Contact Information:
Danish Refugee Council
Borgergade 10, 3rd
DK-1300 Copenhagen
Denmark

DRC INTRAC
MONITORING
& EVALUATION
TRAINING
WORKBOOK

E mel@drc.dk
www.drc.dk
www.melmop.drc.dk

DRC INTRAC MELMOP TRAINING WORKBOOK, NOVEMBER 2015

How to use the
Workbook

This Workbook contains the questions participants will
be working through during the webinar-led modules.
They are collected here for main reasons:
If you have a problem with the technology and cannot
access the webinar, you can use the Course Guide (for
the content) and the Work Book (for the questions) in
order to keep up with the other participants and rejoin
when you solve the technological problems.
After the training, if you want to return to any of the
modules when you have more time or if you would like
to involve others in exploring the questions or working
on the exercises (e.g. working with partners or your
programme team) then you will be able to do so easily.
You may find that it is useful to record your responses
to questions asked during the webinar in your
workbook along with any other useful pointers from
other participants.
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In the Workbook there are formal activities which you
will be asked to complete and then upload onto the
Learn INTRAC website (if you are doing the blended
online version of the course). Some activities will
be assessed by the trainer (as part of the criteria of
passing the programme). When asked to upload your
activities, you can just upload your whole workbook.
Then the trainer can also see the answers to your
questions. You can write your answers by hand and
then scan and upload the workbook or you can type
them into this Word document and save with your
name as the document title then upload it.
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Course Aim and
Objectives
Aim
This M&E course aims to underpin and build on already
existing skills in Monitoring & Evaluation by offering
capacity building for M&E Focal Points and M&E staff
in DRC.
The course also seeks to underpin and encourage the
formation of personal and formal networks of DRC
M&E staff members across regions.
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Session 1
Linking Monitoring,
Evaluation and Learning
to DRC’s Planning and
reporting framework

EXERCISE A: Introduction and getting to know each other’s challenges with M&E
Question 1.1: What does Monitoring and Evaluation mean for you?

Question 1.2: How do you think that it is understood in your office/team?

Question 1.3: Which purpose do you see for monitoring and evaluation in your operation?

Question 1.4: Can you give an example of what define a programme from your experience?
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Question 1.5
Look at the table below – what elements do you see
as M&E? And what are you contributing to in your
operation?

LEVEL

PROCESS / EVENT

PURPOSE

PUBLICATIONS/DOCUMENTS

RESPONSIBLE

TOOLS/GUIDANCE

Global

Annual Reporting

Presentation of DRC
performance

DRC Annual Report

HQ/SG

Guidance on Beneficiary Reach
Numbers part of MELMOPs

Global

DRC Country Directors Annual
Meeting/ Meta Evaluation

Presentation of Lessons Learned Meeting summery
and Key Challenges

OPSU

Programme Handbook

Country/Regional Director/Head
of Support Unit

Programme Handbook Guideline on Annual Review

Linked to Key Organisational
Evaluation Questions and
Strategy 2020
Region and Country

Annual Review/Portfolio Review

Review of programme progress,
challenges and future priorities

Lessons Learned Note
Strategic Programme Document
(SPD)

Region and Country

Results Contract (2014)

Monitoring of Programme
progress

Results Contract And Quarterly
Reports

Country/Regional Directors/
Director of Regional Operations
Division

Guidance note on RC

Programme/project

Evaluation:

Evaluation of Programme and
project results and lessons
learned

Evaluation Reports

Country Director

DRC Evaluation Policy and
MELMOPs

Monitoring of project progress

Monitoring reports
(not standardised)

Country Directors and Regional
Directors

MELMOPs Guidance

Conducted in accordance with
DRC Evaluation Policy
Project

Project Monitoring:
Conducted in accordance with
DRC MELMOPs , donor and
country / regional office requirements

Lessons Learned Notes
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Session 2
Understanding of
effective M&E

EXERCISE B: Go onto the MELMOPS site on melmop.
drc.dk using your computer or smartphone and locate
the correct information or documents in order to
answer the following questions:
1. What are the steps under the Learning column
that your operation needs to do in order to
comply with the MELMOP for Learning? DRC
operations share lessons learned and document the
use of evaluation findings

2. What are the steps under the People column that
your operation needs to do in order to comply
with the MELMOP for People? DRC operations
have adequate and dedicated resources for M&E
3. What are the thresholds triggering a project
evaluation?
4. Find the Compliance Self Check template
5. Find the MEP template
6. Find a Lessons learned note template
7. Find two interesting documents under the System
Library and explain why you chose these two?

