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How to use the
course Guide

2/40

This Course Guide provides the content covered by
the DRC Monitoring and Evaluation Training Course.
The Course Guide is designed for use in both ‘Face
to face’ and Webinar based training courses and can
be adapted by programmes to meet their needs in
consultation with the DRC M&E Advisors.

We have created the Course Guide for three reasons:

You do not need to have it open whilst you are
participating in the training sessions; in fact you may
find this confusing. However, if you have not been
given a copy please do print it out in advance in case
you need to refer to it.

2. After the Course, if you want to return to any
of the modules when you have more time or if
you would like to involve others (e.g. partners or
programme team) then you will be able to do so
easily.

1. The Course Guide minimizes your need to
take notes during the course so that you can
concentrate on the course delivery and your
opportunities to participate.

3. For participants on the Blended Learning M&E
Course. If you have a problem with the technology
and cannot access the webinar or the Learn
INTRAC, you can use the Course Guide in order
to keep up with the other participants and re-join
when you solve the technological problems.

Copyright INTRAC and DRC. Unless explicitly stated otherwise, all
rights to this course guide are owned by INTRAC and DRC. This
course guide may not be copied, reproduced, republished, posted,
broadcast or transmitted in any way without first obtaining IN-
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TRAC’s and DRC’s written permission.

Course Aim and
Objectives
This course aims to develop existing skills in
Monitoring and Evaluation (M&E) by offering
capacity building for M&E Focal Points and M&E
staff in DRC. The course intends to outline M&E
and Learning (MEL) within the broader context of
DRC’s Planning and Reporting Framework as well
as other DRC global approaches. The course also
seeks to encourage the formation of personal and
formal networks of DRC MEL staff members inter
and intra regions.

COURSE OBJECTIVES

PREPARING FOR THIS COURSE

By the end of the Training Course participants will be
able to:
1. Understand how Monitoring, Evaluation and
Learning is integrated with DRC’s Planning and
Reporting Framework (PRF)

The material includes opportunities to work on your
own material, case studies and tips and tricks from
experts. It also gives you an opportunity to reflect on
specific issues relating to monitoring, evaluation and
learning through group work.

2. Understand the DRC Monitoring, Evaluation and
Learning, Minimum Operational Procedures (the
MELMOPs) and where to access support.

We recommend that you bring with you a project
proposal for a project within which you are currently
conducting MEL related tasks. This might be
developing a logframe, Monitoring and Evaluation
Plan, capturing lessons learned or developing an
evaluation ToR. This will you help you to apply your
learning in practice.

3. Review Logical Frameworks and cross check their
intervention logic; specifically links between
the indicators and objectives and how to keep
logframes realistic.
4. Complete a Monitoring and Evaluation Plan (MEP)
using the DRC template and choose appropriate
methods to collect the data
5. Be aware of DRC’s Evaluation Policy and the
utilization focused approach to evaluation.
6. Develop relevant Terms of Reference for
evaluation using the DRC template and know how
to quality assure the evaluation process according
to the DRC evaluation policy
7. Identify, describe and utilise lessons learned in a
relevant manner

All the tools referred to in this document can be found
on melmop.drc.dk and it is recommended that you
consult this site for inspiration while participating in
the M&E Training Course.
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COURSE OVERVIEW
Session 1: Linking Monitoring, Evaluation and
Learning to DRC’s Planning and Reporting
Framework
The first session introduces and debates the
purpose of M&E. It explains how M&E is situated
in regards to DRC’s Planning and Reporting
Framework.
Session 2: Understanding of effective M&E
Session two will introduce you to M&E and the
Project Management Cycle (PMC) in DRC. M&E should
always been seen as integrated in Project Cycle. The
DRC Monitoring, Evaluation and Learning Minimum
Operating Procedures (MELMOPs) are developed to
ensure the grounding of country operation level M&E
in the Project Cycle and the Planning and Reporting
Framework – this will be shown throughout the M&E
Training Course, but session two will introduce the
MELMOPs.
Session 3: Developing appropriate objectives and
indicators (Part One)
In this session the focus is on how to develop good
objectives. These are critical for developing feasible
and credible Monitoring and Evaluation Plans
(MEP’s) and for developing robust and credible
supporting Project Logframes. The session concludes
by introducing a simple way to cross check the
intervention logic of a project.
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Session 4: Developing appropriate objectives and
indicators (Part Two)
Session four's focus is on developing indicators and
checking if they provide relevant information to
track progress against the project objectives. The
session also looks at how to develop a Monitoring and
Evaluation Plan (MEP) using the DRC template.

Evaluations
Recognising the importance of evaluation to DRC to
project and programme management the purpose of
this session is to enable participants to understand
and apply the basic principles of evaluation and the
DRC approach to evaluations as outlined in the DRC
Evaluation Policy.

Session 5: Selecting and using data
collection tools
The choice of appropriate data collection tools in
humanitarian situations is often constrained by the
context. In this session different data collection
tools are introduced to show their strengths and
weaknesses and to enable participants to understand
how to choose different M&E data collection tools.

Focus is put on the importance of developing clear
Terms of Reference for an evaluation. Also on the
importance of knowing how to quality assure the
evaluation process according to the DRC Evaluation
Policy.

The session concludes with the introduction to the
principle of triangulation and shows how it can be
used to plan data collection processes and start the
analysis for the collected data.

Session 6: An Introduction to data analysis
This session moves on from the data collection process
to the step needed to analyse and check the raw data so
that it can be used as information by different project
staff. The process of reviewing, checking and analyzing
the data helps to turn it from data into information
that can be usefully used to make adjustments and
assessments to a project and to draw out learning, both
for the project as well as other similar projects.
Session 7: An Introduction to Utilisation Focused

Session 8: Identifying and capturing lessons
learned
Recognizing both the importance of learning to DRC
and the challenge of engaging in meaningful learning
this final session focuses on the importance of being
able to understand the difference between a lesson
identified and a lesson learned.
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ACRONYMS

Figures

tables

CSC
Compliance Self Check
LFA
Logical Framework Approach
M&E
Monitoring and Evaluation
MEL	
Monitoring, Evaluation and Learning
MELMOP	Monitoring, Evaluation and Learning
Minimum Operational Procedures
MEP	Monitoring and Evaluation Plan
PMC	Project Management Cycle
PRF	
Planning and Reporting Framework
SPD	
Strategic Planning Document

Figure 1 Programmes and Projects in DRC
Figure 2 	Data, information and knowledge flows in
DRC
Figure 4 	Humanitarian Project Cycle
Figure 5 	Project Cycle/Spiral
Figure 6 	DRC Monitoring, Evaluation and Learning,
Minimum Operational Procedures
Figure 7 	MELMOPs in the Project Cycle
Figure 8 	Project Cycle and Programme Learning
Feedback Loops
Figure 9 	Steps in data analysis
Figure 10 	Source triangulation

Table 1 	Standard Logical Framework Matrix.
Table 2 	Key differences between quantitative and
qualitative indicators
Table 3 	Qualitative and quantitative data collection
Table 4 	Linking indicators and data collection
methods
Table 5 	How to structure your data analysis
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Session 1
Linking Monitoring,
Evaluation and Learning
to DRC’s Planning and
reporting framework
COURSE OBJECTIVES COVERED:
•

Understand how Monitoring, Evaluation and
Learning in DRC links with the DRC Planning
and Reporting Framework.

SESSION OBJECTIVES:
•

To have met everyone on the course, understand
the structure of the course (using the project
cycle) and how to use the course guide

•

To be informed about what the purpose of
M&E is and how DRC defines M&E

•

To be informed about how M&E in DRC links to
the DRC Planning and Reporting Framework.

1. INTRODUCTION
The first session introduces the purpose of M&E and
introduces some of the challenges and key questions
which need to be explored whilst performing MEL
duties. The session then grounds the course in DRC’s
Planning and Reporting Framework.

exercise which assesses results, facilitates
organisational and programmatic learning and
generates and documents information on DRC’s
performance. Evaluations are also a means of
documenting learning and informing strategic
decisions and direction.

Go to Exercise A in the Workbook.

The definition of Monitoring and Evaluation differs
between organisations. Many definitions and
acronyms exist which have allowed various institutions
and non-governmental organisations (NGOs) to adapt
M&E to the needs and structure of their organisations.

With M&E we want to answer three simple questions
about our interventions;
• Are we doing what we said we would do?
• Are we making any difference?
• Are these the right things to do?
These questions relate to the different purposes that
M&E can have. We will look at this next.

Go to Question 1.1 and 1.2 in the Workbook

3. WHAT IS THE PURPOSE OF M&E?

2. WHAT IS M&E?

In DRC Monitoring & Evaluation are defined as:
Monitoring
Systematic, regular collection of data on specified
indicators during the lifetime of an intervention. It
provides project managers and the main stakeholders
with information about progress against planned
activities and budgets and towards achieving
objectives. Monitoring can also be used, if designed
appropriately, above and beyond reporting to reflect
the quality of an intervention, project or programme.
Evaluation
Evaluation is a structured and objectively initiated

Different organisations use different acronyms when
they label their M&E processes in their organisation,
some use MEAL, others PME and in DRC we use MEL.
With using MEL to frame our M&E related processes
we want to put emphasis on the L – Learning as a
central reason of why we do M&E.
However there are other purposes for doing M&E.
Accountability towards beneficiaries and donors is
another purpose of M&E.
M&E can be used to be accountable towards:
• The communities we are working with, funders
and donors. Are we doing what we said we would
do, when we said we would do it? These are the

7/40

DRC INTRAC MELMOP TRAINING COURSE GUIDE, JUNE 2016

•

questions we answer when we for instance report
to donors and beneficiaries.
To senior managers and trustees. Specifically, how
have we spent the budgets, delivered outputs
and complied with our minimum operational
procedures and the Core Humanitarian Standards.

M&E can be used for organisational learning when we:
• evaluate and review our operations. Are we
making a difference? We look for the changes
we might have contributed to when we do
evaluations.
• monitor and evaluate to make changes to improve
our projects and programmes, and our strategies.
Key questions assess whether we are doing the
right things and whether we are doing things in
the right way.
Go to question 1.3 in the Workbook.

4. HOW IS M&E USED TODAY IN DRC?
In DRC M&E processes give priority to both
accountability and learning processes.
In DRC’s Programme Handbook an M&E and Learning
(MEL) Framework for the organisation is described.
It focuses on non-financial monitoring of project and
programme progress, results and overall quality,
including the use of periodic evaluations.

