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SPW UGANDA 

YOUTH EMPOWERMENT PROGRAMME

VOLUNTEER MONITORING & EVALUATION PACK
2008/2009
1.0.
INTRODUCTION


1.1         Rational

The rationale of this volunteer M&E pack is that the outlined M&E system will enable SPW to assess the extent to which knowledge and behaviour has changed among our target groups and to identify potential programme successes and areas for improvement as soon as possible such that timely adjustments to operations can be made.

It is essential to have a systematic system to objectively collect, analyse and report our data. It is important to remember the following quotation: 
“Not all that can be counted counts; not all that counts can be counted” Albert Einstein
2.0
MONITORING AND EVALUATION – DEFINITIONS
The first part of this section will present the definition, role and purpose of monitoring and evaluation for SPW Uganda.  The second part will present responsibilities of staff and volunteers regarding M&E.
2.1
The Definition, Role and Purpose of Monitoring and Evaluation
Monitoring allows us to measure how comprehensively we are carrying out the programmes’ objectives to see if we are delivering the programme as a whole effectively.  The information you collect helps us to:

1. Demonstrate to you the progress you are making

2. Identify problems so that we can support your work and make improvements 

3. Describe to next year’s volunteers what has already been achieved in their placement

4. Demonstrate to donors and partner organisations the work that has been done

Through evaluation of the programme against national and internal goals and objectives, we are able to assess and describe the effectiveness of the programme and its impacts on the target groups.  Analysis of the data collected through SPW’s M&E structures allow us to:

1. Identify and strengthen the most effective areas of the programme 

2. Discard and adapt those that are least effective 

3. Describe impact and programme development to donors and partner organisations

Why do monitoring and evaluation?

M&E is a crucial part of the programme cycle/spiral (as below) 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. Vital lessons can be made to improve the programme.
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Monitoring and evaluation is a critical skill within the development sector, providing a basis for informed programme development, which in turn allows organisations to successfully apply for funding. 
For you as the volunteer, this is a valuable opportunity to build skills in this critical area… 
3.0
INTRODUCTION TO THE YOUTH EMPOWERMENT PROGRAMME 
MONITORING AND EVALUATION TOOLS
While there are many different ways to monitor and evaluate a programme, SPW Uganda has a multi-pronged approach to M&E data collection. 
We have intentionally tried to minimise the reporting burden on volunteers. The M&E strategy itself is also evaluated each year based on feedback from peer educators and partner organisations, so please let us know if you notice anything that can be improved.

SPW Uganda collects both qualitative and quantitative data that falls into two key areas:

1. The activities of its volunteer peer educators (VPEs)
2. External or “secondary” data that provides a more objective measure of programme impact e.g. data collected from health centres and the target or outreach schools

3.1 
Implementation of the Monitoring and Evaluation Tools

3.1.1
Responsibility of staff and volunteers

Responsibility for data collection is divided up between staff and volunteers as follows:

· Volunteers:

· Behaviour Surveillance Survey (ex-volunteers conducted prior to programme commencing)
· Placement Orientation Survey 

· Focus Group Discussion Forms

· Life Skills Checklist

· Community Youth Sexual Reproductive Health Knowledge Assessment
· Community Youth Livelihood Knowledge Assessment
· Daily Activity Log Sheets and Demonstration and Replication Record 
· Participant List

· Activity/Event Proposal Form 

· Activity/ Event Reporting Form 

· VPE Monthly Progress Report

· Volunteer Final Placement Report
· Staff: 

· Checklists (including VPE training checklist pack, placement visit assessment pack, team assessment checklist,  networking and partnership checklist, district sensitisation checklist, sub-county sensitisation checklist, community selection checklist, community sensitisation checklist and sustainability checklists)

· Pre & Post Volunteer Training Quiz (Initial training)

· Evaluation sheets (Orientation training, Initial training, Mid placement Workshop, Debrief)

· Staff Activity Log Sheet

· Staff Event Participant List

· Staff Activity Report Form
· SPW Uganda Reports (monthly, quarterly and annually)
Once data is collected and reported by VPEs, SPW staff then collate the information and feed it back to VPEs, partner organisations and donors on a monthly, quarterly and annual basis. Contained within these forms are sections dedicated to activity monitoring, impact evaluation, asking volunteers to describe their views, the views of their target group and of stakeholders.  

