completion of activities. 

 # of farmers trained 

 # of SSI schemes constructed 
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Outcomes – Short, Medium and Long-Term 
Outcomes are what results from what we do: the value or changes for individuals, families, groups, 
agencies, businesses, communities, and/or systems. Outcomes include: 

 Short-term benefits such as changes in awareness, knowledge, skills, attitudes, opinions and 
intent. 

 Medium-term benefits such as changes in behaviors, decision-making and actions.  

 Long-term benefits (often called impact) such as changes in social, economic, civic, and 
environmental conditions. 

 
Short Term Outcomes/Results  (Immediate outcomes) 
Result from completion of a series of activities and outputs 

 Increased use of improved farming technologies 

 Increased availability of water 
 
Medium Term Outcomes/Results  (Intermediate outcomes) 
Result from a series of short-term results or outcomes. This is what a project usually wants to 
achieve by its end. 

 Increased crop yields 
 
Long Term Outcomes/Results  (PDO/Impacts/Goals/Ultimate Outcomes) 
This is something we would like to contribute to. 

 Reduced poverty in rural Ethiopia 

Assumptions 
Assumptions include our ideas about the problem or situation; the way the program will operate; 
what the program expects to achieve; how the participants learn and behave, their motivations, etc.; 
the resources and staff; the external environment; the knowledge base; and the internal 
environment. Faulty assumptions are often the reason for poor results. 
 
External Factors 
Aspects external to the program that influence the way the program operates include the cultural 
milieu, biophysical environment, economic structure, housing patterns, demographic makeup, family 
circumstances, values, political environment, background and experiences of participants, media, 
policies and priorities, etc. Elements that effect the program over which there is little control. 
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 Developmental Results (Outcomes) and Operational Results (Outcomes) 

We control the operational results which are a measure of our efficiency. But we don’t control the 

developmental results – and we lose more control the higher the result. These results measure our 

effectiveness. 

 

 

 



 

17 
 

 
 

Results Chain Examples – they can be shown in different ways! All that matters is that you show 

the logic of your solution to the problem. 

Example 1: Vertical 

 

  

Example 2: Horizontal 

 

 

 



 

18 
 

 
 

The GAC Results Chain and Logic Model – Do you see the similarities with the World Bank Results 

Chain? What differences do you see? 

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Actions taken or work performed through which inputs are mobilized to produce outputs. 

A change that is expected to logically occur once one or more immediate outcomes have been 

achieved. In terms of time frame and level, these are medium term outcomes, which are usually 

achieved by the end of a project/program and are usually at the change of behaviour/practice level 

among beneficiaries. 

ULTIMATE 
OUTCOME 

 

INTERMEDIATE 
OUTCOMES 
 

A change that is directly attributable to the outputs of an organization, policy, program or initiative. 

In terms of time frame and level, these are short-term outcomes and are usually at the level of an 

increase in awareness/skills of… or access to… among beneficiaries. 

 

 

Direct products or services stemming from the activities of an organization, policy, program or 

initiative. 

 

The highest-level change that can be reasonably attributed to an organization, policy, program or 

initiative in a causal manner, and is the consequence of one or more intermediate outcomes.  The 

ultimate outcome usually represents the raison d'être of an organization, policy, program or initiative 

and takes the form of a sustainable change of state among beneficiaries 

OUTPUTS 

ACTIVITIES 

INPUTS 

IMMEDIATE 

OUTCOMES 

Result: 
A describable or measurable 

change in state that is derived 

from a cause and effect 

relationship. Results are the 

same as Outcomes and further 

qualified as immediate, 

intermediate or ultimate. 

Development Results: 
Reflect the actual changes in 

the state of human 

development that are 

attributable, at least in part, to 

a CIDA investment. 

How? 

What? 

Why? 

Source: CIDA Draft RBM Policy Statement,  

April 23, 2008 

Logic Model – Terms and Definitions 

The financial, human, material, and information resources used to produce outputs through activities 

and accomplish outcomes. 
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The Results Framework 

The Results Framework is the RBM tool used by the World Bank. The World Bank defines a Results 

Framework as follows: 

A results framework is an explicit articulation (graphic display, matrix, or summary) of the different 
levels, or chains, of results expected from a particular intervention—project, program, or 
development strategy. The results specified typically comprise the longer-term objectives (often 
referred to as “outcomes” or “impact”) and the intermediate outcomes and outputs that precede, 
and lead to, those desired longer-term objectives. Although the World Bank has used the term 
“results framework” over the last decade, similar conceptual tools, also designed to organize 
information regarding intended outcomes and results, are used across different agencies: logical 
frameworks, logic models, theories of change, results chains, and outcome mapping. Thus, the 
results framework captures the essential elements of the logical and expected cause-effect 
relationships among inputs, outputs, intermediate results or outcomes, and impact. 

Generally, the Results Framework: 
• Lists the PDO and Intermediate Outcomes 
• Does not show short-term outcomes 
• Does not list outputs 
• Does list indicators – but not how they are collected as this is shown elsewhere 

 

What is the Project Development Objective (PDO)? 

The PDO is the outcome that a project is expected to achieve for its primary target group, 
given its scope, duration, and resources. This is the main element that would be used at project 
closing to evaluate whether a project has been successful or not in contributing to change in the 
country/target area group. 
 
The PDO statement clearly identifies who the primary target group is, the specific and measurable 
benefits that the target group will receive from this project, and the expected change in behavior, 
situation, or performance of the primary beneficiaries (what will the target group be doing better or 
differently as a consequence of the project?). 
Results Framework and M&E Guidance Note 2013 
When formulating the PDO statement, it is also important that there be clear alignment 
between the project and the higher-order strategic, country program or sector outcomes to which 
the operation contributes and be related to higher-level outcomes that support the 
country’s strategy. 

The Logic Model Definition: The Logic Model is a visual representation of the results chain 

The Logic Model is commonly used around the world and has the following key features: 

• Shows the Results Chain in a visual representation 

• Shows outcomes and outputs 

• Does not show how these will be measured. It does this on a separate document – the M&E 

Framework. 

Please see the Building Resilient Agricultural Production (BRAP) Project Logic Model below. 
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The Logframe 

 Similar to the Results Framework – in fact, the World Bank’s Results Framework is just a 

variation of a Logframe 

 Shows the Results Chain in a table (narrative) 

 Lists short, medium and long-term outcomes 

 Lists outputs  

 Lists indicators and how they will be collected 
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 BUILDING RESILIENT AGRICULTURAL PRODUCTION  - LOGIC MODEL EXAMPLE 

ULTIMATE 
OUTCOME 

1000 Increased food security in South Sudan 

INTERMEDIATE 
OUTCOMES 

1100 Increased absorptive capacity for women and food-insecure households through increased, improved and more resilient 
agriculture and livestock production 

1200 Increased adaptive 
capacity to address food-
security by women, food-
insecure households and 
communities 

IMMEDIATE 
OUTCOMES 

1110 Improved, adaptive and 
more resilient field crop 
production techniques by 
women and food-insecure 
households 

1120 Improved water access in 
dry season to enable expanded 
vegetable production 

1130 Increased and diversified 
vegetable production by 
women and food-insecure 
households 

1140 Increased ability of local 
authorities to provide livestock 
health management and 
production services  

1210 Increased awareness and 
utilization of nutritious crops, 
and ability to overcome food 
security shocks. 

OUTPUTS 

1111 Training for lead-women 
farmers in field crops 
management and post‐harvest 
(handling, storage etc.) 
organized. 

1121 Awareness creation 
sessions organized; lead-
women farmers for change 
driving identified, project 
beneficiaries selected. 

1131 Vegetable production 
groups formed, focusing on 
women and youth from food-
insecure households 

1141 Local Authorities action 
plans developed and 
implemented that are gender 
sensitive and participatory 

1211 Nutrition trainings carried 
out in communities and 
through secondary school 
nutrition clubs and nutrition-
sensitive messages added to all 
trainings  

1112 Farmer to farmer training 
in field crops management and 
post-harvest (handlings , 
storage etc.) guided, 
monitored and supervised 

1122 Site selection and labour 
work beneficiary selection 
finalized 

1132 Vegetable production 
training completed 

1142 Training for 9 extension 
workers, 36 CAHWs and 18 
women change agents on 
livestock veterinary/extension 
services and livestock 
production carried out 

1212 Farmer literacy and 
numeracy trainings carried out 
for interested beneficiaries 

1113 Crop post-harvest 
handling techniques 
introduced and piloted 

1123 Multi‐purpose ponds and 
river side micro-irrigation 
systems rehabilitated and/or 
constructed 

 1143 Training for 270 livestock 
producers on livestock health 
management and production 
carried out 

1213 Training to address 
grievances, conflicts and safety 
carried out 

 1124 Governance and 
management systems for 
ponds and micro-irrigation 
schemes developed 
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Linking the Results Chain to National Strategies and Objectives 

Results chains are often linked to national strategies and objectives. This ensures a program or 

project works to achieve a key objective for a country.  

Many projects often have sub-projects that are linked to a larger project as well. 

Question: Which national strategies and programs is AGP II linked to? Does it share any results with 

national strategies or programs it is linked to like GTP? 

Question: Are there any sub-projects within AGP II that use AGP II results as their objectives? Which 

ones can you think of? 

How to develop a Results Chain or Logic Model - “Planning with the end in mind” 

Whether a Logic Model or a Results Framework, we plan backwards! We think about the final 

change we want to see and then think about how to get there: 

Always start with the situational analysis and identification of the long-term desired end result – the 
goal of your program.  
 
Then… work backwards! 
 

1. Start at the end. What is the LONG-TERM OUTCOME that you want to achieve?  

2. First step backwards: Identify the CHAIN OF OUTCOMES that lead to the final, long-term 
outcome. 

3. Next step backwards: What ACTIVITIES and OUTPUTS must be 
provided/produced/completed so that the identified individuals (groups) will achieve the 
desired outcomes? If necessary, cluster activities into strategies (activities that fit together 
conceptually) such as training, media work, coalition development activities. 

4. Move backwards: What RESOURCES are needed to make sure the activities are 
accomplished? 

 

Starting with the highest-level goal, task teams can backtrack to establish a hierarchy of cause–and-

effect linkages between activities and expected outcomes. A logframe must be tested to ensure the 

consistency of its logic. A simple test is to ask if your logframe satisfies the following: [1] IF these 

activities are undertaken AND the assumptions hold true, THEN the intended outputs will be 

created. [2] IF these outputs are delivered AND the assumptions hold true, THEN the purpose will be 

achieved. [3] IF the purpose is achieved AND the assumptions hold true, THEN the intervention will 

have contributed to the goal   
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Build your Results Chain or Logic Model Backwards! 

 

 

How to develop outcome statements… turn the problems into positive outcomes that you want to 

see achieved.  

Don’t forget to also think of the following: 

 For whom? 

 Where 

 How much? 

 When? 
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How Good Is Your Logic Model? Ask yourself: 
 
•  Is each listed outcome truly an 'outcome'? Does the logic model clearly separate outcomes from 

outputs, or are the distinctions blurred? 
•  Does the highest-level outcome represent a meaningful benefit of value to the public? Does it 

have inherent value? Can it be associated with the program? 
•  Is the model truly logical? Do the relationships among the program elements make sense? Are 

the causal relationships supported? Three ways to check: 
•  Starting at inputs, ask “why?” at each level: why do we need these inputs? Why do we 

need to conduct these activities? 
•  Starting at the impact level, and working backward, ask “how?” How are we going to 

produce these outcomes? The items immediately preceding an outcome should show 
“how.” 

•  Sometimes components are necessary but not sufficient. Ask yourself, “What else?” For 
example, achieving healthy one-year-olds requires not only achieving a healthy birth but 
also achieving proper care during the baby's first year. Asking 'what else?' helps spot leaps 
of faith. 

•  Are the resources realistic? Is what you intend to do even possible given your resources? 
•  How valid are the assumptions? Are they based on experience and research, or are 

they best guesses? 

 Does the logic model reflect the opinions and support of key stakeholders? Were any 
stakeholders left out? 

 
Questions about Results Chains… and Logic Models and Results Frameworks and Log Frames… 
 
What happens when my results chain shows that the outcomes we want don’t connect to the 
activities that we are doing?  
This suggests that either you need to change your activities to achieve the outcomes you want, or 
change the expected outcomes to relate better to the activities you are doing. This is the purpose of 
a results chain – to check these relationships and help ensure that our activities will achieve the 
outcomes we desire. 
 
How do logic models relate to plans of work (work plans)? 
A logic model is a graphic depiction that provides an overview of a program. A plan of work is a 
narrative explanation of how the program will be implemented, providing specifics about activities, 
Responsibilities and timelines among other things. 
 
Do we include data collection methods and measurement strategies in the logic model? Or the 
Results Framework? Or the Logframe? 
A logic model describes a program and its theory of change. It is useful in helping to focus an 
evaluation. But, evaluation questions, measurement strategies, and data collection methods are part 
of an evaluation plan – not usually included in the graphic that makes up a logic model. 
 
While the Logic Model is a graphical representation, the Results Framework and the Logframe are 
narrative tables. The Results Framework does include the outcome, indicators but not the data 
collection methods. Finally, the Logframe does include both the results chain, indicators and data 
collection methods. 
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Are there any limitations in using a results chain – anything we should be cautious about? 
Yes. The most common limitations include: 

(1) a results chain represents intention, it is not reality; 
(2) it focuses on expected outcomes so people may overlook unintended outcomes 

(positive and negative); 
(3) it focuses on positive change – change isn’t always positive; 
(4) it may simplify the complex nature of causal attribution where many factors influence 

process and outcomes; 
(5) it doesn’t address whether we are doing the right thing – we may get caught up in 

creating a logic model and lose track of whether the program is the right thing to do; 
and, 

(6) it may stifle creativity and spontaneity. 

 

 

  



 

 

 28 

  

EXERCISE 1.4-1 
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 30 

  

EXERCISE 1.4-2 
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LOGIC MODEL TEMPLATE – NAME OF EXAMPLE: 

ULTIMATE 
OUTCOME 
(IMPACT) 

 

INTERMEDIATE 
OUTCOMES 

 

 
 

IMMEDIATE 
OUTCOMES 

 

 

 

 

 

 

 
 

OUTPUTS 
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5. Developing a M&E System - Indicators 
Once we have developed our results chain, which is our plan for achieving our intended results, we 

need to set up a monitoring and evaluation system to measure if we are achieving our results. 

We said earlier that RBM is a management process whereby: 

1. We first identify a problem we want to solve. 

2. We then define the result that we want to achieve first as well as our intended target 

groups and beneficiaries. 

3. Then we identify activities to meet these results. 

 
4. We monitor progress towards results with the use of appropriate indicators over the life 

of the project. 

5. We report on performance 

6. We integrate the learning from this process into our plans to change our plans on an 

ongoing basis. 

After we have planned our results chain including outcomes and outputs (activities), we then  

undertake Steps 4-6 which is RBM’s process of continual assessment and learning. To do this we 

need to develop a M&E system to measure whether we are achieving our results. 

 

A M&E system refers to all the indicators, tools and processes that you will use to measure if a 

program has been implemented according to the plan (monitoring) and is having the desired 

result (evaluation). An M&E system is often described in a document called an M&E plan. Developing 

the M&E system includes: 

M
o

n
it

o
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n
g 

an
d

 

Ev
al

u
at
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n

 

http://www.tools4dev.org/resources/monitoring-evaluation-plan-template/
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 Selecting indicators to measure we are achieving our outcomes and outputs (and 

PDOs/goals/impacts etc.) 

 Identifying how you will measure each indicator 

 Developing data collection tools 

 Gathering baseline information on the current condition 

 Setting specific targets to reach and dates for reaching them 

 Formalizing this in a M&E Plan that governs how the M&E system works in and individual 

and organizational responsibility 

Indicators 

Definition: A measure that provides accurate and reliable evidence about the achievement of a 
specific result. 

Indicators are used throughout RBM. In the case of a Logic Model, they are put separately in a M&E 
or Performance Measurement Framework (PMF). Using a Logframe, or using the World Bank’s 
Results Framework, indicators are inserted alongside the outcomes you have chosen. Thus the 
Logframe and Results Frameworks describe both 1) your intended results and 2) how you will 
measure whether you are successful in achieving them. The Logic Model and M&E Framework 
separates the results from how you intend to measure them. 

Choose your indicators 

Once you have completed your plan for the project in the Results Chain or in a Logic Model, you next 
need to determine how you measure it. You will do this by developing indicators. This is a very 
important step, so you should try to involve as many people as possible to get different perspectives. 
You need to choose indicators for each level of your program – outputs, outcomes and goals/PDO. In 
developing indicators, use the following rules: 

• For each result, we should develop a number of indicators  
– Keep it limited as we don’t want too many 

• Each indicator needs to be a way to measure that result and reflect our project or program’s 
progress towards achieving that result 

• Indicators can be measured using either qualitative or quantitative methods 
• Indicators need to be useful for decision making to improve the program. There is no point 

measuring an indicator if the results won’t make any difference to your decisions. 
• Make it easy. Indicator data should be easy to collect. If possible, select indicators for which 

data collection mechanisms and systems already exist in the country 
– What are examples that you can think of in Ethiopia and globally? 

• Identify relevant experts to guide the selection of indicators.  
– Seek guidance from key experts to determine which indicators are the most useful 

(e.g., for technical specific indicators the team’s technical expert could provide 
relevant advice). 

• Use cost-effective indicators. One of the challenges in designing a results framework is to 

select indicators that are appropriate to the conditions on the ground and that can be 

collected with a reasonable amount of resources and within a reasonable period of time.   
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Output versus Outcome Indicators 

Output indicators reflect the completion of a good or service. They often look like this and reflect 
what we (the project or program) have done: 

 Number of farmers trained (male/female) 

 Number of kilometres of roads constructed 

Outcome indicators reflect the achievement of results and whether our activities have led to 
improvements in our clients lives: 

 Crop yield 

 Amount of crop marketed 

 Farm income 

Here is an example of some indicators of an irrigation project: 

 

Here is an example of some indicators of an education project: 

 

http://www.tools4dev.org/wp-content/uploads/Indicators-example1.png
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Qualitative and Quantitative Indicators 

Indicators can either be quantitative or qualitative: 

Quantitative  Qualitative (Judgements and Perceptions) 

Number of 

Frequency of 

Percent of 

Ratio of 

Ability to 

Skills at 

Satisfaction with 

Quality of 

Extent of 

Level of 

Expressed as a ratio, percentage, comparison, or 

number that can be analyzed statistically. 

 Number of participants 

 Percentage of trainees showing strong 
knowledge in subject area (80% or 
higher) 

 

Qualitative indicators capture change which is 

not immediately expressed by a number…but 

they could be measured by a number depending 

on the methodology you use. 

– Quality of service 
– People’s perceptions 
– People’s ability to their jobs 

Examples: 

– Satisfaction of farmers with 
extension 

– Satisfaction of trainees with 
training program 

– Ability to implement AGP II 
financial management system 

– Teachers’ level of knowledge of 
student-centered instructional 
techniques 

 

We are more used to quantitative indicators but qualitative indicators can be useful to measure 

people’s perceptions and satisfaction with services provided which is often important. Keep in mind 

that it is often easier to use qualitative indicators on smaller projects than larger scale programs as 

they can be more expensive to measure sometimes. 

Case studies and lessons learned may be non-quantifiable results but are still important to help you 

tell your stories about the impact of your work. These are generally not indicators but we will discuss 

the importance of these qualitative methods later. 
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Gender-Sensitive Indicators 

All indicators should capture the differential impacts on men and women where this is possible. 

They are used to determine whether both men and women benefit from a project or just men. 

Examples 
• # of farmers trained (# male/# female) 
• Quality of health care services as perceived by women and men 
• % of women who are grant beneficiaries 
• Annual income (male/female) 
• Test scores by girls and boys 

 

Constructing and targeting indicators 

This ensures that each indicator is measurable in terms of quantity, qualities and time (QQT) 
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SMART Indicators 

A good guide on the quality of your indicators is to check if they are SMART! 
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Indicator Development Tips 
• Don’t use words like “increase” or “improve” as these are for results, instead just measure 

the indicator and show its change over time. 
• Yes/no indicators are also OK to show completion of key milestones in certain cases. 
• Indicators can be developed to show sequential progress to results. You can do this by 

developing scoring systems for qualitative indicators that show step by step progress (1 to 5 
scale). 