The DRC’s MEL Framework defines the purpose of
M&E in DRC as to:
•

•

•

Ensure timely and relevant data collection at
all stages of the project management cycle and
that this is linked to the Planning and Reporting
Framework
Ensure that organisational and donor
requirements in regards to monitoring and
evaluation are fulfilled: this includes complying
with the MELMOPs
Ensure that, whenever possible, the monitoring
and evaluation processes contribute to cross
organisational learning

Since M&E processes in DRC involve all levels of
the organisation it is important to understand the
difference between projects and programmes. Before
we discuss the link between M&E and the Planning
and Reporting Framework in DRC we will look at the
difference between a project and a programme.

Two useful definitions:
•

•

A project is a set of related activities planned
to take place during a defined period of time
to improve the situation of a specific group of
people. Projects tend to happen at field office
level.
A programme will have a range of strategies
working towards defined outcomes. A programme
can include a collection of inter-related projects
and activities. It may be a mixture of development,
relief, advocacy, networking and capacity building.
There are also different types of programmes
e.g. geographic or thematic. Programmes tend to
happen across field offices and sometimes across
country or even regional offices.
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REGIONAL PROGRAMMES
AND GLOBAL PLATFORMS

COUNTRY PROGRAMMES
FOR INSTANCE AS DESCRIBED IN THE COUNTRY LEVEL
STRATEGC PROGRAMME DOCUMENTS

PROJECTS
DONOR CONTRACTS, LIMITED IN TIME
Figure 2: Programmes and Projects in DRC

5.	M&E AND PROGRAMME PLANNING AND
REPORTING IN DRC
DRC’s main processes for programme management
and quality assurance are framed under the Planning
& Reporting Framework. Rolled out across DRC
operations, it consists of four elements: Strategic
Programme Documents (SPD), Annual Reviews,
Results Contracts and Quarterly Reports.
The Result Contracts sets the annual performance
indicators, based on the objectives in the SPD, which
define programmatic and operational objectives and
support between HQ, Regional and Field Operations, and
which are reported against in the Quarterly Reports.
A challenge for any country operation or organisation
is ensuring that project and programme levels are
linked and informed through relevant data and
information flows. Strong M&E enables this to happen
effectively and therefore DRC's Monitoring, Evaluation
and Learning Framework is integrated with the
Planning and Reporting Framework (PRF).
Basic project monitoring, and the use of periodic
evaluations, are ensured through DRC’s Monitoring,
Evaluation and Learning Minimum Operational
Procedures (MELMOP) and Evaluation Policy which we
will look at in session 2 and 7 respectively.
The Evaluation Policy guides DRC Country and
Regional Directors on when to conduct evaluations
and institutionalises the use of evaluations for learning
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and improvement. One approach DRC has introduced
is the use of Real Time Reviews for larger emergency
operations, e.g. Corporate Emergencies. In an attempt
to further strengthen the use of evaluation, DRC will
develop and introduce an approach to Country Level
Evaluations.
At the Annual Reviews information from monitoring
and evaluation are assessed and findings are used
to inform decision-making on programme strategy
and design. Similarly, progress towards achieving
the objectives in the Result Contracts and the multiyear SPD are reviewed, and strategic objectives and
priorities are discussed and updated accordingly.
Lessons Learned from DRC operations are captured
and documented at the Annual Review, as well as
directly from project and programme evaluations
through Lessons Learned Notes. Sharing of findings
from evaluations, reviews and research that DRC
supports, is done through the publication series the
DRC Evaluation and Learning Brief, which is available
online and in print.
The country and regional level Annual Review process
is the key programme learning process and provides
a formal framework to review past achievements,
take stock of progress in project implementation and
revisit and update the programme strategy including
monitoring a programme’s compliance with DRC’s
operational approaches. Hence, the Annual Review is a
critical element for strategic planning, evaluation and
learning.
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Through linking M&E to the PRF DRC are attempting
to ensure that essential information flows throughout
the organisation, from the project level, through to
programme, region and then to the global level and
HQ.

This process is shown in the figure below.

Before continuing go to Question 1.4 and 1.5 in the
Workbook
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Session 2

1.	BRIEF INTRODUCTION TO PROJECT
MANAGEMENT CYCLE

Understanding of
effective M&E

In the last session (session 1) we discussed what the
purpose of M&E is. And we explored how in DRC
purposeful M&E is linked to the following objectives:
•

COURSE OBJECTIVES COVERED:
•

•

Understand how Monitoring, Evaluation
and Learning in DRC links to the Project
Management Cycle
Understanding the DRC Monitoring,
Evaluation and Learning Minimum
Operational Procedures (the MELMOPs)
and where to access support.

SESSION OBJECTIVES:
•
•
•

Understanding M&E within the
DRC Project Cycle
Introducing the MELMOPs
Understanding what you need to do in your
operation as part of the MELMOPs

•

•

•

Ensure timely and relevant data collection at
all stages of the project management cycle and
that this is linked to the Planning and Reporting
Framework
Ensure that organisational and donor
requirements in regards to monitoring and
evaluation are fulfilled
Ensure that, whenever possible, the monitoring
and evaluation processes contribute to cross
organisational learning
We can add, that the M&E processes should
enable our organisation to answer the four key
M&E questions;
• Are we on track (in regards to reaching our
objectives)?
• Are we doing what we said we would do?
• Are we making any difference?
• Are these the right things to do?

Ensuring effective M&E as understood as timely and
relevant data collection has to do with how well M&E
in our operations are linked with the project objectives
and Project Management Cycle.

A standard humanitarian project cycle is shown in
Figure 4 below
NEEDS
ASSESSMENT

REVIEW AND
EVALUATION

IMPLEMENTATION AND
MONITORING

STRATEGIC
PLANNING

RESOURCE
MOBILISATION

The Project Management Cycle is a key tool for planning your project.

A central value of the Project Cycle is that aspects of
the project are reconsidered throughout the project
cycle to ensure that any changes which have occurred
are included in the project design. As a result, projects
are more likely to be successful. The approach can also
be used for planning and managing at programme level and can help to consider how our work contributes
to the achievement of organisational objectives.
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Figure 5: Project Circle/Spiral

PLAN

ASSESs

2. BRIEF INTRODUCTION TO THE MELMOPS
ASSESs

IMPLEMENT

MONITOR

PLAN
MONITOR

Phase 1
DAYS

IMPLEMENT

Phase 2
WEEKS

In humanitarian interventions where situations can
change rapidly the project cycle can be viewed as being very dynamic and more of a spiral than a cycle:

MONTHS
•

Key points to consider in project planning and using
the project cycle:
•
•

•

The project cycle is a tool that can assist in looking
both backwards and forwards.
Looking back and reflecting on a project or
programme and questioning your assumptions
and theory of change can help to make necessary
changes or adjustments
The project cycle can also help to look forwards
and see if the outcomes are likely to be achieved
within the time period and whether any
adjustments need to be made

•

The challenge with project planning is that once
the project has started the project plan is often
not used or referred to. In effect the project cycle
becomes either a straight line (where there is no
reflection, improvement or learning) or a closed
circle where any lessons learned remain within the
project and are not shared elsewhere.
Humanitarian projects in complex environments
can be more challenging as objectives may need
to be refined. Also the initial ‘needs/problem
assessment’ may adjust with a change in situation
or refined understanding of the problem.

Before continuing go to question 2.0 in the
Workbook.

The Project Management Cycle is a key tool for
planning your project. It is a tool for project and
programme managers, but it is also a good tool to
help us understand when we should plan and conduct
our M&E activities to be effective for the project
management.
Some of these M&E activities are seen by DRC as
being a part of a core process and defined as a
MEL Minimum Operational Procedure (MELMOP).
A MELMOP is therefore an M&E activity that DRC
Country Operations need to comply with. The
compliance is checked bi-annually through the MEL
Compliance Self Check.
The MELMOPs were introduced in December 2014 to
provide guidance and support on the minimum MEL
processes which must be followed in DRC at field
level. The MELMOPs present four areas of concern for
M&E that is;
• DRC operations have a clearly defined
and documented M&E System
• DRC operations have adequate and
dedicated resources for M&E
• DRC projects, which meet the thresholds
outlined in the DRC Evaluation Policy, are
evaluated,
and evaluation findings are used to inform
decisions on programme strategy
• DRC operations share lessons learned and
document the use of evaluation findings
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For each of the MELMOPs there is a number of
accompanying actions that must be followed as shown
in figure 6.

STRENGTHENING MONITORING, EVALUATION AND LEARNING IN DRC

FOUR EASY STEPS
Four Danish Refugee Council Monitoring, Evaluation and Learning (MEL) Minimum Operational Procedures (MOPs)

The MELMOPs ensure commonalities in M&E systems
between different DRC operations, which overcome
negative effects of staff turnover. Furthermore, the
MELMOPs ensure clear standards and regularity of
monitoring and evaluation activities in DRC.

System

Evaluation

Learning

DRC operations have adequate and
dedicated resources for M&E

DRC projects, which meet the thresholds
outlined in the DRC Evaluation Policy, are
evaluated, and evaluation findings are used to
inform decisions on programme strategy and
design

DRC operations share lessons learned
and document the use of evaluation
findings

What do you need to do
in your Operation?

1 Describe the country or regional
M&E System in relation to the DRC
Project Management Cycle using the
DRC M&E System Checklist
2 A MEL Compliance Self Check is
performed annually
3 DRC projects and programmes
have developed a Monitoring and
Evaluation Plan using a DRC MEP
Guideline

1 A dedicate and trained M&E focal
point is centrally placed in the
operation
2 Relevant Terms of Reference for the
position as M&E focal point or similar
is developed
3 The M&E focal point is involved in
development of proposals in regards
to indicators and monitoring and
evaluation plans
4 Budget lines for M&E are ensured in
project proposals

1 Each DRC operation is to plan, budget for
and conduct one evaluation per year. In
addition, projects (single grants) larger
than 2.000.000 USD and with a duration
above 12 months are to conduct an
external evaluation.
2 Register your evaluations
with OPSU
3 Develop Evaluation ToR using the DRC
guideline.
4 Ensure a management response and
action plan is developed to follow up
on recommendations

1 At the Annual Review DRC operations
should revisit monitoring and evaluation
findings and document key lessons
learned.
2 At the Annual Review a Lessons Learned
Note is filled out and send it to MEL@drc.
dk to enable dissemination across DRC
operations
3 When developing new proposals lessons
learned from previous projects and
programmes should be used and the
usage should be documented.
4 For external evaluations get the evaluator to
fill out the DRC Evaluation Lessons Learned
Note and send it to MEL@drc.dk

Who is responsible?