3.1.2 Specific responsibilities of the Volunteer Peer Educators
As explained above, the data captured through SPW’s M&E procedures are critical for programme development and for securing funds for future programmes. We therefore take M&E systems extremely seriously and require volunteers to do the same. Your participation will allow staff to be able to feed the information back to VPEs and to partner organisations in a timely manner so you can also work to improve the programmes in your community. Your responsibilities are as follows:

1. To complete forms at the correct time. For example, the Daily Activity Log is to be filled in daily so that VPEs can include everything done in that day. If you fill in the form at the end of the week or just before you hand the form to SPW staff not all information will be captured - giving an insufficient summary of that week.  

2. To complete all forms in full. VPEs should not leave any areas blank (unless an explanation written)
3. To complete all forms honestly. All VPEs are required to sign to say the information described in the form is a complete and honest account. This is extremely important as if data is not written correctly or ‘made up’ then it totally ruins the whole process of improving the programme year on year by making vital decisions on the data collected.
It is the responsibility of each and every VPE to make sure that these guidelines are followed. Ensure that each VPE is fully involved in the M&E and that it is not left to one person to do.  Please develop a system within your group that ensures forms are completed and submitted to SPW on time.  
It is strongly recommended that a work plan is developed by the team to handle all finance, M&E and household chores (similar to the activity work plan) to ensure that these responsibilities are fairly shared by all VPEs.
3.1.3 
Penalties for M&E negligence
Those placement groups who consistently submit incomplete or late forms will have their allowances docked. Those placements that continually lose M&E forms will have to replace the paper lost. VPEs that report to office with no M&E data or inconsistent M&E data will be requested to return to placement to collect the data at their own cost. Staff will be verifying data reported with stakeholders during the monthly support and supervision visits. 

3.1.4 SPW Uganda Reporting Framework

Staff and volunteers are responsible for completing monitoring tools and evaluation reports in order for the ‘SPW Uganda Standard Reporting Framework’ (Appendix 1) to be implemented.

Below are extracts from the “Programme Quality Compendium-Chapter 8: Quality Standards for Monitoring & Evaluation” on the standards for monitoring and reporting that are relevant for volunteers for each SPW office.

	QUALITY STANDARDS
	BREAK DOWN OF THE STANDARD



	CPs will generate monthly reports at each level of reporting from VPEs up to project level


	· The SPW International Reporting Framework (SPW Uganda’s is mapped to it) will be adhered to 

· VPEs will use basic worksheet to capture their daily activities

· Monitoring reports will only be used for obtaining achievements for outputs and activities within the log frame 

· Monitoring reports will be designed to ensure that it does not take VPEs more than 15 minutes to complete daily reports and not more than 2 hours to complete monthly progress report

	Reports will follow a set structure
	· The activities being conducted will be identified at the lowest level by staff/VPE (e.g. lessons in classes, events and festivals etc.)

· For each activity, there will be two basic reporting themes i.e. number of activities conducted and number of persons reached through the activities. It will be decided which one of these or both are required to be reported. This will be based on indicators within the log frame

· The level of disaggregation will be required for activities and/or persons reached. This should again be informed by the log frame indicators. Some common types of disaggregation include:

· Gender, Age groups, Location (in school/out of school or community/district level), Themes (SRH, life skills, gender etc.), Led by (VPEs/SPW Staff or community or Young People)

· These will be put in a tabular format, putting totals as appropriate

· A separate table for comparing achievement against targets will be included. This table should essentially have the following four columns:

· Achievement in this reporting period (month/quarter)

· Achievement up to this reporting period (cumulative total of all achievements since the beginning of the reporting year). 