• This type of scale helps show donors progress to the completion of key milestones or 
deliverables. 

• Example: What is the level of development the IHD strategic plan? Please highlight the 
answer below that best corresponds and provide any additional explanation below.  

• No progress 
• Committee formed 
• Meetings underway to develop plan and stakeholders being consulted 
• Draft plan developed and submitted 
• Final plan approved  

 
Proxy indicators 
In some cases, teams can consider using proxy indicators. Cost, complexity, and/or the timeliness of 
data collection may prevent a result from being measured directly. A proxy indicator is an indicator 
that is substituted for another indicator that would be hard to measure directly. In this case, proxy 
indicators may reveal performance trends and make managers aware of potential problems or areas 
of success. For example, the effectiveness of a child health program may best be measured by 
mortality rates. These rates are difficult to determine over short periods of time. For this reason, a 
proxy indicator, such as the percentage of births that are attended by trained health personnel and 
the availability and frequency of use of health facilities, may be used instead. 
 
Core sector indicators 
A core sector indicator is an outcome or output indicator that can be measured and monitored at 
the project level, and can be aggregated across projects and countries for corporate reporting. Core 
sector indicators only cover some of the most recurrent results of Bank operations. Check the 



 

 

 40 

  

following link http://coreindicators on the World Bank Intranet to determine which core indicators 
apply to the specific project.  
 
The use of core sector indicators in project results frameworks is mandatory for IBRD and IDA 
operations and highly recommended for recipient-executed trust fund projects. Teams need to 
ensure that the mandatory indicator —―direct project beneficiaries (number), of which female 
(percentage)‖ — is included in all projects. In addition, task teams must use other core indicators 
that are relevant to track results in the project as applicable. In the Operations Portal, core sector 
indicators are selected from a drop-down menu. The use of core sector indicators does not prevent 
task teams from adding other relevant, project-customized indicators. 
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EXERCISE 2.1-1 INDICATORS 

 

Choose indicators from below to match the sample short, medium and long term results statements.  

You can select more than one indicator per result. 

 Long Term Result:  

Improved access to health care for all in Amhara 

 

Long Term Indicator: 

 

 

 

Medium Term Result: 

Increased Vitamin A and immunization coverage 

in Amhara 

 

Medium Term Indicator: 

 

Short Term Result:  

Village health posts established and operating 

well 

 

Short Term Indicator: 

 

 

 

1. Percentage of children fully immunized. 
 

2. Quality of care at Village Health Posts. 
 

3. Number of village health posts offering services daily and fully stocked with supplies. 
 

4. Number of communities in Issyk-Kul with access to primary health care services within 5 
kilometers  

 

5. Vitamin A coverage rates. 
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EXERCISE 2.1-2 INDICATORS 

 

Provide your own indicators to match the results identified in Exercise #1: 

Long Term Result: 

1.Children in Ethiopia have equal opportunity to 
access quality education 
 

 

 

Long Term Indicators 

Medium Term Result: 

2.Improved quality of education provided in 
classrooms in project districts  by the end of the 
project period 
 

3. Satellite schools established and operating at 

full capacity by the end of project 

 

 

Medium Term Indicators  

Short Term Result: 

4. Three hundred teachers practicing improved 
teaching techniques in the classroom after being 
trained 
 
5.Village based school management committees 
established and functioning. 
 

 

 

Short Term Indicators 
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EXPECTED RESULTS 

(from LM) 
INDICATORS 

BASELINE 

DATA 

TARGETS 

(include timeline 

when possible) 

DATA SOURCES 
DATA COLLECTION 

METHODS 
FREQUENCY RESPONSIBILITY 

ULTIMATE OUTCOME 

 

 
       

INTERMEDIATE OUTCOMES 

 

 
       

 

 
       

IMMEDIATE OUTCOMES 
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EXPECTED RESULTS 

(from LM) 
INDICATORS 

BASELINE 

DATA 

TARGETS 

(include timeline 

when possible) 

DATA SOURCES 
DATA COLLECTION 

METHODS 
FREQUENCY RESPONSIBILITY 

OUTPUTS 
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6. How to Measure Indicators – the M&E Framework 
The next step in RBM is to determine how to measure the indicators you have developed. This is 

usually done through a M&E Framework. 

For each indicator, you will then specify how you will collect the indicators - where the information 

will come from, who will gather the information, and how often it will be reported on. Answering the 

following questions is important when selecting indicators: 

 What are the sources of data (administrative collection, regular survey data, bespoke 

 studies, project files, audit reports, beneficiary feedback, etc.)? 

 What are the data collection methods and who will collect it? 

 How often will the data be collected? 

 What is the baseline? 

 What is the target you want to reach? 
 
In identifying how you will collect the indicators, you should also keep the following key items in 
mind. 

 What is the cost and difficulty to collect the data? 

 How will the data collection be funded? 

 Who will analyze the data? 

 Who will report the data and in what form and forum should data be reported? 

 Who will use the data? 

 What capacity strengthening measures are needed? 

There are different approaches to how to do this. Here is a M&E Framework that contains all this 

information within it. 
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Here is a World Bank example. It contains all the same information. 

 

1. How to write a monitoring and evaluation (M&E) framework 

An M&E framework is one part of an M&E plan, which describes how the whole M&E system for the 
program or organization works.  

Step 1. Choose your indicators 

The first step in writing an M&E framework is to decide which indicators you will use to measure the 
success of your program. This is a very important step, so you should try to involve as many people 
as possible to get different perspectives. We have done this already! 

Step 2. Define each indicator 

Once you have chosen your indicators you need to write a definition for each one. The definition 
describes exactly how the indicator is calculated. If you don’t have definitions there is a serious risk 
that indicators might be calculated differently at different times, which means the results can’t be 
compared. 

Here is an example of how one indicator in the education program is defined: 

 

http://www.tools4dev.org/resources/monitoring-evaluation-plan-template/
http://www.tools4dev.org/wp-content/uploads/Definition-example.png
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After writing the definition of each indicator you also need to identify where the data will come from 
(the “data source”). Common sources are baseline and endline surveys, monitoring reports, and 
existing information systems. You also need to decide how frequently it will be measured (monthly, 
quarterly, annually, etc.). 

Step 3. Identify who is responsible and where the results will be reported 

The final step is to decide who will be responsible for measuring each indicator. Output indicators 
are often measured by field staff or program managers, while outcome and goal indicators may be 
measured by evaluation consultants or even national agencies. 

You also need to decide where the results for each indicator will be reported. This could be in your 
monthly program reports, annual donor reports, or on your website. Indicator results are used to 
assess whether the program is working or not, so it’s very important that decision makers and 
stakeholders (not just the donor) have access to them as soon as possible. 

Step 4. Measure the baseline and set the target 

Before you start your program you need to measure the starting value of each indicator – this is 
called the “baseline”. In the education example above that means you would need to measure the 
current percentage of Grade 6 students continuing on to Grade 7 (before you start your program). 

In some cases you will need to do a survey to measure the baseline. In other cases you might have 
existing data available. In this case you need to make sure the existing data is using the same 
definition as you for calculating the indicator. 

Once you know the baseline you need to set a target for improvement. Before you set the target it’s 
important to do some research on what a realistic target actually is. Many people set targets that are 
unachievable, without realizing it. For example, I once worked on a project where the target was a 
25% reduction in the child mortality rate within 12 months. However, a brief review of other child 
health programs showed that even the best programs only managed a 10-20% reduction within 5 
years. 

Step 5. Put it all into the template 

Once you have completed all these steps, you’re now ready to put everything into the M&E 
framework template. 

 

http://www.tools4dev.org/resources/me-framework-template/
http://www.tools4dev.org/resources/me-framework-template/
http://www.tools4dev.org/wp-content/uploads/me-framework-template-example.png
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2. General Types of Data Collection Methods 

Within an M&E system, three types of data sources can generally be distinguished: one-off data 
sources, periodic data sources and routine data sources. 
 
One-off data methods: Data collection methods are one-off when data are collected: (1) once only 
to answer a specific  research or evaluation question; and (2) there is no expectation that similar 
data collection, using similar data collection instruments, will be done again. Most evaluations and 
research 
are one-off data sources. 
 

 
 
Impact Evaluations are often talked about as an evaluation method.  
During project preparation, teams face the decision whether to include impact evaluations in the 
project design. The purpose of impact evaluations is to establish causality between the project’s 
activities and its outcomes, and can be a useful tool for measuring results and attribution. In other 
words, impact evaluation is the only tool that enables the attribution of results to the project in 
question. Moreover, it tells the team how much of the change is caused by the project intervention. 
This can inform the decision to scale up or down financing, or increase or modify the project scope 
to ensure better results. In its most rigorous form, an impact evaluation compares welfare outcomes 
of the intervention during the period being evaluated with an explicit counterfactual – the 
hypothetical situation that would have prevailed in the absence of the intervention. However, they 
tend to be costly and must be designed and well implemented to be meaningful. It is not necessary 
for every IPF operation to include an impact evaluation in the design. 
 
Periodic data collection methods: Data collection methods are periodic when data are collected: (1) 
independently of interventions; (2) at significant intervals in time; (3) using the same data collection 
tool (often a quantitative questionnaire) so that data can be compared over time. An example of a 
periodic data source is a survey (discussed in this chapter). Survey data are not collected only in 
areas where interventions have been implemented (satisfying condition 1); are collected only every 
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year (or less often) when the survey is undertaken (satisfying condition 2); use the same 
questionnaire, protocol and data analysis techniques every time the survey is conducted (satisfying 
condition 3). 
 

• Surveys could collect data from an entire population (census) or from a sample population 
(sample survey). In sample surveys, if the demographic characteristics (e.g., age and sex) of 
the sample are the same as the characteristics of the entire population and the survey 
results satisfy certain statistical tests, the answers provided by the sample are said to be 
representative of the answers that the entire population would provide (i.e., the survey 
results from the sample are generalizable to the population at large). 
• For surveys to be independent of interventions implies that the sample population is 
selected to be representative of the entire population, rather than from only the areas 
where the intervention has been implemented. A survey done only in intervention areas 
would lead to results that are not representative of the whole population, i.e., biased results 
(see definition of “bias” later in this section). 

 
• Routine data collection methods: Data collection methods are routine when data are collected on 
an ongoing basis as activities are implemented. Examples of routine data sources are attendance 
registers or registers of peer education sessions. Attendance registers are routine because new data 
are added on an ongoing basis, for example, every time that a meeting is held, an attendance 
register is filled out. Routine data cannot be collected on a sample basis because for routine data to 
be meaningful, standardized data are required from all places where the activity is implemented, 
usually using standard data collection tools. 
 
Take a look at the AGP II M&E Manual – Identify which are one-off, periodic, or routine data sources 
 
Benefits of Periodic Surveys as Part of an M&E System 
a) Generate objective impact-level and outcome-level data: Surveys and surveillance data are 
essential for an M&E system because they help generate certain impact and outcome-level data. 
These survey data avoid bias by collecting data in intervention and other areas and usually provide 
an objective, independent view on the impacts and outcomes and may be more credible than data 
collected by a project itself. 
b) Surveys can provide generalizable data: Surveys collect data that can be generalized to the entire 
population from which the sample was selected, provided that survey results pass certain statistical 
tests of significance and validity. This implies that every program or organization does not 
necessarily need to do its own survey as they can all use the results of a representative survey. 
c) A survey costs less than a census. Because a survey can generate generalizable data, it is possible 
to get views, opinions, and other information about an entire population without having to survey 
the entire population and this greatly reduces costs. 
d) Surveys enable trend analysis over time: Provided that the survey protocol is set up 
appropriately and the survey is conducted in the same way (same method), and collects the same 
kind of data (same questionnaire), trend analysis over time is possible. 
 
3. Specific Types of Data Collection Methods 
Data collection methods vary from more informal and less structured methods, which are generally 
less costly and more qualitative, to more formal and more structured options which are generally 
more costs.  When developing your PMF it is a good idea to triangulate and get data from two 
different groups to verify if possible. While larger sample sizes are generally useful, this must be 
balanced by resources – more people being surveyed takes more time and costs more money. 
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Sometimes small sample sizes can’t be avoided, such as when measuring capacity of small groups 
like those in government ministries or in academic departments.  

 

Which of these data collection methods have you used before? 

 

Note that the less structured methods are generally more qualitative. 

And the more structured methods are generally more quantitative. 
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4. Qualitative Data Collection Methodologies 
When people think of qualitative methods they usually jump to interviews and focus groups first. 
These methods can be used to meet directly with beneficiaries and stakeholders to discuss their 
experiences, and the results they have seen from the program. Although interviews and focus 
groups are the most common methods, it doesn’t mean they are the best methods for every 
circumstance. Think carefully about what you are trying to measure, and whether another method 
might give you more useful information. 
 
Should I use interviews or focus groups? 

• Deciding whether to use interviews or focus groups for collecting qualitative data is an age 
old question that plagues every international development / aid worker at some point in 
their career. Some experts think interviews are better, some think focus groups are better, 
while others say it depends on the situation. 

• Interviews are more effective when you need to know about participant’s needs, opinions or 
decision making processes. 

• Focus groups are more effective when you want stakeholders to generate new ideas through 
brainstorming. 

 
What other qualitative data collection methods can I use? 

 Self-Assessments 

 Observation 

 Storytelling 

 Diaries, logs and journals can be used by people managing a program, by participants or by 
stakeholders. For example in a program I am currently working on, the Program Manager 
keeps a log of all meetings and interactions with government partners. Through this log it is 
possible to see improvements in government services that have come about through 
advocacy by the program staff. 

 Pictures, paintings or photos: Some people find it easier to express changes visually. 
Pictures, paintings and photos can all be used to measure qualitative results. For example, 
vulnerable children could be asked to draw a picture showing their life before and after they 
joined the program.  

 Most Significant Change: The Most Significant Change technique works by collecting stories 
of change brought about by the program and systematically analyzing them for their 
significance. Stories are collected from the field with the most significant stories being 
filtered up the organization. It is considered a participatory technique because many 
stakeholders are involved in collecting and analyzing the data. 

  

https://www.quirks.com/articles/2010/20100601.aspx
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Examples: Photovoice 

In Photovoice you give each participant a camera and ask them to take photos of their community, 
focusing on particular themes. In many photovoice projects the best photos are included in an 
exhibition for community members and stakeholders. 

 

Examples: Most Significant Change 

Title of story Woman community facilitator voted as president of 
community network. 

Who was involved and what took place? A local woman who has received capacity building 
support and training on leadership skills, has been 
voted as president of the community facilitator 
network representing 5 villages. 

What change took place? A local woman is now representing her community as 
a leader in local development issues. She had the 
confidence to put herself forward and was voted by 
her community to play a leading role in the 
community’s development process. 

Why is story significant? The story shows that women in communities where 
the NGO works are playing an increased role in local 
politics and decision making as a result of capacity 
building and training from the NGO. 

Lessons learned / recommendations for the 
wider program 

Training and capacity building can help build women’s 
confidence to participate in local politics. If women 
are given the opportunity to become involved in local 
politics they will. The beneficiary can be a role model 
for other local women. 

http://en.wikipedia.org/wiki/Photovoice
http://en.wikipedia.org/wiki/Photovoice
http://www.tools4dev.org/wp-content/uploads/6299143501_9a1bbf2eb1_o.jpg
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5. Frequency of Data Collection 

How frequently should you collect different types of data and using what type of data collection 

methods? 

1. Routine 

2. Periodic 

3. One off 

 

What type of data do we collect on AGP? 

6. Responsibility for Data Collection 

This one is easy but be very clear about who is responsible for 1) collecting the data, and 2) 

overseeing the data collection! 

Baselines, Intermediate Targets and Final Target 
 
Selecting baselines 
The baseline is the first critical measurement of the performance indicators and is used as a starting 
point against which to monitor future performance of the project. In some circumstances the 
baseline can be zero. Sometimes ranges of approximate values could be used if they make sense and 
there is good evidence to support the validity of such a range (i.e., less than 30 percent of roads in 
good condition). Baseline and targets must be expressed in the same units of measurement). 
 
Realistic timeframes are needed to allow for the establishment of necessary baselines. If it is too 
difficult to establish a baseline within a reasonable period of time, this is a good indication that 
alternative indicators should be considered. Investing significant time and resources in baseline 
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studies may not be relevant and cause delays that have a negative effect on other project activities. 
At the same time, the absence of a baseline often reflects an underlying weakness in defining the 
problem to be addressed, showing at a minimum that the design is not grounded in evidence but in 
conventional wisdom. Therefore, pragmatic and practically viable solutions need to be found.  
 
A critical question to ask is will the baseline be used only by the project, or is there a commitment to 
use and continue measuring the indicator in the future? Similarly, when developing innovative and 
new indicators, teams should analyze existing data collection instruments and suggest changes, if 
needed. Defining targets for these new indicators for which no baselines exist may pose a challenge 
as well. 
 
Selecting target values 
Target values are to be identified for each outcome or intermediate indicators. These estimates are 
usually determined on the basis of existing technical expertise (on the borrower side or elsewhere), 
past trends, and careful assessment of what is likely to be achieved. Targets provide benchmarks 
against which performance can be judged. They vary according to the indicator for which they are 
set, and to the level or certainty and predictability of the dimension measured. Each indicator will 
have intermediate target values (i.e., values to be attained during each year of project 
implementation) to facilitate project monitoring and a final target value (the value that the 
indicators should attain by the end of the project). 
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7. Reporting rates with new monitoring systems usually start out low but actions can be taken to 
improve the reporting rate 
One of the major challenges that organizations face with program monitoring systems is how to 
improve the reporting rate. In some cases, the coordinating agency may ask organizations it does 
not fund to report. Actions that have proven successful in improving the reporting rate include the 
following: 
 
• Ensuring that the organizations responsible for coordination of programs understand that 
managing the program monitoring system is part of their responsibility to ensure good governance 
(good governance involves three linked aspects: flow of information; transparency; and 
accountability). For this reason, a program monitoring system is more than simply a tool for 
collecting data. Properly implemented and functional, it can serve as a coordination mechanism 
to ensure data flow at sub-national levels and assist the organization to improve governance of the 
program. 
• If reporting is required, reporting program-monitoring data to a national entity such as a national 
ministry of health or education, should be made compulsory. If the requirement to report program 
monitoring data are included in relevant country program policies and strategic plans, it will help 
mainstream M&E and ensure compliance with reporting. 
• If it is a national routine monitoring system, consider developing an advocacy and communications 
plan (that includes mass media communication materials) for the program monitoring system. This 
should include strategies to encourage funders that provide funds directly to implementing 
organizations to include the requirement to report data to various channels in contracts or 
agreements with implementers. 
• Publishing a regular (quarterly or biannual) program report that shows the extent of program 
coverage in the country. This gives stakeholders a data dividend in the form of a tangible report 
presenting data that all stakeholders have submitted (as part of the quarterly program report). 
• Publishing a list of organizations that have submitted program data. 
• Publishing a separate program monitoring report for each sub-national unit (e.g., district, region, 
or other administrative unit). 
• Holding dissemination and planning workshops every quarter at the subnational level at which the 
program data are discussed with all stakeholders. To ensure that these workshops take place, it is 
necessary to include them in the work plans of the sub-national units and to provide funding. 
• Registration of civil society organizations. Some countries have opted to register organizations 
which provide programs and to apply the laws of the country which state that only registered 
organizations may provide particular services and to insist that only registered organizations may be 
funded. Such measures enable the country to better control the quality of services and to 
better target all organizations that need to submit program-monitoring data. 
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Capacity building in monitoring systems is essential 
When designing capacity building for routine monitoring systems, remember that: 
• Many program implementers have not collected monitoring data before. It is necessary, therefore, 
for capacity building to focus on basic M&E skills in addition to training on how to use the program 
monitoring forms. 
• Staff reporting on and using program-monitoring data also need an introduction to a spreadsheet 
program to facilitate rapid analysis of the data and generation of information products. 
• A one-off workshop or training course usually is not sufficient; and long-term, on-going support 
should be provided. Mentorship or supportive supervision visits should be considered to help each 
trainee internalize their understanding of the routine monitoring system. Technical support should 
also be provided in designing or customizing program data collection tools. 
• Capacity building with added mentorship visits or supportive supervision visits immediately after 
training may add to the cost of implementing the system but is a good investment in human 
resources. 
• Use dummy data sets during training so that participants build practical skills in tallying data from 
daily registers onto a quarterly form. 
• Use the opportunity of training in the routine monitoring system to create a cadre of local trainers 
who are certified to conduct training in the routine monitoring system and M&E, in general. 
 