Question 2.0: How can using the management tool of the ‘Project Cycle’
assist in monitoring and evaluating your project/ programme work?

Question 2.1: How does the monitoring and evaluation in your programme link
to higher level M&E (whether at a Country Programme or Organisational level)?
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EXERCISE C: Do you think your Country
Programme has an M&E System? What does it
look like??
Find the DRC Country Office M&E Systems Checklist
on melmop.drc.dk
With your ‘buddy’ on Skype share your responses to
the questions
•
•

•

How closely does your Country Office M&E System
it link to the guidance given in the MELMOPs
Is it clear how monitoring and evaluating your
project/work links to Country Programme and
Organisational objectives?
What challenges do you face?
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Session 3
Developing appropriate
objectives and
indicators (part one)

EXERCISE D:
If you are not well acquainted with the use of
Logframes start by briefing looking at the DRC Logical
Framework Approach Matrix Guide in the System
Library on melmop.drc.dk.

and people will go often out into the surrounding
countryside to get water from a small river about 1
kilometre away as well as to go to the toilet. Women
and girls are vulnerable and there have been a number
of cases of women and girls being attacked early in the
morning and in the evening.

Now looking at the Logframe you brought to this
Training Course review the logic of the project by
using the following questions, work up from the
bottom of the logframe:

•
•
•

8. If we undertake the activities and the assumptions
hold true, then we will create the outputs.
9. If we deliver the outputs and the assumptions
hold true, then we will achieve the outcome.
10. If we achieve the outcome and the assumptions
hold true, then we will contribute to the impact.

Present and discuss your answer in your group.

•
•

Does the project seem logic?
Is it realistic to achieve the objectives with the
activities that are planned?

EXERCISE E:
Now you try it using the following example:
Refugees fleeing an upsurge in violence in South
Sudan are now living in a temporary refugee camp.
Drinking water is being brought in by the UN. Tents
have been provided. Adequate sanitation is a problem.
There are some communal latrines. There are
long queues for water as well as to use the latrines

What is the problem (concern)?
What needs to be done (the activity)?
What change do we want to see (the outcome)?

EXERCISE F: Developing Objectives

You have the option of working on one of the
following two case studies
A: Addressing the causes of conflict in Sri Lanka.
You have been asked to review the logframe of a
proposed project in Sri Lanka. It is focused on issues
related to the conflict in Sri Lanka and trying to
establish tolerance between the two communities
by introducing peace education into the curriculum
of secondary schools. However, it is difficult to
understand what is intended to be achieved by the
end of the project period, and therefore what should
be monitored and evaluated. In the way that the
project is currently written it will fail!
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This is a 7-month project. Assume that you will only
get resources (people, time and money) to do the
activities listed in the logframe plus one other that
is intended but was not listed with the seven (but
appears elsewhere in the logframe).

TASK
•
•
•
•
•

Read the logframe document. Identify the gaps in
the logic
Start by trying to identify the eighth activity.
Identify the real problem that this project is trying
to address.
Write the achievable outcome (purpose)
Cross check the revised logic of the logframe

Intervention Logic

Indicators

Means of Verification

Assumptions

OVERALL OBJECTIVES
To strengthen the capacity of the Sri Lanka government, political
parties and civil society to promote values of tolerance and coexistence in Sri Lanka.

A Peace Education curriculum being taught
in all Sri Lanka’s 10,400 secondary schools,
and ultimately increased support among
communities for a negotiated peace.

Monitoring of government statements,
activities within schools and levels of
support for a negotiated settlement.

A critical mass of public support for
negotiations will create political space to
allow a permanent peace settlement.

IMMEDIATE OBJECTIVE
To support peace education in Sri Lanka by providing Conflict
Resolution/Transformation training materials.

At least 2000 secondary teachers trained in
the use of the materials. Peace Education
provided in at least 1000 Sri Lanka schools.

Monitored by M of E; verified by training
group.

Political will can be maintained and funding
available to implement programme in all
schools.

OUTPUTS:
The creation of a Sri Lanka team of conflict resolution training
specialists and translators.

