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How to design a Results-Oriented M&E Strategy for EMOPs and
PRROs

Overview

Introduction. The purpose of this module is to describe the main components of an
M&E strategy for EMOPs and PRROs.

Why is this Module important?

At the planning and inception stages of emergency and recovery operations (EMOPs and
PRROs) it is important to clarify the link between the overall design of the operation and its
M&E strategy. This module introduces a number of useful tools and procedures to follow in
order to develop the M&E strategy. The module encourages readers to ensure that the M&E
Plan and Evaluation Plan are feasible in terms of both the capacity of WFP and its partners to
implement them and the budget and other resources available.

What does this Module aim to achieve?
This module has the following objectives:

e To describe the components of an M&E strategy.

e To describe how the M&E strategy for EMOPs and PRROs can be developed progressively
throughout the operation.

e To describe the principle function of M&E: testing the hypothesis expressed in the operation
design, taking into consideration the special circumstances of EMOPs and PRROs.

e Minimum monitoring information for EMOPs and PRROs.

e To define Beneficiary Contact Monitoring and explain how it is used in monitoring and
evaluation.

e To describe the 2 general types of data - quantitative and qualitative - that can be used for
M&E purposes.

e To describe 2 broad categories of data - primary and secondary - and the appropriate use of
each in providing information for use in the M&E of WFP operations.

e To assess WFP and partners’ M&E capacities for EMOPs and PRROs and to develop a
plan to address constraints.

e To assign M&E roles and responsibilities to WFP, government and implementing partners in

EMOPs and PRROs.

To explain how to complete an M&E plan matrix.

To describe the reporting flows relevant to M&E.

To describe the importance of providing feedback on M&E information and reports.

To prepare the M&E budget and identify sources of funding.

What should be reviewed before starting?
® What is RBM Oriented M&E
® The Logical Framework Guidelines (on the PDM)

How does this module apply to designing or implementing an M&E strategy
for an operation?

WFP staff with responsibilities for planning EMOPs and PRROs should be able to identify,
select and present the following M&E related content in key documents:
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- Operation’s objectives and assumptions and a related set of results indicators.
- Arrangements for routine collection, analysis and reporting on monitoring data, including costs.

- Use of and arrangements for baseline and subsequent evaluation events to gauge change
over time, including costs.

- Arrangements for feedback and review of M&E findings for decision-making.
- Arrangements for capacity building of WFP and partners to conduct M&E tasks if required.
- Annual M&E implementation plans and budgets.

Section Titles and Content Headings

® What is an M&E Strategy

® |ntroduction
® \What are the Main Components of an M&E Strategy
® Examples of the Types of M&E Strategy Documents

® Whatis an Appropriate Approach to developing an M&E Strategy for EMOPs and
PRROs

® [ntroduction

® Guidelines for the Progressive Development of an M&E Strategy for EMOPs and
PRROs

® An Example of how an M&E Strategy for an EMOP or PRRO can be developed over
the ‘Project Cycle’ Stages

® How to check the Link between the Operation Design and the M&E Elements for
EMOPs and PRROs

® [ntroduction

The Standard Logical Framework Matrix: A Description of its Content focussing on
the Purpose of M&E

Description of the Main Content in each Column of the Logical Framework Matrix
How to adapt the Logical Framework for EMOPs and PRROs

How to check the Design Logic in a Logical Framework

How to check the M&E Elements in the Logical Framework

An Example of how to Check the Design Logic in a Logical Framework

An Example of SMART Indicators at and within each Level of the Results Hierarchy
An Example of the M&E Indicators for EMOPs and PRROs demonstrating how to
scale-up

® Minimum Monitoring Information for EMOPs and PRROs

® [ntroduction

® What are the Minimum Information Requirements for Distribution and
Post-distribution Monitoring in EMOPs and PRROs with Sudden-onset Crises?

® Examples of the Types of Distribution and Post-distribution Monitoring Information
that should be collected and reported

® Examples of the Type of Information that should be collected for Post Distribution
Monitoring Purposes and for contributing to Ongoing Assessment Information
Requirements

® \What is Beneficiary Contact Monitoring

Introduction

What is BCM?

BCM and the Logical Framework

An Example of BCM Leading Indicators and Their relation to Outcome Indicators in
Development Operations, PRROs and EMOPs



N/ < ¥= Guidelines

® Types of Data — Quantitative versus Qualitative

® |ntroduction
® \What are the Characteristics of Quantitative and Qualitative Data
® Examples of Quantitative and Qualitative Data

® \What are the Sources and Uses of Primary and Secondary Data

® [ntroduction

® \What are the Differences between Primary and Secondary Data

® Appropriate Uses of Primary and Secondary Data

® An Example of using Secondary Data in Development

® An Example of a Secondary Data Source for Emergency Operations (EMOPS)
An Error to avoid

® Assessing WFP and Partners' M&E Capacities for EMOPs and PRROs

® [ntroduction

® Why is Assessment of WFP’s and Partners’ M&E Capacities needed and when
should It be done?

® Steps in Assessing M&E Capacities of WFP, Government, and Implementing
Partners

® Assigning M&E Roles and Responsibilities in EMOPs and PRROs

® [ntroduction

® How are M&E Roles and Responsibilities shared between WFP, Government and

Partners?

Guidelines for assigning M&E Roles and Responsibilities to Government

Departments and Implementing Partners

Guidelines for assigning M&E Roles and Responsibilities to Beneficiaries

Guidelines for assigning M&E Roles and Responsibilities to the WFP Country Office

Guidelines for assigning M&E Roles and Responsibilities to WFP Regional Bureaux

An Example of M&E Roles and Responsibilities for WFP Staff in Country Offices

according to Generic Job Profiles

® Examples of Monitoring Roles of WFP, Government, NGO and UN Partners in
EMOPs and PRROs

® Examples of Global MOUs concerning M&E in EMOPS and PRROs

® How to complete an M&E Plan Matrix

® Introduction

® The M&E Plan Matrix

® An M&E Plan for a Community Forestry Project
® Stages for completing the M&E Plan Matrix

® Reporting Flows

® Introduction
® Reporting Flows within Country Offices and from the Field to HQ

® Providing Feedback on M&E Reports

® |ntroduction
® Guidelines for providing Feedback on Reports
® Examples of Formal Feedback Opportunities to be stated in the M&E Plan

® Preparing the Budget and Identifying Sources of Funding for the M&E Strategy

® Introduction

® |tems to consider when preparing the M&E Budget

® 3 Main Sources of M&E Funds within WFP for Operations

® Examples of M&E Cost Items funded by WFP’s 3 Main Operation Budget Sources
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What is an M&E Strategy

Introduction. This section explains the major components and functions of an M&E
strategy, simply a detailed description of the measurements, analysis, and reporting
needed to monitor and evaluate an operation’s implementation and achievement of
results described in the logical framework.

What are the Main Components of an M&E Strategy

The main Components of an M&E Strategy are:

®  Alogical framework.

® An M&E plan for data collection and analysis, covering baseline, ongoing monitoring and
evaluation.

Reporting flows and formats.

A feedback and review plan.

A capacity building design.

An implementation schedule.

® A budget.

The logical framework matrix is the foundation document for both operation design and M&E.
Additional elements of the M&E strategy are extensions of the logical framework that describe
how indicators will be used in practice to measure implementation performance and results
achievement.

The Logical Framework outlines:

® (Clearly defined and realistic objectives, assumptions and risks that describe how the opera-
tion is designed to work.

® A minimum set of results indicators for each objective and assumption that are feasible to
collect and analyse. Indicators measure performance on implementation and achievement
of results. The means of verification provided in the logical framework for each indicator
outlines the source of data needed to answer each indicator.

An M&E Plan for Data Collection and Analysis, covering Baseline, and ongoing Monitor-
ing and Evaluation:

® Sets out arrangements for routine collection of monitoring data, based on indicators identi-
fied in the logical framework including how, when, and by whom data will be collected, ana-
lysed and reported. This includes descriptions of Beneficiary Contact Monitoring to gauge
progress toward achieving results and monitoring achievement of output targets, mile-
stones to measure completion of activities and compliance with contract agreements, re-
source expenditures versus budget, and risks and assumptions. This also includes ar-
rangements for verifying the quality and accuracy of M&E data and analysis.

® Describes the use of baseline and subsequent evaluation events to gauge change over
time in indicators identified in the logical framework. Usually WFP operations employ a
simple before and after operation evaluation design. While a baseline and final evaluation
are recommended, a mid-term evaluation is also employed to measure mid-course pro-
gress toward results achievement and to help guide planning for subsequent phases of an
operation.

® Sets out arrangements for collection of periodic evaluation data, based on indicators inden-
tified in the logical framework and including how, when, and by whom data will be collected,

6
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analysed and reported.

Reporting Flows and Formats:

® The reporting flow and formats for both monitoring and evaluation are linked to each level
of management, as well as to the agreed system for feedback and management review.

A Feedback and Review Plan:

® Sets out the measures to be taken to ensure timely decision-making by management and
other stakeholders based on monitoring and evaluation findings. In WFP usually an annual
review meeting attended by key stakeholders is held to allow for a participatory annual as-
sessment of performance and results obtained to-date as well as for planning the following
year's M&E activities.

A Capacity Building Design:

® Sets out capacity building needed for WFP and implementing partners including specifica-
tion of training if required.