Linking monitoring systems to planning processes 
Routine monitoring systems should be linked to planning processes and time frames to ensure that 
monitoring data can be used to help implementers track whether they have implemented what they 
planned. The example below explains how this would work. 
 

Qualitative monitoring data to complement quantitative monitoring data 
Although monitoring data are important, other data should also be collected to provide insight into 
the quality and effectiveness of programs. Qualitative data may be collected periodically and 
integrated with quantitative data.  
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AGP2 M&E Framework Exercise 

EXPECTED 

RESULTS 
INDICATORS 

BASELINE 

DATA 

TARGETS 

 
DATA SOURCES 

DATA COLLECTION 

METHODS 
FREQUENCY RESPONSIBILITY 

1 
Number of FTCs with cooking facilities and 
providing cooking classes to women farmers 

      

2 
 

Number of nutrition sensitive technologies 
demonstrated 

      

3 
 

Number of vaccination (disaggregated per type 
of disease and animals) 

      

4 
 

Number of animal health laboratories fully 
functional (checklist, equipped, staff trained, 
O&M for maintenance of equipment, etc.) 

      

5 
 

Number of gender sensitive good agronomic 
practices identified, compiled and disseminated 
to regional bureaus 

      

6 
 

Number of CSA technologies pre-demonstrated 
on FTCs and farmers’ plots in collaboration with 
other implementers 

      

7 
 

Number of irrigation infrastructures finalized 
and functional (disaggregated by SSI, MI, HHI) 

      

8 
 

Number of women members in Irrigation Water 
User Associations established Number of 
women members in Irrigation Water User 
Associations established 

      

9 
 

Total number of CIGs undertaking a viable 
business activity 

      

10 
Number of agricultural cooperative staff 
trained at Zonal level (disaggregated by gender) 
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7. How to Implement a M&E System 
 
1. Develop an inventory of routine monitoring systems in the country 
The purpose of developing an inventory is to determine which systems already exist for collecting 
routine monitoring data; the level of functionality of each system; how the data flow works within 
each system; and the data being recorded through each system. This will enable interested parties 
to draw data from existing sources and avoid duplication. Developing the inventory involves: 

 Making a list of all program data that are required for the indicators in the M&E plan; 

 Asking stakeholders (i.e., Ministry of Health; Ministry of Education; Ministry of (Child) 
Welfare or Social Development; Ministry of Local Government; Ministry of Finance; National 
Coordinating Authorities; Bureau of Statistics; development partners; and national private 
sector and civil society umbrella organizations) about the existence of routine program 
monitoring and financial monitoring systems (whether functional or not). 

 Collecting and sorting the data collection tools (instruments) and guidelines from each of 
these monitoring systems. The tools can be organized into two types: those for daily data 
capture and those to report aggregate data that have been summarized (by grouping and 
adding up the daily values). Ensure that both sets of tools are accessed and obtained. 

 Sketching the data flow processes for each monitoring system. 

 Documenting the information products that the systems generate. 

Then develop a list of data that are not yet collected through any existing system Compare the 
routine monitoring data required and the list of additional data needs to the routine monitoring data 
already captured. This will help identify data gaps and, therefore, what data needs to be included in 
the new system. 
Question: What AGP II is coming from existing systems? Is there any? 

2 . Design and agree on how the data will flow 
If it is a government system being designed, it is vitally important that the data flow be linked with 
the existing, regularized flow of government data (e.g., annual planning and budgeting data). If data 
were to flow separate to that of government, it could create bottlenecks, conflicts, and reduce the 
prospects for sustainability. After agreeing on how the data will flow, it is advisable to illustrate 
the data flow in a schematic of some kind.  

3. Design the data collection tools and pilot them in the field 
Completion of Step 4 will have confirmed what data gaps exist and guide development of 
appropriate data collection tools. When designing them, remember to design both the daily registers 
and the summary report forms.  
Question: Were all AGP II M&E tools piloted? 
 

4. Design and agree how the standard data management processes will be handled at each level 
At each of the nodes where data will be aggregated and through which the data flow will pass (e.g., 
service delivery level, sub-national or organization level, umbrella organization level, and national 
level), the six data management processes need to be considered. Several key questions arise in this 
regard, as follows: 
• Do they have the mandate and authority to manage data? 
• Do they have the skills to manage data? 
• How can they be supported in their work? 
• How will data quality be handled at this level? 
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Question: What are the capacity development needs in the AGP II system? 
AGP II data flow schematic: Does this adequately show how data flows in the AGP II M&E system? 

 

 
5. Write guidelines for the routine monitoring system and then pilot and approve them 
Because a system for collecting routine data requires uniformity, guidelines are essential. Different 
types of guidelines may be necessary depending on the complexity of the system and depending on 
the types of routine data (census-type data, program monitoring data, and financial monitoring 
data) that needs to be collected. 
Question: Have you read the AGP II M&E manual and the tailored manuals? 
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6. Prepare for implementation of the routine monitoring system 
After the routine monitoring guidelines are approved, one prepares for full-scale implementation by: 

 Developing specific cations for the database(s) that will be used to capture the routine 
monitoring data. Ensuring that Terms of Reference and funding are available for designing 
and customizing the database(s). 

 Signing agreements with organizations that will supply other routine monitoring data to 
supplement the data collected in the routine monitoring system, so that all these systems 
can be linked and harmonized. 

 Developing training materials and initiating capacity building for the routine monitoring 
system. This training should be for technical personnel involved in the system and should 
also include decision-makers, such as mayors, district executive directors, and other 
organization staff who should be aware of the system. 

 Implementing an extensive communication and advocacy program, in conjunction with the 
national advocacy and communications office (or the public relations officer), that is 
integrated with other activities of the organization. 

Question: What other organizations collect data for AGP II? 
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8. Monitoring & Evaluation Plan 
 

Table of Contents 

INSTRUCTIONS: Update the Table of Contents as the final step before submitting your report.  

Acronyms .......................................................................................... Error! Bookmark not defined. 
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6.1 Storage .................................................................................................................................. 68 

6.2 Analysis ................................................................................................................................. 68 

6.3 Privacy ................................................................................................................................... 68 

Appendices ................................................................................................................................ 68 

<Tool Title> ........................................................................................................................................ 68 

<Tool Title> ........................................................................................................................................ 68 

<Tool Title> ........................................................................................................................................ 68 
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Introduction 

INSTRUCTIONS: Complete this section with background details. 

Purpose of this plan 

<Describe what the purpose of the monitoring and evaluation plan is, such as who prepared it, for 
which audience and why> 

Project summary 

<Provide basic information on the project that this monitoring and evaluation plan is for> 

Title <Insert> 

Starting Date <Insert> 

Duration <Insert> 

Partners <Insert> 

Target Area <Insert> 

Beneficiaries <Insert> 

Cost <Insert> 

Funding Source <Insert> 

Goal <Insert> 
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Results Framework or M&E Framework 

 

Indicator Baseline Target Data Source Data Collection 

Method 

Frequency Responsibility for 

Data Collection 
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Indicators 

INSTRUCTIONS: For each indicator listed in the previous logframe table describe precisely what the 
indicator is and how it will be measured. An example is shown below. Copy and paste the table as 
many times as required for completing all the indicators. 

Indicator Reading proficiency among children in Grade 6 

Definition Sum of all reading proficiency test scores for all students in Grade 6 divided 

by the total number of students in Grade 6. 

Purpose To assess whether reading proficiency at the schools participating in the 

program is improving over time. This would provide evidence on whether 

the reading component of the program is effective. 

Baseline Average score: 47 

Target Average score: 57 

Data Collection The class teacher will conduct a reading proficiency test for all students in 

the class. Each student will be assessed individually in a separate room. The 

teacher will ask them to read a list of words, sentences and paragraphs out 

loud and will mark each one that they have difficulty with. Any students not 

present on the day of the assessment will be excluded. 

Tool National Reading Proficiency Assessment questionnaire (See Annex A) 

Frequency Every 6 months 

Responsible Teachers 

Reporting The individual score for each student will be reported in the six monthly 

progress reports submitted by each teacher to the Program Manager. The 

Program Manager will then combine the data from each class to create full 

list of students and their scores. This will be used to calculate the average 

score for all students in Grade 6 using the definition above. The average 

score will be included in the report for the donor submitted every six 

months. 

Quality Control All teachers will attend a one day training course on how to complete the 

assessment. To verify the accuracy of the test scores submitted by the 

teachers the Program Manager will randomly select one class every six 

months to audit. This audit will involve re-testing all the students in the 

class and comparing the results to the results submitted by the teacher. 
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Indicator <Insert> 

 

Definition <Insert> 

 

Purpose <Insert> 

 

Baseline <Insert> 

 

Target <Insert> 

 

Data Collection <Insert> 

 

Tool <Insert> 

 

Frequency <Insert> 

 

Responsible <Insert> 

 

Reporting <Insert> 

 

Quality Control <Insert> 
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Roles & Responsibilities 

INSTRUCTIONS: List each role in the organisation and their specific responsibilities for monitoring 
and evaluation. This may include collecting data, checking data, conducting analysis, reviewing 
reports, making decisions based on the data, etc. Some examples are shown below. 

 

Role Responsibilities 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 

<Insert> <Insert> 
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Data Flow 

INSTRUCTIONS: Insert a flow chart and description showing how the monitoring data will flow 
from the place where it is collected up to the management team and then to other stakeholders, 
including the donor. An example is shown below. 

 

 

<Insert description of the data flow process> 

 

  



 

 

 68 
 

Data Management 

Storage 

<Describe how the data collected will be stored. For example, will it be stored in a spread sheet, 
database, hard copies, etc. How will it be backed up? How long will it be stored for? Data for 
different indicators may be stored in different ways> 

Analysis 

<Describe which software / tools will be used to analyse the data, such as SPSS, Stata, Excel, Tableau 
Public, etc> 

Privacy  

<Discuss any privacy issues with the data and how they will be addressed. For example, if you are 
collecting personal medical records how will they be kept confidential, who will have access to them, 
when will they be destroyed, etc> 

 

Appendices 

INSTRUCTIONS: Add any necessary appendices. As a minimum this should include the tools 
(questionnaires, interview guides, procedures etc) that will be used to measure each indicator.  

<Tool Title> 

<Insert tool> 

<Tool Title> 

<Insert tool> 

<Tool Title> 

<Insert tool> 
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9. Developing Data Collection Tools  

1. Open Ended versus Closed Ended Questions 

The two primary question types are either open-ended or closed-ended.  

Open ended questions allow the respondent to answer with a longer narrative response. They can 
say what they want but they are not put into a certain category or numeric answer.  

There are a range of closed-ended questions. These questions force respondents to choose from a 
set of answers you have given them. Examples include: 

 Likert scales (1 to 5 or 1 to 10) 

 Multiple choice questions 

 Rankings  

 Numerical answers 

Open ended questions will yield qualitative data for which qualitative data analysis techniques are 
needed whereas closed questions will yield quantitative data to which quantitative data analysis 
techniques (descriptive and inferential statistics) can be applied. 
 
The type of questions you ask depend on the tools you use… 

 Semi-structured interviews – Primarily open ended 

 Focus groups – Primarily open ended 

 Surveys – Primarily close ended but there are often some open ended questions 

 Checklists – close ended 
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2. Types of Closed Ended Questions 

Numerical answers 

A numerical answer is one where the person completing the survey is able to write an exact number. 
For example “How old are you? _____ years”. 

Avoid grouping numerical answers into ranges 

Numerical answers are the most accurate, and can be used in the widest range of analysis, so you 
should always use numerical answers whenever it is possible to do so. Don’t group numerical 
answers into ranges unless you have to. In the example below, it’s much better to ask for their exact 
age, rather than asking them to select from a range. If you ask for their exact age you can always 
group it later during the analysis, but if you ask for a range then you can’t un-group it. 

 

Of course, sometimes it’s not possible for participants to remember the exact number, or they might 
not want to give it to you. For example, if you ask about a person’s income they might not want to 
tell you the exact amount, and so in that case it might be better to use ranges instead. Or if you want 
to know how many hours they spent doing laundry in the last week they probably won’t be able to 
remember the exact number, and so you could use a range. But only do this if you absolutely have 
to. 

Use units that people will understand 

It’s also important to carefully consider the units used for the numerical answer. You should use the 
most common units that the target group uses. For example, if the target group uses feet rather 
than meters to measure height then you should use those units. It’s also important to consider how 
small the units are, as people can have difficulty remembering detailed numbers. For example, 
people are more likely to remember how many hours they spent yesterday watching TV, rather than 
exactly how many minutes. 

  

http://www.tools4dev.org/wp-content/uploads/Example-11.png
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Multiple Choice 

A multiple choice question allows the participant to select an answer from a range of pre-
determined options. 

Give clear instructions 

All multiple choice questions should have instructions on whether the person responding should 
select only one answer or more than one answer. These instructions are usually placed under the 
question in italics, or a different font, to make them stand out (see the example in the following 
section). You should also use the question wording to help remind people how many they should 
choose. For example, you could ask “Which one of the following TV shows is your favourite” rather 
than “Which of the following TV shows is your favourite”. 

A maximum of 10% of answers should fall into “other” 

When creating multiple choice options it’s important to provide a range of options that will capture 
the majority of answers. In general, 90% of people’s answers should fall into the options that you 
have provided. That will leave around 10% of answers in the “other” category. If you have more than 
10% of answers in “other” category that’s a sign that you haven’t selected the right options for your 
multiple choice question. 

 

You should always include space for the participant to write what the “other” was. That way if a lot 
of people give the same “other” item you can group them together during analysis to form a new 
category. 

Use a focus group or interviews to create the options 

Sometimes it can be difficult to know which options to include as answers to a multiple choice 
question. If you choose the wrong options you can end up with more than 10% of responses in 
“other”, which makes things more difficult to analyses. 

The best way to create options for a multiple choice question is to do a focus group or interviews 
with 8-10 people from your target population. Ask them your survey question as an open ended 
question and see how they respond. Then group their answers together to create the options for the 
multiple choice answers (see example below). 

http://www.tools4dev.org/wp-content/uploads/Example-21.png
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Options should be narrow and should not overlap 

Two common mistakes with multiple choice questions is to create options that overlap, or are too 
broad. In the example below parents are asked what school materials their child has. If their child 
has pens and pencils they could select the “pen or pencil” option, or they could select the “exercise 
book and writing materials” option as pens and pencils are also writing materials. 

Not only is this confusing for the person responding, it also makes the analysis extremely difficult as 
parents whose children have pens and pencils could have chosen either option. 

 

The correct version of this question (shown below) separates out each of the items and doesn’t have 
any overlap between the options. If in doubt, make the options more narrow (separated into smaller 
items) since they can always be combined into larger groups later during the analysis. 

http://www.tools4dev.org/wp-content/uploads/Example-31.png
http://www.tools4dev.org/wp-content/uploads/Example-41.png
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Put the options in a random order if possible 

People are significantly more likely to remember the first and last items in any given list. This can 
bias people’s answers to multiple choice questions because they are more likely to select the first 
and last options. This is particularly true for surveys completed verbally because the participant has 
to hold the entire list in the memory before choosing an option. 

 

One way to address this problem is to make the order of the options random. This is very easy to do 
if you are conducting an online survey, as many online survey providers allow you to randomize the 
order of answer options. It is also possible to do if you are conducting verbal interviews with trained 
interviewers. However, it is difficult to do on a printed survey which the participant 
completes themselves – unless you are able to print multiple different versions. 

  

http://www.tools4dev.org/wp-content/uploads/Example-51.png
http://www.tools4dev.org/wp-content/uploads/Example-61.png
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Limit the number of options 

Another way to minimize the bias caused by people remembering the first and last options more is 
to keep the number of options on the list to a minimum. Psychology research shows that people 
have difficulty remembering more than 4-5 items at a time, so for verbal  surveys you should keep 
the options to this number. 

For written surveys people have the list in front of them, and can read over it again before 
answering. So for those surveys it is possible to have 6-8 options before this type of bias becomes a 
major concern. If you do need to include more than this maximum number of options then it is 
better to break them into separate questions – for example by using multiple rating scales to rate 
each item rather than having them in one multiple choice question. 

Scales 

Scales allow the participant to rate a range of different items on one dimension, such as how 
important they are, how frequent they are, or how much they agree with them. The example below 
shows how using a scale can allow you to compare the importance of different environmental issues 
for participants. 

 

Label all points if participants are not familiar with scales 

One of the major problems with using scales in international development is that the target 
audience for the survey may not be familiar with how to complete a scale. I once used a 5 point scale 
as part of a feedback questionnaire for rural women in Cambodia. The women had never 
encountered a scale before, and had no idea how to complete it. As a result most of the data 
collected was unusable. 

There are  two things you can do to address this problem. One is to consider how many points on 
the scale are labelled. Normally, when the target audience is familiar with using a scale, it’s much 
better to label only the first and last point (see example below). People who are familiar with scales 
understand that each number on this scale represents one option, and because the numbers are 
evenly spaced you can do a wider range of analysis on the results. 

http://www.tools4dev.org/wp-content/uploads/Example-71.png


 

 

 76 
 

 

However, if people are not familiar with scales it might not be clear to them what each number 
actually means. To make this clearer you can label each number with a description (see example 
below). This will make the scale easier to use, although it does limit the types of analysis you can do 
on the results. 

 

To make things even easier for participants who are not used to scales, you could also format the 
question in the same way as a multiple choice question. People are often more familiar with this 
type of question structure, although the downside is that it takes up more space on the form. 

 

Each end of the scale must be the opposite of the other (see examples below). If you write the labels 
in English and then translate them directly into the local language the resulting labels may not be 
exact opposites, which means the scale will not be accurate. 

 

The ordering and direction of the numbering should also be decided based on the conventions in the 
local language. In some languages the number 1 as associated with “more” or “higher”, while in 
other languages the number 10 is associated with “more” or “higher”. Whether you start with 1 on 

http://www.tools4dev.org/wp-content/uploads/Example-9.png
http://www.tools4dev.org/wp-content/uploads/Example-81.png
http://www.tools4dev.org/wp-content/uploads/Example-8b.png
http://www.tools4dev.org/wp-content/uploads/Example-10.png
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the left or right also depends on the local language, so this should all be done in the local language 
before being translated. If writing the scales in the local language is absolutely impossible then you 
can use back translation as an alternative. 

Use more numbers to measure a smaller difference 

A common question with scales is how many numbers should be on the scale, for example should it 
go from 1 to 5 or 1 to 10? If you need to label every point on the scale then you should normally 
limit it to around 5 points, otherwise it will be difficult to write descriptive labels for each number. 

However, if your target audience are familiar with scales then you only need to label the first and 
last number and can have as many numbers in between as you want. In this case it’s better to have 
8-10 numbers, particularly if you think people will only have a small difference of opinion on an issue 
and you need to measure those differences. 

Only use odd numbers when people have no opinion 

There a lot of debate about whether a scale should have an even or odd number of points. If you 
have an odd number of points, such as 5, 7 or 9 then this allows for a “neutral” position (see 
example below). You should only use an odd number of points if you think the person answering 
might actually have no opinion on the topic. 

For example, the question below asks whether they think the new product packaging is better than 
the old product packaging. It’s entirely possible that the person answering has no opinion on this, or 
thinks that both the new and old packaging are the same, and so you should allow a neutral option. 
If you don’t allow for a neutral option the person answering might resent being forced to make a 
choice one way or the other. 

 

However, if you think that most people do have an opinion, but they might not be willing to share it, 
then you should use an even number of points (see example below). This forces them to go one way 
or the other and does not allow for a neutral position. 

