	YEP VPE M&E ORIENTATION INITIAL TRAINING SESSION-DAY 1


	Objectives 
	· To introduce the volunteers to the  concept of monitoring and evaluation 

· To orient the volunteers on the benefits of monitoring and evaluation in programme implementation

· To orient the volunteers to the YEP M&E tools and system and how to use them

· To motivate and enthuse the volunteers for conducting and reporting M&E

	Facilitator
	Natalie and Tonny

	Date
	Wednesday 17th February 2009

	Duration
	450 minutes (09:00-17:00 pm)

	Materials
	Flip chart paper, Markers, Masking tape, Projector, Power Point presentation handout, M&E forms for exercises, M&E placement files

	Prior Preparation and additional notes 
	Designing the power point presentation for the impact of the YEP 0708- from the evaluation report


	Procedure
	Duration

	INTRODUCTION: Nat
· Expectations of the M&E training session (collective brainstorm)

· Go through the M&E objectives and session outline. The first part of the day is to orient them to the M&E concepts and importance of M&E and the second part is to begin to orient them to the M&E forms
	09:00-

09:30
(30 mins)

	MAIN BODY: 
Activity: ‘Swimming Islands’ warmer Nat
· Note to facilitator: To set up the warmer, a square piece of paper (A4) with start written on it is put on one side of the room and another with finish written on it put on the opposite of the room (approx 3-4 meters apart). In between the start and finish squares, 3 swimming islands are placed in a straight line. It is important that there is a large gap between the 3rd square and the finish point so no one can overstretch and reach the finish point. All around the swimming islands is water full of crocodiles (indicate this with flip chart) and if anyone steps in this then they have drowned or been eaten

·  The volunteers are to be placed into the 4 rotating team groups and are told that the instructions are for the whole group to cross together as a team from the start point to the finish point without stepping into the water

· All groups have 2 minutes to huddle together and plan and then each group will attempt to cross as a team

· The correct way to cross is for the team members to share the islands and for the team to continually move the islands forward and in front of the one that they are on in order to reach the other side

· Each team should attempt to cross if any team member falls into the water or is left behind then the team has failed. Each group should attempt first before the facilitator says which is the successful group and explain why they succeeded the task
Learning points from the warmer: The start square is where the volunteers are now, the finish square is where they are aiming to reach, the goal of the programme. The volunteers need to always work as a team whilst on placement in order to achieve their overall goal. Every step they take from day 1 is important and they have to ensure that they monitor, evaluate and report on what they do in order for SPW to achieve its objectives and overall goal and to see the effectiveness of YEP
	09:30-

10:00
(30 mins)

	Activity: M&E concepts Nat (Tonny to assist with write up of brainstormed points)
The facilitator is introduce the concept of M&E by asking the below questions (one at a time) to the group of volunteers, writing up their answers on flip chart and giving the correct/ more detailed answer after all their feedback has been obtained

· Q= What do the letters M&E stand for? Are they same thing or different?

· A= NO. They are different.
· Q= “What is monitoring?”
· A= Monitoring is the systematic continuous collection and analysis of information about the progress of a project/programme over a period of time 

· Q= “What is evaluation?”
· A= Evaluation is the review/assessment of a project/programme at a particular point in time. Evaluation is the closer look in detail at one aspect or maybe several aspects which is not possible through the process of monitoring 

· Q=” Why do M&E?”
· A= M&E is a crucial part of the programme cycle/spiral and should be implemented throughout all stages. Planning, monitoring, review, evaluation and impact assessment are the essential components of a strong and effective programme spiral. Lessons can be made.
The programme spiral will be drawn up and explained:

[image: image1]
Importance of M&E? 

· Why do we do monitoring? (brainstorm)
1. It identifies strengths and weaknesses in a project or programme

2. It collects information about the impact of the work so that it can be analysed on a continual basis

3. It gives us (SPW) the right information to make the right decisions at the right time to improve the quality of the programme

4. The results can be fed directly into the planning process so changes can be made

5. Monitoring ensures the work stays on course i.e. it checks that activities are being implemented, and also that objectives are being fulfilled

· Why do we do evaluation? (brainstorm)
1. It gives a closer look in detail at maybe one aspect or several aspects i.e. the objectives being achieved, impact on the stakeholders (communities)

2. It can indicate how the whole programme can improve in the future, that lessons can be learned for the short term and long term

3. For SPW, it is crucial to measure impact and programme development. Therefore, through evaluation against national and internal goals and objectives , SPW are able to assess and describe the effectiveness of the programme and its impacts on the target groups (explain to donors and partner organisations)
The facilitator is to emphasis that M&E is conducted now in some shape or form for every job- e.g. NGO, business and working in an office. Everybody needs to account for what they are doing, what money is spent on, the reasons why they are spending on certain things, and the effect of a certain action. The M&E that the volunteers are being asked to do for YEP is some of the most basic forms of M&E and will build their capacity for any field of work they wish to go into. M&E is very, very important.
The volunteers will be asked how they have found the rotating M&E team task every day- get feedback, ask why they think it is useful and how we can use the information.