An Annual Implementation Plan and a Budget:
® |inks planned M&E activities to an implementation schedule and budget.

Examples of the Types of M&E Strategy Documents

® | ogical Framework Matrix - specifying the operations internal design logic (inputs, activit-
ies, outputs, outcomes, and impact), indicators at each level, the means of verification for
each indicator, and the risks and assumptions (external design logic) associated with each
level of the internal design logic.

® M&E Plan Matrix - specifying the indicators for each logical framework design element, the
data source or means of verification for each indicator, the frequency and cost of data col-
lection for each indicator, the responsibility for data collection, the method to be used in
data collection (if collecting primary data), and in which reports and how the information will
be used. The same information is also to be specified for the most critical assumptions.

® Evaluation Plan - identifying the before-and-after comparison of baseline, mid-term, and fi-
nal evaluation results.

® Annual M&E Implementation Plan and Budget — detailed calendar of M&E activities and as-
sociated costs.

® |frequired, a M&E Capacity Building Plan describing equipment, training and other require-
ments needed for WFP and implementing partners to undertake the plans outlined above.
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What is an Appropriate Approach to developing an M&E Strategy for
EMOPs and PRROs

Introduction. This section describes how the M&E strategy for EMOPs and PRROs can
be developed progressively throughout the operation, starting with a minimum set of
M&E activities.

Guidelines for the Progressive Development of an M&E Strategy for EMOPs
and PRROs

The M&E strategy will begin with a minimal set of activities. The M&E strategy is a continuum
and, as the operation becomes longer term, a more comprehensive strategy is developed.

In most slow-onset emergencies (e.g. drought) appropriate M&E activities can be planned
ahead and incorporated into the design documents. Similarly, in most PRRO operations, as the
M&E strategy builds on activities developed and introduced during the EMOP phase, it can be
developed at the outset.

For sudden onset emergencies and some PRROSs, the external environment (context) is often
unstable and can change rapidly. As a result, the information required to develop the M&E
strategy is collected progressively during various stages of the ‘project cycle’. These stages in-
clude the following: initial or detailed assessment, preparation of the operational plan, prepara-
tion of the EMOP or PRRO document, preparation of the LOUs and other agreements with part-
ners, implementation, review/re-assessment and evaluation.

Sudden-onset crises EMOPs and some PRROs with volatile and rapidly changing external en-

vironments:

® Have to be planned and initiated quickly on the basis of incomplete assessments and un-
derstanding of the situation.

® Require that a minimum set of monitoring activities is initiated rapidly to assess results of
immediate actions and then extended progressively to identify appropriate indicators, es-
tablish more accurate baselines, and introduce more stable monitoring of medium to long
term objectives as circumstances and resources allow.

® Require that a system for food distribution monitoring is put in place immediately, in order
that reliable information is available on who is being fed and how much they are receiving.

® Require developing agreements often with NGO implementing partners as, especially in
conflict zones, the government capacity for monitoring may be insufficient or totally absent.
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An Example of how an M&E Strategy for an EMOP or PRRO can be

developed over the ‘Project Cycle’ Stages

Project Cycle Stage

M&E Activities

Initial assessment (Sudden-onset emergency)
(EMOPs only)

Assess what systems and capacity are available to:
maintain basic records and report on food movements,
supervise/monitor distributions?

Assess what resources (WFP and partners) are needed
to assure minimum standards of record-keeping, report-
ing and monitoring from the outset?

Detailed assessment (Sudden- and slow-onset emergen-
cies)
(EMOPs and PRROSs)

Determine what systems and capacity are available to:
gather information on the overall situation (context or
baseline) on an ongoing basis; monitor end-use
(household level); analyse and decide on action?
Decide what is the intensity of monitoring required in re-
lation to the expected duration and complexity of the
operation? Review what base-line indicators have been
selected from the available data and what others may
be required.

Determine what resources (WFP and partners) are
needed to assure monitoring and subsequent analysis
and reporting take place?

Preparation of an Operational Plan
(EMOPs only)

Define an initial M&E plan: provisional indicators; re-
sponsibilities; procedures; schedule for progressive im-
plementation of the plan; resource requirements and
budget for M&E.

Include M&E considerations in contingency plans to
deal with potential changes in the situation.

Preparation of the EMOP/PRRO document

Specify the M&E plan and the budget required from
WEFP.

Review of EMOP/PRRO proposal by CD, RB, RB, PRC.
Approval by AED/ED (EMOP) and EB (PRRO)

Determine whether arrangements proposed for M&E
appear adequate and appropriate.

Preparation and signature of LOU with Gov't and/or
agreements with IPs
(EMOPs and PRROSs)

Specify M&E (including reporting) responsibilities and
arrangements and related training plans.

Implementation
(EMOPs and PRROSs)

Scale up of the M&E system:

) Compile (and if necessary, collecting) baseline
data.

) Design data collection tools and in-country report-
ing formats with corresponding guidelines.

) Train operational staff of the government and/or
NGO partners in reporting and use of monitoring
information for decision-making.

) Select and train field monitors (recruited by WFP
and/or partners).

Compile, analyse and respond to reports on a continu-

ous basis for inputs, activities, outputs and outcomes.

Plan and undertake field visits; manage field monitors;

enhance teamwork.

Monitor the performance of partners.

Organise periodic review meetings.

Feed the findings of monitoring and evaluation into op-

erations management decision-making.

Review/re-assessment
(EMOPs and PRROSs)

Assess performance of the operation to date.

Assess performance and adequacy of monitoring sys-
tem to date.

Review current situation and trends; requirements for
ongoing assistance; exit strategy.
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Project Cycle Stage

M&E Activities

Periodic evaluation
(EMOPs and PRROSs)

) Determine effectiveness and impact of the operation.

10



N/ < ¥= Guidelines

How to check the Link between the Operation Design and the M&E
Elements for EMOPs and PRROs

Introduction. This section clarifies the critical relationship between monitoring and
evaluation (M&E) and operation design and provides steps to follow to ensure that this
link is clearly articulated.

The Standard Logical Framework Matrix: A Description of its Content
focussing on the Purpose of M&E

The primary purpose of M&E is to measure the degree to which an operation’s design is imple-
mented as planned and successfully achieves its intended results. The operation design de-
scribes how inputs and activities will result in outputs delivered by WFP and its partners, and
how the operation’s designers believe these outputs will in turn result in desired outcomes and
impact.

The relationship between each of these levels is described in a logical framework hierarchy for
the operation and represents a hypothesis concerning how the operation, beginning with the ini-
tial resources or inputs available, will bring about the desired results. Using a results-based or
driven approach to design, the desired outcomes or impacts are identified first and lead to the

identification of the necessary outputs needed to achieve them, and the necessary inputs and
activities needed to deliver the outputs.

The logical framework approach produces a matrix, see below. This matrix serves to combine
the concepts of RBM, results-based operation design, and monitoring and evaluation.

What the operation will
do:what it seeks to achieve

How performance will be measured

Factors outside manage-
ment control that may affect
project performance

¥

¥

¥

¥

Logframe Hierarchy

Performance Indicator

Means of verification

Assumptions & risks

Impact

(Impact)

Higher objective to which this
operation, along with others,
is intended to contribute

Indicators (increasingly stand-
ardised) to measure pro-
gramme performance

The programme evaluation
system

Risks regarding strategic im-
pact

Outcome

(Outcomes)

(Outcome-to-Impact)

The outcome of an operation.
The change in beneficiary be-
haviour, systems or institu-
tional performance because
of the combined output
strategy and key assumptions

Measures that describe the
accomplishment of the Pur-
pose. The value, benefit and
return on the investment

People, events, processes,
source of data for organising
the operation's evaluation
system

Risks regarding programme
level impact

Outputs

The actual deliverables. What
the operation can be account-
able for producing

Output indicators that meas-
ure the goods & services fi-
nally delivered by the opera-
tion

People, events, processes,
source of data - supervision &
monitoring system for validat-
ing the operation's design

Risks regarding design effect-
iveness

Activities

Inputs/Resources

The main activity clusters that
must be undertaken in order
to accomplish the Outputs

Budget by activity. Monetary,
physical and human re-
sources required to produce
the outputs

People, events, processes,

sources of data - monitoring
system for validating imple-
mentation progress

Risks regarding implementa-
tion & efficiency

H

'—-l
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Description of the Main Content in each Column of the Logical Framework
Matrix

Each of the 4 columns in the Logical Framework is described below. The first and fourth
columns articulate operations design and assumptions, while the second and third columns out-
line the M&E performance measurement indicators and means, to test whether or not the hypo-
thesis articulated in the operation design holds true.

Column 1: This column encapsulates the design or internal logic of the operation. It incorpor-
ates a hierarchy of what the operation will do (inputs, activities, and outputs) and seek to
achieve (purpose and goal).

Column 2: This column sets out how the design will be monitored and evaluated by providing
indicators used to measure whether or not various elements of the design have occurred as
planned.

Column 3: This column specifies the source of information or means of verification for answer-
ing the indicators.

Column 4: This column outlines the external assumptions and risks related to each level of the
internal design logic that are necessary for the next higher level of the internal logic to occur.

How to adapt the Logical Framework for EMOPs and PRROs

For sudden-onset crises EMOPs and for some PRROs with volatile and rapidly changing

external environments:

® Assistance to the population in need is likely to commence while assessment is ongoing.