People may be less likely to share their opinion if the topic is controversial, such as the example 
below which asks about whether same sex couples should be allowed to marry. In this case it’s 
better to force them to choose one way or the other. People may also avoid choosing a side if they 
have an opinion, but it is not a very strong one, in which case they might “fence sit” and choose a 
neutral position instead. 

http://www.tools4dev.org/resources/how-to-write-awesome-survey-questions-part-1
http://www.tools4dev.org/wp-content/uploads/Example-111.png
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3. How to write survey questions 

Most international development programs involve one or more surveys – whether it’s 
baseline surveys, endline surveys, needs assessment surveys, or feedback forms from participants. 
This section explains how to write clear, concise survey questions that will collect accurate data.   

The key items to think about in developing your survey questions are: 

1. Remember your purpose – to test a hypothesis. 
2. If in doubt, throw it out 
3. Keep your questions simple 
4. Avoid vague issues/ concepts 
5. If a question can be misinterpreted, it will be 
6. Include only one topic per question (avoid “double-barreled” questions) 
7. Avoid leading questions 
8. Consider alternate ways to ask sensitive questions 
9. Make sure the respondent has enough information 

As a first, step, key in mind not to write new questions unless you need to. There are thousands of 
governments, UN agencies and donors doing surveys all the time. Chances are you aren’t the first 
person to do this type of survey. So before you even consider creating new survey questions, do 
some research to find out if other people have done something similar which you could use. For 
example, if you’re planning to measure poverty then the Grameen Foundation already have a 
standard tool to do this. Or if you want to measure the prevalence of diarrhea the Bristol Stool Scale 
has been created specifically for this purpose. 

Sequencing 

In addition to deciding how best to ask each question (what type of question and the precise 
wording), questionnaire design also involves deciding how to sequence and group the questions. 
Questions are often organized from easier to more difficult or from general to particular, factual to 
abstract, and closed questions before open questions (Leung, 2001b). This is so that respondents can 
relax and feel comfortable with the survey process before difficult, sensitive, or particular questions 
are asked. 

Translation 

Write the questions in the local language first. Then you can look to translate them to English. The 
questions should be written first in the local language, and then translated into other languages, 
such as English. If you don’t speak the local language then work with someone who does. Discuss 
each of the questions verbally in a language you both understand, and then have them write the 

http://www.tools4dev.org/resources/progress-out-of-poverty-index-tool-review/
http://www.tools4dev.org/resources/bristol-stool-scale-for-diarrhea-tool-review/
http://www.tools4dev.org/wp-content/uploads/Example-12.png
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question in the local language. Once they’ve written the question they can translate it into a 
language you understand. 

Sometimes it’s not possible to write the questions in the local language, particularly if you’re using 
standard questions from another survey. In that case your best option is to use a process called 
“back translation”. Start by asking one translator to translate the question into the local language. 
Then ask a different translator (who hasn’t seen the original) to translate it back again. Then have 
both translators compare all three versions to identify any discrepancies or problems with meaning 
(see example below). If it’s a very important survey then you may want to have four translators 
working independently – two to translate, and two to back translate. 

 

Be absolutely clear about what you want to find out 

Before you start writing a question it’s important to be absolutely clear about what you want to 
know. In the example below, the first question asks about which health centre the 
participant likes the best. This is not the same as asking about which health centre they are most 
likely to go to. They may like the health centre in the capital city, but they might not actually go to 
that centre because it’s too far away or too expensive. 

 

The following example is similar. In the first question someone may say that child care services are 
very important for society in general, but it might not be important to them specifically if they don’t 
have children. The second version makes it clear that the question is asking how important it is for 
them personally. If you think there might be some confusion you can use italics or bold to highlight 
the key words in the question. 

http://www.tools4dev.org/wp-content/uploads/back-translation.png
http://www.tools4dev.org/wp-content/uploads/Example-2.png
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Only ask about one issue – avoid “double questions” if you can 

Finally, each question should only ask about one issue. If you need to ask about two issues then use 
two different questions, as in the example below. 

 

Use simple language 

Unless your target audience are technical specialists, survey questions should never include 
technical terms, acronyms or abbreviations. The language used should be as simple as possible, and 
suitable for the education level of the target audience. In some cases it may be necessary to use 
local phrases or colloquial terms to make the questions clear. 

 

  

http://www.tools4dev.org/wp-content/uploads/Example-3.png
http://www.tools4dev.org/wp-content/uploads/Example-1.png
http://www.tools4dev.org/wp-content/uploads/Example-4.png
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Don’t include examples 

Sometimes it can be tempting to add examples to a question in order to make it easier to 
understand. The problem is that examples can bias people’s answers. In the first question below 
people are more likely to remember buying malaria medication because it is included as an example 
in the question. This will bias the results, so it’s better not to include examples at all in the question. 

 

Don’t expect people to remember too much 

A lot of surveys in international development ask people to remember things. This could be how 
many times they washed their hands yesterday, whether they voted in the last election, or how 
many days of school their child missed last month. People are notoriously bad at remembering 
things accurately, particularly when it’s a boring topic (even if you think hand washing is very 
interesting, chances are they don’t). 

Because of this it’s important not to ask people to remember too much. The following table gives 
some examples of different types of events and how long people are likely to remember them for. 
You can use this as a guide when developing your questions. For example, it would be reasonable to 
ask someone how long they spent watching TV yesterday, but you shouldn’t ask how long they spent 
watching TV in the last month or year. 

Type of event Examples Ability to remember 

Everyday things Cooking, watching TV, going to school 1 day – 1 week 

Common but unusual Being sick, buying household items 2 weeks – 1 month 

Major events Death, marriage, buying a house Years 

 

  

http://www.tools4dev.org/wp-content/uploads/Example-5.png
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Keep all questions neutral 

If you want people to give honest answers then it’s important to avoid questions that might 
encourage them to answer a particular way. A leading question is one that suggests a particular 
answer rather than being neutral. In the following example the incorrect version of the question 
suggests that the new policy is good, while the correct version is neutral. 

 

You should also avoid emotional or extreme language which makes it difficult for someone to 
answer a particular way. For example, if someone answered “no” to the first question below it might 
sound like they want the country to be invaded. The second version of the question is more likely to 
get an unbiased response. 

 

Hide what is socially desirable 

People like to give answers that will make them look good. It’s common for survey participants to 
overestimate how much exercise they do, and underestimate how much junk food they eat. Because 
of this it’s important to write survey questions in a way that makes it unclear what the socially 
desirable answer is. 

In the example below men are more likely to answer “yes” to the first question because emphasizes 
the social norm that a man should earn more than his wife. The second version of the question is 
more likely to get an accurate response because it avoids this. 

 

http://www.tools4dev.org/wp-content/uploads/Example-6.png
http://www.tools4dev.org/wp-content/uploads/Example-7.png
http://www.tools4dev.org/wp-content/uploads/Example-8.png
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In some cases you may need to ask about very controversial or socially undesirable things, such as 
men having sex with men or government officials engaging in corruption. In these cases it can be 
extremely difficult to get honest answers. One way to increase the number of honest answers is to 
write the question in a way that normalizes the behaviour. 

For example, rather than asking “Have you had sex with a prostitute before?” you could ask “How 
many other prostitutes have you had sex with?”. The second version of the question makes it sound 
like the interviewer is expecting the participant to have had sex with prostitutes, and so the 
participant is more likely to respond honestly. 

Write the introduction carefully 

The way a question is written can determine how likely people are to give honest answers. The 
introduction given at the start of the survey can also impact this. It’s important to explain the 
purpose of the survey in the introduction, but you should leave out details that might bias people’s 
answers. 

For example, if you are collecting feedback on a particular NGO you might want to avoid telling 
participants that the survey is being run by that specific NGO because people may be more likely to 
give positive answers. You should also encourage people to give honest answers by explaining that 
their real opinion is very important, and ultimately more useful for you. 

The introduction should also include a process for getting informed consent. For more information 
on this see: How to get informed consent. 

 

4. Qualitative Approaches – Semi-Structured Interviews and Focus Groups 

Semi-structured interviews and focus groups generally use open-ended questions to gather more 

qualitative information. They are generally used with smaller groups and allow respondents to be 

more open in their answers.  

A key element of semi-structured interviews and focus groups is that the enumerator needs to ask 

additional questions, which are not written down, to probe and gather the maximum amount of 

information. They thus require more skilled enumerators than just a survey. 

Semi-structured interviews and focus groups sit halfway between a structured survey and an 
unstructured conversation. 

 

Semi-structured interviews and focus groups are particularly useful for collecting information on 
people’s ideas, opinions, or experiences. They are often used during needs assessment, program 
design or evaluation. Semi-structured interviews and focus groups should not be used to collect 
numerical information, such as the number of households with a bed net, or the number of farmers 
using fertilizer. In that case a quantitative survey would be better. 

http://www.tools4dev.org/resources/how-to-get-informed-consent/
http://www.tools4dev.org/resources/how-to-write-awesome-survey-questions-part-1/
http://www.tools4dev.org/wp-content/uploads/Semi-structured-interviews-spectrum.png
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Which one should I use - interviews or focus groups? 

Deciding whether to use interviews or focus groups for collecting qualitative data is an age old 
question that plagues every international development / aid worker at some point in their career. 
Some experts think interviews are better, some think focus groups are better, while others say 
it depends on the situation. 

 
In the field of product design they’ve already attempted to answer this question. A classic 
study compared the number of user needs identified for a new product using 1 hour in-depth 
interviews with potential customers, compared to the number of needs identified using 2 hour focus 
groups. 

 
During the first few interviews and focus groups, the number of needs identified by focus groups 
was higher. But after conducting 10 interviews and 10 focus groups the number of user needs 
identified was almost exactly the same. Since the interviews took half as long and only required one 
interviewee (rather than a group) the researchers concluded that interviews are significantly more 
efficient that focus groups and should be the preferred method in the field of product design. 
But what does that mean for international development? Focus groups are often the default choice 
because they are thought to be cheaper and more “participatory”. But are they really effective? And 
do they really give more participation than interviews? 
 
Unfortunately, no-one has done a similar study for international development programs. Over the 
years I’ve tried to compare the type of qualitative data I receive from interviews and focus groups in 
the field and this is what I’ve found: 
Interviews are more effective when you need to know about participant’s needs, opinions or 

decision-making processes. Interviews are also useful when interviewing leaders and other very 

small sample sizes. 

I find interviews to be more effective than focus groups when I need information on people’s 
individual needs, opinions or decisions they have made. This would typically be used to answer 
questions like “Why do farmers not use fertiliser?”, “What type of family planning methods are most 
appealing to women?” or “Does our solar light work in rural households?”. 

 
Like the product designers, I haven’t found focus groups to be as useful for these types of questions. 
Typically only one or two people give a response and everyone else remains silent or agrees with 
them. For me this isn’t real participation. I would prefer to interview people individually to make 
sure each person’s contribution is heard. 

Focus groups are more effective when you want stakeholders to generate new ideas through 

brainstorming 

I’ve found that focus groups are more useful than interviews for brainstorming new ideas. This is 
particularly true when the focus group consists of people who are involved in implementing the 
program (like program staff, government workers, traditional leaders or community volunteers) 
rather than a group of participants who don’t know each other and have little control over the 
project. 

 
Typical examples of questions that would be suitable include “What ideas do chiefs have that could 
help improve the project?” or “What can health staff do to fix this problem?” Focus groups are more 
useful for answering these types of questions because more people get to participate, which help 
you get their buy-in when you actually need to implement activities. I’ve also found that the group 
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dynamic can help people think up a wider range of different ideas and solutions compared to one-
on-one interviews. 

 

5. Developing Semi-Structured Interviews  

By definition, a semi-structured interview needs to have some structure, although that structure 
should be flexible. This flexible structure is normally provided by an interview guide that lists the key 
questions for the interview. The interviewer is normally free to add questions or change the order if 
necessary. When preparing an interview guide: 

Include space for demographic information 

It’s helpful to include some space at the start of the interview guide to record key demographic 
information about the interviewee. This could include their sex, age, position, location, and their 
name (unless the interview is confidential). This information will be helpful during the analysis and 
report writing later on. 

Use open ended questions 

The purpose of an interview is to understand people’s ideas, opinions and experiences. These are 
best captured using questions that don’t have a fixed set of answers, such as “What are your views 
on X?” or “How do you feel about Y?”. If you find yourself writing multiple choice questions then 
reconsider whether you should actually be doing a survey. 

Provide a section for the interviewer’s observations and opinions 

One of the most common problems with semi-structured interviews done by program staff is that 
the interviewer mixes in their personal opinions when they are taking notes. Sometimes it can be 
difficult to tell what the real opinion of the interviewee was compared to the interviewer. One of the 
best ways to prevent this is to provide a separate space at the end of the form where the 
interviewer can put their own subjective opinions (e.g. “the chief was present so I don’t think she 
gave accurate answers”, “I think the reason she said the activity wasn’t useful is because lunch 
wasn’t provided”). 

Test the guide and train the interviewers 

Follow the same steps for pre-testing and piloting a survey questionnaire to make sure your 
interview guide works in practice. Pre-testing can also be used as an opportunity for training the 
interviewers. It’s usually better to train them using real interviews, rather than just running through 
the questions together at the office. 

  

http://www.tools4dev.org/resources/how-to-write-awesome-survey-questions-part-1/
http://www.tools4dev.org/resources/how-to-pretest-and-pilot-a-survey-questionnaire/
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6. How to Develop Focus Groups 

Bulleted Outline 

Welcome 
Introduce moderator and assistant 
 

Our topic is ... 
The results will be used for ... 
You were selected because ... 
 

Guidelines 
No right or wrong answers, only differing points of view 
We're tape recording, one person speaking at a time 
We're on a first name basis 
You don't need to agree with others, but you must listen respectfully as others share 
their views 
Rules for cellular phones and pagers if applicable. For example: We ask that your turn off 
your phones or pagers. If you cannot and if you must respond to a call, please do so as 
quietly as possible and rejoin us as quickly as you can. 
My role as moderator will be to guide the discussion 
Talk to each other 

 

Questions - Asking Questions that Yield Powerful Information 
• Use open-ended questions 

What did you think of the program?  
How did you feel about the conference?  
Where do you get new information? 
What do you like best about the proposed program? 
Be cautious of phrases such as "how satisfied" or "to what extent" 
 

• Avoid dichotomous questions 
These questions can be answered with a "yes" or "no" 
 

• Why? is rarely asked 
Instead ask about attributes and/or influences. Attributes are characteristics or features of the 
topic. Influences are things that prompt or cause action. 
 

• Use "think back" questions. 
Take people back to an experience and not forward to the future 
 

• Use questions that get participants involved 
Use reflection, examples, choices, rating scales, drawings, etc. 
 

• Focus the questions 
Sequence that goes from general to specific 
 

Sample Questions 
 

 
1. How have you been involved in _____? 
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2. Think back over all the years that you've participated and tell us your fondest memory. 
(The most enjoyable memory.) 

3. Think back over the past year of the things that (name of organization) did. What went 
particularly well? 

4. What needs improvement? 
5. If you were inviting a friend to participate in (name of organization), what would you say in the 

invitation? 
6. Suppose that you were in charge and could make one change that would make the program 

better. What would you do? 
7. What can each one of us do to make the program better? 
 
Ending Questions 
• All things considered question 
This question asks participants to reflect on the entire discussion and then offer their positions or 
opinions on topics of central importance to the researchers. 
Examples: 
"Suppose that you had one minute to talk to the governor on merit pay, the topic of today's 
discussion. What would you say?" 

or 
"Of all the things we discussed, what to you is the most important?" 
 
• Summary question 

After the brief oral summary the question asked is: "Is this an adequate summary?" 
 

• Final question 
The moderator reviews the purpose of the study and then asks the participants: 
"Have we missed anything?" 

 

7. Learning Annex – Detailed Information on Survey Design and Implementation  

With the objectives and data requirements clear, the next tasks are to define the survey population 
and geographic area, and determine sampling methodology  and sample sizes. In addition, resolve 
timing, access, participation, and security issues, and obtain ethical clearance. It is also necessary to 
define survey team composition and roles, the preliminary survey time frame and preliminary 
budget. 

Key Definitions for Surveys 

Information bias occurs when systematic differences are introduced in measuring the response. Two 
examples are recall bias and observer bias. Recall bias is when a difference occurs because 
one/some groups of respondents are more likely to remember an event than another group. This is 
typical in a case control study when the cases are more likely than the controls to remember an 
adverse event. 

ii. Observer bias can result from differences between observers (interobserver) or with the same 
observer (intra-observer). To eliminate this, it is important that all observers use a standardized 
method of measuring or collecting data. If you are the only observer, you will still need to have a 
standard and systematic method for measuring or collecting your data to make sure that your 
results are not affected by your mood. 

• Non-response bias arises when those who respond to a questionnaire (responders) differ in some 
relevant way from those who don’t (nonresponders). Most researchers try to reduce this as much as 
possible by trying to (a) maximize the response rate by sending out reminders, having incentives for 
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responding etc., or (b) by identifying the relevant characteristics of the non-responders (age, sex, 
education, etc.) so they can see whether they are any different from the responders. They can then 
make adjustments in their analysis for the non-responders. 

• Selection bias results when the sample group you have chosen is not representative of the 
population for which you want to generalize your results. Random sampling can stop this from 
happening in your survey. 

• Sampling is the process of selecting respondents for the survey. Sampling can be done in different 
ways. Respondents can be selected purposively, randomly, or respondents can nominate each other 
to participate in the survey (respondent-driven sampling). Sampling involves deciding on the 
sampling unit (e.g., persons, households, or health facilities), determining the sampling frame (the 
population from where the sample will be selected), determining the overall sample size and the 
sample size of a sub-group within i. If the sample is stratified, then the sample size is proportional to 
strata size, equal sizes should be drawn from all strata and the required sample size is bigger the 
more strata vary from each other. 

Respondent: The person who answers questions during an interview. 

Sampling unit: The unit that is selected during the process of sampling. If you select teachers in the 
education system from a list of teachers, the sampling unit is a teacher. 

Basic sampling unit: the sampling unit at the last stage of sampling. In a multi-cluster survey, if you 
first select villages, then select households within the village, the basic sampling unit is the 
household. 

Sampling universe: The entire group of sampling units (commonly households or persons) who are 
eligible to be included in the survey sample. 

Sampling frame: A list of all members of the population being studied, so that each has an equal 
chance of being included in the sample (Scheuren, 2004). It is, therefore, a list of all the sampling 
units from which you will choose your sample (UNHCR, The World Bank and GLIA, 2008). A sampling 
frame can be a list of individual names, or a list of households, or a list of facilities, or a list of 
schools. Whatever the sampling unit chosen, the sampling frame should provide a list of the sample 
population (persons, buildings, geographic areas, etc.). The sampling frame and sampling universe 
should be the same, as closely as is possible.  

Sample size is the number of units that will be selected from the sample frame, to produce 
statistically reliable results. It needs to be statistically calculated as there is no fixed or ideal sample 
size. 

Sampling methodology is the method you apply to select respondents for the survey sample. 
Different sampling methods exist but random sampling methods are generally preferred to ensure 
that the survey is generalizable. “Virtually all surveys taken seriously by social scientists and policy-
makers use some form of random sampling” (Scheuren, 2004: 18). Annex A contains an overview of 
the classes of sampling methods. 
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Ethical processes to follow during survey design and implementation 
In implementing surveys, there are some basic ethical protocols and principles to consider so that 
respondents are treated fairly and their responses remain confidential (FHI, 2001). Respondents 
should have:  
• The choice to participate or not to participate in the research (the ability to opt-out entirely from 
the survey); 
• An understanding of why the research is being carried out, the possible positive outcomes 
associated with the research, and the possible negative outcomes associated with the research; 
• A clear understanding of the possibility that there will be no individual impact of the research; 
• The knowledge that they are free to withdraw from the survey at any point during the survey; 
• The knowledge that they are free to refuse to answer any questions they do not want to answer; 
• The reassurance that their answers are strictly confidential, will be aggregated with no name 
identifiers, and will not be attributed to any particular individual. 

Each survey needs a statement to inform and request consent from potential respondents that is 
tailored to the particular issues being investigated and the populations being interviewed. In cases 
where interviews are being conducted with children, for example, permission needs to be secured 
from a responsible adult. In the case of household-based surveys, parental/caregiver permission is 
required to interview non-adults (the consent age varies but often is set at eighteen). In the case of 
institutional interviews, for example in schools, generally it is acceptable to secure the approval of 
school authorities, although the situation varies from country to country and depends on survey 
content. 
 