· Target (divided into two columns i.e. for the reporting month and annual)

· Percent achievement against target (again, divided into two columns i.e. for the reporting month and cumulative against annual target)

· In addition, each report will have the following qualitative components at a minimum:

· Support received and expected from the supervisor

· Feedback from the line manager including issues for follow up

· Follow-up from recommendations of prior reports

	The reporting period will be from 25th of the month till 24th of next month
	· This will ensure availability of reports which is timely enough for donor and SPW International reporting




3.1.5  Management for Impact (MFI)
MFI is:  “A methodology where performance against goals is systematically measured, improved, and resources are strategically managed and put to the best possible use to enhance effectiveness” 
MFI is a performance management system used to:

· Determine the most important results

· Establish and communicate direction

· Monitor progress toward meeting goals

· Invest resources strategically

· Use performance information to improve performance and provide accountability for results
SPW puts in a lot of stress in adopting the concept of Management for Impact within the management of its programmes and operations. In simple terms, this means that every decision, big or small should be supported by the data/evidence from the field and all data/information getting generated from the field should be put to creative use.

Below are extracts from the “Programme Quality Compendium-Chapter 8: Quality Standards for Monitoring & Evaluation” on the standards for MFI for each country office.

	QUALITY STANDARDS
	BREAK DOWN OF THE STANDARD 



	All meetings will have discussion on monitoring data as one of the agenda items 


	· The discussion on a report will begin by comparing achievement against target (see table) and will include the following:

· The indicators/items where there has been under achievement (90% or less than the target) or over achievement (110% or above) will be highlighted

· For each of these highlighted indicators/items, the discussion will be held around the following points:

· Why there has been under/over achievement and what factors are responsible for the same

· What implications (positive/negative) it will have in the short, medium or long term over the programme

· What actions should be taken either to overcome the issue or to build upon the positive learning

· The discussion of these three points will culminate in developing quick action points, clearly stating what action will be taken, by whom, by when and to whom it will be reported back

· These will then be clearly documented and will be considered as a feedback to the report

· Achievement less than 60% of the target, will be reported to the level above (supervisor’s supervisor) with clear action plan for ensuring compliance in following month(s)

· There will be a review of feedback on last meeting, discussing accomplishments and/or implementing recommendations made during the previous meeting. 

· The meeting will finally conclude by:

· Setting up targets for next month by adding any backlog from the review month to the next month’s target. In case of over achievement, do not raise the target, as over achievement will eventually be helpful during the programme duration

· Reviewing the consolidated Action Plan emerged from the review (as mentioned above) and setting any targets required within the Action Plan

· Agreement on the date and venue for the next meeting 

	Verbal and written constructive feedback will be provided by the line manager on reports 


	· Feedback will be provided within 5 working days of receiving the report
· Feedback will include:

· Overall quality of the report (completeness, accuracy of data and comprehensiveness of  analysis)

· How well the qualitative information was able to provide justifications/explanations to the achievement of targets

· Accomplishment/follow up on last month’s feedback

· Suggestions on meeting out the challenges outlined in the report

· Support that can be expected from line manager or above

· Action points for follow up for the next month


Table format for discussing monitoring data 

	Indicator
	Achievement
	Targets
	% Achieved Against Target

	
	This reporting period
	Cumulative up to this reporting period
	For this reporting period
	Annual
	For this reporting period
	Annual

	
	1
	2
	3
	4
	(1/3)*100
	(2/4)*100

	
	
	
	
	
	
	


Therefore, it is crucial that all staff and volunteers make every effort to complete the monitoring and evaluation as all decisions big or small will be based on the data collected and reported. The data that you the volunteers collect are extremely important and the backbone for any decisions, modifications, change of direction of the programme. Please report as honest and as accurate as you possibly can to help us make the correct decisions.
4.0 INSTRUCTIONS for Completing M&E Forms 

4.1 Guidelines for Completion of the Monitoring and Evaluation Forms
One volunteer per placement is required to report to the office on the 26th of every month (or closest date) to hand in their monitoring and evaluation data for the previous month, and to collect allowances and any available activity money. All new forms for the forthcoming month will be collected on this date.

The tentative VPE and accountability days are as follows:

1. Monday 26th March

2. Monday 27th April 

3. Wednesday 26th May (further confirmation will be given for this date)
4. Friday 26th June

5. Monday 27th July

6. Debrief

The table below describes each form for which VPE’s are responsible: 

	Monitoring Tool
	When to complete it?
	When required by SPW staff?