It is the responsibility of the Regional
Director (RD) and the Country Director
(CD) to ensure that the operation is
compliant with DRC standards, hence the
RD is responsible for compliance with the
MELMOPs at for the Regional operation
and the CD is responsible for the country
operation.
The tasks to enable compliance with
the MELMOPs may be delegated to the
operations M&E Focal Point.

It is the responsibility of the CD to ensure
that the operation has a dedicated and
trained M&E Focal Point. Setting ToR for key
country staff is the also the responsibility of
the CD in consultation with the RD.
The quality of proposal writing in the
operations is the responsibility of the RD and
CD, with support of the Head of Support Unit.
Hence, to ensure the invovlement of the M&E
Focal Point in proposal writing and a relevant
budget for M&E activities also falls under
the responsibility of the CD and RD for their
respective operations.

To ensure that DRC projects are
evaluated in line with the thresholds
set out in the Evaluation Policy is the
responsibility of the CD and RDs, with
the exception of Real Time Reviews for
Corporate Emergencies, were the SMG
is responsible for taking the decision to
evaluate.
A detailed describtion of responsibility in
regards to each of the steps in the DRC
Evaluation process is presented in the
Evaluation Policy.

The CD is reponsible for quality of donor
reporting as well as the annual planning
cycle and the Annual Review process with
the support of the Head Support Unit
and the Programme and Operations Coordinator.
The RD have similar responsibility for
the Regional level. Again, the tasks
of ensuring the collection of lessons
learned at the Annual Review and from
evaluations may be delegated to the M&E
Focal Point.

Where can you find
support?

For relevant DRC tools and guidance
visit melmop.drc.dk or write to
mel@drc.dk for direct support

In addition to melmop.drc.dk there are
multible M&E skill development and
training options you can access as a
M&E Focal Point. The DRC M&E Adviser
can give guidance on mel@drc.dk

In addition to the DRC Evaluation Policy
and guidance found on melmop.drc.
dk the ALNAP guide below is highly
recommended.

On melmop.drc.dk you can find
guidelines and ideas on how to share
the findings from your evaluations.
You might also wish to consult the DRC
Programme Handbook in regards to
the Annual Review process and take a
look at the DRC Evaluation and Learning
Briefs on drc.dk for inspiration.

The MELMOPs have a dedicated homepage:
melmop.drc.dk where you can read more about the
procedures and find guidance and tools.
Before you continue please complete Exercise B in
the Workbook.

PEOPLE

DRC operations have a clearly defined
and documented M&E System

version
April 2015

Relevant training options:
DRC Induction. The course in Copenhagen
have a dedicated session on DRC MEL System
DRC MEL Blended Learning Course
Have a look at mymande.org for online
courses.

External Resources:
Evaluating Humanitarian Action
– An ALNAP Guide

Figure 6 DRC Monitoring, Evaluation and Learning, Minimum Operational Procedures (MELMOPs)
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3. MELMOPS IN THE PROJECT CYCLE
The MELMOPs are developed to be relevant at all
organisational levels, from the global to project
level. However many of the tasks that M&E Staff
need to conduct for the DRC Country Operations to
be compliant with the MELMOPs are related to the
project cycle. This is shown below in figure 7.

MONITORING AND EVALUATION IN THE DRC

NEEDS ASSESSMENT
- Context analysis and capacity analysis
- Identification and analysis of needs

PROJECT MANAGEMENT CYCLE

STRATEGIC PLANNING
- Programme and response strategy development
- Indicator development started
- Monitoring and Evaluation Plan drafted

NEEDS
ASSESSMENT

RESOURCE MOBILISATION
- LogFrame and proposal development
- M&E staff and needs identified
- Data and data analysis needs (including baselines
and databases)
- Budgeting for M&E

REVIEW AND
EVALUATION

IMPLEMENTATION AND
MONITORING

STRATEGIC
PLANNING

RESOURCE
MOBILISATION

IMPLEMENTATION AND MONITORING
- Kick off / Grant Opening Meeting
- Revisit LFA indicators and Monitoring and
Evaluation Plan
- Tools for data collection accessed or developed
- Indicator Tracking Tool developed
- Hiring M&E Staff, job descriptions
- M&E Staff training
- Evaluation planning started
- Continuously monitoring of project progress
- Analysis and use of monitoring data for keeping the
project on track
- Project evaluations and reviews, in real time or
midterm

REVIEW AND EVALUATION
- Collection of Lessons Learned feeds into
Annual Review
- End of project review or evaluation conducted
if relevant

This process in the Project Cycle is linked to a
Monitoring, Evaluation and Learning (MEL) Minimum Operational
Procedure (MOP). Press on the icon to go to the MELMOP.
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•

•

Needs Assessment: Needs assessment can be and are done in different
ways in DRC. It can be a secondary review of existing documentation;
through a dedicated assessment run by DRC independently or in
collaboration with others; or both a secondary review and assessment.
The M&E Staff’s role in this process depends on the expertise among
the M&E Staff, the resources available and the scope of the assessment.
M&E Staff are trained (through this course) in indicator and tool
development as well as in basic data analysis and can help in the design
and roll out of any field based assessment. M&E Staff can also support
in the training of enumerators. However, M&E focal points are rarely
sectoral technical specialists, as such all needs assessments must involve
a technical expert in the area being assessed.
Strategic Planning: M&E Focal Points should be facilitating that relevant
progress updates and analysis of M&E information is used and fed
into strategic decision making for instance at the Senior Management
Team Meetings. Through the creation of M&E Plans a MEL Focal Point
should be, as far as possible, highlighting areas which require the
documentation of learning and analysis. At the programme level the key
event here is the Annual Review where the M&E Focal should play a key
role in facilitating discussions and capturing learning from evaluation
and monitoring reports.

•

Resource Mobilisation: M&E Staff need to be involved in the
development of proposals and budgets in order to quality check
Logframes, ensure M&E staffing and activity needs are covered and
addressed and to ensure that M&E Planning, specifically through the
M&E Plan, is initiated in a timely manner prior to kick off. M&E Staff
should also check if according to the DRC Evaluation Policy, the project
being proposed need to have an evaluation built in.

•

Implementation and Monitoring: Within the Grant Opening/Kick Off
Meeting the M&E focal point should present a completed M&E Plan
for the specific project. This M&E plan should be revisited and updated
throughout the lifespan of a project. Where capacity exists an Indicator
Performance Tracker (IPT) or similar could be developed alongside
the M&E plan to help track progress toward the project objectives.
Evaluation planning should start at the beginning of the project, but
it will most likely be in this phase you start looking into the terms of
reference for the evaluation. Data collection tools and baselines also
need to be developed and collected is needed. These are core activities
for M&E Staff.

•

Review and Evaluation: Further guidance for this stage is given in
Evaluation Policy. M&E Staff can play a role in facilitating the evaluation
and or Review if such an activity is planned and budgeted for.
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4.	THE MELMOPS SUPPORTS FEEDBACK
LOOPS IN DRC
As shown above in figure 7 the MELMOPs are
designed to support feedback loops in the Planning
and Reporting Framework.
Through the Country Level M&E System the M&E focal
point and M&E Staff should support the programme
management in creating overview and analysis data
both for day-to-day progress tracking, but also for key
strategic events such as the Annual Review. Before the
Annual Review a portfolio review or similar exercise
should be supported by the M&E staff to draw out any
relevant information to the revision of the Strategic
Programme Document and the Results Contract.
The Strategic Programme Document objectives
informs both the Results Contract and new proposals
being developed, using Logical Frameworks, and this
way information from data collection is fed back into
the project cycle as shown in figure 8 below.
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The MELMOPs have a focus on the central activities in
M&E that can help us ensure that the data collected is
used to inform decision making at the strategic level.
And they also help us, together with the Planning and
Reporting Framework to link the project level with the
programme level in the organisation.
Go to question 2.1. in the Workbook and discuss.
Go to Exercise C and discuss and present before
continuing.
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Session 3

1.	INTRODUCTIONS AND A NOTE ON
DEFINITIONS

Developing appropriate
objectives and indicators
(part one)

When we write objectives (with an S) we refer to both
immediate and overall objectives.

In this session the focus is on how to develop
good objectives. These are critical for developing
Monitoring & Evaluation Plans (MEP’s). The session
concludes by introducing a simple way to cross check
the intervention logic of a project.

2.	BRIEF INTRODUCTION TO THE LOGICAL
FRAMEWORK

COURSE OBJECTIVES COVERED:
.

Review logical frameworks and cross check
their intervention logic, specifically links
between the indicators and objectives.

SESSION OBJECTIVES
•

•
•

Have a clear understanding of what makes
a good objective and how to develop
objectives.
Be able to check the relevance and
achievability of objectives
Have a clear understanding of terminology
surrounding the development of a
Logframe.

Very often we find that organisations use different
terms and it can then be confusing or unclear what
is meant by them. Generally, DRC refers to the OECD
DAC definitions. You can find their Glossary on
https://MELMOP.drc.dk
For ease of reading we will in the rest of the Training
Course Guide use the following understanding, from
OECD DAC, of the different objective levels in the
Logical Frameworks.
•

•

•

Overall Objective / Impact: Intended impact
contributing to physical, financial, institutional,
social, environmental, or other benefits to a
society, community, or group of people via one or
more interventions.
Immediate Objective / Outcome: The likely or
achieved short-term and medium-term effects of
an intervention’s outputs.
Outputs: The products, capital goods and services
which result from a intervention; may also include
changes resulting from the intervention which are
relevant to the achievement of outcomes.

Humanitarian organisations almost always use a
Logical Framework Approach when designing our
interventions.
A Logical Framework Approach (LFA) is a project
design methodology that provides a systematic
structure for planning and managing projects. The
approach enables the main elements of a project to
be concisely summarised and brings structure and
logic to the relationship between project purpose
and intended inputs, planned activities, and expected
results.
A ‘Logframe’ is meant to be an easy overview of the
intervention-logic of the intervention that we as
an organisation is proposing the donor to found. If
the logic is clear then it should be easy to read from
the Logframe how we as implementers expect our
activities to lead to contribute to the overall objective.
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Intervention
Logic

Indicators

Means of
Verification

Assumptions

Overall
Objective /
Impact
Immediate
Objective /
Outcomes
Outputs
Activities

3. REVIEWING OBJECTIVES
Objectives are often poorly defined. They usually
state what is to be done but do not make explicit
the intended outcome. Because the intended
consequences are not explicit it then becomes very
difficult to know if the objectives have been achieved.
Objective statements need to contain an explicit
purpose.

