ANNEX I

Tool Utilization Guide

[bookmark: _GoBack]The ERC Consortium MPG Monitoring Guide contains three basic tools that were developed and piloted in northeast Nigeria in the summer of 2017. This document provides guidance and suggestions about how the tools can be most effectively adapted and employed to monitor an MPG program. For the Consortium’s complete list of project component and tools, please see http://www.cashlearning.org/ctp-and-multi-sector-programming/multipurpose-cash-grants. 

The three primary tools of this guide are:
1) Household Survey
2) Community Group Discussion template
3) Key Informant Interview template

Taken together, these tools are intended to provide a snapshot in time of how an MPG program is being received by a beneficiary community, and what its effect has been on beneficiaries’ basic needs in the time since a baseline assessment or previous rounds of monitoring.

In addition, the package includes supplemental materials to help ensure the effective implementation of each tool and provide critical feedback. These supplemental materials can be found in the annex and include the following:
1) Enumerator Training Materials – Household Survey
2) Enumerator Training Materials – Community Group Discussion
3) Enumerator Feedback Surveys
4) Sharing Findings with Beneficiaries

The two main goals of the guide are to help adapt the tools to the local context and to align them with the specific program design. To do so, the guide is comprised of three sections: 1) developing the monitoring plan, 2) tool adaptation, and 3) implementation logistics. This guide draws heavily from Design & Monitoring for Peacebuilding and Development, a course at the Fletcher School of Law and Diplomacy at Tufts University taught by Professor Cheyanne Scharbatke-Church.[footnoteRef:1] The course emphasizes a “light touch” approach to monitoring that shaped our tool development and is reflected throughout the tool guide. The “light touch” approach centers on minimizing the burden on beneficiaries and ensuring that all data collected has a purpose for the program and is not collected because it is “interesting” to program staff. [1:  In turn, the course draws heavily from Designing for Results: Integrating Monitoring and Evaluation in Conflict Transformation Programs by Cheyanne Church and Mark M. Rogers (https://www.sfcg.org/Documents/manualpart1.pdf). This peacebuilding monitoring guide is applicable in that it provides robust standards and a helpful framework that is useful in humanitarian programming.] 



[image: ]
Figure 3 from Monitoring4CTP provides an overview of what should be included in good project monitoring. This includes the baseline, the indicators (which are described in detail in Monitoring4CTP), the methodology, and sharing the information with beneficiaries. This guide will walk through how to build these elements to create an effective and efficient monitoring plan.

Monitoring for decision-making: A good monitoring design begins with a strong program design, which will determine the goal, objectives, and activities of the program. After the initial program design, team members should sit down together to develop a monitoring plan that is useful and does not unnecessarily burden beneficiaries. The first and most important element to consider is what decisions need to be made throughout the program cycle. The monitoring should be centered around feeding into those decisions. For example, data collected on modality, targeting, program design, process, and outcomes can be used to improve programming. Monitoring4CTP is an excellent guide to help teams think through what decisions might need to be made, and it provides example indicators that align with specific priorities.  

Build a monitoring plan: Once the list of decisions has been finalized, it is crucial to then consider: what data is needed to guide each decision; how and from whom to collect the data; frequency of data collection; who will make sense of the data; how data will be analyzed and communicated; who will use the data; and who will be responsible for and who will oversee data collection. These decisions should be made with two key things in mind: 1) is the data crucial to the decisions that will be made or is it solely interesting information to have? And 2) how can we reduce the burden on beneficiaries? It can be helpful at this stage to build a table of all of the decisions that need to be made, and the data collection and analysis plans. 

Baseline: It is also critical at the planning stage to plan for baseline data collection that will gather the initial data which will be compared to future monitoring data. This is more focused than the Basic Needs Assessment, both in terms of indicators covered and target population as it is tailored to the specific program and not an overall assessment. It does not have to be incredibly time-intensive and exhaustive. Instead, it should focus on the same decisions that the rest of the monitoring will be centered around.

Accountability to beneficiaries: Develop a plan for how the information collected will be presented back to the beneficiaries (i.e. accountability to beneficiaries or “downward” accountability). This is a crucial part of the monitoring plan that gives information back to beneficiaries so they can better understand the program and participate in its improvement. There is a guide in the annex to help facilitate this process. It is also important to have a feedback mechanism so specific issues can be flagged, recorded, and addressed.

Tool adaptation
After the data collection methods have been decided in the monitoring plan, the next step is tool development. The following list is our recommendation for how best to utilize and adapt the tools to monitor MPGs effectively.

· Review the tools. The tools provided are not universal templates; they will need to be revised and adapted for each specific program and context. The collection of tools should capture data on process, immediate outcome, medium outcome, and protection risks and incidents. Read through the household survey, community group discussion template, and key information interview template to gain an overall sense of what MPG monitoring can look like, and ensure triangulation of data for priority indicators (i.e. have relevant questions in multiple tools). If working in Borno State, these questions are likely to be contextually relevant, but they will need to be considered and revised according to the exact population and program. 