	Placement Orientation  Survey
	During the first month on placement 
	26th  March 2008

	Focus Group Discussion Forms
	During the  first and last month on placement
	26th  March 2008
2. Debrief

	Life Skills Checklist


	During the first and last month on placement
	1. 26th March 2008
2. Debrief

	Community Youth Sexual Reproductive Health Knowledge Assessment
	During the first and last month on placement
	1. 26th March 2008

2. Debrief

	Community Youth Livelihood Knowledge Assessment
	During the first and last month on placement
	1. 26th March 2008

2. Debrief

	Daily Activity Log Sheets
	Complete an account at the end of each day
	26th of every month

	Demonstration and replication record
	Complete a monthly tally of all demonstrations and replications of appropriate rural technologies
	26th of every month

	Participant List
	This form is compulsory and is to be completed for every event organised and attached to the Activity/Event Reporting Form to fully account for it
	26th of every month

	Activity/Event Proposal Form
	All proposals have to be handed in on the M&E and Accountability Day or the placement support and supervision visit each month
	1. M&E and Accountability

Day

2. Support and

supervision visit

	Activity/Event Reporting Form
	Within 2 days of the event taking place. This has to accompany the receipts (if activity done with money) or the activity/event will not be fully accounted for
	26th of every month

	VPE Monthly Progress Report
	Complete in the last two days of each month and with attached completed Daily Activity Log Sheets and  Demonstration and replication record
	26th of every month

	Volunteer Final Placement Report
	In the final 2 weeks of placement
	Debrief


4.2 The ‘How to Guide’ to Completing the Monitoring and Evaluation Tools

The next few pages describe in detail how to complete each form. Please get in touch with staff if you are having any difficulties or have any queries regarding your M&E forms. We are here to help!
If you run out of forms during placement, it is your responsibility to either copy the forms on the following pages or to inform a member of staff so they can give you additional copies ahead of time. 

Behaviour Surveillance Survey (BSS)
The BSS is the major method by which SPW is able to evaluate the outcomes of the Programme.  By doing a baseline BSS and then an endline BSS, the M&E Unit will be able to compare the two sets of results to see if students have increased their knowledge, altered their attitudes and changed their behaviour.  This tool has been implemented by a team of trained ex-volunteers prior to you and your team arriving on placement.  The endline is to be conducted at the end of placement.  The sample size is 56 per placement: 2 males and 2 females from grades P5-S4 and 14 males and 14 female out-of-school youth (15-24). 

Placement Orientation Survey

Completing this form will help you and your team to orient yourselves within your placement community, as it requires you to meet various individuals and groups.  It also provides an opportunity for you to set up systems that will assist you with on-going monitoring and evaluation tasks.  Finally, but importantly, it also requires you to identify and contact individuals to contact in an emergency and the location of local services.  

· Key Community Members and partnership and support
You should hold meetings with as many of these individuals and/or groups, CBOs and NGOs as possible, to ensure community members are aware of your work and to explore what support you will have in your community. As you develop your work, this research will also indicate which individuals or groups you should be involving to build sustainability into your programme.  
· Placement Map

Please complete (by hand!)

· Target /Outreach Schools

Please arrange a meeting with the head teacher or SPW key teacher to gather the required information. This is an opportunity to further engage the target school and outreach school staff, so even exploring the idea of linking this interview with a presentation about SPW’s work if they are not familiar.

· Community Health Provision

It should be a priority action for you to get acquainted with the health facilities in the area. As well as collecting answers to the questions listed, you should also use this opportunity to find out how you can help the health facility staff through your work. What are some of the biggest challenges they face? What support can you or community youth provide (e.g. outreach education, generation of demand for services etc.)? Also, if they don’t have systems in place to track the information you’ll need for your VPE Monthly Progress Report, you should use this opportunity to ask if they would set up such a system.  
· Out-of-school youth
This section will be very useful in obtaining information regarding any existing out-of-school youth clubs/groups in your placement and of the out-of-school club/group leaders. 
· Information for Events

You may need to include questions about this in meetings or the focus group discussions. It will save a lot of time if you have access to this information as soon as possible in order for you to prepare for your activities/events.
· Volunteer Welfare

Please complete all questions in detail so you are aware of all sources of potential support and transport in an emergency situation
· Transport information

This is to aid you in finding out what means of transport are available from your placement community as soon as possible.