Input
Table 2 Standard Logical Framework Matrix.

A helpful tool to cross-check the logic of a logframe
and therefore of the level and fit of objectives in it is
to work through the following set of questions:

1. If we undertake the activities and the assumptions
hold true, then we will produce the outputs.
2. If we deliver the outputs and the assumptions
hold true, then we will achieve the outcomes /
immediate objectives.
3. If we achieve the outcome and the assumptions
hold true, then we will contribute to the overall
objective.
Go to exercise D before continuing.

A useful tool to assist in developing the clear
objectives is to consider three key questions to
address. This helps to clarify:
1. What is the problem?
This is the problem or opportunity that lies behind
the project/programme. It is the specific concern
for which we feel that ‘something needs to be
done’.

In many organisations, objectives are linked between
different levels e.g. broader objectives are developed
at strategic level and more detailed programme or
project objectives are designed to contribute towards
these. In DRC the objectives stated in the Strategic
Programme Document’s should help inform objectives
at project level.
Note that objectives do not just state what is to be
done, but also the intended consequence i.e. the
change that is expected. If the objective is set too
high, it will never be achieved – if it is set too low, it
may not achieve significant change. For example, in a
girls’ education project:
•

•
2. What do we intend to do?
What are the main activities to which we seek to
address this problem? It is what we intend to do to
address the problem that we have identified. We
need to have clarity as to the boundaries of what
will be done in terms of time, money and people.
3. What is it that we want to change?
What is the outcome of the project? What is it we
want to see changed and for whom should this
change be felt as positive?

The objective, ‘By the end of the project, all schoolaged girls in project communities will have 100%
attendance in school’ may be unrealistic, while
‘By the end of the project, 50% of school-aged
girls in project communities will have improved
attendance in school may not be enough of a
change to justify the project.

Ensuring that your objectives are SMART make it
easier to develop our indicators and to identify and
set targets for these. This in turn helps to decide what
M&E information will be needed to be able to measure
progress towards achieving the objectives (based on
indicators and targets). SMART objectives are:
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Specific 		Describe what is to be achieved, for
whom, where.
Measurable 	It will be possible to collect
information that tells us whether we
have achieved this objective (based on
our indicators and targets).
Achievable 	The project can realistically contribute
to achieving this objective.
Relevant 	The project is addressing an expressed
need or priority problem of the
project’s beneficiaries.
Time bound 	There is a stated timeframe for
achieving this objective.
Example:
1. A non-SMART objective: Contribute to the
creation of a child friendly spaces that enhances
the realization of child rights
2. A SMART objective: By the end of 2015, 200
schools in the project target areas have child
protection policies in place.
Before continuing please complete the Workbook
exercise E and F.

4.	FROM OBJECTIVES TO MONITORING AND
EVALUATION PLANS
All DRC projects and programmes should develop a
Monitoring and Evaluation Plan using a DRC MEP
Guideline
For the country office to be compliant with MELMOPs
you need to have prepared MEPs for all relevant
projects.
With good and clear objectives it is much easier to
develop realistic monitoring and evaluation plans. This,
developing MEPs, is one of the key activities of M&E
Focal Points.
The MEP is a key tool for project and programme
management to ensure that they are able to track
progress towards the objectives set in the project
proposal.
Before continuing go to exercise G1.
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Session 4
Developing appropriate
objectives and
indicators – (part two)
COURSE OBJECTIVES COVERED:
.

Review logical frameworks and cross check
their intervention logic; specifically links
between the indicators and objectives

OBJECTIVES
•
•

•

Be able to develop and define indicators at
outcome level for projects and programmes
Be able to cross check the strength of
indicators and their link to a project
objective (outcomes)
Participants can review a Logframe and
cross check the logical linkages in a
logframe

1 INTRODUCTION TO INDICATORS

2 DEVELOPING RELEVANT INDICATORS

This session builds on the ground work of having
good objectives. This session will cover the process of
developing indicators and checking if they will provide
the relevant information to track progress.

An indicator should always be aligned with an output,
outcome or impact statement that defines what sort
of change is being sought. Indicators should not simply
appear in isolation.

Put at its simplest indicators are:

Many indicators are designed to be used as outcome
indicators – that is they provide evidence of change
at outcome level. Sometimes that may be obvious
(such as changes in the levels of children’s learning
or changes in the numbers of people employed by a
small business).

a piece of information that provides evidence of a
change
These are the things which
• are measurable
• enable us to demonstrate that the project has
achieved its intended outputs and outcomes
• has been conducted within the resources
intended.
Usually the indicators will relate to: the quality/
quantity of the outputs (including whether we
kept to time and budget); and to the outcomes
achieved; and the longer-term impact.
Go to question 4.1 in Work Book before continuing

At other times the distinction is less clear.
For example, if an organisation is running or directly
funding a school then the ratio of teachers to
children is a simple output indicator. However, if an
organisation has helped influence local educational
authority policy to increase its recruitment of teachers
then the ratio of children to teachers becomes an
outcome indicator.
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3	WHAT DIFFERENT KINDS OF INDICATORS
CAN BE USED?
There are a number of different types of indicators.
One key difference is between quantitative and
qualitative indicators.
Quantitative indicators are expressed as numbers,
such as units, prices, proportions, rates of change and
ratios. Some examples are:
• # of targeted individuals / households reporting
ability to access services
• # and % vulnerable families with access to regular
paid employment
• # and % displaced children attending school
Qualitative indicators are expressed as words. For
example:
• Attitudes of host communities towards refugees
and local employment citizens
• Attitude of women and girls to issues of
protection and safety
• Range of benefits or drawbacks resulting from
access to financial services
• Attitudes of refugees towards local government
• Interviewed children’s views about changes in
classroom methods in classrooms with trained
teachers

‘It is important to remember that it is not the way in
which an indicator is worded that makes it quantitative
or qualitative, but the way in which the indicator is
reported.

4	KEY DIFFERENCES BETWEEN QUANTITATIVE
AND QUALITATIVE INDICATORS

If you report against an indicator using a number, then
it is a quantitative indicator.
If you report against it using words, sentences,
paragraphs or case studies then it is qualitative.’

Both quantitative and qualitative indicators have
strengths and weaknesses, and usually both will be
needed within a project or programme. For example,
a detailed case study on changes in people’s lives will
reveal little unless there is some idea of how many
people are involved. Similarly, measures of how many
people are affected by a project often needs to be
supplemented by descriptive information illustrating
the differences in individual lives.

Quantitative

Qualitative

Expression

Numbers

Words

Coverage

Provide information on
width and scope of work

Provide in-depth information on changes at strategic
points

Analysis

Analysed through statistical data methods

Analysed through summarising, reduction and
scoring

Limitations

Often need to be interpreted through qualitative enquiry

Often apply only to a small
number of people or situations, and therefore run the
risk of being anecdotal

Table 3 Key differences between quantitative and qualitative indicators

Quantitative and qualitative indicators can be
developed in different ways.
For example:
•

Scoring and ranking indicators are quantitative
indicators that are often generated from
qualitative data. For example, if users of a service
are asked to comment on their satisfaction with
services, these may be converted into levels (such
as ‘very satisfied’, ‘satisfied’, ‘unsatisfied’, and ‘very
unsatisfied’). An indicator such as “% of users that
are ‘very satisfied’ or ‘unsatisfied’” can then be
used to assess progress.

•

Yes/no indicators can be used to define whether
something has happened or not. For example, “a
new resource centre is operational before the end
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of 2010” or “a new law enacted within a 5-year
period” are both types of yes/no indicator. They
either have happened or they have not.
•

•

•

Pictures can also be used as indicators. Along
with words and numbers, pictures can contain
information that provides evidence of change. For
example, photographs taken before and after a
project can show how the physical environment of
a village has changed.
A proxy indicator does not measure something
directly, but through another phenomenon.
For example, if the objective of a project
is to improve the capacity of a community
development committee, there is no simple direct
indicator. Instead, variables such as an increase
in attendance at meetings or the number of
new activities initiated by the committee may be
indirect (proxy) indicators of progress.
Framing indicators are used when you cannot
easily predict the changes resulting from your
work. They define the domain in which change is
expected to occur. For example, “changes in the
lifestyles of women” following an empowerment
project”. They should not usually be used to
measure change, instead they should be used
to provide illustrations of change that may be
occurring. Framing indicators at programme level
often rely on capturing and summarising more
detailed indicators at project level.
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5 HOW SPECIFIC SHOULD INDICATORS BE?

6 HOW SHOULD INDICATORS BE FORMATTED?

Indicators may be pitched at many different levels,
from the general to the specific. Some indicators
are set so high as to be virtually outcome or impact
statements. The examples in the box below illustrate
different levels of indicators in sanitation from a
protection perspective

Traditionally, a specific indicator would be expected
to contain some of the elements described in the
example below:
• Quantity: 300 children
• Quality: 300 children achieving minimum higher
school standards of learning
• Time: 300 children achieving minimum higher
school standards of learning by the end of 2013
• Place: 300 children attending the local primary
school achieving minimum school standards of
learning by the end of 2013
• Baseline: A rise from 100 to 300 children attending
the Local Academy achieving minimum higher
school standards of learning by the end of 2013

DIFFERENT LEVELS OF INDICATORS
•
•

•

Safe access to sanitation by vulnerable and
marginalized groups
# & % of women and young girls who
believe they are safe from abuse and
violence with regard to sanitation
# and % of women and girls who report a
reduction in child abuse/an improvement
with regard to vulnerability and violence
with regard to sanitation

Although many organisations still frame indicators
in this way, a new industry standard is emerging,
where indicators appear as neutral statements (e.g.
‘# of new business created’, not ‘50 new business
created’). These indicators should not contain specific
numbers, and should not include words such as
‘increase’, ‘reduction’ etc. The intention is to ensure
that indicators remain as neutral statements providing
evidence of change, rather than targets to be
achieved. However, it is still important to set targets!
These still appear in your logframes and MEPs!
Examples of ‘neutral’ formatting of indicators
The examples below are taken from a DRC Programme
logframe.
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Outcome: To meet basic NFI/food and protection
needs of vulnerable non-camp Syrian refugees
The outcome indicators are as follows
•
•
•

% reduction in income-expenditure gap for
extremely vulnerable HH
% of course participants that complete the course
and pass final exam.
% of beneficiaries who attended livelihood
counselling, courses or have received a business
grant can generate additional income by the end
of the project.

