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1. Start here

1.1 Background

This study on monitoring methodology for humanitarian aid has produced three documents: Monitoring Overview and Guidance, the Monitoring Templates (a compilation of monitoring standards and indicators), and this document – the Monitoring Tools.

1.2 Aim of these tools
The aim of these tools is to help humanitarian organisations with monitoring the different aspects of their operations.
It does this by offering a compilation of tools that can be used in monitoring. Each tool provides guidance on how to undertake a different aspect of monitoring work. There are a number of tools ranging from How to conduct an individual interview through to Risk Analysis.
Whilst this document covers an extensive range of tools, it does not cover every possible tool that might be required. Organisations are encouraged to identify other tools and develop them according to their needs.

It is not intended that these tools should represent a requirement for any organisation. Rather they are offered as suggestions which humanitarian organisations can adapt according to their own needs.

The coverage and presentation of the tools was decided after consultation with a wide range of humanitarian organisations. Accordingly, they aim to combine the following qualities:

· Based on existing good practice and recognised source documents

· Simple, clear language 

· Accessible and easy to navigate, with detailed Table of Contents
· Designed to be adapted by humanitarian organisations to their particular needs 
· User-friendly layout 

· Existing documents and resources are referred to where these may be of further help
While the primary intended audience is for those working in the field at the point of delivery, the tools may also be of use as a reference document to:
· Field-based humanitarian managers

· Managers at headquarters

1.3 What these tools cover

These tools cover a wide of subjects which can be classified into three broad groups: communication tools, analysis tools, and other tools. The division between the groups is not always clear-cut and some tools could appear in other groups.
Communication tools
· How to introduce your agency

· How to conduct an individual interview

· How to conduct key informant interviews

· How to conduct a focus group

· How to hold a lessons-learned meeting

· How to communicate with children

· How to involve people throughout the project
Analysis tools
· Gender analysis

· Stakeholder analysis

· Livelihood analysis

· Risk analysis

· Conflict analysis

Other tools
· Observation skills

· Using indicators

· Participatory monitoring

· Cultural considerations in psycho-social interventions

· Surveys and participatory assessment techniques

· How to assess child-protection needs
· How to carry out a field visit
· How to set up a complaints and response mechanism
There is an extensive body of documentation relating to the monitoring of humanitarian aid. The authors have sought to identify the most reliable sources. The tools are based on existing good practice. They draw extensively from existing documents and full acknowledgements and references are given with each tool.
1.4 How to use these tools
These tools provide practical guidance for undertaking a broad range of monitoring activities. It answers questions which might be asked such as:

· What is a focus group and how does it operate?

· How do I communicate with traumatised children?
· What is stakeholder analysis and how does it operate?
· What is risk analysis and how can it help our project?

· What are indicators and how do I choose them?

· How do you set up a complaints and response mechanism?

There are 20 tools in all, so this is just a sample of the kind of questions which this toolkit aims to answer.

DG ECHO's partners are free to use these tools and to adapt them to their own needs. The only condition is that they cannot be sold or distributed for profit.
2. Information about these tools
2.1 Acknowledgements

We gratefully acknowledge the help of staff and managers from DG ECHO, UN agencies and secretariat, the Red Cross/Crescent Movement and NGOs who were interviewed during the course of the preparation of this study. A full list of organisations consulted appears in the Guide which accompanies these tools.

Many existing manuals and handbooks were helpful to the preparation of these tools. We acknowledge all source materials and specific references are provided with each tool.
We also thank those people who attended the workshops in Copenhagen and Nairobi and who shared invaluable comments on the draft tools. Finally our thanks go to António Cavaco, Director-General, at whose initiative this Study was undertaken, and Peter Cavendish, and Nicoletta Pergolizzi of DG ECHO, who gave invaluable support.

2.2 Authors and date

The ECHO Monitoring Review, of which this is part, was undertaken by Graham White of The Evaluation Partnership and Peter Wiles of Transtec/Prolog. It was submitted to DG ECHO in June 2008. The compiler of these tools was Graham White. Websites for the companies that undertook the work are:
TEP


www.evaluationpartnership.com
Transtec

www.transtec.be
Prolog
Consult
www.prologconsult.com
2.3 Funding

DG ECHO provided full funding for this study.