Please complete all questions thoroughly and then bring the form to the SPW office. You should leave a copy at the office and take the original with you.
Focus Group Discussions

A set of Focus Group Discussions (FGDs) have been created for you to see what the main problems are your placement’s schools and community.  By undertaking the FDG’s, you will be gaining a valuable insight into the problems and issues facing people in their rural communities, but will also be befriending members of the community as they are introduced to the you and will see you taking an active interest in their lives. 
Detailed instructions on how to conduct the FDG’s and the sample size is attached to the forms in this pack.
Life Skills Checklist
This tool is to be conducted at the beginning and end of your placement to measure any life skills gained by youth reached due to SPW’s interventions.  Each VPE can randomly choose one male and one female (2 respondents) per class from their placement school and give them the checklist to fill in.  Equal number of out-of-school youths (male and female) should be randomly selected for administering this checklist.  It is suggested that the sample group used for the Focus Group Discussion (14 in-school youth and 14 out-of-school youth) could be also used to complete this checklist as it is the same sample size.
Club capacity checklist

This form is to be completed for each in-school and out-of-school youth club/group to help you ascertain what areas they will need your assistance to build their capacity in. It is important that this form is completed before any SPW activities are implemented and one completed at the beginning and end of placement to also aid the next years volunteers. Please use this form alongside the community youth Livelihood Knowledge Assessment for the out-of-school youth clubs/groups.
Community Youth Knowledge Assessments (SRH and Livelihoods)

These Community Youth Knowledge Assessments are to be implemented by the VPEs on the in-school and out-of-school youth as soon as they arrive on placement and before they start any SPW activities. They are to aid you in knowing the knowledge level of the issues that the YEP will address and identify any gaps/needs of the youth. It will also help the youth direct their work and in developing their club work plans. The assessments are to be done at the beginning and end of the programme to ascertain what knowledge had been gained throughout the year. The sample is as follows:

1. Community Youth Sexual Reproductive Health Knowledge Assessment

· 6 youth per class (3 females and 3 males from P5-S4) = 42

2. Community Youth Livelihood Knowledge Assessment

· 1 per out-of-school youth livelihood focused youth group 
Daily Activity Log Sheets & Demonstration and Replication Record
This log must record every activity that the volunteers are involved with each day.  It should be completed daily (not retrospectively) to ensure all activities are recorded accurately and thoroughly.  The log sheets are divided into 6 sections according to whether the activity is a school-based lesson, youth club activity etc.

The volunteers tick which activity was conducted and on the correct form recording how many people attended and who they were (by gender and target population).  It is also important for the volunteers to record if the activity was a partner NGO activity and whether an event was volunteer-led or led by local youth.

At the end of the month, the volunteers’ Daily Activity Log Sheets should be attached to the completed VPE Monthly Progress Report and handed in to programme staff.
Activity/Event Participant List

This form is a requirement for every activity/event that has been implemented using SPW funds. This form has to be submitted with the Activity/Event Reporting Form otherwise the activity/event will not be fully accounted for. Please also use this form for other activities that do not require funds to aid you in reporting accurately the people that participated.
Activity/ Event Proposal Form 

To access funds from the programme team for activities/events, volunteers are required to complete the Activity/Event Proposal Form.  Once submitted, staff will work with the Finance Manager to authorise the release of funds for the requested activity provided the activity clearly meets programme goals and that the budget is reasonable in relation to the anticipated impact.  The volunteers have to complete the form in detail to enable staff to make an informed decision on whether or not the activity can go ahead.  The decision will be positively influenced by evidence of community enthusiasm, community contributions (financial or in-kind) and clear descriptions of how the event fulfils programme objectives.