7	HOW ARE INDICATORS LINKED TO
BASELINES, MILESTONES AND TARGETS?
If indicators are defined as neutral, donors often
require appropriate baselines, milestone and target
figures to be set alongside those indicators. In the
case of quantitative indicators these appear as
numbers. When using qualitative indicators, baselines,
milestones and targets should contain written (verbal)
statements rather than numbers.

8	HOW SHOULD INDICATORS BE
DISAGGREGATED?
Indicators, especially quantitative ones, should
always be disaggregated where relevant. This means
ensuring that information can be separated out to
show difference in changes between target groups.
Common target groups for disaggregation include
gender, disability, marginalised groups, people living
with HIV&AIDS, etc. The indicator itself should be
defined so as to show the disaggregation clearly (e.g.
# of children, disaggregated by gender and disability).

9	HOW MIGHT INDICATORS BE SELECTED,
DEVELOPED AND REFINED?
There are many different ways in which indicators can
be developed or selected.
• Indicators may be selected from scratch by
brainstorming, sometimes consulting with a range
of different stakeholders. Many organisations
facilitate the involvement of community members
in selecting indicators at some stage in the
process.
• Some organisations have checklists of common
indicators to select from.
• Some organisations require standard indicators to
be set for specific programmes or thematic areas
(especially if they wish to aggregate information).
• Some donors require specific indicators to be used
by recipient organisations.
• There are sometimes specific guidelines (e.g.
SPHERE indicators for programmes involved in
emergency situations).
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Frequently, whatever process you use you will end
up with a large number of potential indicators –
often far too many to use effectively. Once you have
developed a range of possible indicators, it is useful
to ask a few questions in order to establish whether
they are realistic or not. Sometimes the answers to
these questions might lead you to discard potential
indicators. This will help you to narrow your options,
and ensure that any remaining indicators are realistic.

10 	M&E FOCAL POINTS ROLE IN INDICATOR
DEVELOPMENT
One of the steps DRC Country Offices need to take to
be compliant with the MELMOPs reads:
The M&E focal point is involved in development of
proposals in regards to indicators and monitoring and
evaluation plans
Whilst this training seeks to equip you with the tools
and skills needed to review Logframes, it is important
to remember that Logframe development is not the
sole responsibility of M&E Staff.
Just as in proposal development as a whole, logframe
and indicator creation should be a collaborative
effort. Whilst you as the M&E focal point, you are not
always going to be an expert in the sector for which a
Logframe is being developed.
As such the M&E focal point should work with, or
facilitate, a wider team of experts in order to create
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a comprehensive, realistic and logical framework for
the project. First and foremost, M&E should seek to
quality assure indicators and objectives by asking the
very questions asked of you in this course.

Before you continue go to the exercise H and G2 in
the Workbook.

It is also important to bear in mind ressources for M&E
when developing your Logframe. Don’t just think,
‘how will we monitor this’ but also consider ‘who will
monitor this’?

QUESTIONS TO ASK WHEN REFINING INDICATORS
•
•
•

•
•
•
•
•
•
•
•
•
•

Will you be able to collect information on your indicator? If so, where
will you get the information from?
Is it likely to be accurate (credible)?
How much will it cost to get the information in terms of:
• staff time?
• beneficiary time?
• money?
How often will you have to collect it?
Does it require baseline information? If so, can you get this
information?
Do your staff have the capacity (or desire) to collect the information
honestly and accurately
How far can you attribute the indicator to your efforts?
Will the indicator tell you anything you did not know before?
Will it help you make decisions to improve future performance?
Will it help you to be accountable to different stakeholders?
How else will it help you (if at all)?
Will it allow you to share information with others to help their own
projects and programmes?
Might the indicator lead you to further investigation or enquiry?
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Session 5
Selecting and using M&E
tools for Monitoring and
Evaluation
COURSE OBJECTIVES COVERED:
.

 omplete a Monitoring, Evaluation and
C
Learning Plan using the DRC template and
choose appropriate methods to collect the
data

SESSION OBJECTIVES:
•

•

•

•
•

Understand how to choose different
M&E Tools to gather data particularly for
collecting outcome data.
Understand and be able to use the principle
of triangulation to plan appropriate data
collection approaches
Participants can fill out relevant sections of
the MEP using the DRC Template and can
choose appropriate methods to collect data.
Understand the basics of when sampling is
needed
Understand the importance of considering
resourcing and staffing burdens when
developing tools.

1 INTRODUCTION

•

The choice of appropriate data collection tools in
humanitarian situations is often constrained by the
context. In this session different data collection
tools are introduced to show their strengths and
weaknesses and to enable participants to understand
how to choose different M&E data collection tools.

3 DATA SOURCES

The session concludes with the introduction to the
principle of triangulation and shows how it can be
used to plan data collection processes and start the
analysis for the collected data.
This session on selecting and using M&E tools for M&E
will enable DRC staff to decide which tools to use to
collect data and the frequency of their use, according
to the reporting requirements of the program/project.

2 SELECTING DATA COLLECTION TOOLS
There is never only one single data source for your
indicator and there is never only one method to collect
the data. DRC does not dictate a specific method or
data source that you should use. We use the following
considerations to guide data collection and the use of
the data:
•
•

DRC use indicators as the starting point in our data
collection and our reporting.
DRC encourage the use of baselines whenever
possible. When collecting baseline data we try to
establish how the situation is in the target area at
the moment the project starts.

DRC encourage the use of a mixed method
approach. Always try to combine different data
sources (e.g. beneficiaries, national authorities and
experts) with different data collection methods
(e.g. interviews, questionnaires and maps).

There are numerous data sources you can use for
impact monitoring, some of the most common are:
• Beneficiaries
• Authorities
• NGOs
• Universities
• Reports, surveys and assessments
• Maps and pictures
Before choosing your data source there are a number
of key issues you want to consider:
• Can the source provide you with the relevant data
for your indicator?
• Do we need to collect the data ourselves or
can we use secondary data sources? There is no
need for us to generate our own data if the data
we need is already collected and from reliable
sources.
• Collect only data that you are going to use. And
collect only information that is relevant for your
indicators.
• Do your data sources adequately represent the
beneficiaries of the project? Are women, children
and vulnerable groups included as sources of data?
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4 DATA TYPES
Data can generally be broken down into two
categories: qualitative and quantitative. These two
types of data have different uses and can give us
different kinds of information.
•

•

•

Quantitative data is useful for giving us numerical
data (numbers and figures) and answers to
questions related to what, how many, where etc.
Hence, quantitative data is good at providing
evidence from which generalisations with
statistical confidence can be made e.g. x number
of girls in the village now attending school. Or x
number of people that have participated in the
conflict management training are now acting as
conflict mediators in their communities.
Qualitative data is good at providing us with a
deeper understanding of a particular group’s
(men, women, children, elders, farmers etc.)
perception of a social process (e.g. how and
why a conflict started, or why a certain group of
children are not attending school). Qualitative
data can give us a better understanding of the
processes and trends that are evident from our
questionnaire survey data.
Qualitative data collection methods, such as
interviews and focus group discussions, explore
why certain attitudes or behaviour prevail and
quantitative data collection methods, such as a
questionnaire survey, can help explain what has
happened in the form of a number or percentage.

In table 3 it is demonstrated how qualitative and
quantitative methods can complement each other.

From qualitative data collection to
quantitative
Use information from your
focus group discussion to create
questions for your questionnaire
in order to generalise perceptions
and opinions that have come out
in the discussion e.g. you can
understand from your focus group
discussions that the young men
that have been trained in conflict
management now feel that there
is a better relationship between
the project’s target communities:
how many community members
feel that the relationship between

From quantitative data collection to
qualitative
Use the information from surveys to
pose questions to focus groups e.g.
you can see from your survey data
that women are much more positive
about the benefits of educating
girls than men are, why is this?

The following section will give a brief introduction to
the methods most commonly used by DRC and come
up with recommendations for their use. On MELMOP.
drc.dk you can access more information on the data
collection methods presented below.

SECONDARY DATA COLLECTION
•

communities has improved?
From the specific to the general

Another set of methods that we use are participatory
methods (e.g. most significant change technique,
participatory rural appraisal, ranking etc). These
are excellent at gaining additional insights into the
context or workings of your project, but they take
time and expertise.

From the general to the specific

5 DATA COLLECTION METHODS
Go to question 5.1 in the Workbook before continuing.
There are many different methods you can use to
collect data. Below are the ones most commonly, but
not exclusively, used in DRC.
• (Key informant) interviews
• Field visit and observation
• Focus group discussions
• Questionnaires
• Secondary data collection

Secondary data is data that is not collected by
DRC. If reliable data relevant to our indicators
is already collected by other organisations we
should try to use that instead of collecting the
data ourselves. It is important we document what
the source of the data is and how it was collected.
It is also important that we remember to consider
data already collected by DRC in the form of need
assessments or non-technical surveys.

Things to remember with secondary data:
• Avoid getting data overloaded. Collect only data
relevant to your indicators.
• It can be challenging to assess validity. Stick to
well-known sources.

26/40

DRC INTRAC MELMOP TRAINING COURSE GUIDE, JUNE 2016

follow up your observations with other collection
methods such as FGDs or KIIs to triangulate.

OBSERVATION
•

At DRC, we carry out observation frequently.
We use it when we enter a community and when
we conduct mapping. Observation is seeing and
reflecting on the way people live and behave
in relation to the aspects that are relevant for
our intervention. This might be to observe how
duty bearers (police, chiefs) behave or relate to
rights holders (internally displaced, farmers etc.).
Observation is a good way of confirming whether
what people say in interviews is also what they
practise in their day-to-day lives (e.g. are girls
going to school? Do communities practise safer
behaviour? Etc.).