· Consider languages early on in tool development. Tools will need to be translated once they are developed, so it is best to start planning around languages early on. Best practice is to translate to the local language, and then back translate with a different translator back to the original language. Plan for 2-3 days for translation and back translation of tools. Translators without Borders is an organization which provides free translation services for humanitarian organizations, and has recently opened an office in Nigeria. They are a great resource for future use of these tools.

· Sampling is another crucial aspect of how the tools will be used. 
· Household surveys: In our context, we found it best for the Household Survey to employ a probability sampling strategy to ensure a random selection and provide representative data. In the pilot of the tools, it was most effective when a simple random sample was generated from a list of all beneficiaries. Calling ahead to let beneficiaries know they had been randomly selected to participate in the survey helped ensure the vast majority of the randomly selected individuals were included in the survey. It is also important to think through other context-specific logistical considerations, such as the availability of beneficiaries during a specific time of day or day of the week. We built in a 20% buffer (i.e. increased our random sample list by 20% over our actual target number) to ensure that even if some beneficiaries could not attend we would have enough respondents. However, it is important to think through why certain groups or individuals might not be available and mitigate so that participation in the survey is as representative as possible.
· Community Group Discussions: A non-random sample is generally most feasible. Nonetheless, the Community Group Discussions should still be as representative as possible, and staff should work with community leaders to ensure that the members of the discussion are inclusive in terms of age, gender, and whatever other dimensions relevant to the context (ethnicity, religion, displaced vs. host community, etc.). Community Group Discussions should take place in gender-segregated settings whenever possible, in groups of 8-12 participants. 
· Key Informant Interviews: A non-random sample is the best option for key informants. For MPG purposes these are generally community leaders, and could also include staff of the cash delivery mechanism company, other humanitarian aid workers, or government officials. It is best to gain perspectives from key informants from both genders and diverse backgrounds wherever possible.

· Proportional piling: We included a participatory proportional piling exercise in the Community Group Discussion tool. It is thoroughly explained in the Community Group Discussion tool; in short, it is an activity where participants pile small objects on the basic needs proportional to how much cash they spend on each category of basic need. This exercise aims to help beneficiaries understand the terms for “basic needs” illustrated on the cards that will be critical throughout the discussion, as well as engage discussion participants early on in the discussion. We found this was an excellent way to capture data on how beneficiaries were spending the cash, as well as set the tone for an exciting and active community group discussion. To conduct the exercise, 100 toothpicks or small objects will be needed, as well as print outs of the icons for each of the basic needs. The icons are included in the annex.

· Pilot the tools with colleagues, enumerators, and/or a few beneficiaries before rolling out the tool to your entire sample population to ensure that the tool is contextually relevant and appropriate. Ask them for feedback on the questions--what made sense and what did not? Did anything feel inappropriate or too sensitive? How was the length of the survey, discussion, or interview (i.e. were they exhausted or annoyed by the end of an hour-long survey)? These insights can help revise and improve the tool before using the tools on a larger scale. Tools can be revised at any point throughout the process to better the data collection.

Implementation Logistics
Monitoring of MPGs involves a number of logistical considerations, and we have outlined our timeline, as well as the main issues we confronted, here. Although the planning of the monitoring pilot took about one week from beginning to execution, if possible, it is recommended to start one week earlier (two weeks before implementation) to ensure a smooth process for all involved. 

	
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5

	Tools
	
	
	
	
	

	T1. Adapt tools 
	
	
	
	
	

	T2. Translate tools
	
	
	
	
	

	T3. Test / revise tools
	
	
	
	
	

	T4. Upload to platform (Kobo)
	
	
	
	
	

	T5. Print materials
	
	
	
	
	

	Logistics
	
	
	
	
	

	L1. Flights / accommod.
	
	
	
	
	

	L2. Organise field transport
	
	
	
	
	

	L3. Book training space
	
	
	
	
	

	L4. Organise refreshments (if applicable)
	
	
	
	
	

	Enumerators
	
	
	
	
	

	E1. Interview enumerators
	
	
	
	
	

	E2. Contract enumerators
	
	
	
	
	

	E3. Organise budget 
	
	
	
	
	

	E4. Train enumerators
	
	
	
	
	

	Data Collection
	
	
	
	
	

	D1. HH surveys
	
	
	
	
	

	D2. CGDs
	
	
	
	
	

	D3. KII
	
	
	
	
	

	Data Aggregation / Analysis
	
	
	
	
	

	A1. Enumerator debriefs
	
	
	(Daily)
	(Daily)
	

	A2. Data cleaning
	
	
	
	
	

	A3. Data analysis
	
	
	
	
	

	Reporting
	
	
	
	
	

	R1. Report writing
	
	
	
	
	

	R2. Program review
	
	
	
