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Evaluation Toolkit
Introduction
It offers practical examples, tools and guidance on how to monitor and evaluate your funded project. Sometimes the words monitoring and evaluation (M & E) can seem quite intimidating, particularly if you work with a small, local community and voluntary group and are already working really hard to improve/enhance lives of your members or users. It may sometimes feel like a burden, but if you embrace this positively within your everyday activities, it will be easy to do.
See this as an opportunity to provide evidence that you have kept appropriate records and to show case the value of your work, bringing to life the experiences and aspirations of the members and users of your group as well as the achievements of the workers and management committee. Carrying out effective M&E will really help you to bring the work of your group or organisation to life for your funder.

There is no getting away from it, monitoring and evaluation is here to stay and all donors/funders will require it. To help clear the path, this simple guidance document has been put together to you understand the importance of carrying out effective M&E; to help demystify the process; to provide some tips on collecting information and to help you feel more confident in how you demonstrate and evidence the real value of your work.

Key reasons for carrying out effective monitoring and evaluation
To demonstrate evidence the difference that the donor’s money/funding has made to the members of the community who participated in your grant funded project or activity and also outlining any benefits/improvements to your group/organisation, if appropriate.

To use evidence gathered and collated for grant funded projects and activities to positively influence potential or new funders to consider supporting the work of your group or organisation. The production of clear and meaningful monitoring and evaluation information will help your group to build a good track record and gives potential donors confidence in your abilities to deliver projects, services and activities. It will also inform your own strategy and measure effectiveness of activities and services.

Why monitor and evaluate?

· To create evidence to show funders that your group is capable of managing itself

· To learn more about the people you are reaching
· To find out what works and what doesn’t 

· To learn if you are fulfilling the aims and objectives you set out to achieve

· To show the outcomes of your project

· To find out information to help you plan for a successful future

· For yourself – to support future funding bids

Tips on collecting information

· Choose things relevant to the aims of your group, project or current funder

· Make sure you have a baseline (your group’s current position) to measure against

· Be realistic, you can’t measure or record everything

· Make it appropriate to the users of your group

· It doesn’t have to be complicated or scientific

· Be clear about who is collecting what and when

· Make sure they know the reasons why it is being collected
· Try to encourage openness

· Build it into all your activities so that it becomes routine

· Update your records regularly, store in a safe place and observe confidentiality

· Start your Monitoring and Evaluation activities as soon as grant funding is received

· Cross reference what you will measure and how against the information you submitted in your grant application form
What’s the difference?
Monitoring is how you measure the activity as it is taking place.
· Funding – what information have your funders asked you for?

· Observe – behaviour, skills, performance and what your users/beneficiaries thought
· Record – who came, how often, how many, take photographs (remember to obtain written permission from the person(s) you are photographing
· Ask – for feedback from parents/guardians and users
Evaluation your reflection on the project at key points during the project and when it has ended.

· Aims – has your grant funded project or activity achieved what it set out to do?

· What – has gone well, not so well, any room for improvement?
· Next – same again? Would you do anything different?

· Outcomes or Impact – has your project/activity improved the lives of your members and/or the wider community? Has your project/activity increased capacity for your group/organisation?

· Inputs – The resources you out into your project o deliver its outputs. Inputs include: time, money and premises.

· Outputs – the services and facilities you deliver. Outputs include: training courses, support sessions and publications.

· Outcomes – All the changes and effects that happen because of your activities e.g. increased oonfidence levels or skills gained.

· Exit strategy – a plan for what will happen when this funding ends – either by winding down the project in a planned way or earning income from charges or finding new funding sources

· Sustainability: Either, how the project will support itself in the long term or how the community will continue to benefit after the project comes to an end

Monitoring your progress
It is good practice to set up a proper monitoring system from the outset of your project or activity as these will help with assessing progress throughout the course of your activity and the information collated can form part of your final End of Grant/Project report.
Depending on the nature of your project you can gather and record information in a number of ways:

· Discussion/Focus groups

· Questionnaires

· Feedback forms

· Photographic evidence

· Progress reports

· Minutes of Meetings

Many groups during the course of their project/activity realise that aspects of their project may change and often requires changes to the original budget, this is commonly known as a ‘change of spend.’

Your funder is here to help and if at any time your group us experiencing any difficulties during your project or activity you should contact your funder without delay who will be able to offer practical advice and support on any difficulties you are facing.

End of Grant/Project reports
Evaluating your project is as important as submitting your grant application, you should commence monitoring and evaluation from the onset and make sure that you build in time to complete your end of grant report once the project is completed.

It demonstrates what you have achieved, how the project was delivered and who benefited from the fund. All funders expect to receive an End of Grant report and this forms part of your funding contract.

Along with your end of grant report you should provide evidence to demonstrate your project/activity took place for example:

· Copy of accounts

· Copies of receipts/invoices totalling the amount of funding you were awarded

· Photographs of your project/activity taking place

· DVD

· Programme

· Copy of publicity

· Feedback from beneficiaries

· Payslips

· Bank statements

· Newsletter

· Case study

Retrospective funding
Retrospective funding is where services or goods have been booked or paid for prior to receiving your grant award.
Grant Makers cannot fund anything retrospectively therefore any costs incurred by the group/organisation prior to receiving your award will result in the group, organisation or in some cases individuals incurring costs that cannot be covered by the grant.
What’s in it for you?

The end of grant report is beneficial to your group, providing evidence to support future funding applications, proving a track record for your group’s achievements and demonstrates that you are able to deliver projects /activities effectively to your current and any new funders you apply to in the future.

Continuing grants
Many grant makers will fund groups/organisations for more than a one year period for the same or similar project costs. It should never be assumed that the additional allocations will automatically be released on completion of the current grant award.
Usually the next allocation of funding will only be released on receipt and completion of an end of grant report for the previous award.

NB: If you are in receipt of a grant award which is for longer than a twelve month period you should not use any part of the next year’s allocation until you have received notification that the funder has signed off your end of grant report.

Any costs incurred prior to receiving such notification from your funder will be considered retrospective and therefore will not be approved by your grant maker.
If you do not complete your monitoring and evaluation reports, they will adversely affect any future funding applications your group/organisation makes to that particular grant maker.

Monitoring and evaluation could be your key to a successful fundraising future!
