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Preface

onitoring and Evaluation (M&E) is recognised as an essential management tool and
M 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
HI¢FLHQF\ DQG HIIHFWLYHQHVV RI KHDOWK SURJUDPPHYV

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 and Facilitator Guide therefore comprise the following modules:

Introduction to M&E

Understanding and Describing Your Programme

The Logic Model

M&E Indicators

Data Collection Methods for M&E

Data Flow

Data Quality and Data Management

Introduction to Quantitative and Qualitative Data Analysis
Dissemination of M&E Findings

Developing M&E Plans

+ + + + + H+ H+ H+ H

Consistent 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 Facilitator Guide was developed to assist persons conducting the workshops to better facilitate

the group exercises. It includes model answers and is to be used in tandem with the Basic M&E
Workshop Manual.
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Presentation 1: Introduction to Monitoring
and Evaluation

Activities 1 - 4

Model Answers



’Activity 1 Instructions to Facilitatorinvite participants to discuss the foIIong

)

Activity 1

1) Describe one monitoring activity in your programme.
Refer to slide 3.

2) Describe one evaluation activity in your programme.
Refer to slide 6.
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Model Answers
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Instruction to FacilitatorWorking in groups of 4/5 persons, participants
to complete the table below. 1 group reports to larger group, while the

group stick theirs on the walls.

hre
other

- Activity 2

* For your programme describe one M&E activity using
the table below (refer to slides 15-17)

Orientation
Preparation
Routine
Integration

Renewal

Presentation 1-Introduction to ME&E 18
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Model Answers
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@ Activity 3

For your own programme complete the table below:

_

INPUTS
ACTIVITIES
OUTPUTS
OUTCOMES

IMPACT

Presentation 1-Introduction to MEE
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Model Answers
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Ctivity 4 Instructions to Facilitatorfacilitator discusses with the full group of
participants the following question

- Activity 4

* How could M&E have helped to generate knowledge for
the Voluntary Counseling and Testing (VCT) Project

programme?

8]
(]

Fresentation 1-Introduction to M&E
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Presentation 2: Understanding &Describing
your Programme

Activity 1 - 4
Worksheets

Model Answers



ctivity 1 Instructions to FacilitatorEacilitator informs participants to use the
worksheet provided to answer the following questions as they relate tq their
programme

(é) Activity 1

* Answer the following questions for your programme

1. What need/s or problem/s does your programme
address?

2. Who are the intended recipients?

3. What will the recipients receive and be expected to
do?

4. What are the intended outcomes for the recipients of
the programme?

5. Whatis the desired impact of the programme?
6. Who are the stakeholders?

Fresentation 2- Understanding and Describing vourFrogramme

(93]

G )
- Activity 1 — Worksheet
~Questions | pescribeyour programme |

Need addressed by
programme

Intended recipients
What will recipients

receive

Expected outcomes
for recipients

Expected outcomes
for the programme

Desired impact of
programme

Stakeholders

Presentation 2- Understanding and DescribingyourProgramme
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Instructions to FacilitatorAsk the participants to do the following and seglect
a few to share and the group to present

(&
« Activity 2

* Write a SMART objective related to HIV/AIDS programming
(refer to slides 10 - 14)

Fresentation 2- Understanding and Describing vour Frogramme

@ What are SMART Objectives?

Identifies concrete events or actions that will take place
Specific « Doesthe objective clearly specify what will be accomplished and by
how much?

Cuantifies the amount of resources, activity, or change

PMeasurable
i - |sthe objective quantifiable?

Lagically relates to the overall problem statement and

desired effects of the programme

« Doesthe objective make sense in terms of what the programme is
trying to accomplish?

Appropriate

Provides a realistic dimension that can be achieved with
awvailable resources and plans for implementation

Realistic
. « |5 the objective achievable given available resources and
experience?
Specifies a time within which the objective would be achieved
Time-based

+ Doesthe abjective specify when it would be achieved?



Activity 3 Instructions to FacilitatorRefer to slides 17-21

)
- Activity 3

* Write one M&E question for the following areas of your
programme

— Problem/need

— Intended outcomes
— Desired impacts

Presentation 2- Understanding and DescribingyourProgramme

]
]

e ) Work sheet for Activity 3

Problem/need

Intended outcomes

Desired impacts

Presentation 2- Understanding and Describingyour Programme 28
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()
Activity 1

= Design a Logic Model based on a programme you are involved
in

e Ensure that you show the “if-then” relationships — sequencing
& connectedness (lines / arrows)

* Refertoslides 12, 13 & 14

Hint: Your logic model can take many shapes



Model Answer






Presentation 4: Monitoring and Evaluation
Indicators

Activity 1
Worksheet



Activity 1

Using slides 9 — 11, critique the
following list of indicators

Fresentation 4-konitoring & Evalu ation

Indicators 23

Activity 1 : Worksheet

INDICATOR CRITIQUE REVI SED INDICATOR
What is wrong with this
indicator?

Identify the indicator
criteriathat have not been
met

% of adults and children with
HIV still alive 12 months after
initiation of ART

Reductionin HIV.AIDS related
stigma & discriminationin the
workplacein Trinidad & Tobago 2
years after the National
Workplace Policy

Resourced plans & proceduresin
placein-keeping with WHO
guidelinesby 2012

Fresentation 4-hMonitoring & Evalu ation
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Presentation 5. Data Collection Methods for
Monitoring and Evaluation

Activity 1
Worksheet

Model Answers








































