Please note that all proposals need to be submitted on the one of two days: during the M&E and Accountability Days and Support and Supervision Visits
Activity/ Event Reporting Form

This form is to be filled in within 2 days of the approved activity/ event taking place and is designed to partner the Activity/Event Proposal Form, showing what actually took place and to what extent it fulfilled programme objectives, at what cost and to record lessons learnt.  The volunteers are also requested to complete this form for significant activities/events that no money was given for.

· What?

Firstly, please describe any changes to the logistics you described previously to SPW through the event proposal form.

· Who was there?

This is of particular importance as it will allow you to monitor which activities are most popular within your community and to see who is being reached by different events. Please break down the information by target population and gender so it can be included in your VPE Monthly Progress Report. Also, please provide names of visiting dignitaries and/or speakers. Large and small events should still be included on your daily activity logs.

· What happened?

You need to describe what happened at the activity/event, explain how your objectives from the Event Proposal Form were met (Please refer to the event proposal form you submitted while completing this section if applicable), and feedback what went well and did not go well.
· Feedback from participants

The more specific the better. Please use “….” for quotes and reference them (position and organisation of person; for community members indicate youth/adult and sex) e.g. “My husband did not come along because he is against condom promotion for youths” (adult woman) and – as an example comment: Several participants said that it was well attended because the health centre staff had promoted the event. Please make the comments and quotes as relevant to the programme objectives as possible. It is great to know people enjoyed themselves, but “I enjoyed myself” doesn’t tell us much about programme impact. 

· Teacher feedback and signatures

If the event is in the school, please ask the key teacher or head teacher to comment and to sign the form. All peer educators should sign the form and submit to an SPW staff member

· Accountability
This section is to be completed by the Headmaster or the LC1 to verify if all money is accounted for in receipts. It is very important that when you are organising activities/events that you are working with the school administration and key community members to ensure that they have ownership of the event and that there is truly a need for it to take place. This section will assist you in setting up these working relationships

· Anti-corruption declaration

This section is highly important for you to read and adhere to. The Activity/ Event Reporting Form is also used as a financial document, for staff to check what has been spent, and on what. It is therefore of great importance that these forms are completed fully and returned promptly to SPW. Failing to do so will jeopardise future requests for activity funding.  
You are also requested to complete this form for significant activities/events that no money was given for.
VPE Monthly Progress Report
This is where much of the secondary data is collected that provides a more independent assessment of programme impact.  In the last two days of the month, the volunteers should complete all information on the VPE Monthly Progress Report as recorded on the Daily Log Sheets. It is strictly a consolidation of the data recorded on your daily log sheets and each section of this report directly is linked to each particular Daily Activity Log Sheet.
· Youth focused (non-club groups)
This information is a direct consolidation of the data you have recorded on the Daily Activity Log Sheet with the same name. It is a summary of all those in-school and out-of-school activities/events that are NOT done with clubs/groups.
· Youth Clubs/Groups
This information is a direct consolidation of the data you have recorded on the Daily Activity Log Sheet with the same name. It is a summary of all those in-school and out-of-school activities/events that HAVE been done with clubs/groups.

The first table requires you to record the type of clubs/groups that you have been working with that month and those that have been established that month. It is highly important to note that for sustainability purposes you should be aiming to work with existing clubs as a first priority.

The second table is a direct consolidation of the data recorded on your Daily Activity Log Sheet.
· Community Activities
This information is a direct consolidation of the data you have recorded on the Daily Activity Log Sheet with the same name. It is a summary of all those activities done STRICTLY with adults to develop the mentorship relationship with youth and to solicit support for the youth..

· Youth Resource Corner Activities

This section provides us with more information on the success of your resource corner in terms of youth accessing the information available. Please ensure that on placement that you set up a record book to record all visitors to the resource corner (both new and regular visitors) and this will aid you in completing this section
· Advice/Support

Please record here any times during the month that you have been approached for any advice or support on ANYTHING (even if not directly related to programme objectives) disaggregated by the target population (students, out-of-school youth or adults. It is important that you record down if you referred anyone and to where as well as bulleting down the topics discussed. 