A multi-disciplinary, ethnically mixed team
of up to 15 Sri Lankans able to translate,
adapt, test and use a variety of conflict
transformation materials.

Monitoring of group’s activities and
products.

Political will and popular tolerance for Peace
Education maintained.

Printed copies; invoices from printers.

Sufficient government resources committed.

The UK Resource Pack for Conflict Transformation adapted for
the Sri Lanka context; translated into Sinhala and Tamil for use
by Sri Lanka secondary schools.

Printing 2000 copies in Tamil, 3000 in
Sinhala.

Action Plan made available.

Enhanced capacity of the Peace Education Unit of the Sri Lanka
Ministry of Education.

Implementation of a Peace Education
Action Plan by the Peace Education Unit.

ACTIVITIES:
The formation of a multi-disciplinary and mixed-ethnic team of
15 people. Initial 3 day training workshop.

See the budget.

1.
2.
3.
4.
5.

Translation and adaption of the Resource Pack
A series of on-going workshops to test, review and to
ensure coherence of the materials.
Publication of the Pack
Ongoing support to the PEU.
Monitoring of the subsequent workshops.

The Peace Education Unit will survive the
coming Presidential and parliamentary
elections.

DRC INTRAC MELMOP TRAINING WORKBOOK, NOVEMBER 2015

B: Emergency Community Protection Project
At the end of 2014, there are more than 1,100,000
registered displaced Syrians, including 825,000
women and children in Lebanon. With increasing social
tensions, armed conflict and stricter border policies,
access to vital services will decrease for displaced
Syrians. A rise in negative coping mechanisms has been
linked to this, including GBV, early marriage, and child
labor.
The proposed ‘Action’ aims to use a bottom-up
approach, working through the existing capacities
of the local municipalities, to monitor, prevent, and
respond to protection concerns in conflict affected
communities. DRC will establish, train and support
community focal points and committees to conduct
protection
monitoring, and information outreach.
Concurrently DRC will train and support the local
authorities (municipalities) to coordinate this
community protection network. Based on the needs
identified by the community protection network
and the municipality, DRC will deliver Community
Support Projects aimed at, for example, improving
social cohesion. With DRC support local NGOs will
conduct protection (GBV and child protection) case
management following referral from the municipality
coordinated community protection network, and
DRC. Protection monitoring data will be consolidated

at the municipality level, and analyzed to produce
evidence based advocacy reports to be used by the
municipalities to create a sustainable protective
environment in their localities, and at the national
level and global level, by DRC.
With rising evictions in two areas, DRC will develop
an early-warning and response system tailored to
address this high-risk protection concern. When
exposed to eviction, beneficiaries will receive a
Minimum Assistance Package (MAP), including
relocation. In high risk eviction locations this will be
developed in collaboration with the municipality
and community protection networks. In addition this
Action will support the coordination of the Lebanon
Humanitarian INGO Forum.

Questions
1. What is the main problem to be addressed by this
project?
2. What does it aim to achieve?
3. What does it propose to do (main activity area)?
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Exercise G1: From Objectives to MEPs
Start with finding the standard MEP template on
melmop.drc.dk
Have a look at the template with your buddy if you
have not seen it before.
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As part of this training you have been asked to
bring along with you a Logframe.
Review the Objectives of your own Logframe
using the different questions that have been
presented. When you are happy with them,
enter them into the MEP template and save the
template you will have to use it for the coming
exercises.
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Session 4
Developing appropriate
objectives and indicators
(part two)

Question 4.1: Are these outcome indicators? Mark
Yes or No

•

1. An increase in the number of people with access
to clean water
2. Twenty five facilitators trained in advocacy work
3. A reduction by 40% in the level of diarrhoea in
district ’x’
4. Number of journalists/ lawyers/ public officials
trained
5. Amount of press coverage, advocacy and other
relevant international attention on freedom of
expression
6. An increase in the % of young people with
disabilities completing primary school
7. Ability of the media to avoid both court
proceedings and self-censorship
8. Ability of citizens to demand their right to water
from local government

•

Exercise H: Developing good indicators
In this session participants will use either one the Case
Study below or their own Logframe now review at the
indicators for the project.