Your first step in preparing a data collection tool – key information for you and for participants! 
Boring but it is necessary. 
 
The first step is to prepare an information sheet for participants that includes the following 
information as a minimum: 

 An explanation of the purposes of the research, how long it will take, and the procedures to 
be followed. 

 A description of any risks to the person participating (if relevant). 
 A description of any expected benefits to the person participating, or to their community, as a 

result of participating. 
 A statement describing whether the data will be anonymous or stored confidentially. 
 A description of any reimbursement or gift that the participant will receive for participating (if 

relevant). 
 Contact details for the person to get in touch with if they have questions or concerns 

regarding the research. 
 A statement that participation is voluntary, that refusal to participate will involve no penalty, 

and that the subject may stop participating at any time. 
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Pretesting Data Collection Instruments and Procedures 
Pretesting or piloting data collection instruments and procedures is vital to building an effective 
monitoring system. Key points about pretesting include the following: 
• A data collection approach needs be tested to find out how good it is. 
• Pretesting provides a way to improve instruments or procedures—before data collection is fully 
under way. 
• Avoiding pretesting probably will result in mistakes. The mistake could cost the organization a lot 
of time and money, and maybe its valued reputation with the public. 
• If there is some ambiguity as to how data will be collected and what the data will look like, it is 
best to pilot several strategies, if possible. For example, the first set of measurements will be the 
baseline— 
and it may not be exactly what should be measured. If the baseline is erroneous because the wrong 
(or incomplete) data are being collected— and targets have been set against this baseline. 

It’s important to test your survey questionnaire before using it to collect data. Pretesting and 
piloting can help you identify questions that don’t make sense to participants, or problems with the 
questionnaire that might lead to biased answers. This guide explains how to conduct basic pretesting 
and piloting for a survey. 

Any testing is better than no testing 

People often think that testing a survey takes a long time. They think they don’t have the time or 
resources for it, and so they end up just running the survey without any testing. This is a big mistake. 
Even testing with one person is better than no testing at all. So if you don’t have the time or 
resources to do everything in this guide, just do as much as you can with what you have available. 

As a general rule, you should aim to pretest all your surveys and forms with at least 5 people. Even 
with this small number of people you’ll be surprised how many improvements you can make. 
Piloting is only really needed for large or complex surveys, and it takes significantly more time and 
effort. 

Pretesting 

Find 5-10 people from your target group 

Once you’ve finished designing your survey questionnaire, find 5-10 people from your target group 
to pretest it. If you can’t get people from your exact target group then find people who are as close 
as possible. I once designed a survey that was going to be completed by garment factory workers in 
another province. There wasn’t enough budget available for us to travel to that province to pretest 
it, so we found some garment factory workers in our own province to test it. 

Try to get a range of different people who are representative of your target group. For example, if 
your target group is young people aged 15-25, try to include some who are younger, some who are 
older, boys and girls with different socioeconomic backgrounds. 

Although 5-10 people might not sound like many, you will usually find that most of them have the 
same problems with the survey. So even with this small number of people you should be able to 
identify most of the major issues. Adding more people might identify some additional smaller issues, 
but it also makes pretesting more time consuming and costly. 
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Ask them to complete the survey while thinking out loud 

Once you’ve found your testers, ask them to complete the survey one at a time (they shouldn’t be 
able to watch each other complete it). The testers should complete the survey the same way that it 
will be completed in the actual project. So if it’s an online survey they should complete it online, if 
it’s a verbal survey you should have a trained interviewer ask them the questions. 

While they are completing the survey ask them to think out loud. Each time they read and answer a 
question they should tell you exactly what comes into their mind. Take notes on everything they say. 

 

Observe how they complete the survey 

You should also observe them completing the survey. Look for places where they hesitate or make 
mistakes, such as the example below. This is an indication that the survey questions and layout are 
not clear enough and need to be improved. Keep notes on what you observe. 

 

Make improvements based on the results 

Once all the testers have completed the survey review your notes from each session. At this point 
it’s normally clear what the major problems are so you can go about improving the survey to address 

http://www.tools4dev.org/wp-content/uploads/Thinking-out-loud.png
http://www.tools4dev.org/wp-content/uploads/observations.png
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those problems. Normally this is all that’s needed. However, if major changes are needed to the 
questions or structure it might be necessary to repeat the pretesting exercise with different people 
before starting the survey. 

Piloting the Survey 

Select the pilot sample 

For large or complex surveys it’s a good idea to do a full pilot before starting actual data collection. 
To do a pilot you need to test all the survey steps from start to finish with a reasonably large sample. 
The size of the pilot sample depends on how big your actual sample is, and how many data collectors 
you have. For a typical baseline or endline survey a sample of around 30-50 people is usually enough 
to identify any major bugs in the system. 

Implement all the steps from start to finish 

Start by training your data collectors, if you have them. Then distribute and collect the survey exactly 
as you would in practice. Enter the completed surveys into the database that you plan to use and 
then test the analysis that you plan to perform. 

 

Make improvements 

Assuming that the survey was pretested, piloting will normally identify practical problems with 
implementation, rather than problems with the survey design. For example, lack of staff training, 
challenges with the logistics of distributing and collecting the survey, or errors in data entry. These 
can then be fixed before you do the actual survey. 

  

http://www.tools4dev.org/wp-content/uploads/survey-steps.png
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10. Data Collection Skills 
 

1. How to do Great Semi-Structured Interviews 

Listen to the answers and ask follow-up questions 

When you’re conducting an interview one of the most important skills is to listen to the 

interviewee’s answers closely. You can then use the answers to ask follow-up questions in order to 

get more useful information. 

 

This can be one of the most difficult skills for field staff to learn, particularly if they are used to doing 
fully structured surveys where no creativity is required. It can be useful to include some suggested 
follow-up questions in the interview guide. The most common follow-up questions should become 
obvious during the pre-testing. 

Record key quotes word-for-word 

In an ideal world every interviewer would be equipped with a voice recorder to record the whole 
interview. The whole interview would then be transcribed in the original language before being 
analysed (possibly using computer software). 

In reality, most programs don’t have enough funds to buy voice recorders and there isn’t enough 
time to transcribe whole interviews. Often the interviewer just takes hand written notes on the 
interview guide form. However, one of the dangers of this is that the original “voice” of the 
interviewee will be lost. 

So even if the interviewer is handwriting notes during the interview, it’s still very important to try 
and write the key quotes word-for-word in the language they were said in. 

Get multiple opinions on the translation 

One of the reasons why it’s so important to record the key quotes in the language they were said is 
that there are often several different ways to translate them. Rather than having the interviewer do 
a quick translation on the spot, it’s better to bring the quotes back to the office where two or more 
people can debate the best way to translate it while preserving the original meaning. 

Use the results to write contrasting stories or identify common themes 

In academic research, interviews are usually analysed using complicated sounding techniques like 
“coding” or “content analysis”. If you know how to do this that’s great (there’s no need for you to be 
reading this guide). If you don’t know how to do this then you’ve got a lot in common with a lot of 
people working in international development. 

There are two basic ways to analyse and report interview data – you can use it to write stories or to 
identify common themes. 

http://www.tools4dev.org/wp-content/uploads/Secondary-questions.png
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Writing stories is particularly useful when you’re doing an evaluation. Use the interviews to identify 
people who have different ideas about how successful the program was. For example, in a micro-
enterprise program find one person whose business was very successful, one who had a moderately 
successful business, and one whose business failed. Then use the interviews to tell their individual 
stories, including direct quotes from them. 

The alternative method is to have a group of people look at all the interviews to identify the 
common themes. A common theme is something that is said repeatedly by different interviewees. 
For example, in a training program many people might have said that the training sessions are too 
long. This would be a theme. Once you’ve identified all the themes you can describe them in your 
report. 

2. How to do Great Focus Group Discussions 

Key Characteristics 

• Participants 
≅   Carefully recruited 
≅  5 to 10 people per group, 6-8 preferred ≅ Similar types of people 
≅   Repeated groups 

• Environment 
≅ Comfortable  
≅ Circle seating  
≅ Tape recorded 

• Moderator 
≅   Skillful in group discussions 
≅   Uses pre-determined questions 
≅   Establishes permissive environment 

• Analysis and Reporting 
≅ Systematic analysis  
≅ Verifiable procedures  
≅ Appropriate reporting 

  

http://www.tools4dev.org/wp-content/uploads/Contrasting-stories-and-common-themes.png
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Moderator Skills 
 
Select the right moderator 

Exercise mild unobtrusive control  
Adequate knowledge of topic  
Appears like the participants 

 
Use an assistant moderator 

Handles logistics 
Takes careful notes 
Monitors recording equipment 

 
Be mentally prepared 

Alert and free from distractions  
Has the discipline of listening  
Familiar with questioning route 

 
Use purposeful small talk 

Create warm and friendly environment  
Observe the participants for seating arrangements 

 
Make a smooth and efficient introduction 

Standard introduction 
Welcome 
Overview of topic 
Ground rules 
First question 

 
Use pauses and probes 

5 second pause Probes: 
"Would you explain further?" 
 "Would you give an example?"  
"I don't understand." 

 
Record the discussion 

Tape recorders 
Written notes 

 
Control reactions to participants 

Verbal and nonverbal  
Head nodding 
Short verbal responses 
(avoid "that's good", "excellent") 
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Use subtle group control 
Experts 
Dominant talkers 
Shy participants 
Ramblers 

 
Use appropriate conclusion 

Three Step Conclusion 
1. Summarize with confirmation, 
2. Review purpose and ask if anything has been missed, 
3. Thanks and dismissal 

 

 

  



 

 

 99 
 

11. Data Management and Analysis 

Why is Data Quality important? 

Data quality refers to accurate and reliable information collected through a monitoring and 

evaluation data management system. Data quality is important to programs because they are usually 

results-oriented. Quality data are important to monitor and evaluate the progress towards these 

goals. Having accurate information about program results allows programs to:  

 Show accountability and good governance 

 Provide decision-makers with information required for planning, resource allocation, 

program design, program improvement, and effectiveness of program 

 Correctly assess whether minimum standards exist  

 Monitor progress toward meeting established goals and targets  

Highlights 

Programs typically set targets, e.g. the number of people trained in monitoring and evaluation.  

What can happen in the absence of data quality 

A lack of quality data can hurt a program in several ways. Programs suffering from poor data may:  

 Have to use additional resources to correct the data,  

 Experience reduced stakeholder confidence and support,  

 Miss opportunities to identify areas of strength or gaps in program activities, or Face the 

undesirable consequences of inappropriate decisions based on poor data. 

Overview of data quality dimensions 
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Data quality has seven dimensions:  

 Accuracy 

 Reliability 

 Completeness 

 Timeliness  

 Precision 

 Integrity  

 Confidentiality 

Data Accuracy 

Accurate data have minimal errors and bias. Accuracy is also known as validity. For example, 

accuracy can be compromised through transcription errors that can occur if data are inaccurately 

entered into the system. These are usually accidental mistakes and can occur if someone records 

information inaccurately or enters the information into a computer database incorrectly. Accuracy 

can also be affected by data that are not complete, timely and precise. Accuracy may also be directly 

affected by manipulation for other reasons. Glossary Term: Transcription error 

Highlights 

To increase accuracy, programs can limit transcription error by: Entering electronic data twice and 

checking for any inconsistencies Conducting random checks of data that have been entered to check 

for accuracy  

Data Reliability 

Data are reliable when they are measured and collected consistently over time. The reliability of 

data depends on having an information system with consistent protocols and procedures. Reliable 

data require standardized, written instructions for data collection. A program's data collection 

procedures should not change according to who is using them, which site is using them, when they 

are used, or how often they are used. In addition, procedures to correct data errors or deal with 

missing or incomplete data must be consistent across different sites and time periods. 

Highlights 

To help staff use consistent data collection procedures and to impact reliability, programs can:  

 Develop standardized, written instructions 

 Conduct centralized training sessions for staff involved in data collection 

Data are neither valid nor reliable if they do not measure what they are intended to measure and 

if the data are not collected consistently over time. Data may be reliable but not valid if they are 

collected consistently over time but do not measure what they are intended to measure. High 

quality data must measure what they are intended to measure AND they must be collected the 

same way over time 
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Data Completeness 

Completeness means that an information system captures all of the eligible persons, services, sites, 

or other units that it is supposed to measure. The resulting data should represent the complete list 

of persons, services, sites and other units and not just a fraction of the list. Completeness is affected 

by:  

 The extent to which source documents include all relevant and needed information for 

reporting  

 The extent to which all sites have reported information to higher aggregation levels  

 Timeliness of reports to higher aggregation levels  

For example, a program site's data will be incomplete if it does not include information about all of 

the clients served, all of the services provided to the client, or all of the activities undertaken. A 

program's aggregate data will not be complete if data from only 90 of 100 sites are included.  

Highlights 

To ensure completeness of data, programs should have systems in place to:  

 Make sure that all source documents are fully completed with all of the relevant information 

before being reported  

 All relevant sites within the program report information about all of their services/activities 

(persons served, services delivered, sites, etc.) not just a fraction of them 

Data Precision  

Precision means that data have sufficient detail to measure indicators according to the indicator 

definition. The information system lacks precision if it is not designed to record the sex of individuals 

who receive a certain service. When data are more detailed, they are more precise which positively 

impacts data quality in being able to adequately represent program activities. Precision will also help 

answer the questions that are important to program managers, regional managers, and the national 

and international units (when applicable). This requires that the data collection forms are designed 

to collect precise data and that the appropriate level of detail is reported to higher levels. 

Highlights 

To ensure precision of data, programs should develop measures such as data collection forms and 

indicators that allow for the collection of the most appropriate level of detail to be captured. 

Data Timeliness 

Data are timely when they are reported to the next level in time to meet reporting deadlines. "On 

time" implies that the data reported were able to be used in the summary report prepared by the 

next highest reporting level. For example, reports from service sites are due to the intermediate 

level on the 15th day of the month for the previous month, and the report from the intermediate 

level is due to the M&E Unit on the 20th day of the month, and the M&E Unit prepares its report by 

the last day of the month. Each of these deadlines must be met for the data to be timely. 
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Timeliness is affected by the rate at which the program's information system is updated and the rate 

of change of actual program activities. 

When the information is actually used or required data should become available on a frequent 

enough basis so that program managers, regional managers, and national or international managers 

can use the information to make management decisions.  

Highlights 

To ensure timeliness sites should have in writing the exact dates they are supposed to report to the 

next level Method for reporting (e.g. email, paper) 

Data Integrity 

Data have integrity when the information system is protected from deliberate bias or manipulation 

for political or personal reasons. An independent review of the data can help determine whether the 

integrity of the data has been compromised. Knowing that the data will be subject to an 

independent review may deter deliberate manipulations of the data. 

Highlights 

One strategy for maintaining and assessing data integrity is to have an independent review of the 

data to determine whether the integrity of the data has been compromised 

Data Confidentiality 

Confidentiality means that clients are assured that their data will be maintained according to 

national and/or international standards. This means that personal information is not disclosed 

inappropriately, and that data in hard copy and electronic form are treated with appropriate levels 

of security. Another important aspect is to train staff to respect confidentiality and not share 

confidential information with other clients. These measures protect the privacy of the clients served. 

To maintain confidentiality, program managers should Keep paper records in locked cabinets, 

protect electronic files and databases with passwords and only allow access to personal data for the 

staff members who need it. 

Functional Areas of Monitoring and Evaluation  

To link the levels of an M&E data management system and the dimensions of data quality, it is useful 

to think of five M&E functional areas.  

1. M&E Structures, Functions, and Capabilities 

2. Indicator Definitions and Reporting Guidelines 

3. Data Collection, Reporting Forms, and Tools 

4. Data Management Processes 

5. Links with National Reporting System 
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1) M&E Structures, Functions, and Capabilities 

Programs should ensure M&E staff assignments cover all required data management tasks and ask: 

Are key M&E and data-management staff members identified with a clearly assigned role and 

responsibilities? Do the M&E and data-management staff members have a clear understanding of 

their assigned role and responsibilities? These responsibilities should be declared in writing so that 

they are clearly communicated and understood by supervisor and staff. When staff turnover occurs, 

a documented description of roles and responsibilities can assist in the transition by providing new 

staff with a clear outline of their responsibilities.  

Highlights 

Accountability for M&E assignments is important to the accuracy, reliability, completeness, and 

timeliness of the data 

Programs should ensure that staff members are prepared to fulfill their M&E responsibilities and 

ask: Have the majority of key M&E and data-management staff received the required training? 

Training should be tailored to the specific staff member's M&E responsibilities. For example, if staff 

members need to enter data about the program clients into an electronic database, they will need to 

be trained in how to use the relevant computer software. Staff members who complete and file 

client forms need training in how the forms are to be filled and how the filing system is organized. 

Highlights 

Making sure that M&E staff have been properly trained is critical to the accuracy, completeness, 

reliability, timeliness, confidentiality, precision, and integrity of the data. 

2) Data Reporting Guidelines and Indicator Definitions 

To assess the functional area, Data Reporting Requirements, programs should ask: Has the program 

clearly documented (in writing) what is reported to whom, and how and when reporting is required? 

Clear reporting requirements help staff members fulfill their reporting responsibilities consistently 

and promptly. For example, guidelines could specify that the regional office's database manager is 

responsible for emailing data to the national office at the end of every month. This would be 

appropriate for programs with electronic databases and email. For remote service sites, the 

guidelines could specify that monthly reports must be delivered to the regional office (or a partner's 

office) on a certain day of the month. The guidelines should further specify the types of data to be 

sent, such as the number of clients who received each type of service and the amount of medicine 

dispensed. 

Highlights 

If the data reporting requirements are clearly documented, the accuracy, reliability, timeliness, and 

completeness of the data will be improved. 

Imagine an M&E unit that receives a number of data reports too late for each semi-annual reporting 

period. When some reports are received late, that information is not available for the aggregate 

report, which affects the accuracy, reliability, completeness and timeliness of the data. Two possible 
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causes of the late data reports are that: M&E staff at all reporting sites have not been informed in 

writing the date reporting is required, or M&E staff turnover has resulted in new staff members 

without written documentation of reporting requirements. M&E staff has not demanded accurate, 

reliable, complete, and timely data reports. Written data reporting requirements can help current 

and new M&E staff to keep up with their reporting responsibilities and improve data quality. 

Indicator Definitions 

Are there operational indicator definitions meeting relevant standards that are systematically 

followed by all responsible parties? Consistent and clear indicator definitions are important to the 

accuracy, reliability, and precision of data 

3) Data Collection and Reporting Forms 

There are several questions programs should address to ensure they are collecting data 

appropriately. Are there standard data-collection and reporting forms that are systematically used 

throughout the M&E data management system? Are data recorded with sufficient precision/detail 

to measure relevant indicators? Different forms also increase the risk of numbers being added 

incorrectly, affecting the accuracy of the data. For example, if the column for "total" is on the left 

side on one form and on the right on another form, an inexperienced M&E officer might report 

figures from the wrong column. Requiring multiple forms may also make data reporting less timely. 

A standardized system of checks and balances protects everyone (M&E officers, country team, host 

government, international donor, etc.) from questions related to the integrity of the data. 

Highlights 

Standardization of data collection and reporting forms and their instructions increases the reliability 

and accuracy of data. Standard forms can also ensure that all sites record data with sufficient detail 

to measure relevant indicators. This improves the precision of the data 

Additionally, programs should ask: Are source documents kept and made available in accordance 

with a written policy? Primary source documents need to be well-organized and available so that: 

programs can easily check source documents if the reported data appear to have errors, and any 

data auditors, such as an international donor, can check source documents to verify that reported 

data are accurate.  

 

Highlights 

Program sites need to maintain source documents according to a written policy. This way, staff will 

know to keep relevant source documents and will file them so that they are easy to retrieve by 

reporting period. Access to these documents is necessary for data auditors to determine the quality 

of the data, particularly their accuracy. 

Are data maintained in accordance with international or national confidentiality guidelines? 

Programs can ensure that clients' personal information remains confidential by: Keeping printed 
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information in a locked cabinet, Protecting electronic information with a password, and Training 

providers to respect confidentiality and not share confidential information with other clients. 