	
	

	R3. Report revision
	
	
	
	
	

	R4. Report dissemination
	
	
	
	
	(Into Week 6)

	R5. Community feedback
	
	
	
	
	(Into Week 6)



Timeline of implementation for pilot:
· After tools were developed, we planned for the pilot one week ahead of time. The initial planning included:
· Travel logistics and flights for staff
· Contacting enumerators (we worked with enumerators that had previously worked for DRC, so this may need to be started earlier if it is necessary to identify new enumerators)
· Checking in with the security team
· Our team planned to be in the field for three days, although the international staff were not allowed to stay in the field all day for security reasons. We had two project leads, two other members of DRC staff, and eight enumerators in the field with us each day. 
· It may be helpful when planning how long to be in the field to note that our surveys took about 30 minutes, focus group discussions were 1-1.5 hours each, and the key informant interviews were about 1 hour. 
· After the initial plans were made, we focused on: 
· Booking transport to and from the monitoring locations
· Drafting contracts for the enumerators
· Transferring the survey to Kobo and securing tablets for the necessary days
· We also planned for enumerator training including: 
· Reserving space for the half-day training 
· Providing refreshments
· Making arrangements to gather our enumerators for a fifteen minute check-in every morning before going to the field, and a twenty minute debrief with the team after each day of surveys
· The day before the training, ensure that: 
· All printed materials (questions and note taking forms for key informant interviews and community group discussions) are prepared
· The surveys are uploaded into each tablet
· The HR and finance teams are aware that enumerators will need to be paid according to the organization’s procedures
· If beneficiaries are to be notified before being interviewed, make sure to plan time for those phone calls a day or two before the monitoring begins. 
· We planned an enumerator survey for after the last day of surveys to get their feedback on the surveys and the experience; this took no more than fifteen minutes to complete. 

[bookmark: _gjdgxs]Important aspects of implementation logistics:
· Considering who will collect the data: The reliability of the data is highly dependent on who collected the data. For Community Group Discussions, ideally experienced staff members who are fluent in the local language will lead these discussions as they require a more nuanced skill-set--flexibility to let the discussion flow alongside an awareness of which responses to probe to gain the most insight. Male and female facilitators will need to be included to lead gender-segregated discussion groups. Household surveys will generally be conducted by enumerators.

· Selecting enumerators: If enumerators are to be hired, consider the linguistic diversity of the beneficiary community when selecting enumerators. It is not necessary that enumerators speak every relevant language, but it is necessary that each language is adequately covered by enumerators. Additionally, consider the dynamics of the beneficiary community and the context when selecting enumerators. If possible, it can be helpful to hire enumerators from the community but this is highly dependent on the context and the sensitivity of the data being collected. As noted above, it is ideal to have a mix of male and female enumerators.

· Training enumerators: It is crucial to conduct an interactive training with enumerators that includes an explanation of the program being monitored, the purpose of the monitoring, ethics of data collection, specifics on the questions being asked, and a security briefing depending on the context. A training guide can be found in the annex for household surveys and community group discussions. In contexts with a high turnover of enumerators, identify enumerator team leaders and/or staff focal points who can ensure new data collectors receive the same training.   

· Enumerator feedback: In addition to staff check-ins with enumerators daily, a brief enumerator feedback survey should be completed by enumerator teams following each round of monitoring. This survey will help identify strengths and weaknesses in the tools that may not have been observed and that can be improved before the next round. This can be particularly useful for identifying challenges resulting from translation errors or questions that were confusing to beneficiaries.

· Data management and protection: It is also crucial to make a plan for data management and protection. For more information, see the Handbook on Data Protection in Humanitarian Action by the International Committee of the Red Cross. 

· Other logistics: 
· Physical spaces: Consider the physical space for surveys, community group discussions, and key informant interviews. It is ideal if they are in private spaces, but this is not always possible. If you cannot guarantee a private space, eliminate sensitive questions that could pose a risk to beneficiaries if they are overheard. 
· Notifying beneficiaries: It is also important to consider how beneficiaries will be notified about the data collection. For surveys, staff could consider calling ahead to alert the beneficiaries that they will be coming on a certain day. For the second pilot we called the day before to ask beneficiaries to gather at a convenient point in the camp, although security and convenience for beneficiaries must be considered when using this strategy. 
· When to speak with beneficiaries: When doing surveys or community group discussions it is also important to consider what day and time of day is best for beneficiaries. For example, on certain days women may go to the market, or older men might not be available in the mornings. To ensure representation from all groups, think through the timing of the survey and community group discussions. 
· Tablets vs. paper surveys: We used tablets for the survey and handwritten notes for the community group discussions and key information interviews. This will differ based on resources available but it is important to consider any potential security risks for enumerators or beneficiaries related to tablets. Paper notes must be properly transcribed and filed, then securely stored or disposed. 
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Figure 3: Overview of what s involved in project monitoring.