Tasks:
• Take the work you did on assessing the key
problem, what the project intendeds to do and
what it aims to achieve for this project

•

Using the process for developing indicators assess
what would be appropriate indicators for the
project.
Aim for three to four outcome level indicators
(with at least two qualitative indicators) and if
you have time suggest three to four output level
indicators.
Don’t spend too much time refining the indicators.

C: Emergency assistance to Cyclone Mahasen
affected population of Barguna district of
Bangladesh
You are part of the project team tasked with
developing the INGO’s response to the recent cyclone
in Bangladesh. You have been asked to propose an
appropriate outcome level objective and supporting
outcome level indicators to assess progress towards
the outputs and outcomes of this emergency response
project. You need to develop both quantitative and
qualitative indicators.

Background
Cyclone Mahasen hit Bangladesh on 16th May 2013,
affecting thousands of households, killing 17 and
injuring 100. A Joint Needs Assessment (JNA)
conducted by the humanitarian community found
that three districts wee worst affected. One of the
worst affected areas is Barguna, which is also the
working area of an International NGO (INGO). As part
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of the immediate response, the INGO supported 1900
households of the poorest and hardest hit people with
dry food and Non-Food to enable their immediate
coping capacities to be in place. The first phase JNA
report highlighted the following devastation in
Barguna:
Affected population: 59% (524,900 people) amongst
the total population of Barguna affected by the
cyclone (total population: 892,781, census 2011).
The top three priority areas are livelihoods, sanitation
and food.
Livelihoods have been compromised by the tidal
surge. 57% of the land area of cultivated crosp were
damaged. Damage to fisheries is “severe”.
Sanitation and water: Sanitation has been heavily
impacted as a result of Mahasen; sanitation facility
damage is a concern in all upazilas (areas) in Barguna.
There is damage to some water supply (4 out of 6
upazilas).
Food: In 5 out of 6 upazilas in Barguna there are
reports of food stock damage.
Shelter: 6,856 households have had their shelter fully
affected; 61,812 partially affected
Education: 208 schools out of 1,031 are not
functioning.
Of the six upazilas in Barguna, the INGO will be
focusing on Barguna Sadar which is the worst affected
and where it has existing programmes and a project
office.

Exercise G2:
Find your MEP template that you have started
developing and the Logframe you brought with
you.
Make any changes you deem fit to the indicators
belonging to the objectives you changed in the
last MEP exercise.
Now enter them into your MEP template.

13/40

14/40

DRC INTRAC MELMOP TRAINING WORKBOOK, NOVEMBER 2015

Session 5

Question 5.1: What is your experience of using tools? How do you choose them?

Selecting and using M&E
tools for Monitoring and
Evaluation
Exercise I: Choosing different data collection
tools
DRC Case Study: Syrian Refugee Livelihood
Programme
Three years after the onset of the conflict in Syria,
Turkey hosts more than 1 million refugees, the
majority of which reside outside of camps. Syrian
refugees continually try to find employment and
generate income. However a barrier for many is
lack of documentation due to entering the country
illegally. This especially impacts the most vulnerable.
In this situation the rate of “extreme” exploitation
is very high. Due to the evolving situation in Turkey
regarding work permits for Syrian refugees DRC
decided to concentrate on capacity development and
preservation to prepare the vulnerable households to
enter employment once they have access.
Meeting basic needs
DRC proposes to continue cash assistance to the most
vulnerable families to enable them to meet basic
needs during this period Protection monitoring and

referrals will continue to be linked to DRC’s overall
protection approach. DRC’s networks will be used in
order to effectively refer vulnerable cases that can
further benefit from services provided under other
projects, such as counselling, life skills training, and
other type services being provided in DRC-supported
community centres.
Developing self-reliance
DRC considers “preparation for economic self-reliance”
as the development of new skillsets, preservation of
skills, improving access to information and resources
related to livelihoods and the labour market in Turkey
and the ability to make a better informed plan about
how to achieve livelihood goals. DRC proposes the
following activities:
Skills mapping
In order to better understand refugee existing
skillsets (and refugees’ livelihood strategies prior to
displacement), DRC will, in coordination with other
stakeholders, map refugees’ existing skillsets DRC will
engage in discussions with the Ministry of Labour and
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Social Security to examine ways to coordinate this data
with the Turkish authorities.