	10: 00-

10: 30

(30 mins)



	Activity:  “So what” process Nat
· The facilitator and other staff will hold up sheets of paper for each step of the activity-goal (mixed order) and will ask the volunteers collectively as a group to put them in the correct order

· When the order is decided and confirmed it is to be stuck onto the wall. The facilitator then will have the explanation for each step on strips of paper. S/he will read out an explanation one by one and ask for volunteers to put up their hands for when it is held under a step of the ladder. The step that receives the highest votes will have the statement stuck under it
· All the strips of paper will be stuck under steps of the ladder and all the volunteers as a collective will be asked if they are correct and if any are misplaced to explain why and it will be moved accordingly
· The activity-goal ladder will be fully explained. They are at the activity level contributing to the goal and this will be related to the first M&E session linking activities to the strategic framework.
STEPS FROM AN ACTIVITY TO ITS GOAL


INPUT (Activity)              OUTPUT            OUTCOME              IMPACT           OBJECTIVE           GOAL

INPUT= The organization and provision of resources to implement activities

OUTPUT = The immediate results or effects of a given activity 

OUTCOME = This is what will occur if outputs are actually used or sustained

 (An output + something = outcome)
IMPACT = The lasting or significant changes positive or negative, intended or not in peoples lives brought by a given action or series of actions

OBJECTIVE = These are specific, time-bound and measurable goals for projects or Programmes, which contribute to achieving the overall, longer term aims. They should indicate what changes the project is hoping to achieve. (An outcome + something = objective)
· The volunteers will be introduced to the concept of “so what’’ and will be urged to always be thinking of this in their work

· Use the “So What?” example of “Reduced Maternal Mortality”

“SO WHAT?” PROCESS

LIVELIHOOD EXAMPLE OF “SO WHAT”

INPUT (Activity)              OUTPUT            OUTCOME              IMPACT           OBJECTIVE           GOAL

   


                 


SRH EXAMPLE OF “SO WHAT”

INPUT (Activity)              OUTPUT            OUTCOME              IMPACT           OBJECTIVE           GOAL



STEPS BEFORE CHANGE IN BEHAVIOUR TAKES PLACE


 



     

· Ask the volunteers to think of a SRH example (Reduced HIV). The facilitator will write up on flip chart “SRH information delivered by volunteers’ and to ask the group collectively ‘so what?’ and when they give an answer they should be again asked ‘so what?’ until the ‘goal’ is reached. This is to get them thinking of what ever work they are doing on the ground that it is important and that they are contributing to an impact and to the overall goal even if this is not clearly evident immediately whilst they are on placement

· The facilitator is also to explain that a lot happens between the ‘Knowledge” and “Behaviour change” steps’ therefore during the programme they may not see immediate behaviour change. Certain factors affect the change from knowledge to behaviour.

· Similarly, it is along process to the impact step. Impact will not be seen immediately but will in fact take some time.

· Relate this process back to M&E, the warmer at the start of the session and the work that the volunteers will be doing in the field. With every ‘step’ they will undertake they should be thinking of ‘so what’ and how to monitor and report this information- how will they record the work conducted, what can they interpret/learn from their evaluation of the activity, how will the M&E aid their work  what information can they feed back to the office?

· End session with Q & A and by giving the volunteers a handout on the steps form an activity to a goal.
	10: 30-

11: 15
(45 mins)



	BREAK
	11:15-11:30

	Activity:   Overview of M&E Pack Guidelines Tonny
· All volunteers need to sit in their placement groups and will receive their M&E file with all their documents for the 1 month period on placement  up to MPW. 
· The volunteers will be guided through the M&E pack by the facilitator who will go through the contents page, background, rational and the aims and objectives of the manual.