2.4 Copyright

Copyright for this document is held by the European Commission’s Directorate-General for Humanitarian Aid - ECHO. Copying of all or part of this document is permitted, subject to the disclaimer inside the front cover, provided that the source is acknowledged. Copying of specific tools is also subject to the copyright of the original source documents.
2.5 Software and languages

These tools are available in English in pdf and Word formats.
2.6 Further copies

Further copies of these tools may be requested by e-mail from echo-eval@ec.europa.eu  or downloaded from ECHO’s website: see the ECHO home page at http://ec.europa.eu/echo/index_en.htm.

2.7 Sources

The following table provides a list of the tools together with references to the source documentation and the relevant websites.

	
	COMMUNICATION TOOLS

	Tool
	How to introduce your agency

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 1

	Website
	www.oxfam.org.uk/publications 

	
	

	Tool
	How to conduct an individual interview

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 5

	Website
	www.oxfam.org.uk/publications 

	
	

	Tool
	How to conduct key informant interviews

	Agency
	USAID

	Document
	Conducting Key Informant Interviews

	Website
	www.usaid.gov/pubs/usaid_eval 

	
	

	Tool
	How to conduct a focus group

	Agency
	DFID

	Document
	Tools for Development (chapter 3.4)

	Website
	www.dfid.gov.uk/pubs 

	
	

	Tool
	How to hold a lessons-learned meeting

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 11

	Website
	www.oxfam.org.uk/publications 

	
	

	Tool
	How to communicate with children

	Agency
	Action for the Rights of Children

	Document
	Working with Children (Topics 1-3)

	Website
	www.savethechildren.net 

	
	

	Tool
	How to involve people throughout the project

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 3

	Website
	www.oxfam.org.uk/publications 


	
	ANALYSIS TOOLS

	Tool
	Gender Analysis

	Agency
	Inter-Agency Standing Committee

	Document
	Women, Girls, Boys and Men: Different Needs – Equal Opportunities

	Website
	www.humanitarianinfo.org/iasc/gender 

	
	

	Tool
	Stakeholder Analysis

	Agency
	DFID

	Document
	Tools for Development (chapter 2)

	Website
	www.dfid.gov.uk/pubs 

	
	

	Tool
	Livelihood Analysis

	Agency
	The National Agriculture and Forestry Research Institute

	Document
	Livelihood Analysis: A Checklist

	Website
	www.nafri.org.la 

	
	

	Tool
	Risk Analysis

	Agency
	DFID

	Document
	Tools for Development (chapter 6)

	Website
	www.dfid.gov.uk/pubs 

	
	

	Tool
	Conflict Analysis

	Agency
	Swedish International Development Cooperation Agency

	Document
	Manual for Conflict Analysis

	Website
	www.sida.se 


	
	OTHER TOOLS

	Tool
	Observation skills

	Agency
	Action for the Rights of Children

	Document
	Situation Analysis (Topic 5)

	Website
	www.savethechildren.net

	
	

	Tool
	Using indicators

	Agency
	DFID

	Document
	Tools for Development (chapter 5.6)

	Website
	www.dfid.gov.uk/pubs 

	
	

	Tool
	Participatory Monitoring

	Agency
	DFID

	Document
	Tools for Development (chapter 7)

	Website
	www.dfid.gov.uk/pubs 

	
	

	Tool
	Cultural considerations in psycho-social interventions

	Agency
	Action for the Rights of Children

	Document
	Working with Children (Topics 4-5)

	Website
	www.savethechildren.net

	
	

	Tool
	Surveys and participatory assessment techniques

	Agency
	Action for the Rights of Children

	Document
	Situation Analysis (Topic 8)

	Website
	www.savethechildren.net

	
	

	Tool
	How to assess child-protection needs

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 8

	Website
	www.oxfam.org.uk/publications 

	
	

	Tool
	How to carry out a field visit

	Agency
	Development Researchers’ Network

	Document
	The Monitoring and Evaluation Manual of the NGOs of the Forum Solint

	Website
	www.cosv.org

	
	


	Tool
	How to set up a complaints and response mechanism

	Agency
	Emergency Capacity Building Project (www.ecbproject.org)

	Document
	Good Enough Guide Tool 12

	Website
	www.oxfam.org.uk/publications 


COMMUNICATION TOOLS
3. How to introduce your agency

This tool suggests good practice for introducing your agency to beneficiaries, government officials and others. It is based on Tool 1 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications.
This checklist can be used to help make sure field staff know the answers to questions they are likely to be asked by beneficiaries, government officials, and others.
WHO ARE WE?
1. What is an NGO?