· Condoms distributed
This is solely the record of those condoms that YOU the volunteers have sourced and distributed to the community via the youth councillors, youth leaders, distributors etc.
· Educational Livelihood Visits/ Visits to Clinics

Please describe the visits you have led related to livelihoods or to nearby health services during this month, detailing the date, the name of the health facility (if applicable), the objective of the visit (e.g. model farm exposure visit, youth sensitisation, or waiting room education session) and the number of young people who participated in the visit
· Qualitative Information

Please provide details of any other evidence of impact, at least four quotes each month from community stakeholders and suggestions you have for how we can improve the programme or support you better. It is important that you highlight any key achievements or case studies that you have been working on this particular month as certain issues/problems may be related to certain districts and you work will be evidence of this. General feedback on what is going well is also appreciated! We recommend you keep track of this information throughout the month in your log books to make completing the form easier at the end of the month.

· Signatures

Please attach the Daily Activity Log Sheets, ALL sign the form each month and submit to your programme staff
The data that you provide in this VPE Monthly Placement Report will be compiled, analysed and will be the basis of feedback during your subsequent support and supervision visits conducted by the programme team.  
The last section will be feedback recorded by the Field Intern and with any actions agreed noted. You will be provided with a copy of this report to aid you in the forthcoming months M&E.
Volunteer Final Placement Report

This final report needs to be completed before you officially complete your programme in placement. Please complete during your last two weeks and hand it in to staff at Debrief.
There are several sections / areas in this report covering all activities/areas of the Youth Empowerment Programme. Please be as honest as possible and give as much information as possible on key achievements, case studies, projects and activities conducted in order to give the best possible starting point for the volunteers next year.
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Impact assessment
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Planning





Monitoring





FEEDBACK





International Quarterly Progress Report (IQPR)


Source: QPR from CPs + information about activities at international level


Prepared by: International M&E Unit








PMPR Presented at monthly MC Meeting by PM; programme reviewed and next steps identified








FEEDBACK





Quarterly Progress Report (QPR)


Source: PMPRs


Submitted to: SPW International in the prescribed format


Circulated to: Stakeholders/Donors/Government


Prepared by: M&E Unit








Deadline= 20th to SPW Int





FEEDBACK





New Programme Quality Monitoring Data (Quantitative and Qualitative)


Source: Programme Quality Monitoring Tools applied by SPW Staff at different levels








FEEDBACK





Programme Monthly Progress Report (PMPR)


Source: APC MPR & details of activities at HQ level & Programme Quality Data


Submitted to: PM/MC


Prepared By: PM & M&E Unit








Deadline= 12th





HQ Monthly Progress Report (HQ MPR)


Source: Details of activities at HQ level 


Submitted to: PM/MC


Prepared By: FAA








FEEDBACK





Deadline= 10th





APC Monthly Progress Report (APC MPR)


Source: VMPR’s & details of activities at their level 


Submitted to: PM with a copy to M&E Unit


Prepared by: APC








Letters of invitation/


Certificates of participation





Minutes of meetings





Staff activity log sheets





FEEDBACK





VPE Monthly Progress Report (VMPR)


Source: Programme Monitoring Data (Quantitative and Qualitative) filled using their weekly/daily records


Submitted to: Intern/ APC


Prepared by: VPE








Deadline= 5th





Note:





Quantitative information includes data on output indicators


Qualitative information includes significant highlights, lessons learned, case studies, challenges and support expected and provided by volunteers and staff at different levels








Daily activity log sheets





Activity/ event reporting forms





Replication record sheet





SPW Annual Report





Source: International QPR + Annual Reports from CPs


Prepared by: SPW International


For External Circulation








SPW Uganda Annual Report





(It is suggested a separate report is created for internal circulation)











Other qualitative reviews conducted externally by donors/ Stakeholders or internally within country office or by SPW International











Qualitative information on programme effectiveness





Source: Annual volunteer Debrief, managed by Programme and M&E unit











4 x Quarterly Progress Report (QPR)





Source: PMPRs


Prepared by: M&E Unit








BSS Annual Report





Source: Annual BSS


Prepared by: M&E unit
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