M&E TOOLKIT GUIDE

A guide to planning, delivering and monitoring VSO BE Programme activities
Introduction

Every year, the Programme Office conducts a Programme Annual Review (PAR), using information generated from volunteer reports and discussions with partners. However, VSO London has indicated to Country Offices that the reporting on ‘impact to beneficiaries’ needs to be improved. 

In the course of reviewing our programme evaluation tools, we have realized that a lot of our efforts go into the delivery of activities, but we lack a strong reporting system. We hope that this M&E Pack will not only help us to satisfy the new guidelines from London, but – more importantly – will ensure that activities delivered by volunteers and partners are reaching the right beneficiaries in the right ways.

	1) BASELINE SURVEY / NEEDS ANALYSIS (Key questions and findings)

    For a project to have a clear rationale and links to the programme objectives, it is good practice to carry out a baseline survey at the start. Subsequent ad-hoc needs analyses can help to fine-tune the planning for specific activities. There are several ways to collect information. It depends on which programme objective(s) you are working on:
· Improving the quality of teaching and learning

· Improving school management systems

· Raising community participation

· Inclusion

Ways to collect information:

· Classroom observations

· Questionnaires

· Meetings and informal chats with the head, teachers, students and parents

Supporting documents:

· Survey Questions

· Lesson Observation Sheet
· Introduction to Inclusion
· Whole School Inclusion Survey – To use with school heads
· Class Inclusion Survey – To use with teachers 
· Needs Analysis Results Form




	2) PLANNING AND DELIVERING

    There needs to be a clear rationale for an activity, that fits the BE Programme, based on up-to-date information. Depending on what was learned during the baseline survey and/or needs analyses, as well as the skills and experience of the volunteers in the placement, a series of activities can be planned. This is usually done at the start of each semester. 

Supporting documents:

· Volunteer-Partner Cooperation Principals

· Activity Initial Proposal

· Budget Form and Financial Report Form





	3) MONITORING AND EVALUATION

    The importance of the M&E aspects should not be undervalued. Effective M&E helps us to: measure the impact of our activities on the beneficiaries; to be strategic in planning for future, more effective activities. M&E can take place immediately, and then in the medium-term. 
In order to keep detailed records of the beneficiaries of our activities, it would be useful to establish a database (see Excel file). The advantage of using Excel, is that you can use the sorting tools, to group information according to what you need to find out (e.g. by school name; by subject taught; by vulnerable students; by date, etc). Information in the database could include:

· Different sheets for different target groups (Bureau officials, Heads, Teachers, Parents, Students, for example) 

· List of participants names and schools

· Vulnerable students (based on more detailed information provided by teachers and head teachers who attend training courses, or by the ‘Inclusion Survey’)
· List of activities attended by each participant, to make it easier to cross-check who has had what contact with VSO


	Immediate 


	· Participant feedback 
· Volunteer-Partner Activity Report



	Medium-term

Long-term


	For example, follow-up school visits, for:

· Classroom observations

· Questionnaires

· Meetings / Informal chats
· Termly Partner Collation Table
Here, it is likely you will use the same tools that you used during the baseline survey or needs analysis, in order to be able to make comparisons.

	Supporting documents:

· Example evaluation form 
· Volunteer-Partner Activity Report template
· Beneficiary database 
· Termly Partner Collation Table
· Assorted baseline and needs analysis documents


HOW TO ORGANIZE AND PRESENT THESE DOCUMENTS?

For the benefit of all project members, as well as the Programme Office and volunteers in other placements, it is important to keep good records. From beginning to end, an activity may generate several documents, which should be incorporated as attachments to activity reports, including: 

· Needs Analysis Results Form
· The initial proposal

· Activity timetable

· Training materials

· Financial report (if applicable)

· Updated Activity beneficiary database spreadsheet
· Medium-term evaluation results (when available). Note that this is an essential aspect of the project management cycle that is often sidelined. In fact, it could be that a medium-term evaluation of this past activity is simultaneously the needs analysis of a future activity…
Basic Education Team, April 2009

