Highlights 

Data collection tools need to preserve the confidentiality of the data for ethical reasons.  

 

4) Data Management Process 

Programs should examine their data management processes and ask: Does clear documentation of 

collection, aggregation, and manipulation steps exist? The following steps of the data management 

process should be documented with clear guidance including description of the roles and 

responsibilities of the individuals responsible for the tasks: Data collection, Data entry ,Data 

synthesis, Data cleaning, Data quality check, Data analysis. 

Highlights 

Documentation of these steps can help programs identify any problems with or causes for delay in 

the data management process. This improves the accuracy, reliability and timeliness of the data. To 

verify that appropriate data quality mechanisms and controls are in place, programs should ask 

several questions: Are data quality challenges identified and are mechanisms in place for addressing 

them? Programs should anticipate obstacles to high quality data and devise mechanisms to address 

these obstacles. Are there clearly defined and followed procedures to identify and reconcile 

discrepancies in reports? Programs need clearly defined procedures to identify potential data errors 

and to correct those errors. Checking for and correcting errors is critical to the accuracy of the data. 

M&E staff members need to follow consistent procedures across the M&E system to correct those 

errors so that the data will be reliable. Programs need mechanisms and controls to ensure the 

accuracy and reliability of the data. 

 
Data Quality Assurance (General) 

Data quality is a prerequisite for ensuring any information use. Timely, complete, credible, relevant, 

easily understandable and accurate data enhance the utilization of data by all the stakeholders. 

Therefore, any M&E system needs to be responsive to the demands of changing the quality of 

program implementation. For quality data to be produced by and flow through a data management 

system, key functional components need to be in place at all levels of the system. Dimensions of 

data quality include: 

a) Integrity: The system used to generate data is protected from deliberate bias or 
manipulation. 

 
b) Precision: Data have sufficient detail for example sex, age disaggregation  

 
c) Reliability: Data generated by the information system are based on protocols and 

procedures that do not change according to who is using them and when or how often they 
are used.  
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d) Data Confidentiality: Confidentiality means that clients are assured that their data will be 
maintained according to national and/or international standards for data. This means that 
personal data are not disclosed inappropriately, and that data in hard copy and electronic 
form are treated with appropriate levels of security  

 
e) Completeness: Data completeness is defined differently according to the context. First, 

completeness is that all the relevant data elements in a register or form are filled (content 
completeness).Second; it is also about reporting all the data elements in a database. 

 
f) Timeliness: Timeliness reflects that data is collected, transmitted and processed according 

to the prescribed time and available for making timely decisions. The timeline set by the 
Federal PCU for data transmission of monthly reports is reference. 

 
g) Accuracy: The data that is compiled in databases and reporting forms is accurate and reflect 

no inconsistency between what is in registers and what is in databases/reporting forms. 
Similarly, when data entered in the computers, there is no inconsistency between reporting 
forms and computer file 
 

Procedures for Data Quality Assurance (for all levels) 

It is the responsibility of each level to assure data quality. The procedures for doing so are as 
following:  
 
Report timeliness:  
 
Report timeliness is measured as the reports that are received on time over the expected number of 
reports for an administrative unit.  
 
Report completeness:  
 
The Woreda AGP Focal Person can also check the monthly reports from all the DA’s for data 
completeness in each of the report.  
 
Data accuracy: Easy and quick way to make Self-assessment at DA and Woreda  level  

The Lot Quality Assessment Sampling (LQAS) method is a method that can be used to check data 
accuracy at DA and Woreda  level. The DA’s /Woreda IA’s will maintain a registry to record the data 
accuracy check results. The DA’s can make their own data quality assessment by themselves to make 
sure that they have met the expected quality. The Woreda AGP Focal Person can also use the LQAS 
method to check data accuracy during his/her supervisory visits.  
 
Steps for Conducting LQAS for Data Accuracy Check:  
 

Step 1.  Select the month for which you are doing the data accuracy check.  

 

Step 2. Pre-fix the level of data accuracy that you are expecting, e.g. 70% or 85% etc.  

 

Step 3. Put serial numbers against the data elements  
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Step 4. Generate twelve random numbers using Excel program. These random numbers 
represent the serial numbers of the data elements included in the data accuracy check. Note 
them in Column of the Data Accuracy Check Sheet. This is to ensure representation of all 
data elements by giving equal chance to all data elements. 

  

Step 5. List down the selected data elements from the report on to the Data Accuracy Check 
Sheet in Column 2  

 

Step 6. Write down the reported figures from report for the selected data elements in the 
Column 3 of the Data Accuracy Check Sheet.  
 
Step 7. Recount the figure from the corresponding registers and note the figures on Column 
4 of the LQAS check-sheet  

 

Step 8. If the figures for a particular data element match or do not match put “yes” or “no” 
accordingly in Column 5 or Column 6 respectively.  

 

Step 9. Count the total number of “yes” and “no” at the end of the table  

 

Step 10. Match the total number of “yes” with the LQAS Decision Rule table and determine 
the level of data accuracy achieving the expected target or not.  
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LQAS Decision Rule table 

  

Random # 

Reporting 

element 

(Indicator) 

Source and figures Do figures in column  

match with figures in 

column 

Reported Recounted Yes No 

(1) (2) (3) (4) (5) (6) 

1  Indicator (1)     

2  Indicator (2)     

3  Indicator (3)     

4  Indicator (4)     

5  Indicator (5)     

6  Indicator (6)     

7  Indicator (7)     

8  Indicator (8)     

9  Indicator (9)     

10  Indicator (10)     

11  Indicator (11)     

12  Indicator (12)     

Total Yes/No   

 

LQAS Decision Rule 

Decision Rule for sample size of 12 and coverage Targets/Average of 20%-95% 

 Average coverage( level of data quality) 

Samp

le 

Size  

<20

% 

25

% 

30

% 

35

% 

40

% 

45

% 

50

% 

55

% 

60

% 

65

% 

70

% 

75

% 

80

% 

85

% 

90

% 

95

% 

12 NA 1 1 2 2 3 4 5 6 7 7 8 8 9 10 11 

Example: 

Let us say we want the data quality to be 85% (Yellow). However, the total number of “Yes” equals 

to 6. Then the level of the data quality will be 60%(red)  which is below the expected level of quality/ 

This need an immediate action  
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Routine Data quality Assessment (RDQA) for Measuring Data Accuracy at Regional Level 

For assessing the data accuracy at this levels, the Routine Data Quality Assessment (RDQA) method 
can be used at least twice a year. The RDQA methodology enables quantitative comparison of 
reported data to recounted data and helps to assess if intermediate aggregation sites are collecting 
and reporting data accurately. It provides the Verification Factor (i.e. level of under- or over-
reporting, if any) for the data items studied.  
 
 For regional level  
 
A sample of 12 Woreda’s from the region can be used to gain an understanding of the quality of the 
data. For a regional level data quality assessment, the following steps can be followed:  
 
 In Regions with zones  

 Randomly select 4 zones  

 From each of the selected zones, randomly select three Woredas 

 From each of the selected Woredas, randomly select one Kebele 

 In Regions without zones  

 Randomly selected 4 Woredas  

 From each Woreda select three kebeles  
 

Data collection procedures for RDQA  

 

 Select key data elements from the reports that will be studied (include data elements of 7 to 
9 top priority indicators at national level)  

 List the data items in the RDQA table  

 For each of the selected data elements recount the number of cases or events recorded 
during the reporting period by reviewing the relevant source documents available at the 
selected sites   

 Copy the number of cases or events for the selected data elements reported by the site 
during the reporting period from the reports submitted by the selected sites  

 Add up all the recounted figures for the corresponding data elements from the 12 sites  

 Add up all the figures for the same data elements copied from the reports of all the 12 sites   

 Calculate the ratio of recounted to reported numbers  
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This figure gives the Verification: Accuracy Ratio for the respective data element studied. Lower than 
1 or <100%) accuracy ratio indicates over-reporting and higher than 1 (or >100%) accuracy ratio 
indicates under-reporting. The accuracy ratio (or the Verification Factor) is factored into the 
reported figure to give the actual figures as recorded in the source document. 
 

Data elements 
( indicator) 

Woreda Total Verificat
ion 
factor 

1 2 3 4 5 6 7 8 9 10 11 12 

Indicator 1 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 2 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 3 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 4 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 5 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 6 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 7 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 

Indicator 8 Recounted             Sum(A) (A)/(B) 

Reported             Sum(B) 
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Example 
 
For a given data element (e.g indicator3), if the recounted figure from the source document is 200 
and the reported figure is 250, then the accuracy ratio of the report is 200/250 = 0.8 (or 80%). 
Hence, the reported figures should be reduced by 20% to match with the actual figures as recorded 
in the source document used for verification.  Similarly, if the recounted figure from the source 
document is 250 and the reported figure is 200, then the accuracy ratio of the report is 250/200 = 
1.25 (or 125%). Thus, the reported figures are multiplied by 1.25 to give the actual figures as 
recorded in the source document. 
 
For example: for a given data element, if the recounted figure from the source document is 200 and 
the reported figure is 250, then the accuracy ratio of the report is 200/250 = 0.8 (or 80%). Hence, the 
reported figures should be reduced by 20% to match with the actual figures as recorded in the 
source document used for verification. Similarly, if the recounted figure from the source document is 
250 and the reported figure is 200, then the accuracy ratio of the report is 250/200 = 1.25 (or 125%). 
Thus, the reported figures are multiplied by 1.25 to give the actual figures as recorded in the source 
document. 
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12. Data Visualization 
 
Data visualization is loosely defined as the process of visually representing data. It is a way to 
communicate complex ideas quickly and clearly so that people understand their significance and is a 
popular tool for project implementers, monitoring and evaluation officers, and communicators. It is 
presenting complex ideas in a simple way to visually tell a story. It engages  and compels the 
audience to understand the impact and take action. Even the most sophisticated consumer of data 
can benefit from clear visualizations to promote the use of data for decision-making. The graphical 
display of abstract information serves two purposes: Sharing a story or message (communications)1. 
Sense-making (also called data analysis). This course frames data visualization first as a 
communications activity, with the ultimate goal of graphically sharing a data story with an audience. 
However, the sense-making aspect of data visualization is key to clearly conveying a complex data 
story to a particular audience. 
 
Why Data Visualization 
 
Many people assume that data visualization is primarily about graphic design. These people assume 
that they can send a slew of data in tables to a graphic designer, who will create a successful 
visualization. The graphic designer does have a role to provide beauty and structure. But form alone 
does not make an effective visualization. The other components demand equal attention. Subject 
matter experts, analysts, and on-the-ground staff provide integrity. They verify that the story being 
told is, in fact, the reality, and that the visualization, though beautiful, isn't distorting the accuracy of 
the data. Communications experts can help identify the interestingness by sorting through the less-
relevant facts in search of a compelling story. If your visualization cannot be used by your intended 
audience, it is not worth doing. While you may not be able to play all of the roles above, having a 
common understanding of the basic principles of good data visualization is key to ensuring that your 
end product is successful. 
 
How Our Brain Sees 
 
Data visualization principles are based on the science of perception and cognitional understanding 
how our brains see. Visual perception (i.e seeing) is handled by the visual cortex located in the rear 
of the brain and is extremely fast and efficient. We see immediately, with little effort. Cognition (i.e. 
thinking) is handled primarily by the cerebral cortex in the front of the brain, and is much slower and 
less efficient than visual perception. Traditional analysis and presentation methods require 
conscious thinking for almost all the work of comprehension. The human brain is able to process 
visual information more quickly than verbal information. Given the vast amount of information and 
data available, we can tell a compelling story faster with a visual than with text. Data visualization 
shifts the balance toward greater use of visual perception. People can only remember 4-7 pieces of 
information at a time in our short-term memory. We can leverage visual perception to help our 
brains interpret information before our thinking brain engages its short-term memory. 
 
Application of Data Visualization 
 
Applications of data visualization include the following:  

 Traditional charts and graphs can be useful for reports and telling a specific data story. 
Graphs and charts are often created in programs like Excel.  

 Static graphics and charts do not allow you to uniquely manipulate or display your data, but 
are great tools for showing trends and other changes over time or across categories.  
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 Maps tell a geographic story: How service availability varies by place, how environment 
influences productivity, and how it varies by region, urban/rural residence, or even proximity 
to roads. 

 Infographics use a series of graphics, including graphs, charts, illustrations, and more, to 
visually convey a story. They may be manually drawn and typically involve a graphic 
designer. Today infographics are usually created on a computer and combine multiple data 
points and illustrations to tell a bigger story, and may combine qualitative and quantitative 
information.  

 Interactive websites present quantitative data and are generated by software, and include 
dashboards for project data. Interactive graphics can often be tweaked and altered with 
limited effort, and can also be built in programs like Excel and Tableau in addition to being 
web-hosted. Other applications of data visualizations include videos, games, and other 
multimedia. Often these applications are created from a series of static infographics, 
animation, and other multimedia approaches to capture the story in the data. 

 
 
Data Visualization Design Process 

 Key Steps to build effective data visualization 
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1) Understanding our Audience 

Identify your audience and context 

 Who are the stakeholders? 

 What do they need to know? 
 
The first step in any communication activity is to assess your audience. Many data visualizations are 
unsuccessful because they do not meet the needs of their audience. In this session, we will explore 
some of the audience assessment factors that are most relevant to data visualization. Assessing Your 
Audience 
 
Data visualization is a communication strategy. Therefore, an assessment of your audience should 
come before any thoughts about making graphs. But there are a few elements of data visualization 
that are unique and therefore require a bit more consideration. 
 
Literacy: Data visualization can be a great way of sharing important information in low-literacy 
areas. If your audience is not highly literate, make sure you are relying on symbols, illustrations, and 
other universally-understood elements.  
Numerical literacy (numeracy): While most educated audiences will be literate, do not assume that 
they are all comfortable with data and math. Do they understand percents? Ratios? Do they 
understand confidence intervals and odds ratios? Do these concepts need to be explained?  
 
Comfort with technology and graph formats: Not everyone can look at a scatterplot and instantly 
interpret it. Similarly, while dashboards have become the norm in many settings, globally there are 
audiences with low bandwidth, less comfort with technology, and less exposure to these formats.  
 
Level of Technical Expertise: A college degree does not make someone an expert in population, 
nutrition, or mortality data. Simplify your message and define key terms and concepts for less 
technical audiences and provide more detail and technical points for those with higher levels of 
expertise.  
 
Job Function: Is your data visualization geared towards program managers or policy makers? 
Funders, academics, or the general public? Not only will the job function indicate how the audience 
may use the data, it will also suggest the visualization format that will work the best. 
 
Context: What does this audience expect to do with the data? Are they hoping to see any specific 
results? Are there political implications? 
 
Audience: Numeracy and Technical Expertise  
 
Numeracy and technical expertise are essential components of an audience assessment for a data 
visualize. A data visualization is useless if your audience does not understand the data, technical 
terms, or concepts being communicated. 
 
The matrix below maps out the possible numerical literacy levels of expertise among several of our 
hypothetical audiences. This matrix can help us brainstorm the type of visualization we need to build 
for our audience.  
 
 
 



 

 

 115 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If our audience is a doctorate-level population researcher, we could safely assume the following: She 

has high numeracy and a high level of technical expertise. She would respond well to exploring our 

entire dataset, perhaps via an online dashboard. If we were to give her a print report, we would 

want to include fairly detailed tables and could rely heavily on technical indicator terms. If our 

audience is a policy maker, the case may be different: We would limit ourselves to a fairly simple 

visualization that we could share in a short print document. We would need to avoid jargon and 

technical terms, and stick with a graph type that was familiar to most of the general public. We 

might focus on percentages and population numbers rather than rates. 

2)  Find story in your data 

 What information do you have? 

 Are there identifiable patterns, trends, surprise, relationships, successes of failures? 

Step 1: Review the Available Data 

Where to start? In our example dataset, we have national population data. The different indicators 
provide different perspectives on population: 

Step 2: Searching for Your Data Story 
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If you have a set of data, chances are that you have some hypotheses about what results you might 
find. There may be certain patterns and trends that you expect to see, or a question you want 
answered. As you browse your data set or tables, be on the lookout for different characteristics as 
you analyze the information in front of you. But don't be limited by your expectations: Surprises are 
often the best data stories.  
 
You expect to see a pattern or trend but do not, this is often a good story as well. You might look for 
the following examples: 

 Patterns happen in a regular and repeated way, and, in data, often indicate that two things 
are related.  

 Trends show change over time. 

 Comparisons contrast two or more data points. 
 
If you have a large dataset, try sorting your data in different ways to see the patterns emerge. Play 
with charts and graphs to see relationships, trends, and patterns. This is a first step to finding your 
data story; you are not yet committing to using a graph for your visualization. 
 
If you have a smaller dataset, just start sketching on paper instead of playing with the electronic 
options. It is a great way to refine your approach and abilities to visualize information in simple, 
effective graphs and charts, even if it's tough when you start. 
 

Step 3: Summarize and Call to Action 

Once you've found a story in your data, it's time to hone your message. You should be able to 
summarize your story in one key message or headline. Now, what do you want your audience to do 
with this information? Is there a call to action? Be clear; donate expect that they will automatically 
translate the data you provide them into an action step. 
 

3) Building Our Visualization: Choosing Our Chart Type 

Build your Visualization 

 Sketch first 

 Choose the right type of chart for your data  

 Simplify 

 Use pre-attentive attributes to highlight your story 

Choosing the Right Chart for Our Data 
Choosing the right chart starts with knowing what kind of data we want to communicate, and what 
our data story is. Different charts excel at telling different kinds of stories. We'll be focusing on the 
most basic chart types including bar charts, line graphs, pie charts, scatterplots, and area graphs. We 
encourage you to try out different chart types using paper and pencil first. Often what you are able 
to draft without software is a better visualization than a software’s default output. When you have 
an idea for a visualization that really captures your data story, you can move to the computer. Check 
back to your sketch to make sure your visualization software isn't distorting the graphic or adding 
clutter. 
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Bar Charts 
 
Bar charts (also called column charts) are extremely versatile and are generally the easiest charts for 
readers to interpret. Most people use bar charts to compare values across categories, such as 
population across countries. You can also use a bar chart to show change over time or compare parts 
of a whole. 
Vertical bar charts are great for showing ordered data (left to right). 
 

 
You can also orient your bar chart horizontally. This is especially helpful if you have a graph with long 

category label 
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Stacked Bar Charts 
Stacked bar charts are best used to compare multiple part-to-whole relationships. These can be 
oriented vertically or horizontally. In global health, we often see these used to show indicators like 
contraceptive use. 
 

 
 

100% stacked bars show the entire distribution of a variable, such as in the following Population by 

Age Distribution stacked bar chart. In this stacked bar chart, everyone in the population is included; 

therefore, every bar adds up to 100% even though the distributions of the age groups within the 

bars are different. 

Pie Charts 
Pie charts are best used for making part-to-whole comparisons and to show the distribution of a 

population within a percent distribution. The age distribution of a country, for example, can be 

shown through a pie chart. 

 
 
Pie charts should be used with caution. More recently, analysts have found pie charts to be relatively 
ineffective for quick visual analysis because it is difficult for our brains to interpret several factors: 
The area of each slice.  The angle formed by each slice at the center of the pie. The length of each 
slice along the pie's perimeter. Visual perception in humans has not evolved to support accurate 
decoding of areas, angles, or distance along a curve. We are much better at interpreting straight 
lines and right angles. Some alternatives to pie charts are stacked bars, vertical or horizontal bar 
charts, and line graphs. Best practices for using pie charts are described in the following session. 
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Line Graphs 
Line graphs are used to show time-series relationships with continuous data. They are most 
commonly used to show trends in key indicators.  
 

 
 
Area, Stacked Area, and 100% Area Graphs 
Area charts are based on the line graph, and are used to show cumulated totals over time or by age. 
A stacked area graph shows cumulative totals among multiple subgroups where the area below each 
line is filled with color. 
 

 
 

A 100% area graph shows the percent distribution over time among subgroups This 100% area graph 
shows how the United States age distribution has changed over time, as the youth area (in blue) has 
gotten smaller, and the middle aged and elderly populations have gotten larger. 
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We started a line graph visualization, as line graphs are generally good at showing change over time. 
That line graph did not clearly illustrate the relative sizes of population increase among the four 
wealth groups.  
 