® Operational objectives, implementation plans -- including for targeting and distribution -- are
set on a day-to-day basis.

® At the earliest opportunity, the objectives and assumptions should be mapped into the
format of a logical framework, even if gaps remain and objectives and indicators are not
stated precisely.

® The logical framework provides an agreed design and M&E strategy although it will require
regular updating.

® |nformation about the assumptions, gathered as part of the initial assessment, will build a
more detailed picture of the situation, and permit managers to revise and update their
plans, including the M&E strategy accordingly.

® Once a detailed assessment has been conducted, a more in-depth logical framework can
be prepared.

How to check the Design Logic in a Logical Framework

Review and test the internal and external logic (columns 1 and 4 respectively) and feasibility of
the operation’s logical framework. Test the logic beginning with inputs and move upward toward
the impact using an ‘IF (internal logic) AND (external logic) THEN (internal logic at the next
level)' logic test. Adjust the logical framework where necessary to overcome logic flaws or un-
feasible/unlikely relationships between various levels of the logical framework hierarchy. If no
logical framework exists for the operation, consult the Logical Framework Guidelines.

Specifically check the following items:

® |nputs are necessary and sufficient for activities to take place.

® Activities are necessary and sufficient for outputs to be delivered on-time and at a specified
quality and quantity.

® All outputs are necessary and all outputs plus assumptions at the output level are neces-
sary and sufficient to achieve the outcome.

12
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The outcome plus assumptions at the outcome level are necessary and sufficient to
achieve the impact.

The impact, outcome, and output statements are not simply restatements, summaries or
aggregations of each other, but rather reflect the resulting outcome of one level plus the as-
sumptions at that same level.

Each results hierarchy level represents a distinct and separate level and each logical
framework element. within a results hierarchy level represents a distinct and separate ele-
ment.

The impact, outcome, activities, inputs and assumptions are clearly stated, unambiguous,
and measurable. Impacts and outcomes are stated positively as the results WFP wishes to
see. Outputs are stated positively in service/product delivery terms.

The assumptions are stated positively as assumptions, rather than risks, and assumptions
have a very high probability of coming true.

How to check the M&E Elements in the Logical Framework

Check the following items:

Indicators for measuring Inputs, Activities, Outputs, Outcome, and Impact are S.M.A.R.T.,
meaning Specific, Measurable, Accurate, Realistic, Timely (column 2).

Beneficiary Contact Monitoring indicators are identified for tracking progress between out-
puts and outcomes and are noted at outcome level.

2 levels within 1 logical framework do NOT share the same indicator (if they do, the indicat-
or at 1 level is not specific enough to that level or the design logic between levels is
flawed).

The unit of study (e.g. individuals, children, households, organisations, etc.) in the numerat-
or and, where applicable, the denominator of each indicator are clearly defined such that
there is no ambiguity in calculation of the indicator.

The means of verification for each indicator (column 3) are sufficiently documented, stating
the source of the data needed to answer the indicator (be sure the sources exist in usable
form for secondary data).

13
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An Example of how to Check the Design Logic in a Logical Framework

The following is an example of testing the internal and external logic of a nutrition project’s lo-
gical framework using the IF-AND-THEN logic test.

IF we delivery the outputs through our planned activities and using the planned inputs, AND our
assumptions at the output, outcome, and impact levels hold true, THEN the desired outcome
will occur and lead to the desired impact.

0-0-0
o without e does not equal a

Results Hierarchy

Risks and Assumptions

Impact

Children recover
from malnutrition

o Children l-e Disease affecting
consume blended food nutritional status

in intended quantity is effectively controlled

An Example of SMART Indicators at and within each Level of the Results
Hierarchy

Once the design levels are clarified and simplified, choosing Specific, Measurable, Accurate,
Realistic, and Timely indicators is a relatively straightforward task.

Results Hierarchy Performance Indicators

Impact

Decrease in acute malnutrition a. % of children under 5 that are acutely malnourished (< -2
sd weight-for-height)

Outcome

Increased food consumption a. % of households indicating eating 2 or more meals per day
by gender of household members

Output

Dry take-home rations distributed to targeted mothers a. # of artions distributed to targeted mothers

14
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An Example of the M&E Indicators for EMOPs and PRROs demonstrating
how to scale-up

In the example below the shaded areas indicate the level of indicators to be monitored and re-

ported and how to scale-up as operation progresses (gray for the initial stages, black for
‘scaling up’).

15
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Results Hierarchy

Initial Stages

Scaling up

Example indicators

Impact

Outcomes

Outputs

Activities

Inputs

Percentage of children
under 5 acutely mal-
nourished

Crude mortality rate

Number of meals con-
sumed per day by age
group and gender
Evidence of population
retaining / selling off as-
sets (qualitative)

Men and women benefi-
ciary feedback on ap-
propriateness of food
ration

Number of rations de-
livered per day

Number of children and
others receiving supple-
mentary food

% of target beneficiaries
(men & women) receiv-
ing food rations

% of target beneficiaries
NOT receiving food ra-
tions (‘exclusion’ error)

Number of women parti-
cipating in committees
Compliance with target-
ing criteria

Number of distribution
sites established and
functioning

Quantities of food dis-
tributed by commodity
in realation to pla
Timeliness/quality of as-
set construction (eg. lat-
rines)

Number of training ses-
sions conducted & num-
ber of participants at-
tending

Quantities of esch com-
modity delivered
Losses and damage
during transport, stor-
age and handling
Stocks of each com-
modity on hand and in
confirmed pipeline
Provision of funds for
LTSH operations, if ap-
plicable

Provision of warehouse
and other logistic facilit-
ies

Provision of labour for
unloading and distribu-
tion operation, if applic-
able

Provision of staff, of-
fices, support services
Establishment and func-
tioning of decision-mak-
ing procedures

16
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Results Hierarchy

Initial Stages

Scaling up

Example indicators

) Timeliness of reporting

17
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Minimum Monitoring Information for EMOPs and PRROs

Introduction. This section describes the minimum information required for distribution
and post-distribution monitoring in EMOPs and PRROs, especially in sudden on-set
situations.

What are the Minimum Information Requirements for Distribution and
Post-distribution Monitoring in EMOPs and PRROs with Sudden-onset
Crises?

In EMOPs and PRROs where sudden-onset of new crises occur, planning and implementation
decisions are made often when information is unclear, contradictory or just absent. Prioritising
key decisions can provide a rough basis for identifying information needs.

Minimum information needs in a quick-onset emergency for monitoring distribution include:
® Receipt and delivery of WFP-supplied commodities and non-food items.

® Number (sex and age disaggregated) of people receiving WFP assistance.

® Handling and distribution of WFP-supplied commodities and non-food items.

® Food aid availability and unmet needs.

Minimum information needs include post distribution monitoring, which will begin some days
after the start-up of the operation. It is advisable that 2 weeks after a food distribution, or after a
series of food distributions in a particular area, to gather information on:

® Food access and control at household level.

® Changes in food intake and its consequences.

® The specific effects of insecurity on people’s food security.

This serves the dual purpose of monitoring the operation and providing an up-to-date assess-
ment.

Examples of the Types of Distribution and Post-distribution Monitoring
Information that should be collected and reported

o Number of actual men, women, boys and girls benefi-

Distribution reporting ciaries for the period, compared with the number re-

(to be completed for each distribution cycle) gistered

) Opening balance of food stocks

) Quantity of each commodity distributed, lost or dam-
aged

) Closing balance of food stocks

) Presence of food monitors at the site

Distribution site monitoring ®  Food basket monitoring - a random number of house-
holds at the distribution site, whose rations are weighed
and the results compared with the planned ration and
the household size recorded on the beneficiary registra-
tion document

For a sample of households within vulnerable groups:
Quantity of food received

Use of food aid

Acceptability and quality of food aid

Post distribution monitoring

18
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Examples of the Type of Information that should be collected for Post
Distribution Monitoring Purposes and for contributing to Ongoing
Assessment Information Requirements

) What access do people have to their own gardens and
Food accessibility by men and women to markets?

) Have crops and food stocks been destroyed, or looted?

) Who in the household is not receiving sufficient food?

) Are there opportunities for causal labour? What wages
are paid?

) Has there been an increase of domestic violence due to

Food control and surplus in the household food shortage and the coping strategies adopted?

) Who decides how much food/livestock will be sold and
how much will be kept for household consumption?

) What are the constraints for women to decide on
household food use?

) To what extent has access to safe drinking water and

Changes in food intake for household members fuel wood changed?

) Which households face the greatest difficulty in access-
ing food? (Are female-headed households particularly
vulnerable?)

) In which households are adults suffering from malnutri-
tion?

) Has there been a change in the weight of newborn ba-
bies? Which households have the lowest weight ba-
bies?

) How has geographical mobility changed? What has

Security situation been the effect on women in particular?

® How are people accessing basic food and non-food
items, water and fuel wood?

) What type of activities cannot be carried out because of
insecurity?

) What can the community do to increase the feeling of

security?
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What is Beneficiary Contact Monitoring

Introduction. This section defines Beneficiary Contact Monitoring (BCM) and explains
how it is used in monitoring and evaluation (M&E).

What is BCM?

‘BCM’ is defined as a systematic investigation to monitor beneficiaries’ — women’s, men’s, girls’
and boys’ — perceptions of an operation.