2. What is our mandate?

3. Why is our agency here?

4. Where do we get the money?

OUR AIM
5. What can we do for people affected by the emergency in relation to:

a. Water and sanitation

b. Shelter

c. Livelihoods

d. Public health promotion

e. Other kinds of project

6. Why do we do this rather than other things?

THE PROJECT AND THE COMMUNITY
7. What is our project area?

8. Who decided?

9. Who was involved in deciding project activities?

10. What is the plan for the whole project?

11. How long will it last?

12. Who are the beneficiaries?

13. Why were some people chosen and not others?

14. Who was involved in deciding who the beneficiaries should be?

15. How does the project work? How are beneficiaries involved?

16. What will beneficiaries contribute?

17. What will beneficiaries contribute?

18. What do the materials cost us?

19. What is the progress this month? What is the plan for next month?

20. What are the main challenges for technical staff this month?

21. What are technical staff doing to address these challenges?

22. What exactly will beneficiaries receive?

23. When will they receive it?

DEALING WITH PROBLEMS OR COMPLAINTS
24. If something goes wrong with the project what can people do?

25. If there is a problem with a community leader or community member working with beneficiaries, what can people do?

26. If there is a problem with one of the NGO staff members (corruption, fraud, bad behaviour), what can beneficiaries do?

OTHER ORGANISATIONS AND THE GOVERNMENT
27. Which other NGOs are working in the project location?

28. What do they do?

29. What government assistance is available? How do people access it?

30. What other problems are people having? (For example, being displaced, no access to land, not being able to meet government officials to resolve problems.)

SOURCE
This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
4. How to conduct an individual interview

This tool suggests good practice for conducting interviews with individuals, whether an informal ten-minute conversation or a more structured formal meeting. It is based on Tool 5 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications.
BACKGROUND

Individual interviews can be used during assessments or surveys. An individual interview can mean a ten-minute conversation during an informal visit or a longer and more structured discussion, using a series of questions on a particular topic. Whatever the case, focus on essential information and build your interview around current concerns, for example, profiling and needs assessment, tracking changes, or seeking feedback.

· Aim to interview people at times that are safe and convenient for both staff and interviewees. The time your interviewee has available should determine how long your interview lasts. 

· Make sure that people understand why you wish to talk to them and what you will do with the information they share. 

· Never use people’s names when using information without their express permission or that of their guardian. 

· Start with questions that are factual and relatively straightforward to answer. Move on to more sensitive issues, if necessary, only when the person you are interviewing is more at ease.

· Make sure people know that you value their time and participation.

· Don’t end the interview too abruptly.

· Take responsibility for the effect on your interviewee if sensitive issues are discussed. 

· Record, store, and use information safely. 

SOME ‘DO’S’ FOR INTERVIEWS

· Do try to make sure you have a good translator.

· Do locate elders/leaders first, explain who you are and what you are doing, and ask their permission to interview.

· Do ask individuals’ permission to interview them; for example, ‘Is it OK if I ask you a few questions about the conditions here?’ Thank them afterwards.

· Do try to prioritise discussions with women and children, and other people likely to be experiencing particular difficulty.

· Do try and interview at least three families in each location in order to cross-check the information you are receiving.

· Do make sure that you include people at the edge of a camp or site where you may find the poorest families living, quite literally, on the margins.

· Do avoid large crowds following you around if possible, since this is likely to intimidate interviewees and interviewers.

SOURCE

This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
5. How to conduct key informant interviews

This tool suggests good practice for conducting key informant interviews. It is based on “Conducting Key Informant Interviews” (Performance Monitoring and Evaluation TIPS No 2). USAID. 1996 and is available online at: http://www.usaid.gov/pubs/usaid_eval.
WHAT ARE KEY INFORMANT INTERVIEWS?
They are qualitative, in-depth interviews of people selected for their first-hand knowledge about a topic of interest. The interviews are loosely structured, relying on a list of issues to be discussed. Key informant interviews resemble a conversation among acquaintances, allowing a free flow of ideas and information. Interviewers frame questions spontaneously, probe for information and takes notes, which are elaborated on later.  

WHEN ARE KEY INFORMANT INTERVIEWS APPROPRIATE?
This method is useful in all phases of development activities — identification, planning, implementation, monitoring and evaluation. For example, it can provide information on the setting for a planned activity that might influence project design. Or, it could reveal why intended beneficiaries aren’t using services offered by a project.

Specifically, it is useful in the following situations: 

1. When qualitative, descriptive information is sufficient for decision-making.

2. When there is a need to understand motivation, behaviour, and perspectives of customers and partners. In-depth interviews of programme planners and managers, service providers, host government officials, and beneficiaries concerning their attitudes and behaviours about a project activity can help explain its successes and shortcomings. 