A stacked area graph may tell a better data story as we are looking at changes over time, as well as 
different subsections of the population. This takes advantage of the time continuum that the line 
graph provides, but also shows how the four income groups are stacked on top of each other to 
make up varying parts of the whole. Because we are dealing with population numbers, and not a 
percent distribution, this will not be a 100% area graph, but a simple stacked area  graph. 
 
The goal of a data visualization is to have a visual product that is quickly and easily understood by 
your audience. How do we do that? 
 
In this session, we will walk through a basic process of creating and refining a graph to ensure it 
communicates effectively. You will learn simple steps to design successful data visualizations, reduce 
visual clutter, and strategically use text to enhance your graphs and charts. 
 
Legible 
A visualization should be legible, meaning easy to see and read on the graph or chart. Some easy tips 
include the following: 
Font size must be readable. If the label is important enough to include, make sure people can read it 
without a magnifying glass. 
Labels should be horizontal, never slanted. If you don’t have room in a vertical bar chart, try a 
horizontal bar chart. Or consider dropping some labels if they are consecutive (i.e. label every other 
month). If you are tight for space on a vertical bar chart, place your labels at a 90 degree angle, not 
slanted.  
 
Easy to Understand 
The graphic should be easy to understand: 
Order your categories appropriately. This may mean alphabetically, or sorted lowest to highest, or 
chronologically. The possibilities are endless, but make sure the order makes sense for your data 
story. 
Orient your legend. If you are using a legend, make sure the legend is oriented the same way as your 
bars. That is, if your bars go left to right, the legend should read left to right, correspondingly. If you 
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are using a horizontal bar chart, your bars go top to bottom, so the legend should also read top to 
bottom (see below). 

 
Efficient and Simple 
For bar charts, bar spacing is most efficient when the space between bars is between ½ and 1 bar 
width. See the chart below: 
 

 
 

Remove unnecessary details: You may not need your data shown to a decimal point, or for a full 
technical definition to be included as a label.  Instead of using a legend, label the lines, pie slices, and 
bars of your chart or graph directly. 
 
Honest 
 
The graphic should accurately represent the data. Here a couple tips to keep your graphic honest: 
Start your axis at zero. This avoids distortion of the data. In the example at the left, the axis that 
starts at zero shows the true relationship of the countries' populations. In the example below, where 
the axis starts at 100, it looks like Indonesia’s population is more than twice as large as Nigeria’s, 
while in reality it is only about 75% larger.  
 
Do not use 3-D. In addition to providing unneeded clutter, 3-D changes the perceived sizes of 
objects, making them look larger or smaller than reality. 
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Best Practices for Pie Charts 
If you have considered all your options and you are confident that a pie chart is the right choice for 
your data story, here are some things to consider.  

 
Don't: 

 Don’t use multiple pie charts for comparison. Slice sizes are very difficult to compare across 
pies. 

Do: 

 Use a pie chart if your headline is to showcase one data point. 

 Use no more than five slices. 

 Label slices directly. Do not rely on a legend. 

 Order slices in a logical way based on your data story. This might mean grouping similar 
pieces together, or going in some other logical order (ex. chronologically or by 
increasing/decreasing size). 

 Use pre attentive attributes to draw attention to the one slice you are focused on. 
Separating out the piece of the pie that you are highlighting will immediately draw your 
audience to this part of the story. 

 Remember that all slices must add up to 100%. You can combine and collapse categories to 
get rid of unneeded detail, but you can’t drop a category entirely or you will no longer have 
a percent distribution. 
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Success Stories and Case Stories 

1. Documentation 

What is documentation  

A continuous process of participatory reflection on a project’s processes and results. 

Documentation is… 

 A continuous process 

 A comprehensive process 

 A participatory exercise 

 A planning tool 

 A Monitoring & Evaluation tool 

 A problem-solving tool 

Documentation is NOT … 

 A onetime evaluation  

 An external/impact evaluation 

 A simple descriptive exercise 

 Mere writing 

 

Why document? 

 To generate lessons and new knowledge which are fed back to improve the project (ongoing 
reflection & analysis). 

 To strengthens the learning and organizational capacity of development organizations. 

 To promotes the implementation of more effective development projects. 

 To preserve information. 

 To contribute to mutual understanding and cooperation with other organizations. 

 To show accountability for public funds and mobilize support  

 To verify that we are using resources to   make positive differences in people’s life  

  To show successes so individuals in and outside the program can learn from the  
o results  

 To show that numbers alone don’t tell the whole story of the project  
 

2. When to start documenting 

•  At the planning stage of the project and continue throughout its life 

Documentation should not only happen at the end of the project – most of the experiences and the 

opportunity to improve the project on an on-going basis, will have been lost. 
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Where can you get the information? How can you document? 

 Field visits/observation/in depth interviews? 

 Existing documents, project proposals, annual reports 

 Brainstorming, group discussions 

 Photographs, video, audio, etc. 

 

The most important questions you need to ask yourself before documenting 

 What do I want to document? 

 Who is my target audience? 

 Why do I want to document? 

 What kind of data will I use? 

 What is the time frame? 

 How will I share the messages? 

 

3. General guidelines on writing Success Stories 

Appreciating that there are as many ways of writing success stories as there are writers, this 

document presents some general guidelines and tips on how to write success stories and provides 

specific examples of success stories.  

What is a success story? 

A success story shows how the program is making a difference in people’s lives. More than a list of 

events or activities, it describes a positive change and shows how that change benefits the target 

community. A good success story uses evidence from evaluation to show the value of the program.    

You can write a success story about an entire program or part of a program that is particularly 

noteworthy and significant.  It may be about an innovation, emergency response or outstanding 

effort.  The program may be complete or in an earlier stage of development but with important 

accomplishments to describe. You could even write a success story several years after a program’s 

completion when you have collected evidence of long-term impact. For a multi-year initiative, you 

may write a series of success stories that describe significant but different changes that occur over 

the years.  

Whatever you choose to write about, your story should show how your program has made the 

target community a better place to live – for individuals, families, organizations, businesses, local 

governments and communities. 
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What goes into a success story: SRRE 

 Situation:  What prompted the program?  

 Response:  How did the program respond? (inputs and outputs) 

 Results:  Who benefited? What resulted? (outcomes) 

 Evidence:  What’s the evidence?  (evaluation) 

Situation: Tell why you started the program. What problem, issue or concern needed addressing? 

Who cares?  Who are the key stakeholders? The opening should make the case for why your 

program stepped in.  

Response:  Describe your program’s response including inputs (staff, funding, volunteers, research 

and expertise) and outputs. Outputs include activities (teaching, facilitation, product 

development) and people reached (number of people and demographics). Describe partnerships 

and external funding sources. Be sure to spell out your organization’s role in programming. 

Results: Use quantitative and qualitative data to describe important outcomes (changes and 

benefits) achieved as a result of the program’s response. Who benefited and how? Outcomes 

include changes in knowledge, skills, motivation, behavior, decision making, practices, policies, social 

action, social, economic and environmental conditions. Describe outcomes in terms of value or 

meaning. For example, “Thirty participants increased their knowledge of safe food-handling 

practices (output). This should lead to better food-handling practices and fewer food-borne 

illnesses” (expected outcome). In other words, help the reader understand the meaning behind the 

change. Link to existing research, if possible, and include future plans or lessons learned based on 

results.  

Evidence: Briefly describe how you evaluated the program to attain the reported evidence.  Include 

the data collection method (pre- or post-test surveys, interviews, testimonials), sample (number and 

how selected), response rate and the date of data collection. Remember – a good success story 

depends on credible information. 

Why write success stories? 

 To show accountability for public funds 

 To verify that we are using resources to make a positive difference in people’s lives 

 To share successes so individuals in and outside the program can learn from our results 

 To show that numbers alone don’t tell the whole story of the project. 

 To reflect and learn from our work 

 How are success stories used?   
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By program leaders: 

 To assess team progress in relation to plans 
 To share information among partners and generate interest among potential partners  
 To help partners better understand program’s work and value 
 For donor reporting purposes 
 To post on program-area web sites 
 As a source of news stories for local media 
 To document activities and accomplishments of program and staff 

 
By you as a program staff:   

 In performance reviews 
 As part of your program review documentation 
 In annual reports and monthly reports to stakeholders 
 In communications with local elected officials 
 To share the value of the program with partners and generate interest among potential 

partners 
 To celebrate achievements with colleagues and stakeholders 

What makes a good success story? 

A good success story:  

 Describes results that are valued by clients 
 Contains compelling, significant facts 
 Catches your attention 
 Tells who benefits  
 Answers: “So what?” 
 Spells out your program’s role in achieving results 
 Is easy to read and understand 
 Identifies key partners and funders 

When do you submit success stories? 

 When you have something significant to report and evaluation data to back it up. 
 When you are proud of a program or initiative. 
 On an ongoing basis – don’t wait until the end of the year. 

Additional writing tips: 

 Use active voice. Example:  
Passive: Wells were tested by 80 percent of the participants. 

  Active: Eighty percent of the participants tested their wells.  

 Use short, complete sentences. 
 Be concise. 
 Choose simple words. 
 Avoid jargon. 
 Avoid using too many acronyms. 
 Use your name, program name or county name rather than “this agent” or “I.” 
 Write in paragraph style in complete sentences. 
4. Case stories 
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A case story is a documentation and communication product that describes an activity, a process, a 

strategy, the impact and result of this strategy and the lesson drawn from this activity. 

 In our case the case story shows  

A case story: - 

• Focuses more on telling the story of what was done and how it was done 
• Is prepared in a narrative form, and ranges from one to two pages  
• Is user-friendly and more accessible to development workers  
• Uses pictures to make it more visually interesting 

In writing of a case story: - 

• Use a friendly style including quotations and stories  
• Include photographs and / drawings  
• Keep it concise and avoid irrelevant information  
• Keep your language as simple as possible 

Cases and boxes - examples to illustrate your points 

5. What is a case? 

Short example to illustrate your point. 

• 1-3 paragraph in a box 

• Self-contained 

• Can be understood by itself  

• Drawn from real world or can be imaginary  

 

Make it interesting…  

• Give it a catchy title 

• Use boldface and bullets if needed 

• Include an illustration or photo If useful and if space allows 

• Cite the source if needed 

• Tell a story about real people, project or event 

• Use human interest  

E.g. story of farmer – give her name and village 

• Show links to policy 
             -How policy affects or benefits people 
              -How it supports the need for policy change 

• Show why it is important 
Think like a news editor – “So what?’’ 

 

6. Success story template 

 
Your story should include the following elements. 
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Situation  
 
• Where is the situation happening? 
• How and when did you know about the situation? 
• Who are the most affected/stakeholders? 
• What were the most important problems, issues, concerns or challenges?  
• Why was the action necessary?  
• What prompted the program or your agency’s action? 
• Why was it important that your agency intervene and what would have gone wrong if you 

didn’t? 
 

Response  

• How did the program respond? What actions did your agency take? Describe the steps 
taken. 

• What inputs (human, financial, material or technology) was used? 
• How many people (male and female boys and girls) reached by the program? 
• Was there special partnership such as support from government, donors? 
•  Spell out the specific role of your organization. 

 
 Result  

• Who benefited? How many and how? 

• What was the result/change or outcome? Use qualitative and quantitative data to describe. 

(Describe outcome in terms of knowledge, behavior, skills, motivation, leadership decision-

making, policies, social actions, economic benefits, values, environmental conditions, etc. 

• What were the main challenges and lessons learnt that will inform future action? 

 

Evidence  

• What is the evidence or a proof that your response works? 

• How did you collect the data, evidence? 

• Include individual stories, testimonials or anecdotes to illustrate the facts.  

• Use pictures to support your story. 
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7. Success story checklist: 

Title   Rating scale Comments  

 

SITUATION 
Poor Fair Good Excellent 

 

a) Clearly describes an important 
issue or concern - why we 
should care 

     

b) Shows that issue or need is 
appropriate for the program’s 
response 

     

c) Includes data demonstrating 
need 

     

RESPONSE (inputs and outputs)      

a) Spells out the program’s 
role/contribution 

     

b) Identifies participants: numbers 
and demographics of 
individuals, businesses, and/or 
communities that were reached 

     

c) Identifies partnerships, if 
applicable 

     

d) Identifies funding sources, if 
applicable 

     

RESULTS (outcomes-impact)       

a) Tells who benefited and how        

b) Uses numeric and/or narrative 
data to describe important 
outcomes  

     

c) Answers “So what?” Makes 
value clear to reader 

     

d) Links story to research, if 
appropriate  

     

e) States future plans based on 
results  

     

For multi-year effort       

a) Shows important progress for 
the reporting period 

     

b) Links work across years       

EVIDENCE (evaluation)       

a) Describes data collection 
method  
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b) Includes sample (number and 
how selected)  

     

c) Provides response rate      

d) Tells when data were collected       

WRITING STYLE      

a) Active voice       

b) Reads like a story      

c) Compelling and significant facts      

d) No jargon or acronyms      

e) Concise, complete sentences      

f) Names/titles, not “this agent”       

 

  



 

 

 131 
 

8. Case story writing template  

The case story should consist the following, among other points. 

• Title-Give a catchy title.    

• Introduction-Emphasize your key message.  

• The socio-cultural context- Describe the context within which the activity is taking place. 

• The goal or objective of the activity being written about  

• The process of implementing the activity.  i.e. ow it was planned vs how it was done  

• Key achievements  

• Key challenges-Be honest about challenges/weaknesses  

• Lesson learned from the process/activity-Draw conclusions  

• Recommendation-Express your future in a positive way that shows a clear link with you past 
experiences 

 

 

 

9. Principles of Clear and Effective Writing  

Principles # 1: Think first, the write! 

Effective writing begins with clear thinking. Writing is like taking a trip you must plan where you 

want to go and how you are going to get there. 

The smartest way to begin writing is to think clearly. Start by trying to answer the following 

questions:  

1. Why am I writing (e.g., to inform, entertain, educate, motivate)? Remember that 
development writing is writing for a specific purpose 

2. Who am I writing for (e.g., for housewives, children, farmers, teachers)? This forces you to 
write for your intended audience at a level they will understand. 

3. What am I writing for (e.g., a leaflet, journal, newspaper, radio)? Different kinds of materials 
often require that you follow a specific format. 
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Principle # 2: Use simple, short, and familiar words  

The simplest step to achieving readability is to learn to use shorter, simpler, and more familiar 

words.  

Principle # 3: Get straight to the point! 

Another simple way to achieve readability is to say what you want to say in the most direct manner, 

don't beat around the bush. 

Ex-Don’t use phrases such as ‘subsequent to that, illegal substances, a large proportion of, predict in 

advance, It is worthy to note that there is really no difference between the quality of local and 

imported goods. 

Principle # 4: Use specific, concrete language.  

One of the most annoying things to a reader are vague, abstract ideas if you want to convey a clear 

message to your reader, try to be as concrete as possible. Do not use generalizations and try to be as 

specific as possible.  

For example, the meaning of the word small is relative.  

Principle # 5: Avoid using jargon or too many technical terms.  

Jargon are words that are understandable to people trained in a technical or specific field. 

Principle # 6: Keep your sentences short.  

The first principle regarding sentences is to try to keep them short. This is simply because longer 

sentences are often harder to understand. 

Principle # 7: Keep your sentences short.  

Another way to make your sentences clearer is to use the active rather than the passive voice, 

whenever possible. 

Principle # 8: Keep your paragraphs short.  

Since we earlier made a pitch for you to keep your sentences short, then it follows that you should 

also try to keep your paragraphs short. The average sentence length is only about 17 to 20 words. 

Principle # 9: Arrange your material logically.  

Poor writing is often the result of poorly organized ideas. Try to make it clear to your readers exactly 

where the discussion is going or what your purpose is for writing.      
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Principle # 10: Strive for a smooth flow of ideas. 

The ideas in a manuscript should flow smoothly from one to another. Especially where there is no 

obvious connection between ideas, the writer should provide a suitable link to guide the reader.   

Principle # 11: Revise and sharpen! 

Going back to review your work can be one of the least desirable thing to do especially when you are 

just about to "throw down the towel" after working hours and hours on it. But the advantages of 

rewriting and revising work far outweigh the disadvantages.                                                                                                                                                                                                                                                                                                    
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13. Good Report Writing 
 

1. Introduction 
The purpose of this short-training course on good report writing is to learn “how to write a good 

report” in the context of AGP2. This training is aimed at: 

 Defining what is a good report for AGP2? 

 Explaining why a good report for AGP2 is important for World Bank and partners? 

 Practicing good report writing in the context of AGP2. 

 Defining the way forward for good report writing for AGP2. 
 

2. Defining “what is a good report?” 
A report is a written document that provides information, and sometimes analysis, to assist an 

organization (a firm, a ministry, an NGO, a development partner, etc.) in making informed decisions. 

The main purpose of a report is to make data that is relevant to the organization easily available to 

everyone in and sometimes outside the organization.  

In the context of AGP2 a good report includes the following: 

 Quality evidence: 

o Quality data. 
o Data and information provided is complete. 
o Data and information presented is relevant for decision-making. 
o Data and information are presented clearly for the reader to understand. 
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Bad Example 

 

Table: Training on animal production (Annual Report) 

Description of 

Activities 

Unit Annual Plan Achieved  % 

   SMS Total 3371 1204 36 

F 925 215  

      

    DA’s 

Total 8038 7475 93 

F 1354 1154  

    Farmers  Total 61274 58823 96 

F 24468 10620  

 

- Incomplete table. 

- It does not include performance for the life of the project. 

Good Example 

 Table: ARDPLACs meetings (Annual Report) 

S.N. Meeting Unit Annual Performance                               

July 2015 - June 2016 

Performance up to date 

March 2011 - June 2016 

Planed Actual % Planed Actual % 

1 Federal No 1 1 100 9 3 33 

2 Regional No 5 2 40 37 20 54 

3 Zonal No - - - 224 139 62 

4 Woreda No - - - 768 393 51 

Total 6 3 50 1038 555 53 

 

 Quality analysis (it includes explanation of results (issues and success), it provides a candid, 
accurate and substantiated set of observations based on the data provided in the report, 
analysis on specific topics (such as gender, nutrition and CSA), it triangulates data to reach 
conclusions). 

 

 

Bad Example 
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Description of Activities Unit Annual Plan Achieved % 

Program management and institutional arrangement     

Strengthening Steering and Technical Committee     

Strengthening of Steering Committees No of meeting 
 

  

 · Federal level 
// 2 2 100 

 · Regional level 
// 16 18 113 

 · Woreda level 
// 628 801 127 

Strengthening of technical Committees No of meeting 
 

  

  Federal level 
// 12 12 100 

 · Regional level 
// 96 64 67 

 · Zonal level 
//        420 124 30 

 · Woreda level 
//       3768 1951 52 

 

- Matrix with no explanation. 
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Good Example 

 

Description of Activities Unit Annual Plan Achieved % 

Program management and institutional arrangement     

Strengthening Steering and Technical Committee     

Strengthening of Steering Committees No of meeting 
 

  

 · Federal level 
// 2 2 100 

 · Regional level 
// 16 18 113 

 · Woreda level 
// 628 801 127 

Strengthening of technical Committees No of meeting 
 

  

  Federal level 
// 12 12 100 

 · Regional level 
// 96 64 67 

 · Zonal level 
//        420 124 30 

 · Woreda level 
//       3768 1951 52 

 

A good example would include a discussion of: 

 - The results of the number of steering committee meetings. Why have met they more than planned? 

What are the reasons? What were the specific needs for meeting more? 

- The results of the number of technical meetings. Why did they not meet as planned? 

Recommendations for improvement. Are they major differences across regions to explain the results. 
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 Lessons are specific, useful and based on the report analysis and evidence. 
 

Example of lesson: “Efforts to strengthen FTC’s/innovation centers and technology demonstration; 

qualified smallholder farmers to adopt new agricultural technology.” 

- It is general, it lacks details and it is not very useful.  

 

Example of lesson: Strengthening the formation and training of Farmer Training Centers’ 

management committee is critical for increasing the impact of FTCs on farmers. FTCs with robust 

management committee (committee trained and meeting regularly, managing funds raised through 

the sale of vegetables from demonstration, composed of community members including youth and 

women and displaying the usage of the funds for demonstration) are conducting more 

demonstration on more diverse technologies. It will also probably have a positive impact on the 

sustainability of the activities of the FTC. 