Things to remember with observation:
• Remember to document the observations you
make by taking notes and writing field visit reports
• Go for a walk. Let people show you areas of
importance to them
• If considered acceptable by the beneficiaries, take
pictures but always ask permission
• Remember that whilst there is often a difference
between what people say and what they do,
observation will not explain why people do what
they do
• Unless you perform routine trips, a one off
observation gives you a snap shot of a particular
thing at one point in time. It may not reflect what
people do day to day. Either hold observations
of the same things at different times or days or

FOCUS GROUPS
•

A focus group is a gathering of around six to
twelve people discussing a topic that is relevant
to them. We can, for example, talk to men about
grazing practices or women about providing
food for the family, but we can also do mixed
groups to understand how views differ on certain
topics e.g. how safety is felt. Focus groups are
good at gaining a deeper understanding of social
processes or a specific topic. The ‘why’ questions
are what we pose in focus group discussions. Why
do boys drop out of school in a particular month?
Why have people become better at handling
conflicts?

Focus groups are particularly good at:
• Looking at how opinions and perceptions differ
between social groupings (gender, age, diversity)
• Probing on the gap between what people say and do
• Getting feedback and facilitating interaction
between DRC staff and the communities
Things to remember with focus groups:
• It takes time and resources to handle and analyse
data from focus group discussions
• When preparing a focus group discussion relevant
questions should be prepared beforehand. Do
not replicate questions from the questionnaires,
rather ask what processes in the community do we

•

•

•

•

not understand and would like to have a deeper
understanding of? If possible, the questionnaire
survey can be conducted before the focus group
discussion and this way the focus group discussion
can be used to probe on questions that have
emerged as a result of the questionnaire survey
It is important to take extensive minutes from
the focus group discussion to enable analysis.
However, there should always be an FGD
facilitator AND a trained rapporteur. It is very
distracting for both facilitator and participants
when the facilitator also has to take notes.
Is there a particular issue we want to know
more about and are the participants relevant
for this focus? Focus groups can give us in-depth
knowledge on social processes (why do certain
social groups not attend village meetings? Why is
there more trust in the police? etc)
When presenting data from focus groups it
is about describing processes and explaining
reasons behind actions and not simply presenting
numbers, percentages and figures
Facilitating an FGD is a fine art, you must ensure
that you get the views of all involved and that
you do not place anybody within the group in an
uncomfortable or risky situation. Sometimes you
may want to separate your FGDs into Male/Female
or Adults/Children to ensure you get a balance of
opinions and to allow people to feel comfortable.
BEWARE the person (often male) who answers
every question in an FGD.
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INTERVIEWS
•

Interviews can be both structured (with a set
of questions), semi-structured (with a set of
interview topics) or unstructured (where there
is maybe only one or two overall questions).
The latter two become more conversational,
allowing a facilitator to follow lines of enquiry
which naturally come up in a conversation. You
can dive into more detail because of the more
unstructured nature of the process. However, this
does compromise comparability and is a particular
skill which requires trainings.

•
•

Things to remember with interviews:
• They take time. Make use of a semi-structured
interview guide to make sure you remember to
ask the relevant questions
• A key informant is a person that has valuable
insights or knowledge on a topic that is
particularly relevant for our assessment. It can be
an expert, an elder or a child that has experience
with the issues we are looking into
• When interviewing, remember to choose an
appropriate interview location (e.g. a location
away from the sun, if hot, and somewhere the
informant feels relaxed)
• Be sensitive to cultural considerations: there may

ON DEVELOPING QUESTIONS:
•

QUESTIONNAIRE
•

Interviews are particularly good at:
• Getting beneficiaries to describe their lives in their
own words. This allows one to gather, in-depth
information on single subjects.

be some questions you cannot ask. Always test
your questions on staff with local knowledge
Listen to all that respondents have to say
If possible it is always best to have a rapporteur
with you so that you can engage 100% with the
participant and not have to worry about writing
responses. If this is the case, then make sure
after each interview you go through the notes
together to make sure they accurately reflect your
experiences of the interview.

A questionnaire survey can have multiple uses.

•

Questionnaires are particularly good at:
• Collecting numerical data: numbers and figures for
basic information such as age, gender etc.
• Looking into what is general in the communities
– make generalisations with statistical confidence
from the responses
• Producing data that is quantifiable
Things to remember about questionnaires:
• It takes time to develop a questionnaire. Asking
the right questions in the right way is a difficult
exercise
• Sampling is often needed. Remember to
document in your report how you chose your
survey participants (your sample).
• It is difficult to design good survey questions if the
beneficiary’s way of life is not well understood
• Respondents may have a low tolerance of surveys;
‘survey fatigue’

•
•

Avoid double-barrelled questions (questions that
ask about two or more concepts at the same
time). For example, the question “When there
is violence in your village, do you feel scared or
insecure?” is double-barrelled because it asks the
respondent about two different emotions. If the
respondent were to answer “yes” to this question,
we would not know if they felt scared, insecure,
or both. Therefore, as a rule of thumb, survey
questions should only ask about one concept or
idea at a time
Avoid loaded questions. Loaded questions are
biased and can potentially lead the respondent
to answer in a certain way. The question “do you
think education is wasted on girls?” is loaded
because it places a value judgment on educating
girls and the respondent may feel pressured to
answer according to this value. Instead, “What do
you think about educating girls in your village?”
is a more suitable question because it allows the
respondent to answer according to their own
values
Keep surveys short and simple: Respondents are
less likely to complete, or even begin, long surveys
Question order: The order in which questions
appear in a survey is very important. Surveys
should begin with basic questions first (e.g.
questions about gender, age, ethnicity, etc.) and
then move to more personal or controversial
questions towards the end. Placing personal
or controversial questions at the beginning of
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•

•

a questionnaire can deter respondents from
continuing the survey.
Test your survey: Once your survey has been
developed, it is always a good idea to test it out
on your colleagues, friends, or family members.
Testing your survey will allow you to get feedback
on how long it takes to complete the survey, the
clarity of the questions, and how well respondents
understand the questions.
Always test your survey if it has been translated
into another language as meanings and the
structure of questions often change in translation.

GENERAL CONSIDERATIONS
•

It is important to consider issues of confidentiality
and anonymity with regard to collecting data.
When you first introduce yourself and DRC to your
informants it is imperative that you highlight that
all information they share with you will be treated
confidentially and will be made anonymous.
The issue of whether you should make note
of informants’ personal details, e.g. name and
house/household number or location, is context
specific. In some places it can be regarded as
rude and offensive if you don’t make note of your
informant’s name, and might even make your
research lose its integrity in their eyes, whereas
in other cases it can be met with scepticism and
reservation. Making a note of informants’ personal
details can help transfer a sense of ownership
in the process of data collection – many people
enjoy and take pride in having their voices heard

– and can be very useful if a follow-up study is
carried out as it will allow you to revisit the same
informants and track the changes in their lives. In
places where security is an issue of great concern
it might not be advisable. The important thing
is to gauge what is appropriate through your
understanding of both the general context and
the views of the individual informant – never force
an informant into sharing information with you
that they don’t feel comfortable with. Ultimately,
it is important to remember and highlight the
distinction that if data is not made anonymous at
the point of collection it will be made anonymous
at the point of dissemination.
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‘Almost always in our line of work, a questionnaire
or list of questions will need to be translated into a
different language in order to implement. Be very
aware that meanings can change and ambiguity can
be damaging to your results. To an English speaker
‘can you access healthcare’ is straightforward, we
would normally consider this question more a case
of our ‘ability’ to access. However, in practice once
translated the question becomes more problematic.
Respondents may reply to the affirmative, after all
there is a road and public transport to take them.
They can physically access the hospital. However,
none do because once there the hospital refuses to
treat refugees. So whilst they can physically access
healthcare, in reality they cannot. So, rather than
asking ‘can you access healthcare’, you can turn it on
its head and ask; ‘is there anything stopping you from
accessing healthcare’?
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6 SAMPLING
When we collect data it is often not possible for us to
talk to everyone in the community, to get a consensus.
Therefore, to still be able to say something about the
whole community, we choose to do a ‘snapshot’, a
sample, of a population. However, sampling can be a
fairly complex technique of which there are various
approaches which vary widely in appropriateness
depending on the activity you want to investigate.
Often for routine monitoring it is not required to
get into structured sampling, as long as you can get
enough information to let you know whether you are
on track and how well you are performing. Sampling
is usually the preserve of structured surveys such as
baselines. If in doubt, it is always worthwhile focusing
on the basics first. We include this section as more of
an ‘FYI’ than a requirement.
How you sample influences the quality of final results
of the MEL study, if your sample is biased or your
sample is too small then your results will be less
reliable and perhaps even invalid. If you decide that
your MEL activity requires the added complexity
of sampling, there are three factors which you will
need to consider which affect both the methods you
choose for the MEL work as well as the validity of your
findings:

CLARIFY YOUR SAMPLING FRAME:
A sampling frame is a description of the set of all
possible individuals whom you could choose for
your sample. To do this, you must identify a specific

unit you wish to study within the population (e.g. all
households within a village, certain households in a
district or certain plots in a refugee camp) or specify
the unit descriptively (e.g. the boundaries of the camp
to be studied).

DECIDE ON AN APPROPRIATE SAMPLE SIZE:
The people we include in our surveys are the people
who are targeted to directly or indirectly benefit
from our project (for example communities who are
receiving cash assistance or are benefiting from camp
management services). Often we may not have a
precise number of the local population but we can use
an estimate from a village or community leader and
compare it with other reports we might have access
to, and from there make an estimate.

to give everyone living in your target area, e.g. your
sample frame, an equal chance of participating in the
survey by, for instance, listing everyone’s names and
drawing lots. In many of the places in which we work it
is unlikely that we will be able to carry out probability
sampling as we will not have knowledge of the
total population number or its physical distribution.
Therefore, we most often carry out non-probability
sample or purposive sampling.
A common way of carrying out non-probability
sampling in DRC is to walk around amongst the target
population and choose to speak to an individual from
every second/third/fourth/fifth house or household
(depending on the size and context in which you are
working).

To ensure representativeness of the survey findings
we try having our sample reflect the composition
of population in the communities we work in. We
can do this by systematically conducting interviews
in different areas in the community and more
importantly ensure to include a representative
proportion of respondents representing different
ethnicities, men, women, children, youth, adults and
elders.

HOW MANY SHOULD YOU INCLUDE?

SELECT YOUR SAMPLING METHOD

We recommend you set error level at 5% and use 95%
confidence level. If you are doing a survey in a difficult
context e.g. an emergency it is accepted to lower the
confidence level.