3. When a main purpose is to generate recommendations. Key informants can help formulate recommendations that can improve a programme’s performance. 

4. When quantitative data collected through other methods need to be interpreted. Key informant interviews can provide the how and why of what happened. If, for example, a sample survey showed farmers were failing to make loan repayments, key informant interviews could uncover the reasons.  

5. When preliminary information is needed to design a comprehensive quantitative study. Key informant interviews can help frame the issues before the survey is undertaken.

ADVANTAGES AND LIMITATIONS 
Advantages of key informant interviews include: 

· They provide information directly from knowledgeable people. 

· They provide flexibility to explore new ideas and issues not anticipated during planning. 

· They are inexpensive and simple to conduct.

Some disadvantages: 

· They are not appropriate if quantitative data are needed.
· They may be biased if informants are not carefully selected.
· They are susceptible to interviewer biases.
· It may be difficult to prove the validity of findings.
Once the decision has been made to conduct key informant interviews, following the step-by-step advice outlined below will help ensure high quality information. 

STEPS IN CONDUCTING THE INTERVIEWS
Step 1 – Formulate study questions.

These relate to specific concerns of the study. Study questions generally should be limited to five or fewer.
Step 2 – Prepare a short interview guide.

Key informant interviews do not use rigid questionnaires, which inhibit free discussion. However, interviewers must have an idea of what questions to ask. The guide should list major topics and issues to be covered under each study question.

Because the purpose is to explore a few issues in depth, guides are usually limited to twelve items. Different guides may be necessary for interviewing different groups of informants.  

Step 3 – Select key informants.

The number should not normally exceed 35. It is preferable to start with fewer (say, 25), since often more people end up being interviewed than is initially planned.

Key informants should be selected for their specialised knowledge and unique perspectives on a topic. Planners should take care to select informants with various points of view. 

Selection consists of two tasks: First, identify the groups and organisations from which key informants should be drawn—for example, host government agencies, project implementing agencies, contractors, beneficiaries. It is best to include all major stakeholders so that divergent interests and perceptions can be captured.

Second, select a few people from each category after consulting with people familiar with the groups under consideration. In addition, each informant may be asked to suggest other people who may be interviewed. 

Step 4 – Conduct interviews. 

Establish rapport: Begin with an explanation of the purpose of the interview, the intended uses of the information and assurances of confidentiality. Often informants will want assurances that the interview has been approved by relevant officials. Except when interviewing technical experts, questioners should avoid jargon.
Sequence questions: Start with factual questions. Questions requiring opinions and judgments should follow. In general, begin with the present and move to questions about the past or future.

Phrase questions carefully to elicit detailed information. Avoid questions that can be answered by a simple yes or no. For example, questions such as “Please tell me about the vaccination campaign?” are better than “Do you know about the vaccination campaign?” 

Use probing techniques. Encourage informants to detail the basis for their conclusions and recommendations. For example, an informant’s comment, such as “The water programme has really changed things around here,” can be probed for more details, such as “What changes have you noticed?” “Who seems to have benefited most?” “Can you give me some specific examples?”  

Maintain a neutral attitude. Interviewers should be sympathetic listeners and avoid giving the impression of having strong views on the subject under discussion. Neutrality is essential because some informants, trying to be polite, will say what they think the interviewer wants to hear. 

Minimize translation difficulties. Sometimes it is necessary to use a translator, which can change the dynamics and add difficulties. For example, differences in status between the translator and informant may inhibit the conversation. Often information is lost during translation. Difficulties can be minimized by using translators who are not known to the informants, briefing translators on the purposes of the study to reduce misunderstandings, and having translators repeat the informant’s comments verbatim. 

Step 5 – Take adequate notes.

Interviewers should take notes and develop them in detail immediately after each interview to ensure accuracy. Use a set of common subheadings for interview texts, selected with an eye to the major issues being explored. Common subheadings ease data analysis. 

Step 6 – Analyse interview data. 

Interview summary sheets: At the end of each interview, prepare a 1-2 page interview summary sheet reducing information into manageable themes, issues, and recommendations. Each summary should provide information about the key informant’s position, reason for inclusion in the list of informants, main points made, implications of these observations, and any insights or ideas the interviewer had during the interview.
Descriptive codes: Coding involves a systematic recording of data. While numeric codes are not appropriate, descriptive codes can help organise responses. These codes may cover key themes, concepts, questions, or ideas, such as sustainability, impact on income, and participation of women. A usual practice is to note the codes or categories on the left-hand margins of the interview text. Then a summary lists the page numbers where each item (code) appears. For example, women’s participation might be given the code “wom–par,” and the summary sheet might indicate it is discussed on pages 7, 13, 21, 46, and 67 of the interview text.