· The facilitator will  skip the definition section (as covered earlier in this session)
· The facilitator  will go through the introduction of the YEP tools section and will explain:
1. Who is responsibility of- staff and volunteers in M&E
· The information that volunteers can collect for SPW is very important as they are the guys on the ground seeing change happen. The information that the volunteers collect:
a) Demonstrates to them the progress that they are making

b) Identifies problems so that SPW can support VPEs work and make improvements

c) Describes to next volunteers what has already been achieved in their placements

d) Demonstrates to donors and partner organisations the work that has been done

2. List each form (as each form will be visited as each section of this session addresses it) and explain whether it is a baseline/endline, tracking or reporting form and what these types forms are (explain the ex-volunteer implemented BSS)
3. The guidelines for when each form is to be completed and the deadline will be explained (as outlined in the table in the manual)
4.  The facilitator will explain VPE’s contractual obligations to do M&E. It is a requirement and is in the volunteer code of conduct. VPE M&E responsibilities and penalties will be emphasised ( if no M&E, forged data, negligence of forms= use own money to pay for photocopying/reem of paper and no personal allowance until M&E is done)
5. Question and answer
	11: 30-

13: 00

(1 hr and 30 mins)


	LUNCH
	13:00- 14:00

	Activity:   M&E story chain skit related to MFI and SPW values Nat and Tonny
· The volunteers were split into their four rotating teams and it was explained that each group was to prepare a skit based on instructions given to them and for them to be as creative as possible. The volunteers were not aware that each skit flowed from one to the other to form a story. (5 mins)
· Each group was given a slip of paper with one of the following instructions:
1. You the volunteers are due to hand in your M&E data to staff tomorrow. You meet with stakeholders and do not like what they feedback to you regarding your performance for the previous month and your outputs are low. You decide as a team to ‘fake’ your M&E data. Some of you are acting as the volunteers, the others as stakeholders.
2. You the volunteers report your M&E data to the Field Interns and APCs at the SPW office. You have ‘faked’ your data and upon handing in the data you are questioned on your performance by SPW staff as your outputs are a lot higher than the previous months. You insist the outputs are correct, the SPW staff are uncertain but due to them rushing/being busy they accept the data and do not follow up on the issue. Some of you are acting as SPW staff, the others as volunteers.
3. SPW are delivering a presentation to a number of national and international donors at a civil society fund workshop. The organisers of the workshop are very impressed by SPW’s presentation especially due to the M&E data presented on the programme achievements. The organisers plan to send a technical team to visit SPW and to visit the field to ‘see’ the reported achievements. Some of you are acting as donors and others volunteers.

4. You the volunteers are ‘the star SPW placement’ of the programme year but the majority of your M&E reported data is fake. You are relaxing and lounging around on placement when on your work plan you had plotted that you had several activities taking place on that day. The civil society fund technical team arrive on placement to ‘see’ the programme’s achievements but find you not working, faking work plans and data; and as a result leave very disappointed and vowing to pull out funding. Some of you are acting as the technical team and others as volunteers.

· The volunteers were given 20 minutes to plan and practise a 5 minute skit

· The skits were presented one by one and a group discussion guided on the following points:
1. What were the skits about?

2. What were the learning points from the skit story chain?

3. What are the implications for ‘faking’ M&E data for a) The VPEs b) SPW

4. After the skits  are there any more thoughts on the importance of M&E for placement?

(35 mins)


	14:00- 15:00

	Activity:   Introduction to the orientation survey Tonny
· The volunteers are placed back  into their placement groups and given a orientation survey to refer to

· Explain the orientation survey and its purpose- to get orientated to their community and get in contact with key people
· The facilitator will run through the orientation survey with the volunteers

· It must be emphasised that when the volunteers complete the orientation survey they have to be thinking of the key people that will help them collect the data they need for the M&E forms e.g. for the health facility, how will the volunteers use the orientation survey to help them establish working relationships and to get their samples for the Focus Group Discussions
	15:00-

16:00

(1 hr)

	Activity:   Detailed overview of the life skills checklist Tonny
Each placement group is given a life skills checklist to refer to

The volunteers will be reminded of the 5 core life skills that SPW Uganda report on.

The life skills checklist will be run through with the volunteers, its rationale and how to complete it

The sample made clear to the volunteers and when they are to be conducted as baseline and endline.
	16:00- 16:30
(30 mins)

	Activity:   Detailed overview of logbooks Nat
The logbooks and their purpose will be explained to the volunteers

· Log books are used for:
· Weekly planning meetings for activities
· Daily lesson/work plans
· Evaluation of work done

· Information for next years volunteers
· Every placement will be given two logbooks for their placement which are to be used as In-school activities/out-of-school activities or Livelihood/SRH (which ever the VPEs prefer)
	16:30- 16:50
(20 mins)

	Summary of the session Nat
The session will be concluded by asking individual volunteers to recap very briefly on their learning’s of the day
	16:50- 17:00

(10 mins)
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Evaluation





Impact assessment





Knowledge: Pregnant women
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ASRH information delivered by the volunteers (knowledge)





Reduced number in reported STIs and early pregnancy
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The blood loss
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