There are two general ways to approach sampling:
probability sampling and non-probability sampling.
Probability sampling can be done when you are able

It is never clear-cut precisely how many individuals you
should include in your sample. The decision-making
process behind how many individuals to speak to
is subjective and often determined in part by time
and resources. As a guide you can use one of the
many survey calculators on the internet http://www.
custominsight.com/articles/random-sample-calculator.
asp or http://www.surveysystem.com/sscalc.htm.
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7	LINKING INDICATORS AND DATA COLLECTION
METHODS

8	KEY POINTS IN SELECTING WHICH
TOOLS TO USE:

In table 4, below, you can see an example of how
different methods can be used to collect data for
different indicators. You can use a table like this
to plan, for example, your baseline and impact
assessment data collection:

In conclusion, there are five ‘Ws’ to remember when
selecting which tools to use:

Objective

Indicator

Examples of data collection method
& data sources

To contribute to the safe return process of Internally Displaced Persons

Number of people resettled in
semi-permanent structures.

Secondary data collection: Statistics
on numbers of people returned
Observation from field visits

Key informant interview with local
village head

Data collection considerations
Official data may be difficult to
get, but UNHCR is a good source
to use
Consider taking photos of target
areas before and after the project
intervention
Remember a key informant can be
someone other than the village
head. It can be a local expert or
shop owner. It all depends on the
indicators

Number of semi-permanent shelters
created

Secondary data collection: Aerial
photos of the land before and after
resettlement
Questionnaire survey on satisfaction
with the shelter interventions.

Remember to consider how you
choose your sample. Interviewing
returnees using the semi-permanent structures vs. community
members not using them will give
you very different information

Key informant interview with local
shelter expert
To provide a safe environment for
communities

Level of violence in community

Questionnaire survey of targeted
communities on perceived level of
violence
Secondary data from police or NGOs
on the incidence level
Key informant interview with village
nurse

TABLE 4: Linking indicators and data collection methods

Using different sources such as
the police and the local clinic can
help us get a clearer picture of the
changes that have happened in
the community

1. What information are you looking for? Is it
quantitative/ qualitative? Is it sensitive? Is it about
changes in knowledge, attitudes, practice?
2. Who has that information? Women, children,
excluded or vulnerable groups?
3. Where is it? Is it easy to collect?
4. When – can it only be collected or gained at
certain times? What timeframes/deadlines are you
working towards?
5. Why are you using a certain tool? Is it the most
appropriate/cost and time effective?
Before you continue go to the exercise I and G3 in
the Workbook.
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Session 6
An Introduction to
Data Analysis
COURSE OBJECTIVES COVERED:
.

Complete a M&E Plan using the DRC
template and choose appropriate methods
to collect the data

1 INTRODUCTION TO DATA ANALYSIS
This session moves on from the data collection process
to the step needed to analyse and check the raw data
so that it can be used as information by different
project staff.
The process of reviewing, checking and analysing
the data helps to turn it from data into information
that can be usefully used to make adjustments and
assessments to a project and to draw out learning,
both for the project as well as other similar projects.
Data analysis is the process of converting raw data into
useful information.

SESSION OBJECTIVES
•

•
•
•

•

•

•

MAKING
RECOMMENDATIONS

Participants will understand and be able
to apply the four steps of data analysis

INTERPRETING
THE DATA

•
DESCRIBING DATA AND
PRODUCING FINDINGS
ORGANISING AND
PREPARING DATA

Figure 9 Steps in data analysis

Interpretation involves looking beyond the raw data to
ask questions about what the most significant findings
are, and what conclusions should be drawn from these
findings. Relevant guiding question for this exercise
can be:

Are there any emerging trends/clusters in the
data? If so why?
Are there any similarities in trends from different
sets of data? If so why?
Is the information showing us what we expected
to see (the logframe’s intended results)? If not,
why not? Is there anything surprising and if so why?
In monitoring progress against plans, is there any
variance to objective targets? If so, why? How can
this be rectified or do plans need to be adapted?
Are any changes in assumptions/risks being
monitored and identified? If so, why? Does the
project/programme need to adapt to these?
Is it sufficient to know the prevalence of a specific
condition among a target population (descriptive
statistics), or should generalisations from a sample
group be made about the larger population
(inferential statistics)?
Is any additional information or analysis required
to help clarify an issue?

2 DATA HANDLING AND ANALYSIS
From the moment that you start to consider data
collection you need to think about how to handle,
store and analyse it. The purpose of analysis is to make
sense of the data you have collected. Analysis enables
you to transform data into evidence of the impact of
your intervention.
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Typically, this process involves three steps:
•
•
•

Handling the data for analysis, i.e. data
preparation
Describing and categorising the data
Interpreting the data, e.g. assessing the findings
against indicators

Data handling is about storing and organising the data
you have collected to make it easier to use when you
do your analysis.
Handling your questionnaire survey data is often done
by using a simple excel spreadsheet or a database and
analysis system such as SPSS. On MELMOP.drc.dk you
can find guidelines on how to handle your survey data.
Handling qualitative data from interviews and focus
groups can be more demanding. But for both types of
data the important thing is to get data entered into
the system you want to store it in as soon as possible
after you collected it.
For qualitative data this process involves transcribing
the notes or the tape-recordings of the interviews you
have done.
Data analysis is a fairly broad term. One can perform a
certain level of statistical analysis without necessarily
being an expert in the data that is being analysed.
However, to look at data and interpret what it is telling
us requires an understanding of the broader context

that data represents. For example, a generalist could
analyse school attendance data and tell you that it is
dropping week to week. However, they may not have
the contextual knowledge to know why that is the
case or indeed if it is a good or bad thing. For example,
the data may show a decrease in attendance because
it is harvest season. As such sectoral specific data must
always be analysed with the aid of a sector expert.
MEL can support in the analysis and interpretation, but
ultimately it is the sector specialist who owns that data
and should have the ultimate say on any inferences
made. That said, it is MEL’s role to support this process.
Analysing data is firstly done by organising the
collected data in reference to the chosen indicators.
You should try to answer the question: what changes
does the data collected indicate?
Analysing qualitative data is often an unstructured
process of going back and forth between different
data sources, looking for trends or contradictions. To
many, it is a cognitive process not easily described.
However the first step is to look at the information
you have gathered from key information interviews,
observations or focus group discussions, as mentioned
above on data handling and arrange the information
according to which indicator it is relevant for. This is
called coding. In this way you can go through your
data looking for information that is relevant to a
specific indicator and pair it: highlight the information
on paper with a pen and give the indicators different
letters or numbers. This process of coding your data
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can be used for all types of data: maps, survey data,
secondary data and interview data.
With your data coded and categorised you now know
what information is relevant for which indicators.
You can now start looking at what information other
secondary data sources can provide on the indicators.
With all your data organised according to the
indicators, you can now start building your evidence
by going through the data and seeing if there are
any trends (e.g. topics on which the data gives similar
results) or places where the data contradict each
other. Both instances are equally important. If we
find contradictory evidence we know that there is
something we either don’t know enough about or
there is a difference of opinion or perception among
our data sources. This is the interesting aspect of data
analysis!
Using your baseline, go through this same process
by comparing findings from the baseline with data
from the impact assessment, with reference to
specific indicators, and again look for trends and
contradictions.
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Table 5, seen below, can be used to structure
your data analysis. By using the table below when
analysing your data you have already started the
process of writing your report.
Objective

Indicator

Sources

Evidence

To contribute to the safe return
process of Internally Displaced
Persons

Number of people resettled in
semi-permanent structures.

Secondary data collection: Statistics
on numbers of people returned

Official data from UNHCR is
confirmed by both field visit and
interview with x on the … etc.

Observation from field visits
Key informant interview with local
village head
Number of semi-permanent shelters
created

Secondary data collection: Aerial
photos of the land before and after
resettlement
Questionnaire survey on satisfaction
with the shelter interventions.
Key informant interview with local
shelter expert

To provide a safe environment for
communities.

Level of violence in community

Questionnaire survey of targeted
communities on perceived level of
violence
Secondary data from police or NGOs
on the incidence level
Key informant interviews with
village nurse

Table 5: How to structure your data analysis

Areal photos of the land shows
that approximately 65% of the
allocated land now have semi-permanent structures on. The survey
shows that approximately 45% of
the community x are satisfied with
the shelters. Shelter expert Mr. x
explained that the some shelters
are not used due to x.

The perception from the local community is that the level of violence
has dropped in the period from x
to x. However, this is not confirmed
by reports from the police or local
NGO. This might be that not all
incidences are recorded as local
nurse Mrs x explained the number
of patients from gun violence had
dropped … etc.
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3 TRIANGULATION
If you have gone through the steps described above
and shown in table 5 you have been triangulating your
data. Triangulation is the use of three or more sources
or types of information to verify and substantiate an
assessment.
Triangulation is a way for us to cross check our data by,
for example, making sure that the changes our data
indicate are not just the opinion of a single person or
group.
In figure 10 an example is presented on how we may
use our data to triangulate the evidence on changes in
use of land released by our project.

FIGURE 10: Source triangulation

When we present our findings we attempt build a
case for why or why not our project interventions have
contributed to a certain outcome.

It is easy to see a change in a community and assume
it is due to our intervention but there may have been
other contributing factors.
Analysis and triangulation can be used for not only
building evidence for the changes that have taken
place in a certain area or community, but also for us to
establish whether or not these changes have anything
to do with our project.
Before you continue to the exercise G4 in
the Workbook.
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Session 7
An Introduction to
utilisation focused
evaluations
COURSE OBJECTIVES COVERED:
5. B
 e aware of DRC’s Evaluation Policy and the
utilisation focused approach to evaluation
6. Develop relevant terms of reference for
evaluations using the DRC template and
know how to quality assure the evaluation
process according to the DRC Evaluation
Policy

SESSION OBJECTIVES:
•

•

Participants understand basic principles of
evaluation and DRC thresholds for when to
conduct evaluations
Participants can develop relevant Terms of
Reference for an evaluation using the DRC
Template.