BCM

®  Focuses on beneficiary access to, use of and satisfaction with outputs by seeking feedback
directly from the women, men and children who are the target group for an operation.

® Concerns the transition between outputs and outcomes.

® Provides managers with an indication of progress towards the achievement of an opera-
tion’s outcomes.

® Uses a variety of techniques and data collection methods.

It applies the following logic:

® |[f members of the target group do not have access to operation outputs, they will not exper-
ience any benefit.

® |[f members of the target group have access to, but have chosen not to use, the outputs,
they will not experience any benefit.

® |f members of the target group are using operation outputs, but are not satisfied with the
services or facilities they are receiving, they are unlikely to use them in the longer term, and
therefore their experience of benefits will be limited.

In the logical framework matrix, BCM seeks to gauge progress in the transition from service de-
livery (outputs) to benefits (outcomes). The indicators used in BCM are therefore referred to as
“leading indicators”. BCM indicators should be included in the logical framework at the outcome
level.

It must be noted that beneficiaries’ reaction, however positive, is only a proxy indicator of the
improved situation that an operation is intended to bring about. A proxy indicator is an indicator
that is substituted for another indicator that would be hard to measure directly.
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BCM and the Logical Framework

The leading indicators for BCM should be included in the logical framework as the last indicat-

ors listed under column 2 at the outcome level.

Results Hierarchy

Performance Indicators

Means of Verification

Assumptions and Risks

Impact

Outcome

The benefits derived by the
beneficiaries

Transition from service de-
livery to benefit

Beneficiary Contact Monitoring Indicators
Men’s, women’s and children’s access to, use of and satisfaction with the outputs

provided by the operation

Outputs

The services provided by the
operation

Activities
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An Example of BCM Leading Indicators and Their relation to Outcome
Indicators in Development Operations, PRROs and EMOPs

BCM is concerned with beneficiaries’ perspectives of access to, use of and satisfaction with out-
puts. This important qualitative and contextual characteristic of BCM complements more quant-

itative outcome indicators.

Development

PRRO

EMOP

School feeding activity desired out-
come:

Supplementary feeding desired out-
come:

General food distribution desired out-
come:

Increase access to basic education for
boys and girls

Reduce mortality and morbidity risk in
children under 5

Save lives through provision of adequate
food

Outcome indicators:

Outcome indicators:

Outcome indicators:

Net enrolment rate disaggregated by
gender

) Number of children under 5 suffer-
ing from malnutrition
) Mortality rate of children under 5

) Crude mortality rate
) Under-5 mortality rate

BCM indicators:

BCM indicators:

BCM indicators:

) Access: % of parents — fathers
and mothers — aware of value of
sending girls to primary school

) Use: % of target households with
girls and boys enrolled in particip-
ating schools

) Satisfaction: degree of girls’ and
boys’ appreciation of canteen
food/dry rations (from very low to
very high)

) Access: % of target households
aware of supplementary feeding
programme

) Use: % of target households parti-
cipating in supplementary feeding
programme

) Satisfaction; mothers’ perception
of quality and adequacy of food
supplement

) Access: % families registered for
food distribution

° Use: number of registered men,
women, girls and boys consuming
target ration

) Satisfaction: men’s, women'’s and
children’s opinions about composi-
tion and quality of ration
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Types of Data — Quantitative versus Qualitative

Introduction. This section describes the 2 general types of data — quantitative and
gualitative — that can be used for M&E purposes.

What are the Characteristics of Quantitative and Qualitative Data

2 general types of data exist — quantitative and qualitative — although the distinction between
the 2 is often blurred. While quantitative data have long been cited as being more objective, and
gualitative data as more subjective, more recent debates have concluded that both types of
data have subjective and objective characteristics. As qualitative and quantitative data comple-
ment each other, both should be used.

Characteristics of Quantitative Data

Characteristics of Quantitative Data:

® Seek to quantify the experiences or conditions among beneficiaries in numeric terms.

® Use closed-ended questions with limited potential responses.

® Normally ask women, men, boys and girls to respond to questions on the basis of their indi-
vidual experiences, or the experiences of their households.

® Often, but not exclusively, employ probability sampling techniques that allow for statistical
inference (or estimation) to a larger population with defined levels of probability (or confid-
ence) and tolerable error (or confidence interval); although not as complicated as often
thought, determining the appropriate parameters for calculating sample size is likely to re-
quire some expertise.

® Use measurement techniques (e.g. measuring land area; maize yield, by weighing bags of
maize; food consumption, through weighing food quantities to be consumed by type; an-
thropometric indicators of children).

Characteristics of Qualitative Data

Qualitative data seek to uncover the context, perceptions and quality of, as well as opinions
about, a particular experience or condition as its beneficiaries view it. Data collection methods
are more likely to employ a more participatory approach through the use of open-ended ques-
tions that allow respondents to expand on their initial answers and lead the discussion towards
issues that they find important. These more participatory methods will commonly be used in the
M&E of WFP operations. Sampling techniques for these methods are often purposive. Even
when samples are selected randomly, these methods rarely require the rigorous determination
of sample size, and respondents are often asked to generalise about the condition or experi-
ence in the larger population, rather than talk about themselves.
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Examples of Quantitative and Qualitative Data

Quantitative

Qualitative

The mean amounts of food commodities remaining in
sampled houses 1 week after distribution was 45 kg of maize
and 2 kg of vegetable oil.

Most households have used up the majority of their monthly
ration in the first week after delivery because they are expec-
ted to share the ration with neighbours who are not eligible.

38% of households have an income of less than 300 Kenyan
shillings per month.

According to women in the focus group discussion, the major-
ity of households do not have enough income to meet all of
their food purchasing needs.

40% of children under 5 years of age are wasted (< -2 stand-
ard deviation weight-for-height), 90% of wasted children have
had diarrhoea in the last 2 weeks.

Women suggest that every child is malnourished at some
time during the year and they attribute this to chronic
diarrhoea.

The mean amount of time women take to reach the primary
dry-season water source in Garissa district is 2.3 hours.

Women spend most of the daylight hours collecting wood,
water and fodder for animals. They view this as the main
obstacle preventing them from participating in other economic
endeavours.

8 out of 10 women in the focus group discussion have more
than 1 child under 5 years of age.

In the village, all the women between 20 and 45 years of age
have at least 1 child under 5, and most have 2. The time
spent in child care is the second largest obstacle to women'’s
participation in economic endeavours.

58% of new arrivals indicated travelling 3 or more days to
reach the refugee camp.

New arrivals in the refugee camp arrived exhausted having
travelled for long distances, which they suggested resulted in
many deaths along the way.
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What are the Sources and Uses of Primary and Secondary Data

Introduction. This section describes 2 broad categories of data — primary and
secondary — and the appropriate use of each in providing information for use in the M&E
of WFP operations.

What are the Differences between Primary and Secondary Data

Data sources are listed in the third column of the logical framework matrix under the heading
“means of verification”. While the indicator articulates what information will be collected, the
means of verification identifies where that information will come from.

Primary Data

Primary data is data that is collected through the use of surveys, meetings, focus group discus-
sions, interviews or other methods that involve direct contact with the respondents — women,
men, boys and girls.

Secondary Data

By contrast, secondary data is existing data that has been, or will be, collected by WFP or oth-
ers for another purpose. Secondary data may include WFP Vulnerability Analysis and Mapping
(VAM) data, data from the mid-term or final evaluation of a previous phase of WFP operations,
data collected by other organisations or the government of the country concerned, or data
gathered by research organisations. Routine data collected by institutions participating in an
activity (e.g. schools, health centres) are exceptionally good sources of secondary data which
could not be replicated by primary data collection without prohibitive expense.

Distinction between Primary and Secondary Data

The critical distinction between the 2 types of data is that primary data is collected by WFP or
someone who WFP has hired specifically for the purpose for which the data are required. Sec-
ondary data have been, or will be, collected for another primary purpose (e.g. all secondary
data were or are primary data for another study), but may be used for “secondary” purposes re-
lated to M&E in WFP operations. Note that both primary and secondary data sources can yield
guantitative or qualitative data.

Appropriate Uses of Primary and Secondary Data

The collection of M&E data, both primary and secondary, must focus almost exclusively on the
indicators and assumptions identified at each level in the logical framework for the operation.

Secondary Data

The use of secondary data represents tremendous cost and time savings to the country office,
and every effort should be made to establish what secondary data exist and to assess whether
or not they may be used for the M&E of WFP operations. Primary data is often collected unne-
cessarily and at great expense simply because monitors or evaluators had not been aware that
the data were already available. It is critical to invest the initial time and resources to investigate
what data exist, what data collection exercises are planned for the future, and how relevant the
existing data are for the M&E of WFP operations.
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Primary Data

However, primary data collection is sometimes warranted. Although a review of secondary data
sources should precede any primary data collection, existing data do not always provide the ap-
propriate indicators or the appropriate disaggregation of indicators needed to monitor and eval-
uate WFP operations effectively. Even secondary data that provides the appropriate indicators
and disaggregation of indicators may not be useful if the data is out of date and the situation is
likely to have changed since they were collected. This varies greatly according to the indicator
for which the data is being collected and its volatility. For example, school enrolment data that is
1 year old may suffice for establishing baseline conditions prior to a school feeding programme,
but acute nutritional data (wasting) that is only a month old may no longer represent an accur-
ate estimate of current conditions for that indicator.