Categories and subcategories for coding (based on key study questions, hypotheses, or conceptual frameworks) can be developed before interviews begin, or after the interviews are completed. Pre-coding saves time, but the categories may not be appropriate. Post-coding helps ensure empirically relevant categories, but is time consuming. A compromise is to begin developing coding categories after 8 to 10 interviews, as it becomes apparent which categories are relevant. 

Storage and retrieval: The next step is to develop a simple storage and retrieval system. Access to a computer programme that sorts text is very helpful. Relevant parts of interview text can then be organised according to the codes. The same effect can be accomplished without computers by preparing folders for each category, cutting relevant comments from the interview and pasting them onto index cards according to the coding scheme, then filing them in the appropriate folder. Each index card should have an identification mark so the comment can be attributed to its source. 

Presentation of data: Visual displays such as tables, boxes, and figures can condense information, present it in a clear format, and highlight underlying relationships and trends. This helps communicate findings to decision-makers more clearly, quickly, and easily. Three examples below illustrate how data from key informant interviews might be displayed.

Step 7 – Check for reliability and validity.

Key informant interviews are susceptible to error, bias, and misinterpretation, which can lead to flawed findings and recommendations.

[image: image9.emf]
Check representativeness of key informants. Take a second look at the key informant list to ensure no significant groups were overlooked.

Assess reliability of key informants. Assess informants’ knowledgeability, credibility, impartiality, willingness to respond, and presence of outsiders who may have inhibited their responses. Greater weight can be given to information provided by more reliable informants.

[image: image10.emf]Check interviewer or investigator bias. One’s own biases as an investigator should be examined, including tendencies to concentrate on information that confirms preconceived notions and hypotheses, seek consistency too early and overlook evidence inconsistent with earlier findings, and be partial to the opinions of elite key informants.

Check for negative evidence. Make a conscious effort to look for evidence that questions preliminary findings. This brings out issues that may have been overlooked.

Get feedback from informants. Ask the key informants for feedback on major findings. A summary report of the findings might be shared with them, along with a request for written comments. Often a more practical approach is to invite them to a meeting where key findings are presented and ask for their feedback.
[image: image11.emf]
FURTHER READING
These tips are drawn from Conducting Key Informant Interviews in Developing Countries, by Krishna Kumar (AID Programme Design and Evaluation Methodology Report No. 13. December 1986. PN-AAX-226).
SOURCE

Performance Monitoring and Evaluation TIPS: Conducting Key Informant Interviews. (1996). Washington: USAID
6. How to conduct a focus group

This tool provides useful guidance for leading a focus group. It is based on “Focus group interviews” Chapter 3.4 from DFID’s Tools for Development and is available online at: www.dfid.gov.uk/pubs. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

INTRODUCTION

Focus groups are a form of group interview used to guide, focus and inform planning and implementation of any activity, and to ensure that the activities undertaken respond to the needs of primary stakeholders. They are used to gain the views of stakeholders and to learn their perceptions about current or proposed activities.

Focus groups offer four principal advantages over other ways of working.

1. They have high face validity: for everyone involved, the technique looks as though it can measure what it says it will (people’s opinions), it’s transparent (everyone can see and hear what’s going on), and those using the information can easily understand the results.

2. Focus groups place participants in a naturalistic, relaxed setting, assisting a higher degree of candour from participants as well as immediate crosschecking of responses from other group members.

3. Focus groups give their moderators the opportunity to probe and to explore unanticipated issues and diverse experiences.

4. Focus groups are rapid, low-cost data collection methods, making them especially practical for development planning and evaluation purposes.

Focus groups are not without their dangers. As with any group of people, the rules of group dynamics will apply: the views of the most voluble may overshadow those of the less talkative. And focus groups may be self-selecting, with those more confident of membership supplanting others with different but just as valid opinions, hence the need for the careful selection of a facilitator, and for careful planning well in advance of the activity.

Focus groups can be used at each stage of the activity cycle.

In Problem and Situation Analysis, focus groups are used to understand user needs and requirements, or reactions to new or proposed product or service ideas.