1 INTRODUCTION
The purpose of this session is to enable participants
to understand and apply the basic principles of
evaluation and importantly the DRC approach to
evaluations as outlined in the DRC Evaluation Policy.
Focus is put on the importance of developing clear
Terms of Reference for an evaluation.
This is relevant for compliance with MELMOPs. This
defines that DRC and DDG operations need to:
•

•
•
•

•

Conduct evaluations with a frequency in
accordance with the threshold defined in the DRC
Evaluation Policy
Develop Terms of Reference using the DRC
Evaluation Terms of Reference Guideline
Ensure a written Management Response by using
the DRC Management Response Template
The evaluation findings should be used to inform
the Annual Review process as well as proposal
development
If an external consultant is leading the evaluation
then a Lessons Learned Note needs to be
prepared and shared with mel@drc.dk

2 WHY EVALUATE?
As shown in Session 1 on the purpose of M&E DRC put
emphasis on the relevance of the evaluation exercise
for organisational learning.
The three central questions relevant for project and

programme M&E is also relevant for evaluations (or
the E alone)
•
•
•

Are we doing what we said we would do?
Are we making any difference?
Are these the right things to do?

However, it tends to be the latter two that come most
into focus when we do evaluations. And you might say
that with solid monitoring you don’t need to evaluate
to understand if we are on track and doing what we
said we would do.
The overall objective of evaluations in DRC is to:
Facilitate organisational and programmatic learning,
and generate information on results in areas of
strategic relevance. Specific objectives can differ and,
for instance support DRC to:
•
•
•
•

Make informed decisions on how to improve DRC’s
ongoing work
Improve DRC strategies and long-term
programming
Provide input to advocacy and policy development
Be accountable to affected communities and
donors

Go to question 7.1 and discuss before continuing.
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3	DRC’S FOUR STAGES IN CONDUCTING AN
EVALUATION
In this section an overview is given of the main
elements of DRC’s Evaluation Policy. Whilst this
provides the framework for carrying out an evaluation
according to DRC policy, standards and criteria it is
important that the specific evaluation questions that
are developed for each project and programme are
relevant to the content.:

the Programme and/or Regional M&E Adviser
of the planned evaluation prior to inception of
evaluation, so that they may offer guidance for
the evaluation process.

3. IMPLEMENTING THE EVALUATION:
•

•

1. DECIDING TO EVALUATE:
•

•

•

The DRC International Department Senior
Management Group (SMG) is responsible for the
Evaluation Policy and the evaluation thresholds.
The SMG, Country and Regional Directors can
initiate and commission evaluations with strategic
relevance to DRC. The task of Evaluation Manager
can be assigned to a suitably qualified staff
member, usually the M&E Focal Point.
The Country and or Regional Directors are
responsible for ensuring that the operation
complies with Monitoring, Evaluation and
Learning Minimum Operational Procedures
and the Evaluation Policy. The responsibility for
commissioning evaluations in compliance with
the thresholds defined in the Evaluation Policy
therefore rests with the Country or Regional
Director.

2. PLANNING THE EVALUATION:
•

The Evaluation Manager should inform the DRC
Monitoring and Evaluation Adviser at HQ and

The Evaluation Manager will, together with the
chosen Evaluation Team, be responsible for the
implementation of the evaluation.
In addition, SMG is responsible for commissioning
a Real Time Review and the Operations and
Policy Support Division (OPSU) is responsible
for managing of the Real Time Reviews for DRC
Corporate Emergencies.

4. FOLLOW UP AND DISSEMINATION:
•

•

•

Together with the Country or Regional Director,
the Evaluation Manager is responsible for the use
of the evaluation. The Regional or Country M&E
Focal is responsible for facilitating the process
on following up on the recommendations and
management response to the evaluation.
Senior Management Group is responsible for
follow-up and for signing the Management
Response for RTEs and other evaluations
commissioned at HQ.
Country and Regional Senior Management Teams
are responsible for follow up and Management
Responses for Project and Programme
Evaluations.
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4 WRITING A TERMS OF REFERENCE (TOR)
An evaluation cannot be commissioned without a
Terms of Reference (ToR). Time and effort must be
invested in developing evaluation Terms of Reference
which are tailor-made specifically to what you plan to
learn and document from your evaluation.
The process of developing a TOR helps us work out
what we actually want to achieve with the evaluation.
It helps us budget for both time and money for the
evaluation process. Once developed, a TOR helps us
create work plans for initiating the evaluation.
Using the DRC template, the draft Terms of Reference
should be developed by the Evaluation Manager in
close collaboration with the relevant stakeholders.
This may be programme managers, relevant sector
experts or implementing partners. It is recommended
to initiate development of the Terms of Reference as
early as possible in the process and to keep the Terms
of Reference subject to changes and amendments as
late in the process as possible. Also, when finalising
the contract with the Evaluation Team, it can be useful
to include a paragraph in the contract that allows for
necessary changes to the Terms of Reference, and
Evaluation Plan to be made in the event of changes to
context and or operation.
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Ideally, three types of input should inform the Terms
of Reference for your evaluation:
• A strategic objective for the evaluation. Based on
stakeholder consultations: What does the Country
Operation hope to learn from the evaluation? And
how does the Country Programme plan to use the
evaluation findings? This will inform the first part
of the Terms of Reference namely the objective(s)
and the use of the evaluation.
• Evidence from other evaluations of similar
actions: To avoid having to reinvent the wheel, the
evaluation Terms of Reference should take into
account what is already well documented in terms
of results and what works for similar actions. Both
DRC and other agency evaluations may be used
to gain an understanding of what has already
been evaluated. This will help inform the relevant
scope of the evaluation. DRC’s Global Specialist
Leads may help inform on what could potentially
contribute value to the DRC as well as the broader
sector.
• Lastly, DRC’s own experience in the context and
within the organisation should help inform the
Key Evaluation Questions. What does our baseline
and monitoring data tell us about what could be
interesting to investigate further? In addition,
we should avoid evaluations that state what we
already know – except in cases where external
verification and documentation are needed.
Go to question 7.2 in Workbook and discuss before
continuing.

5 KEY EVALUATION QUESTIONS
When developing Key Evaluation Questions for
your Terms of Reference, these are some of the
considerations you could use to inform the questions:
•

•

•
•

•
•

Strategic importance: How important is
this question to the future direction of the
organisation?
Knowledge: To what extent is the answer to
this question likely to contribute to existing
knowledge or provide fresh insights?
Usability: How easily could findings resulting from
the question be applied to future programming?
Feasibility: Will the evaluation be able to supply
an answer to the question, given its scope and
available resources?
Efficiency: To what extent is an evaluation the best
way of answering the question?
Relevance: To what extent is the question relevant
to the principal purpose of the evaluation?

Before continuing go to exercise J and K in the
Workbook.
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Session 8
Identifying and
disseminating lessons
learned
COURSE OBJECTIVES COVERED:
• Identify and describe lessons learned in a
relevant manner

SESSION OBJECTIVES:
•

•
•

Participants understand the difference
between a lesson identified and a lesson
learned. Specifically, what is meant by
applying a lesson learned
Participants can provide an example from
their work of a lesson learned
Understand the importance of identifying
lessons learned within the PRF Process and
disseminating them.

1 INTRODUCTION
Recognising both the importance of learning to DRC
and the challenge of engaging in meaningful learning
this final session focuses on the importance of being
able to understand and describe a lesson learned.
The fourth DRC MEL Minimum Operational Procedure
states that DRC operations share lessons learned and
document the use of evaluation findings. In order to
comply with this MELMOP you need to ensure that
four measures are taken:

1. At the Annual Review DRC operations should
revisit monitoring and evaluation findings and
document key lessons learned.
2. At the Annual Review a Lessons Learned Note is
to be filled out. Send it to MEL@drc.dk to enable
dissemination across DRC operations
3. When developing new proposals lessons learned
from previous projects and programmes should be
used and the usage should be documented.
4. For external evaluations get the evaluator to fill
out the DRC Evaluation Lessons Learned Note and
send it to MEL@drc.dk

2 WHAT IS A LESSON LEARNED?
We most often talk about a lesson learned as an
experience from project or programme which can be
documented and shared. For instance a mistake that
we made in a project design that had some negative
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consequences for the project implementation.
However, we also often talk about ‘lessons unlearned’. Hence, a project evaluation can often lead
to similar findings and recommendations as the last
project evaluation done in a similar setting because
we do not always manage to improve all the elements
highlighted in an evaluation report. Some findings
might point to systemic issues that are not easily dealt
with by one organisation alone.
But if we have not corrected a mal-functioning process
that we are aware of – have we then learned any
lesson?
Maybe not. And that is why we can sometimes talk
about lessons identified. Something we can see is a
good practice, but we have not yet changed practise in
such a way that is has become our standard practice.
So, in that sense we can distinguish between a lesson
learned and a lesson identified by whether or not we
have actually changed practice as a result of the lesson
identified.
Therefore when writing new project proposals and
as the MELMOPs informs us, use lessons learned
from previous projects and programmes to inform
the design it is obviously here we show how we have,
or maybe, will change practice as a result of the
lesson we have identified during the prior project
implementation phase.
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3 CAPTURING LESSONS LEARNED.

Question

Purpose
These questions establish a common understanding of the work
item under review. The facilitator
should encourage and promote discussion around these questions. In particular, divergences from
the plan should be explored.

As such a lesson identified can be seen as a
recommendation, based on analysed experience, from
which others can reflect in order to improve their
performance.

At the Annual Review and when you do an evaluation
in DRC you are asked to capture lessons learned. We
even have templates to describe and document the
lessons learned on melmop.drc.dk

What was supposed to happen?

While a lesson learned explains how or why something
did or did not work and what has been changed to
support or mitigate this issue.

However, little guidance is given on how to capture a
lesson learned.

What worked?

Thus, a lesson learned needs to be accompanied by
an action – something that needs to be changed - (a
document, procedure or policy) if it is to be considered
learned. This change then needs to be communicated.
Go to question 8.1 before continuing

When drawing out what has been learned it is helpful
to review the key project data and documentation
such as evaluation reports and to think back on what
happened and reflect on the experience.
If there is no evaluation conducted of the project you
can consider preforming an After Action Review. This
is a simple exercise that can help to guide thinking and
discussion amongst staff, for instance when doing the
portfolio review in the build up to the Annual Review.
An After Action Review is simple to facilitate. It
focuses on a small number of questions, the answers
of which need to be discussed among key staff and
documented in detail. The format is as follows:

What actually happened?
Why were there differences?

What didn’t?
Why?

What would you do differently next
time?

These questions generate reflection about the successes and failures
during the course of the project,
activity, event or task. The question ‘Why?’ generates understanding
of the root causes of these successes and failures.
This question is intended to help
identify specific actionable recommendations. The facilitator asks the
team members for crisp and clear,
achievable and future-oriented
recommendations.
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