Importance of Documenting Data Collection Methods

Clear documentation of the methods to be used to collect primary and secondary data must be
developed during the planning stage of an operation. As data is collected, any variations from
the planned data collection methods must also be documented. This ensures that data is collec-
ted in the same way at different points in time and by different people. This is critical for ensur-
ing that the data is comparable, and improves the accuracy of assessing the changes over time
associated with a WFP operation.

An Example of using Secondary Data in Development

The most common practice is to use a combination of primary and secondary data to comple-
ment each other. School feeding programmes will draw extensively on school records to meet
M&E data needs. Although teachers keep records of attendance and enrolment primarily for
purposes other than reporting to WFP, this information fits well with the data needed by WFP in
order to assess the outcomes and impacts of a school feeding operation, and is therefore an
ideal secondary data source.

An Example of a Secondary Data Source for Emergency Operations
(EMOPs)

During the early stages of an emergency, the data gathered by the emergency food needs as-
sessment (EFNA) should satisfy most of the immediate criteria for baseline data. Efforts should
focus on ensuring that the data is reliable and representative. This exemplifies how data collec-
ted for 1 purpose can be used to serve another in a cost-effective way. This is especially true in
the case of using assessment data for M&E purposes during EMOPs and PRROs.

An Error to avoid

A common error when using secondary data sources or collecting primary data is to collect too
many data. This results from data collectors’ tendency to collect all the data that is related to
their own topics of interest rather than focusing on the specific data that is required for M&E.
This often leads to a reduced amount of time available for data analysis and, ultimately, dilutes
the value of the information produced.
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Assessing WFP and Partners' M&E Capacities for EMOPs and PRROs

Introduction. This section explains why and when it is important to review existing
M&E capacities. It lists steps to be followed to complete an assessment of WFP and
partners’ M&E capacities including, if required, developing a plan to address the
constraints identified.

Why is Assessment of WFP’s and Partners’ M&E Capacities needed and
when should It be done?

For all operations the assessment of WFP’s, government’s and other implementing partners’
M&E capacities ensures that the M&E Plan is feasible and built upon organisational structures
and human and financial resources already in place or foreseen.

This assessment and reassessment takes place:

At design stages.

During the course of drawing up operational plans and other agreements with partners.
At regular intervals (usually annually) during implementation.

Steps in Assessing M&E Capacities of WFP, Government, and Implementing
Partners

Step 1 — Develop a checklist defining key issues.

Develop a checklist of the questions that you need to answer to assess the capacity of WFP,
government and other implementing partners to perform their expected M&E functions. The fol-
lowing questions can be used as a guide.

Is there a unit or a set of individuals assigned with M&E responsibilities?

1.

If yes, how many staff and what are their current responsibilities for data collection,
processing, analysis and report preparation?

If no, who will be assigned responsibility for conducting and undertaking monitoring
functions?

What skills and experiences do existing staff have?

What staff skills and knowledge are expected to be required in the future?

What are the resources currently available and planned for the M&E unit or responsible
staff? Take into account items such as vehicles, computers (hardware and software) as
well as recurrent funding for operations.

Are there any established procedures for the following M&E functions:

Specifying targets related to the operations outputs and outcomes in planning documents.

Conducting regular and ad hoc surveys, and reporting and disseminating findings.
Linking M&E costs to government, implementing partner and WFP annual budget pro-
cesses.

Using M&E information annual reports and other advocacy publications prepared by
government, WFP, implementing partner or by other agencies such as UNDP, OCHA,
other UN agencies or donors.

How has the M&E unit or responsible staff performed in the past with regard to M&E tasks
of previous phases of the operation or other similar work?
What kind of problems has the M&E unit or responsible staff experienced in the past?

What has the unit or organisation done to overcome these problems?
Are the problems solved?
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® |f not, why not?
6. In an emergency situation the following additional questions need to be addressed:

® How has previous M&E capacity been affected by the crisis itself? Are data readily
available?

® How might capacity and performance be impacted indirectly by the additional demands
now placed on the organisation as a whole?

® \What possibilities are there for certain M&E functions to be undertaken by locally es-
tablished NGOs, and what are the capacities of those available?

® What factors in the environment will make the collection and regular reporting of in-
formation difficult? What can be done (and by whom) to overcome those difficulties?

® \What support would be needed to enable M&E activities to be undertaken? — What
transport is available? Will more transport be needed? What training must be organ-
ised? What office supplies must be provided?

Step 2 - Decide on how you want to collect and analyse the data required from WFP, gov-
ernment and other implementing partners.

Depending on the time and resources available you may choose:

® To interview key informants in WFP government and implementing partners.

® To conduct a workshop with a group of stakeholders.

® To undertake a capacity assessment study conducted by an external consultant.

Step 3 - Inform WFP, government and partner managers about why the capacity assess-
ment is being conducted and proceed to collect data as planned.

Explain to WFP, government and partner managers the purpose and approach to be used in
undertaking the capacity assessment. Gather and record the data.

Step 4 — Analyse and consolidate data collected.

Together with at least 1 member of each of the major stakeholders (WFP, government and part-
ners), organise and consolidate the data in the following categories:

Strengths defined as existing internal assets (management, staff capacity/motivation, know-
ledge, resources, partnerships, organisational structure, etc) that help to exploit and use the
monitoring opportunities.

Weaknesses defined as existing internal conditions that tend to function as obstacles for effect-
ive monitoring.

Opportunities defined as attractive areas and possibilities for co-operating on monitoring.

Threats defined as challenges posed by unfavorable developments in the environment that
may lead to a decreased monitoring capacity.

Step 5 - Review the mutually agreed/envisaged M&E Plan or Logical Framework and con-
firm the feasibility of the assigned responsibilities for WFP, government and partners.
Suggest possible solutions to identified problems.

Together with at least 1 member of each of the major stakeholders (WFP, government and part-
ners) ensure that the envisaged M&E Plan responsibilities are assigned to stakeholders in ways
that build on the strengths and opportunities and minimise major weaknesses and threats iden-
tified. You need to be very pragmatic as to what is feasible given the budget and human re-
sources available. Assuming that an M&E Plan exists, based on the conclusions, you may wish
to update it with the new information.

You may find solutions to some of the identified problems that involve investment in training, de-
velopment of monitoring formats, buying office equipment or others. Make sure that the solu-
tions identified are realistic, cost-efficient, relevant and feasible given the existing time and re-
sources.
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Step 6 —If required, prepare an M&E capacity building plan.

The M&E capacity building plan should outline:

® What are the problems, and how and when they are to be addressed?
®  Who will be responsible?

® Budget.

Before you implement the M&E capacity building plan make sure that WFP and partner man-
agers endorse it.
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Assigning M&E Roles and Responsibilities in EMOPs and PRROs

Introduction. Assigning M&E roles and responsibilities to WFP, government and
implementing partners is essential in preparing an M&E Plan. WFP, government and
implementing partner staff have roles and responsibilities that vary according to type of
operation. The organisation directly implementing the operation undertakes the majority
of the M&E roles and responsibilities. Only in some special circumstances, usually
EMOPs, does WFP directly assume an implementation role. M&E roles and
responsibilities of different categories of staff, according the WFP’s generic job profiles,
are given as an example of how tasks are allocated within the organisation. Examples of
monitoring roles of WFP, Government, NGO and UN Partners in EMOPs and PRROs are
also presented. WFP has concluded Global Memoranda of Understanding (MOUs) with
major UN and NGO partners that provide guidance on M&E responsibilities for each
party and are described in brief as examples.

How are M&E Roles and Responsibilities shared between WFP, Government
and Partners?

WEFP, government and implementing partners jointly participate in the design as well as the im-

plementation of the M&E strategy. Whichever organisation has the main implementation re-

sponsibility has direct responsibility for functions related to monitoring, evaluating and reporting

on progress and achievement. WFP, however, for all operations has the following responsibilit-

ies:

A. analysing reports to ensure that operation objectives are being met,

B. working together with partners to ensure that corrective action is taken when required, and,

C. collecting independent field level information, following the M&E strategy, to crosscheck
partners’ findings.

Guidelines for assigning M&E Roles and Responsibilities to Government
Departments and Implementing Partners

Monitoring and Reporting

Where a government department implements an WFP-assisted project or relief operation, that
department has direct responsibility for monitoring and reporting on progress and achieve-
ments. The government must collect, analyse and report on basic data such as food distribu-
tion, numbers of beneficiaries, plus data on agreed key indicators, and any additional activities
that have been undertaken (e.g. training).

Implementing partners, such as non-governmental agencies (NGOs), implementing emergency
and relief operations directly under WFP’s guidance, undertake all monitoring and reporting
functions and submit reports to WFP and other agencies, including the relevant government au-
thority.

Feedback and Follow-up Action
Together with WFP, government and implementing partners participate in:

Quarterly progress review meetings to review output progress (planned versus actual), benefi-
ciary contact monitoring findings and early evidence of outcome achievement and to act on im-
provement proposals, and

Semi-annual or annual Country Office Report meetings/workshops to review output progress
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(planned versus actual), beneficiary contact monitoring findings and early evidence of outcome
and to formally agree to concrete action to be taken.

