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Preface

Monitoring and Evaluation (M&E) is recognised as an essential management tool and 
the Basic M&E Training Workshop was designed to build the capacity of professionals 
involved in health programme planning and implementation as well as those tasked with 

the collection and use of data for decision making.  Consequently, the aim of the Workshop is to 
increase participants’ knowledge and understanding of fundamental monitoring and evaluation 
principles and to enable them to apply these to their work. This is expected to result in greater 
�H�I�¿�F�L�H�Q�F�\���D�Q�G���H�I�I�H�F�W�L�Y�H�Q�H�V�V���R�I���K�H�D�O�W�K���S�U�R�J�U�D�P�P�H�V����

The workshop is structured to ensure that participants are tooled to contribute to their Ministry’s/ 
institution’s M&E functions including the development of M&E plans and the management of 
data. The Workshop Manual therefore comprises the following modules:

�x�� Introduction to M&E
�x�� Understanding and Describing Your Programme
�x�� The Logic Model
�x�� M&E Indicators
�x�� Data Collection Methods for M&E
�x�� Data Flow
�x�� Data Quality  and Data Management
�x�� Introduction to Quantitative and Qualitative Data Analysis
�x�� Dissemination of M&E Findings
�x�� Developing M&E Plans

�6�L�J�Q�L�¿�F�D�Q�W�O�\���� �W�K�H�U�H�� �L�V�� �D�O�V�R�� �D�� �V�H�F�W�L�R�Q�� �L�Q�� �Z�K�L�F�K�� �W�K�H�� �Y�D�U�L�R�X�V�� �0�	�(�� �W�H�U�P�V�� �D�U�H�� �G�H�¿�Q�H�G���� �&�R�Q�V�L�V�W�H�Q�W��
with the practical approach to the Workshop, each module in the Manual includes a number of 
exercises that participants are required to do as group work. These are designed to ensure the 
effective transfer of knowledge through a practical hands-on approach.

The process by which the present Manual was developed actually started in 2003 when CHRC 
�F�R�Q�G�X�F�W�H�G�� �L�W�V�� �¿�U�V�W�� �0�	�(�� �Z�R�U�N�V�K�R�S���� �6�L�Q�F�H�� �W�K�H�Q���� �W�K�H�� �F�R�Q�W�H�Q�W�� �D�Q�G�� �I�R�U�P�D�W�� �R�I�� �W�K�H�� �Z�R�U�N�V�K�R�S�� �K�D�Y�H��
evolved, driven by feedback from the participants and international best practices. The process 
culminated with the hosting of a retreat at which the training materials of other agencies (Measure 
Evaluation, FHI, UNAIDS, World Bank) were also reviewed in light of the needs of Caribbean 
health professionals. A draft manual was then prepared, piloted and revised before being published.

This Basic M&E Training Workshop Manual is expected to be used by all agencies involved in 
the conduct of basic M&E training in the Caribbean. In addition, similar to the use of the popular 
CHRC Research Skills Workshop Manual, it is likely to be a key reference document for M&E 
practitioners.
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Workshop Agenda

Day 1 Day 2 Day 3

8:30 - 9:00 a Welcome Remarks & 
Introductions 

Monitoring & Evaluation Indicators
Introduction to Quantitative & 
Qualitative Data Analysis

9:00 - 10:00 a Intoduction to M&E

10:00 - 10:15 a   BREAK BREAK BREAK 

10:15 - 12:00 a Introduction to M&E (Cont’d) Data Collection Methods for M&E Dissemination of M&E �ndings

12:00 - 1:00  noon LUNCH LUNCH LUNCH

1:00 - 2:30 p Understanding & Describing 
your Programme 

 
Data Flow Developing M&E Plans

2:30 - 2:45 p BREAK BREAK BREAK

2:45 - 4:00 p Logic Models Data Quality & Data Management 12 Components of an M&E System

4:00 - 4:15 p Completion of Daily Evaluation 
Forms

Completion of Daily Evaluation 
Forms

Completion of Daily Evaluation 
Forms, Closing Ceremony
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Workshop Objectives

At the end of the workshop participants will: 

Ώ� Have an improved understanding of the fundamentals of     	

	 monitoring and evaluation 

Ώ� Be able to apply these principles to the work of their institution 	

	 in order to facilitate increased e�ciency and e�ectiveness

Ώ� Be able to participate in their country’s essential M&E functions 

         (M&E planning, data collection, dissemination and data use)
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Introduction to Monitoring 
and Evaluation

Learning Objectives�

By the end of this session, participants will be able to:

Ώ� De�ne monitoring 

Ώ� De�ne evaluation

Ώ� Provide a rationale for M&E in the context of health related outcomes

Ώ� Describe activities for implementing an M&E System (preparation, 		

	 routine, integration, renewal)     

1
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