 

 Be results oriented (not so activity focused more towards outcome and sub-outcome of the 
project). 

 Consistency with guidelines and report format (AGP2 follows an agreed format such as 
presented by Robin, which includes the results framework). 

 Conciseness (the document is tightly written and complete). 

 Timeliness. 
  

The criteria above are also directly linked to the tool used under AGP1 and that will be used under 

AGP2 to assess the good quality of reports. 

3. Why is a good report important? 
 

A good report is important in using information generated by the M&E system when making 

decisions about strategies, programs, plans, budgets, resource allocation, staffing and 

implementation. The final decision or actions may not be based on that information alone, but its 

use is a part of the process of decision-making. 

Why a good report is important? 

Use of reports to provide adequate support to AGP2 and report to own management: WB and 

partners are also accountable to report on AGP2 to their own management. They also have to report 

regularly on some of the results of AGP2 (for example twice a year for the World Bank). It can 

include results framework indicators, other indicators and achievements, issues, actions taken, 

specific focus like gender, nutrition, CSA and lessons (it varies across partners). In the case of the 

WB, it also affects the rating of the overall project objective, the rating of the project components 

(including M&E). 
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Field visits are not enough: Field visits alone during joint supervision mission are insufficient for the 

WB and partners to have an overall picture of the project’s progress, achievements, issues and 

lessons. Field visits provide more anecdotal information (it does not reflect the whole project) it is 

useful to better understand in depth the progress of the project and issues encountered. Field visits 

are helpful to conduct triangulation from the content of the AGP2 report. 

4.Practical examples: “How to write a good report in the context of AGP2?” 
 

Group Exercise Reporting on FREGs (Federal Level): Recommendations 

Recommendations on how to improve the paragraph on FREGs: 

- Have someone proof read and edit your text. 

- Present clearly the results to the reader. He/she should not spend time trying to understand what 

you are discussing. 

- Present some of the results in a matrix (it is helpful for the reader as the project is complex and has 

many sub-components), it reduces the volume of text. 

- Explain the results, why is it low in terms of women FREGs? 

- Explain the results per Region, why are some doing better than others if it is relevant? 

- As it was an annual report, we do not know how the project is performing against end of project 

targets (especially the FREGs indicators are part of the results framework), it should be there in a 

matrix and results could be shown per regions as well. 

- Target messages to your audience: What are they interested to know? What is the purpose? What 

does the World Bank and partners want to know? 

- Include any analysis or recommendations. 
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Examples of tables:  

FREGs Established 

 Annual Performance Performance Up to Date 

Planned Actual Percentage Planned Actual Percentage 

Total FREGs       

Total mixed 

FREGS 

      

Total 

women 

FREGs 

      

Total male 

FREGs 

      

Total 

beneficiaries 

      

Total female 

beneficiaries 

      

To discuss and analyze: 

- Calculate the percentage of women in mixed FREGs overall. 
- Discuss the trends in type of FREGs (mixed, male and female, type of FREGs per sector, etc.) 
- Why are some targets underachieved or overachieved? 
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FREGs Completed 

 Annual Performance Performance Up to Date 

Planned Actual Percentage Planned Actual Percentage 

Total FREGs       

Total mixed 

FREGS 

      

Total 

women 

FREGs 

      

Total male 

FREGs 

      

Total male 

beneficiaries 

      

Total female 

beneficiaries 

      

To discuss and analyze: 

- Calculate the percentage of women in mixed FREGs overall. 
- Discuss the trends in type of FREGs (mixed, male and female, type of FREGs per sector, etc.) 
- Why are some targets underachieved or overachieved? 

 

  



 

 

 142 
 

FREGs Completed 

 EIAR OARI ARARI SARI GARI Total 

Total FREGs       

Total mixed 

FREGS 

      

Total 

women 

FREGs 

      

Total male 

FREGs 

      

Total male 

beneficiaries 

      

Total female 

beneficiaries 

      

Percentage 

female 

beneficiaries 

      

 

To discuss and analyze: 

- Calculate the percentage of women in mixed FREGs overall. 
- Discuss the trends in type of FREGs (mixed, male and female, type of FREGs per sector, etc.) 
- Why are some targets underachieved or overachieved? 
- Discuss regions performance and explain. 
- Maybe presents some results with bar charts, etc. 

s 

Recommendation: 

- Content of the report has to be useful for the World Bank and partners for decision-making, 

tracking progress and identifying issues and lessons. 

- Understand what you are writing about even if it is from an IA’s report. 

- If the IA’s report is not clear or you do not understand its content, you go ask the IA for clarification 

or improvement of their report.  
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Group Exercise: Reporting on Market Infrastructures (Regional level) 

Recommendations on how to improve the paragraph on market infrastructures: 

- Have someone proof read and edit your text. All text should be complete. 

- Present some of the results in a matrix (it is helpful for the reader as the project is complex and has 

many sub-components), it reduces the volume of text. It also could provide some additional 

information on the status of completion. 

- Include any analysis or recommendations. 

Examples of tables:  

Status of Market Construction (project life) 

 Achievements 

Status  

Construction completed  

Construction status (progress in %) 

96-99  

76-95%  

51-75%  

26%-50  

<= 25%  

Type of Supervision 

In-house supervision  

Consultant supervision Modality  
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Market management committee 

 Annual Performance Performance Up to Date 

Planned Actual Percentage Planned Actual Percentage 

Market 

management 

committee 

established 

and trained 

      

Total 

members 

      

Total women 

members 

trained 

      

 

 

Group Exercise 4: Using Graph for Performance of Vaccine Coverage (2003-2007) 

 

 

Review the graphs: 

- Do you think these graphs describe well the results? 

- How would you improve them? 
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5. Good report for AGP2: way forward 
 

Having a good report requires good guidelines and format that is well defined with standardized 

process that people know about and welcome. As such, a draft format for AGP2 will be proposed to 

the groups for discussion. 
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14.  Supportive M&E supervision 
 

The purpose of this short-training course on supportive supervision is to learn “how to design and 

conduct a supportive supervision” in the context of AGP2. This training is aimed at: 

 Defining what is the difference between a supervision and supportive supervision. 

 Defining the steps and critical elements to design and conduct a supportive supervision for 
M&E for woreda coordinators.  

 Practicing the identification of woreda needing M&E supportive supervision.  
 

1. What is an M&E supportive supervision versus a regular supervision? 
 
It is important to make the difference between a supervision and a supportive supervision. A 
supportive supervision is helping to make things work, rather than checking to see what is wrong. 
Supportive supervision is a process of helping staff to improve their own work performance 
continuously. 
 
 Supervision is defined as directing and overseeing the performance of others while transmitting 
skills, knowledge, and attitudes. It offers the opportunities to receive an account or record of work 
done; reflect on it; provide feedback and, where appropriate, provide guidance to improve 
implementation. Supervision is also part of the process of building capacity and transferring 
knowledge. 
 
Supportive supervision: 

 Focus on learning and support, and not on policing (in the context of M&E, for example it is 
not data auditing on its own); 

 The person being supervised is part of the learning process (for example a woreda 
coordinator); 

  The person doing the supervision is part of the learning process (in the context of M&E for 
example the region M&E Officers); 

 
Comparing supervision and supportive supervision 

Supervision Supportive Supervision 

 Focus more on finding faults with 
individuals 

 Supervisor is more like a policeman 

 Periodic problem-solving 
 

 Little or no follow up 

 Punitive actions are intended 

 Focus on improving performance and 
building relationships 

 More like a teacher, coach and mentor 

 Use local data to monitor performance and 
solve problems 

 Follow up regularly 

 Only support provided 

 

Supportive supervision enables participants in the process to reflect, receive feedback, and deliver 

guidance that will improve implementation. In the context of AGP2, M&E supportive supervision 

would be particularly relevant to be conducted at the woreda level by AGP2 M&E staff from the 

regions. 
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Step 2: Example of Checklist: How to organize an M&E supportive supervision for woreda 

coordinators? 

Selecting woredas for supportive supervisions and developing a supportive supervision plan and 

budget 

___ Defining criteria for selection of woreda for a supportive supervision 

For example: based on woreda report quality ratings and data auditing results, 
timeliness of data and reports, availability of project results, woreda has not been visited 
in the past 18 months, new woreda to AGP2, etc.) 

___ Drafting a list of selected woreda to benefit from a supportive supervision. 

___ Drafting a schedule for the supportive supervision including main topics to be covered. 

___ Allocating appropriate funding for field visit (projected budget including: per diem for field visits, 

accommodation, staff time, car, drivers, etc.) 

 

Note: Team leading the supportive supervision should be well versed in M&E (know well M&E tailor 

made guidelines, formats, M&E manual, MIS, indicators definitions, etc.) and be able to respond to 

M&E questions and needs of woreda coordinators/implementers when supportive supervision is 

undertaken. 

 

Exercise 1: Supportive Supervision Planning 

You need to plan an M&E supportive supervision at the woreda level for the second quarter. Among 

the 14 woredas of region X (see tables in Annex), look at the data provided about woreda quality 

reports rating for the previous quarter and decide on the 3-4 woredas, which are a priority for a 

supportive supervision and what main topics should be covered during the supportive supervision. 

Additional information includes that woreda 7 has a new woreda coordinator. Complete the 

supportive Supervision plan below. 

 

Supportive Supervision Plan 

Woreda When Main topics to cover based on review of documents 
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Collecting all the relevant information about the woredas to be supervised 

___ Collecting and reviewing all relevant information for supportive supervision for the specified 

reporting period such as woreda last report, data from MIS, results from last data auditing, last 

qualitative assessment of M&E report, letters to head of woreda bureau of agriculture informing 

them on AGP2 M&E rating, etc. It will be critical to bring these documents while undertaking the 

supervision in the field.  

 

Note: It will be important to bring other documents for the field visits that can help with discussion 

with the woreda coordinator to improve its performance. It can include the report of the previous 

supportive supervision if one took place, the tailored made guidelines and formats that woreda are 

supposed to use to conduct regular M&E activities, all important correspondence regarding M&E 

with woreda coordinator, copies of letters informing about the upcoming supportive supervision, 

example of best practice reports from other woreda, relevant training materials and presentation, 

etc. 

Setting up the visit to the woredas 

___ Confirming the date of the appointment in writing at least 14 days before the visits take place. 

___ Communicating to selected woreda coordinators on the process of the M&E supportive 

supervision (including the schedule, process for selection of the woreda) and its expected outcomes. 

___ Advising woreda coordinator on how he/she should prepare for the visit. 

___ Providing arrival date and time of supportive supervision and duration (approximately 3 

hours) to woreda coordinators and other staff to be included in the meeting (such as finance, etc.).  

 

During the woreda visit 

Arrival at woreda and establishment of a warm coaching climate: 

___ Introducing yourself to woreda coordinator and other partners supporting M&E at woreda level.  

___ Establishing a warm relationship with woreda coordinator. 

___ Making the woreda coordinator feel comfortable and at ease. 

___ Explaining goal of coaching during the supportive supervision (to share and enhance skills, to 

improve reporting, reports, overall M&E, to improve usage of data, etc.). 

___ Asking woreda coordinator if there are areas that he/she especially wants to work on, or has 

had difficulty with. 

___ Explaining the mentoring process and how you like to mentor. 
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Undertaking the visit: 

___ Using the previous routine monitoring supervision report (if one took place), check with the 

woreda coordinator whether or not the agreed actions have been implemented.  

___ Reviewing records (for example MIS content, excel sheet) and reports (quarterly and annual 

reports, etc).  

___ Reviewing if the M&E system is being implemented and managed as agreed, discuss with 

woreda coordinator (usage of reporting format, implementation and understanding of guidelines 

(definition of indicators, frequency of reporting, etc.), usage of MIS, dissemination of results, 

perception about M&E, etc. It is possible to ask the woreda coordinator to describe how he applies 

the M&E processes to assess its understanding. 

___ Reviewing whether records have been archived appropriately (on computer, in files, drawer) 

in a safe place, filed in an orderly manner and are easily accessible. Who has an example of this 

done well? 

___ Asking how the monitoring data are being used based on examples. It includes showing them 

best-practices of usage of data from other woreda that led to better planning and implementation. 

___ Listening to the woreda coordinator so he/she can share his concerns (are they able to get their 

reporting done? If not why not? Do they have any ideas on how reporting could be improved?) 

___ Identifying a few issues to discuss with the woreda coordinator. 

___ Completing M&E supportive supervision forms. 

 

Providing feed-back and agreeing on follow-up procedures 

___ Providing feedback on M&E supportive supervision results and issues identified and discuss with 

woreda coordinator. 

___ Explaining and agreeing on potential actions to address identified issues. 

___ Providing a description of how agreed actions will be executed and set a timeframe (both 

woreda coordinator and the M&E Officer leading the supportive supervision sign the results, issues, 

actions, responsibilities and timeframe identified). 

___ Providing and discussing other woreda best-practices of quarterly and annual reports, etc to 

improve potential issues identified. 

___ Thank the woreda coordinator and every individual met for their time.  

___ Invite woreda coordinator to the next knowledge sharing M&E workshop or feedback session 

and inform them when and where it will take place. 
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Note: Providing feedback at the end of the M&E supportive supervision is important. It makes the 

supervision efforts supportive and avoiding a perception that supervision is a punitive or negative 

experience. 

  

After the woreda visit 

___ Finalize supportive supervision forms/report (including findings, issues, agreed actions, etc). 

___ Send a report sheet to woreda coordinators. 

 

Note: Guidelines for supportive supervision for M&E need to be developed. It ensures that 

supervision is done routinely and sets the purposes of the field visit to be fulfilled. It includes: 

- Ethical considerations and principles of engagement for M&E supportive supervision (respect, 

integrity, focus on support, strengthening capacity, etc.). 

- Description of who is playing which role during the supportive supervision and who is involved in 

the supportive supervision. 

- Focus of the M&E supportive supervision (for example, respecting report format, usage of MIS, 

storage and organization of data, data collection, etc.). 

- Description of the process for each type of M&E supervision (it includes detailed description of the 

process steps that supervisors and supervisees need to follow before, during, and after an M&E 

supervision visit. 

- Standard form on which to record the M&E supervision visit proceedings, findings, and agreed 

action points. Such a standard form should be designed for each level of supervision, and should be 

specific to the purpose of that particular type of M&E supervision. 

- A description of how the remedial actions, agreed to during the supervision process, will be 

executed. 
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Example of report sheet to use once the supportive supervision is finalized so they know the way 

forward. (the M&E team can update and make changes as they see fit (content, add columns, etc.)  

 

Topics Issues Identified Solved Actions 

Recommended 

Date for 

Implementing 

Actions 

Utilization and 

understanding M&E 

tailor made guidelines 

 __ Yes 

__ No 

  

Development of annual 

plan 

 __ Yes 

__ No 

  

Usage of MIS  __ Yes 

__ No 

  

Monitoring and use of 

data 

 __ Yes 

__ No 

  

Drafting reports  __ Yes 

__ No 

  

M&E system problems  __ Yes 

__ No 

  

Actions taken to 

improve M&E at 

woreda level 

 

 __ Yes 

__ No 

  

M&E and computer 

skills capacity 

 

 __ Yes 

__ No 

  

Collaboration with 

other sectors for M&E 

 

 __ Yes 

__ No 
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Exercise: Quality Reports Rating Region X 

Woreda 

Report 

Timeliness 

/40%/ 

Report quality 

/60%/ Total rating 

TOTAL PERFORMANCE RATING  

Excellent  V.good Good Satisfactory Un satisfactory 

1 40 35 75   X       

2 32 29 61     X     

3 32 23 55     X     

4 32 27 59     X     

5 16 10 26         X 

6 24 18 42         X 

7 24 29 53       X   

8 40 30 70   X       

9 32 22 54       X   

10 24 22 46       X   

11 24 18 42         X 

12 32 25 57     X     

13 24 6 30         X 

14 32 26 58     X     
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N.o Total Rating 

TOTAL PERFOMANCE 

RATING 

1 85 - 100 Excellent  

2 70 - 84 V.good 

3 55 - 69 good 

4 45 - 54 satisfactory 

5 < 44 un satisfactory 
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2.  Report Quality rating   

               

REPORT QUALITY AS PER THE FOLLOWING POINTS Points 

WOREDA 

S.

N 1 2 3 4 5 6 7 8 9 10 11 12 13 14 

1 Agreed reporting  formats are  used ( 16 point)                                                                                                                                                                                                                                                    16                             

  The narrative part of the report is structured based on reporting guideline                                

   Narrative part of all planned activities are described component by component ( 8 point)                                

   Narrative part of most planned activities are described component by component ( 6 point)    6 6   6   6 6 6 6 6 6 6   6 

  The report has narrative part but not described by components ( 4 point)       4                       

  The narrative part little stated and not described by components ( 2 point)           2               2   

  No narrative part ( 0 point)                               

  Attachment part (Excel sheet)                               

  Agreed format is  used and the data`s are filled with no error (8 point)                                                                                                                                                                                                                                              

  Agreed format is  used and the data`s are filled with little error (6 point)                                                                                                                                                                                                                  6             6             

  Other format is used and the data`s are filled with little error (4 point)     4         4   4     4     

  Other format used and the data`s are filled with a lot of error (2 point)       2 2 2 2       2         

  No attachment used (0 point)                       0   0 0 

2 Physical and financial targets and corresponding achievements.  ( 8 point) 8                             

  
All physical and financial targets & achievements are included (filled) component by component (8)                               

  
most of physical and financial targets & achievements are included (filled) component by 

component (6)   6 6 6 6     6       6     6 

  Only physical targets & achievements are included (filled) component by component (4)             4   4 4 4   4     

  little data’s are included (filled) component by component (2)           2               2   

  No data`s are included (0)                               

3 Data disaggregation ( 8 point) 8                             

  All data’s are disaggregated by gender and youth. (8)                               

  most of the data’s are disaggregated by gender and youth. (6)                               

  most of the data’s are disaggregated only by gender. (4)   4 4 4 4 4 4 4 4 4 4 4 4   4 
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  little data’s are disaggregated by gender and youth. (2)                           2   

  No data`s are disaggregated (0)                               

4 
Quantitative data’s are adequately Supported /validated with qualitative information’s -of  field 

observations and partners opinions/perceptions .  (8 points) 8                             

  All Quantitative data’s are adequately Supported /validated with qualitative information’s (8)                               

  Most of Quantitative data`s are adequately Supported /validated with qualitative information`s (6)                               

  
Some Quantitative data`s are adequately Supported /validated with qualitative information`s (4)   4 4 4 4     4 4 4         4 

  
Some Quantitative data`s are little Supported /validated with qualitative information`s (2)             2       2 2 2     

  No Quantitative data`s are adequately Supported /validated with qualitative information`s (0)           0               0   

5 Reasons for better or low performances are stated and analyzed in relation to the implication 

they had in achieving  program objectives /outcome and impact. (6) 6                             

  clearly stated  and  analyzed (6)                               

  Clearly stated  but not  analyzed (4)                               

  little stated  and  analyzed (2)   2 2   2     2 2       2   2 

  little stated  and  not analyzed (1)                               

  Not stated (0)       0   0 0     0 0 0   0   

6 Report Narration are elaborated, with  pictures, case studies, lesson learnt, best practice ; (8) 8                             

  well elaborated, with  pictures, case studies, lesson learnt, best practice (8)                               

  elaborated, with  pictures, lesson learnt, best practice (6)                               

  elaborated, with  pictures, lesson learnt, (4)                               

  elaborated, with  pictures (3)   3                           

  Not elaborated (0)     0 0 0 0 0 0 0 0 0 0 0 0 0 

7 
Key  Implementation Challenges and opportunities are stated with proposed actions /measures 

(including  the responsible body at all levels) is stated . (6) 6                             

  Challenges and opportunities are clearly stated with proposed actions (6)                               

  Challenges and opportunities are adequately stated with proposed actions (4)   4             4   4       4 

  Challenges and opportunities are little stated with proposed actions (3)     3 3 3     3         3     

  Only Challenges and opportunities are stated (2)                               

  Not stated (0)           0 0     0   0   0   

      35 29 23 27 10 

1

8 29 30 22 22 18 25 6 26 