Evaluation

The government and implementing partners are important stakeholders in any evaluation and
as such should be involved in the entire evaluation process. Governments, in countries where
evaluations of Country Programmes are undertaken, may assign an observer to join evaluation
teams and should receive a full briefing and debriefing.

Agreements

Standard Memorandum of Understanding, letters of agreement and operational contracts
between WFP, government and implementing partners are adapted for each operation to
clearly reflect the assignment of monitoring, evaluation and reporting roles and responsibilities.

Guidelines for assigning M&E Roles and Responsibilities to Beneficiaries

Obtaining and demonstrating results is important to beneficiaries. It is therefore good practice
for beneficiaries to participate in the design and implementation of the monitoring and evalu-
ation system through design workshops, annual review meetings and self- evaluations whenev-
er possible.

Guidelines for assigning M&E Roles and Responsibilities to the WFP
Country Office

Monitoring and Reporting

Country Offices are responsible for monitoring and reporting on the progress, performance and
achievements of operations and programmes as well as the handling and use of WFP supplied
commodities.

For development operations, where the government is the prime implementing organisation, the
WFP country office must ensure that the relevant periodic progress reports (e.g. quarterly
project report [QPR], project implementation report [PIR]) are adequately prepared, drawing on
reports from government staff. In this case the country office must monitor the performance of
the implementing partner and continuously gauge the reliability and quality of the reports sub-
mitted. When deemed necessary, WFP will support the capacity building of key government de-
partments when the monitoring and reporting systems are not meeting minimum standards.

In emergencies or for PRROs, WFP or an NGO partner may have the main implementing role.
WEFP and the partner (or both) should collect, analyse and report on basic data such as food
distribution, numbers of beneficiaries, plus data on agreed key indicators, and any additional
activities that have been undertaken, such as improving capacity through provision of training or
equipment.

Field visits are an essential monitoring tool for WFP staff, providing the necessary close contact
between the Country Office and its beneficiaries. Field visits can serve a number of interde-
pendent purposes:

® To gauge progress towards achieving the operation’s objectives.

® To determine beneficiaries’ perceptions and reactions to activities and food aid.

® To assess ownership and utilisation of assets created, and to identify any negative effects.
® To assess the quantity and quality of work undertaken, and the appropriateness of other
activities.

To make physical checks of commodity stocks, distribution and work or feeding activities.
To help managers identify problems and make decisions to overcome them.
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® To establish productive relationships with government, implementing partners.
® To ensure that men and women beneficiaries are fully involved in implementation and mon-
itoring of the operation.

Feedback and Follow-up Action
The WFP Country Office, government and implementing partners participate in:

Quarterly progress review meetings to review output progress (planned versus actual), benefi-
ciary contact monitoring findings and early evidence of outcome achievement and to act on im-
provement proposals, and

Semi-annual or annual meetings/workshops to review output progress (planned versus actual),
beneficiary contact monitoring findings and early evidence of outcome and to formally agree to
concrete action to be taken.

The performance information obtained is used by the Country Office to inform their regular stra-
tegic planning and programming exercises.

The Country Office may share information regularly with donors to keep them abreast of the
progress and performance of WFP’s programmes.

Evaluation

For evaluations (self or by external consultants) which they manage, Country Offices are fully
responsible for all stages of the evaluation.

In the case of OEDE-managed evaluations, the Country Office is expected to support the evalu-
ation by ensuring that staff allocate the necessary time and provide information relevant to the
exercise.

Agreements

Standard memorandum of understanding, letters of agreement and operational contracts
between WFP, government and implementing partners are adapted for each operation to
clearly reflect the allocation of all monitoring, evaluation and reporting responsibilities.

Guidelines for assigning M&E Roles and Responsibilities to WFP Regional
Bureaux

Monitoring and Reporting

The Regional Bureaux require accurate performance information that can be analysed region-
ally and subsequently fed into corporate results reporting. To assist Country Offices in design-
ing and implementing the monitoring and evaluation system, Regional Bureaux staff provide
technical guidance, good practice sharing and organise relevant training.

Regional Bureaux systematically collect and analyse the emerging results and issues reflected
in monitoring or evaluation reports from country offices and provide direct feedback on their
findings to country offices. This performance information is used by the Bureaux to inform their
regular strategic planning and programming exercises.

Evaluation

In the case of OEDE-managed evaluations, the Regional Bureau supports the evaluation by en-
suring that staff allocate the necessary time and provide information relevant to the exercise.
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An Example of M&E Roles and Responsibilities for WFP Staff in Country
Offices according to Generic Job Profiles

WFP Generic Job Profile Titles M&E Roles and Responsibilities
Country Director As decision-makers, together with the government and part-
Deputy Country Director ners, they ensure the effective management of WFP-assisted

operations. They monitor the national food security situation
and take the lead in providing food aid information to a wide

audience.
Programme Advisor International professionals and National Officers participate in
Programme Officer P2-3-4-5 all types of WFP field operations. Programme Advisors carry
Programme Officer NO A-B-C out supervision work in larger operations.

) They assess the need for food in emergency and
refugee/displaced person and other protracted relief
situations and in development contexts; draw up plans
for emergency and PRROs and Country Programmes/Agtiv-
ities in co-ordination with government and other part-
ners, and monitor the implementation of these plans.

) They liaise with project implementing authorities and
undertake visits to view project outputs and outcomes
and interact directly with beneficiaries, to inspect stor-
age places and points where WFP commodities are re-
ceived and distributed in the country, in order to ensure
that progress is made in the achievement of project ob-
jectives.

) They prepare reports and undertake regular review
meetings with stakeholders.

) They organise and participate in self-evaluation and ex-
ternal evaluation.

Programme Assistant Locally recruited general service staff. They are mainly found

Programme Clerk in development operations.

) They undertake field data collection and reporting work.
In some countries, they might do project management,
as Programme Officers.

Field Monitor Locally recruited general service staff. They are mainly found

Field Officer in development operations.

) They do most fieldwork, mainly data collection to allow
comparative, quantitative and qualitative analyses to be
carried out for inputs, outputs and outcomes.

) They prepare field visit reports recommending correct-
ive actions. They cooperate with implementing partners.

Reports Officer Reports officers are employed mainly in large emergency op-
erations. They are either international or locally recruited na-
tional staff, depending on the circumstances.

) They are responsible for compiling weekly/biweekly re-
ports with information collected at local level. The re-
ports are sent to the Regional Bureau and HQ for colla-
tion and dissemination.
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Examples of Monitoring Roles of WFP, Government, NGO and UN Partners
in EMOPs and PRROs

Situation

Role of WFP

Roles of Government or
NGO Partners

Roles of Main UN Partners

Slow and quick onset emer-
gencies and protracted re-
lief operations

) Receives and analyses
reports from partners
and undertakes field
visits on a regular and/
or spot-check basis

) Helps identify and,

) Organise and report on
distributions and other
activities.

) Set up information sys-
tems to provide socio-
economic and nutrition-

) UNICEF and WFP will
collaborate in establish-
ing routine monitoring
mechanisms and in
making periodic re-
assessments.

complex emergencies

usually with and
through local commit-
tees or community-
based organisations.

) Field staff prepare dis-
tribution reports and
‘monitoring team lead-
ers’ scrutinise reports
and undertake supervis-
ory field visits.

where possible, re- al data.
solves any problems.
In some conflict situations - | @ Organises distributions, | @ In some extreme cases |e@® Humanitarian coordina-

government and NGO
partners’ roles are very
minor.

) Organise and report on
distributions and other
activities.

tion is usually under-
taken by either UNDP
or OCHA.

In refugee operations

) Monitoring is planned
and undertaken jointly
by WFP and UNHCR.

° Organise and report on
distributions and other
activities.

[ ) UNHCR manages en-
tire refugee operation
and monitors a wide
range of services from
protection to health,
education and sanita-
tion.

34



N/ < ¥= Guidelines

Examples of Global MOUs concerning M&E in EMOPS and PRROs

WFP has concluded Global Memoranda of Understanding (MOUSs) with major UN and NGO
partners that provide guidance on M&E responsibilities for each party.

WFP/UNHCR Memorandum of Under-
standing

WFP/UNICEF Memorandum of Under-
standing

Standard MOU on Collaborative
Working Arrangements between an
NGO and WFP

7.1 UNHCR and WFP are both respons-
ible for operational reporting and ongo-
ing monitoring. They will establish an ef-
fective monitoring and reporting system
for each operation, ... with special atten-
tion given to gender-specific quantitative
and qualitative data on the socio-
economic status of beneficiaries. The
agreed-upon distribution of responsibilit-
ies for monitoring activities will be spe-
cified in the Joint Plan of Action.... The
responsibilities of the government or any
other implementing partner entrusted
with the distribution of WFP food will be
set out in the tripartite agreement in a
manner that allows effective programme
management and meets WFP's and UN-
HCR's responsibilities to donors. This
agreement will require the partner en-
trusted with distribution to report directly
to both WFP and UNHCR on the distri-
bution and use of WFP food. UNHCR
and WFP field staff will undertake peri-
odic joint monitoring activities at the food
distribution sites (which includes food
basket monitoring activities) and at the
household level (which includes post-
distribution monitoring of the end use of
the distributed commodities). The capa-
city of refugees and local communities to
contribute to monitoring and evaluation
of projects should be taken into ac-
count....