Livelihood counselling
Livelihood focal points will guide interested refugees
and host community members in selecting courses
or identifying livelihood priorities. DRC also connects
beneficiaries to resources on employability or
entrepreneurship, as well as provide referrals to other
specialised services

needs & motivation and markets-demand & labour.
Intercommunal dialogue
This will allow Syrians and Turks to interact with
facilitated translation on a personal level within their
communities. It also offers a communal platform for
DRC to share information with both communities on a
regular basis. The involvement of the local mukhtar is
instrumental in bringing both communities together. It
will be linked to other activities of the project.

Skills development courses
Transferrable or portable skills are skillsets that
people can use productively across different jobs,
occupations and industries. These will be adjusted to
meet local demand in the Turkey-Syria context in order
to be useful. Where possible DRC will use the existing
infrastructure available in Turkey.

Creating a connection to the labour market
In order to connect vulnerable households of Turks
and Syrians to the labour market DRC also proposes to
carry out the following activities:
• Labour market mapping
• Employer database, internships/apprenticeships
and job placement
• Direct livelihood support

Focus skills area
Communication, financial planning, problem solving,
computer skills, language courses, etc. The courses
will be provided to both communities to improve
intercommunal dialogue and reduce the notion of
privilege. The content of the market-specific skills
training will be determined by the labour market
mapping exercise.

Gender equality, key beneficiary vulnerability and
engagement
To assure gender equality, DRC will assess the
implications for male and female beneficiaries of
all planned interventions, ensuring that gender
perspectives and attention to the goal of gender
equality are central to all activities.

All skills courses (transferrable or market-specific) will
be prioritised based on 2 main inputs: beneficiaries-
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QUESTIONS
Which tools would you propose to use for monitoring the effectiveness of
the skills development courses?

Which tools would you propose to assess how the gender aspects of the project are addressed?
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Here are some questions for reflection that will also
help you:
How do the data collection tools chosen enable you to
collect information on progress towards achieving the
projects objectives and provide evidence of change?
1. Do they help you to assess progress towards
achieving the changes?
2. Do they enable you to assess the perspectives and
changes in the lives/situations of key stakeholders/
beneficiaries?
3. Do they enable you to assess qualitative and
quantitative changes?
4. Do you/the people who will use them have the
skills necessary?

Which tools would you propose to assess the effectiveness of the work on intercommunal dialogue?
Exercise G3
Now you have your objectives and indicators in your
MEP it is time to get into more detail. Go back to the
MEP template you have been working on. Using what
you have learnt fill in the columns: ‘Target’, ‘What data
is needed’, ‘Method and Tools’, and ‘Responsible: lead
and support’.
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Session 6
An Introduction to Data
Analysis

Exercise G4
Now you know what is involved in data analysis and
how to triangulate it is time to finalise your MEP. For
this final MEP exercise we would ask you to complete
the ‘Data Collection’ and ‘Data Flow’ columns in your
MEP.
Consider how you can use triangulation in the data
collection design.
Is that feasible and if so how?
What are some of the challenges, if any?
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Session 7

Question 7.1

An Introduction to
utilisation focused
evaluations

Find the evaluation policy on melmop.drc.dk. Find
chapter 2 and discuss when is it relevant to evaluate a
DRC project?
What are the DRC evaluation thresholds? And do you
always need to follow them?

Question 7.2
Go to melmop.drc.dk and find the ToR template and
discuss
•

What are OECD DAC evaluation criteria?

•

How should they be used to inform your
evaluation and ToR?

Exercise J
Using the Example ToR below try to do answer the
following questions
• What will be the purpose/ objectives of the
evaluation (the why)?
• Who is going to be the prime user of the
evaluation?
• What would be the main objectives of the
evaluation and what would be the main questions
that should be asked (the what)?
• Are there any areas of special concern?
• Review the Key Evaluation Question using the list
of questions shown in the Training Course Guide.

Exercise K
Find the UNEG Quality Checklist for Evaluation Terms
of Reference and Inception Reports on the melmop.
drc.dk and use it to check the ToR in the example
below and discuss:
•
•

What do you find particular well developed in the
ToR?
What do you find need to be improved and why?
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Session 8
IDENTIFING AND
DISSEMINATING LESSONS
LEARNED

Question 8.1.
Two and two try to find examples from you work of
•
•
•

A Lesson identified
A lesson un-learned
And a lesson learned
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