7.3. The evaluation services of UNHCR
and WFP will organise joint evaluations
as appropriate, taking into account the
scale and complexity of operations
covered by the MOU. When an evalu-
ation of a joint operation is organised by
one organisation, the other shall be in-
formed and invited to participate.

5.1.6 UNICEF and WFP will collabor-
ate in establishing routine monitoring
mechanisms and in making periodic
re-assessments, paying particular at-
tention to monitoring:

) the effectiveness of inputs of
the 2 organisations, comple-
mentarity and unmet needs;

) changes in nutritional status
and household food security.

5.1.7 Results of the monitoring and eval-
uation of programme implementation will
be used to propose improved ap-
proaches to maximise their effectiveness
in achieving agreed objectives.

5.1.8 In the initial assessment, reas-
sessment and routine monitoring,
WFP will take the lead in assessing
overall food needs and logistics.
UNICEF will take the lead in assess-
ing prevalence of malnutrition, the
special needs of young children and
women, including the need for care
and facilities for food preparation,
and the needs for fuel, water, sanita-
tion, health care, education and other
social services. The 2 organisations
will establish mechanisms for the shar-
ing of all assessment information.

21. WFP is responsible for tracking
the commodity supply pipeline, de-
tecting possible shortfalls, and taking
appropriate action to assure that there
are no breaks to the best of its ability,
given prevailing security conditions and
available funding. This includes timely
delivery to extended delivery points and
keeping NGO informed of the status of
the pipeline.

22. As a part of its normal reporting to
WFP, the NGO...will set up an inform-
ation system to provide socio-
economic and nutritional data to
WEFP. This includes identifying vul-
nerability indicators and monitoring
of development uses of food aid.
Whenever possible, data should be de-
segregated by gender, in particular:

) the percentage share that wo-
men receive of total food aid
distributed;-

) women's share of resources by
category of activity; and

) the percentage of women's in-
volvement in planning and man-
agement of food aid distribu-
tion.
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How to complete an M&E Plan Matrix

Introduction. This section describes how to prepare an M&E Plan Matrix, 1 of the main
documents explaining the M&E Strategy for an operation. This matrix is a summary of
M&E related information, setting out detailed responsibilities for data collection.

The M&E Plan Matrix

The table or matrix below is useful for clearly identifying what data is needed, the source of the
data, how often it will be collected, by whom it will be collected, what methods will be used in
collection, and finally in which reports and forums the data will be presented. The matrix is critic-
al for establishing clear roles and responsibilities of WFP and partners. It builds upon the in-
formation already contained in the logical framework and develops assumptions by identifying
relevant indicators and ensuring that the related data is collected, analysed and used.

Logframe Indicators Means of Verification Use of Information
Element (including
targets) Data Source |Frequency & |Responsiib- |Collection Reporting Presentation
Cost of Col- |lity for Col- |Method
lection lection
Impact

Assumptions

Outcome

Assumptions

Outputs

Assumptions

Activities

Assumptions

Inputs
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An M&E Plan for a Community Forestry Project

Achievement of Activity Impact

degraded nat-
ural resources
for their food

households in
districts with
degraded nat-

Information [Indicators Means of Verification Use of Information
Require-
ments Data Source |Frequency & |Responsiib- |Collection Reporting Presentation
Cost of Col- |lity for Col- |Method
lection lection
Impact - En- |Incidence & |VAM reports |Before and VAM Officer, |VAM Mapping | VAM Reports |At CP evalu-
able house- |degree of after comple- |WFP Country |tools ation work-
holds which  |food insecur- tion Office shop
depend on ity among

security to ural resources
make a shift
to more sus-
tainable liveli-
hoods
Achievement of Activity Outcome
Information |Indicators Means of Verification Use of Information
Require-
ments Data Source |Frequency & |Responsiib- |Collection Reporting Presentation
Cost of Col- |lity for Col- |Method
lection lection
Outcome - In-|Changes in Baseline Before, and at |WFP Country |Sample sur- |Baseline re- |Atinception
crease in- income by study & fol- completion Office vey portTerminal |workshop &
comes and households or |low-up study Country Office [terminal COR
food security |household in participat- Report (COR) |workshop
of target pop- |members ing & control
ulation at risk villages
Amount of
forest
products har-
vested per
household
Leading Indic- |Regular field |Six-monthly |WFP Country |Field visit and |Mid-term At mid-term
ators: visits At mid-term Office, in col- |sample sur- |management |management
[ ) Number | Mini survey at laboration vey review report |review work-
house- |mid-term with imple- shop
hold_s Site survey of menting part-
recev- larea protec- ner
ingin- |iaq
come or
food
from
protec-
ted land
[ ) Benefi-
ciaries
(men &
women)
percep-
tions of
costs &
benefits
of
scheme
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Achievement of Activity Outcome

—etc.

Assumptions | Number of en- Annual Implementing |Visual obser- |Annual Report | At annual re-
— Encroach- |croachments, partner. Com- |vation during view meeting
ment by non- |and extent of munity field visits
participating |damage Forestry Of-
households ficer (CFO)
can be con-
trolled
Delivery of Activity Outputs
Information |Indicators Means of Verification Use of information
Require-
ments Data Source |Frequency of |Responsib- |Collection Reporting Presentation
Collection lity for Col- |Method
lection
Output 1 — In-|Area of land | Site survey of |Annual Implementing |Visual obser- |Annual Report | At annual re-
crease in- developed or |area protec- partner, Com- |vation during |Terminal COR |view meeting
comes and protected ted & survival munity field visits & Terminal
food security survey of Forestry Of- COR work-
of target pop- seedlings ficer (CFO) shop
ulation at risk planted
Assumptions |Local market |Market Sur- |Seasonal Village food Recording of |[Annual Report
- Market prices for fruit |vey distribution prices ob-
prices for fruit |tree crops committees served in
tree crops re- sample of
main stable markets
Output 2 — No. of people [Food distribu- | Monthly Village food Compilation  |Monthly re- At quarterly
Target popu- |who have re- [tion sheets distribution from food dis- |port, Quarterly | progress re-
lation fed ceived WFP committees, |tribution Progress Re- |view meeting
supplied food implementing |sheets port (QPR),
by gender and partner, CDO Progress Im-
age group plementation
Report (PIR)
Assumptions | Etc. Etc. Etc. Etc. Etc. Etc.
— etc.
Output 3 - No. of com- Village com- | Quarterly Implementing |Compilation |QPR, PIR At quarterly
Community munity groups | mittee records partner Com- |from village progress re-
groups formed and munity Devel- |committee re- view meeting
formed and active opment Work- | cords
active in man- ers (CDWSs)
aging forested
lands
Representa- |Village com- |Quarterly Implementing |Compilation [QPR, PIR
tion and in- mittee records partner CDWs |from village
volvement in committee re-
Committees cords
by gender
Village com- |Six-monthly  |Implementing |Focus group [PIR
mittee survey partner CDO |discussions
No. of plans |e@ Plans Quarterly Implementing |Count of QPR
prepared and submit- partner CFO |plans submit-
adopted ted ted & field vis-
) Site its to verify
verifica-
tion
Assumptions | Etc. Etc. Etc. Etc. Etc. Etc.
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Stages for completing the M&E Plan Matrix

The following stages illustrate the process to be undertaken in completing the matrix. In some
cases it is simply a matter of copying information that is available in the logical framework. In
other cases, some research, discussion and agreement with key stakeholders will need to be

undertaken prior to inserting the information.

Stage

Information to be Included in each Column of the Matrix

1. Logframe Element

Enter in Column 1 the main statements contained in the
logical framework for Impact, Outcome, Output, Activit-
ies, Inputs and Assumptions.

2. Indicators

Enter in Column 2 the main indicators — For Impact,

Outcome and Outputs, the indicators contained in the

operation logical framework should be inserted. The in-

dicators must be specific, measurable, accurate, realist-

ic and timely (SMART). Indicators may need to be de-

veloped, and added at this stage, in the case of the

main assumptions. For inputs, the physical quantities

and project financial costs should be inserted for the

main cost categories — for example:

) for food items the projected quantities and cost of
each commodity.

) for non-food items, the physical quantity and cost
of each main item (eg equipment).

) for human resources, the projected staff time and
cost.

3. Data source

Enter in Column 3 the data source — the primary or sec-
ondary data source that will provide information about
each indicator — eg. existing statistics or records;
project accounts; nutrition survey; etc.

4. Frequency of Collection and Cost

Enter in Column 4 the frequency of collection and costs
related to each indicator listed in Column 3. Specify
how often primary data will be collected, or secondary
data analysed (eg. quarterly, annually, at end of phase,
etc.), and the budget required for each stage.

5. Responsibility for Collection and Analysis

Enter in Column 5 the organisation or unit or individual
responsible for collecting and/or analysing the data.

6. Collection Method

Enter in Column 6 how the data is being collected (for
example surveys or focus group meetings)

7. Reporting

Enter in Column 7 in which report(s) the information will
be included (for example Quarterly Progress Report;
Project Implementation Report, final evaluation etc.)

8. Presentation

Enter in Column 8 at which forums or meetings the in-
formation or report will be presented and discussed (eg.
Quarterly management meetings; annual progress re-
view workshop.)

9. Review

Review draft matrix with key stakeholders and revise it.
Ensure that indicators can be measured at reasonable
cost by existing means or by procedures to be de-
veloped by the operation. Ensure that responsibilities
are clearly assigned. Check that Input, Activity and Out-
put indicators are derived from management record-
keeping and internal analysis.
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Reporting Flows

Introduction. This section describes the reporting flow by which monitoring and
country office based evaluation information is transmitted to inform management

decisions.

Reporting Flows within Country Offices and from the Field to HQ

The following diagram outlines the flow of key reports for EMOP, PRRO, and Development op-
erations. Timely information flow is critical for using monitoring and evaluating information to in-
form decision-making in operations. For operations in which partners are responsible for a signi-
ficant amount of M&E data collection and reporting, WFP has a role to play in assessing the re-
liability and accuracy of the partner’s reports at both field and country levels.

The Relationship between the different WFP Monitoring Reports

WFP / IP
Field monitor
reports
PR
BCM > Q
surveys
PIR

Govt. field
monitors

Development / Country Programme

WFP / IP
Field monitor
reports

Interim reports
BCM

surveys >
Final reports

Govt. field
monitors

EMOP / PRRO / SO

APR Annual Performance Report
BCM Beneficiary Contact Monitoring
CAP Consolidated Appeal

COR Country Office Report

COMR Country Office Management Report
CPMTE  Country Prog. Mid Term Evaluation
IP Implementing Partners

Internal
Management
reports

| 2 Pipeline &

PPIF

>

Pipeline .

>

Donor Reports
& Briefs

Coordination
Reports

Blue Book
Yellow Pages
SPR

SPR
Regional
COR Bureau Blue Book
Mgt. Report

Yellow Book

CAP Reports

WWEEINY

SITREP

Emergency
Report

Blue Book
Yellow Pages
SPR

Final evaluative
report

PIR Project Implementation Reports SPR and -

PPIF Project Planning Information Forms Final evaluative report

QPR Quarterly Progress Reports to be replaced Management
SITREP Situation Reports by the COR Information
PCR Project Completion Report

SPR Standard Project Report Reports
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Providing Feedback on M&E Reports

Introduction. This section describes how to ensure that relevant monitoring and
evaluation (M&E) information triggers dialogue and decision-making by the various
stakeholder groups.

Guidelines for providing Feedback on Reports

The M&E Plan identifies the report in which the M&E information is included and sets out at
which forums or meetings the information or the reports themselves will be presented and dis-
cussed. The M&E Plan, therefore, sets out the major formal feedback opportunities and ensures
that M&E reports are disseminated to all stakeholders and appropriate formal and informal dis-
cussions are held concerning key finding. This aims to permit timely and informed decision-mak-
ing by the various stakeholder groups. This is especially crucial for information relating to res-
ults.

Those units and individuals receiving M&E reports need to provide both formal and informal
feedback to the authors of reports. To the extent possible, they should acknowledge receipt of
progress report and provide comments regarding report conclusions, recommendations and
timeliness. Informal feedback to authors of M&E reports provides valuable lessons for them and
ensures them that the information is being used and reviewed. This in turn provides motivation
to maintain high data collection and reporting standards. Individualised feedback is especially
important when the author and the receiver are not working in the same organisation or are in
different locations.

Examples of Formal Feedback Opportunities to be stated in the M&E Plan

The following are examples of meetings or workshops where M&E information or reports could
be shared. The appropriate content and purpose of sharing the information is briefly explained.

® Government/donor/UN briefing sessions — To update key stakeholders on operation
progress, performance, partnerships and critical assumptions as well as emerging results.

® Quarterly progress review meetings — To review output progress (planned versus actu-
al), BCM findings and early evidence of outcome and to act on improvement proposals.

® Semi-annual or annualCountry Office Report meetings/workshops — To review output
progress (planned versus actual), BCM findings and early evidence of outcome and to
formally agree to/decide on concrete action to be taken.

® Self-evaluation workshop — To include Implementing Partners (relevant Government
agencies and NGOs) in the finalisation and review of the self-evaluation section of the
Country Office Report. They may take part in the assessment of the operation’s perform-
ance.

® Evaluation debriefing workshop — To present and discuss initial evaluation findings at
the end of the field mission stage of the evaluation to stakeholders to obtain their feedback
ensuring that it is incorporated into the final report and appropriately addressed in follow-up
action.
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Preparing the Budget and Identifying Sources of Funding for the M&E
Strategy

Introduction. This section describes what items need to be considered in preparing the
budget for the M&E strategy as well as the main sources of funding. It gives examples of
the types of items that are covered under the main funding sources within WFP. The
M&E budget is important in determining the scope of and finalising a feasible operation
M&E Plan and its related Annual Implementation Schedule and Budget.

Items to consider when preparing the M&E Budget

Data collection, processing, analysis and reporting, as well as capacity building and field sup-
port must be budgeted for in terms of time and resources. These costs will be incurred either by
WFP, by government or by implementing partners, and must be included in the operation
budget. The M&E budget is part of the overall operation budget. Ongoing monitoring expenses
may already be built into staff time and expenditure budgets in the overall operation budget. In
the case of Direct Support Costs there is a special column that allocates a portion or all of cer-
tain items to M&E as a Budget Plan Priority Area. Some items for special M&E events or activit-
ies, such as baseline surveys, may require resources and time allocation outside of day to day
staff activities. These may include, but are not limited to, the use of consultants, the hiring of
data collection or data entry staff, training, transportation for field visits, and supplies for field-
work.

3 Main Sources of M&E Funds within WFP for Operations

1. Direct Support Costs (DSC), which refer to all staff resources, equipment and services
utilised by a WFP Country Office or Unit in direct support to operations.

2. Other Direct Operational Costs (ODOC), which refer to all inputs (staff resources, non-
food items or services) provided by WFP and utilised directly by beneficiaries, government
or other implementing partners.

3. Landside Transport Storage and Handling (LTSH) for costs related to the distribution of
food.

The planned M&E items are to be allocated to the appropriate source. DSC, ODOC and LTSH

should be budgeted at design stage for the whole duration of the operation. Annual budgets are

prepared based on the expected quantity of food to be delivered and its related DSC, ODOC
and LTSH.

Additional sources of funding for M&E costs may also be available at country level by govern-

ments, donors, UN and NGOs partners. For instance a donor may be interested in funding a

consultant for an evaluation of an operation. Special Grants provided to WFP by various donors

can also be used for some M&E activities. (These Special Grants are described on WFPgo.)
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Examples of M&E Cost Items funded by WFP’s 3 Main Operation Budget

Sources

The following tables provide examples on how funds from each of these sources can be applied

to M&E activities.

DSC Cost Categories

What could be funded?

Staff & Staff-Related Costs

() International Professional Staff

) M&E advisor, reports officer

) National Professional Officers

[ ) M&E officer

° National GS staff

) Data entry clerks

) International consultants (incl. travel)

o National consultants (incl. Travel)

) Survey design (e.g. baseline), logical framework
design, evaluator, data base development, M&E train-
ers

® UNVs

() M&E officer

° Staff Duty Travel

) Monitoring field trips, baseline survey travel

) Staff Training & Development

) Workshop of training courses, self evaluation

Recurring Expenses

) Office Supplies

) Office supplies and expenses, report printing

) UN Organisation Services

° Cash contribution for CCA, UNDAF M&E

Equipment and Capital Costs

® Vehicles

) 4-wheel drive vehicles for monitoring

) TC/IT equipment

° PC, laptops, radios

) Furniture, tools and equipment

° Security items, desks etc.

Cost Categories for ODOC

What could be funded?

Staff and staff-related Costs

) International Consultants (incl. travel)

) Survey design (e.g. baseline), logical framework
design, evaluator

) National consultants (incl. travel)

) Database development, M&E trainers

® Temporary assistance

) Data entry for baseline survey

® UNVs

) M&E specialist working directly with Govt.

) Non-WFP Staff Training

) Consultants, participant travel for training, workshops,
self-evaluation, PC, slide projectors

() Travel

) Travel cost for non-WFP staff (exc. Training)

Equipment and Capital Costs

) Vehicles

) Motorbikes for field monitoring

) TC/IT equipment

° PC, laptops, radios
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Cost Categories for ODOC

What could be funded?

) Other tools, material and equipment

° Furniture etc.

Cost Categories for LTSH

What could be funded?

Distribution Costs

Monitoring food distribution
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Module Summary

What has been covered in this module?

The main concepts, elements and steps in designing an M&E strategy for EMOPs and PRROs
are outlined in this module.

It is important to review this module at the planning and inception stages of new EMOPSs or
PRROs as it clarifies the link between the overall design of the operation and its M&E strategy.
A number of useful tools and procedures to follow are introduced, and examples are given, to
assist the reader to develop an M&E strategy that is linked to the design and is feasible in terms
of both the capacity of WFP and its partners and the budget available.

Following a review of the module readers should be able to develop the key elements and doc-
ument the same for an M&E strategy related to a specific EMOP or PRRO.

What additional resources are available?

For further information the following modules and resources might be useful:
® Choosing Methods and Tools for Data Collection

Going to the Field to collect Monitoring and Evaluation Data

How to consolidate, process and analyse Qualitative and Quantitative Data
Reporting on M&E Data and Information for EMOPs and PRROs

How to plan a Baseline Study

How to Plan an Evaluation

How to manage an Evaluation and disseminate its Results

How to plan and undertake a Self-evaluation

WEFP Indicator Menu
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