During Implementation, focus groups can be used to ensure that activities are on track and performing to user standards.

At the time of Completion, focus groups can be used to determine to what extent an activity has accomplished its objectives and to identify lessons learned for improving future activities.

WHAT IS REQUIRED?
Creating a focus group requires:

1. 8-10 open-ended questions (see below), carefully thought through and sequenced.

2. A group of 8-12 participants of similar background and experience (see below).

3. A moderator with knowledge of group dynamics and facilitating skills to ask the questions.

4. An assistant moderator to take notes.

5. A comfortable place where everyone can sit facing each other.

6. An optional inducement (such as a free lunch) to persuade people to attend.

An open-ended question is one that generates a range of responses. “Are you well today?” presumes the answer yes or no and is not open-ended. “What do you think about the workshop?” is open-ended: it invites any one of a number of answers.

Participants of similar background or experience are used to generate a variety of responses to the questions, but from people with a comparable body of experience. For example, when testing ideas for new management software, you might organise focus groups for office staff and others for field staff. The participants would have similarly broad backgrounds and knowledge, but their perspectives on the software’s utility will differ.

The actual focus group should not take much longer than an hour. Analysis of the discussion and of your notes may take several hours.

Further guidance on conducting a focus group is provided below together with examples of the use of focus groups in a development context.

GUIDE FOR CONDUCTING A FOCUS GROUP
1. Think about the purpose of the focus group and the information you need very carefully. Do you really need the information? How will the information be used? How much is worth knowing?

2. Develop a basic set of open-ended questions. They should be sequenced so that more mundane and general questions are at the front-end. There should be a logical flow to the questions that is clear to the respondents.

3. Pilot test the questions to make sure they are clear. Memorise the questioning route so that you don’t have to refer to it during your interview. This will keep the discussion flowing more smoothly.

4. Invite participants to your session well in advance and get firm commitments to attend. Contact people to remind them the day of the event.

5. Set up your working area and organise either a table or circle of chairs so that people can sit comfortably facing each other. Arrange for coffee, tea or lunch at the beginning of the session.

6. When people begin to arrive for the event welcome them and make them feel comfortable. When everyone has arrived, sit down and get started.

7. Open the session with thanks, a description of the purpose of the interview, any assurances about confidentiality, and an overview of the discussion topics.

8. The moderator should work through his/her questions, seeking a balanced input from all participants. Watching the time and knowing your bottom line questions, will mean that when time runs out, you have your most important information. You may need to probe for more details on important points; “Could you tell me more about that?”
9. The co-moderator should take notes, highlighting key points, important themes and patterns to the discussion. Don’t try to take detailed notes, this will distract you. When you are through, thank people for their time and contributions.

10. Analyse your findings. This is the key step and it should take place right after the interview while things are still fresh. Plan to spend at least an hour with the co-moderator to discuss and analyse your findings. Now is the time to make detailed notes. Use this time as an opportunity to review and critique your questions and moderator skills.

11. Decide if you need to run additional focus groups to round out or deepen your analysis.

Example: Focus groups to improve a worldwide strategy for poverty reduction

As part of a worldwide assessment of the World Bank’s Poverty Reduction Strategy, focus groups were held in six countries. These involved Ministry officials, NGO leaders, academics and Bank watchers, and helped to generate a number of ideas and recommendations used to improve the Bank’s poverty alleviation work.

What follows is the focus group interview guide, used in the two-hour discussions in each of the six countries. Before being used in the field, the guide was tested with a participant group at Bank headquarters. Interviews in local languages were conducted with the assistance of a local co-moderator.

Knowledge about the Bank’s Poverty Reduction Strategy and assessment of its relevance to country conditions

· How would you define the overall goal of Bank assistance in your country?

· How would you describe, specifically, the Bank’s Poverty Reduction Strategy in your country?

· How relevant is this strategy for actually reducing poverty in your country?

Strengths and weaknesses of Bank assistance for poverty reduction

· What are the major strengths of the implementation of the Bank’s Poverty Reduction Strategy in your country?

· What are the major weaknesses in the strategy’s implementation?

· What are some of the strengths and weaknesses in the way the Bank works with others - like different levels of government, NGOs and other stakeholders - in defining and implementing its Poverty Reduction Strategy?

· How does the Bank’s work on poverty in your country compare with the work of other donors?

Looking ahead

· How can the Bank improve the design of its Poverty Reduction Strategy, whether in content or process?

· How can the Bank improve the strategy’s operational effectiveness?

· Finally, if you could write a manifesto for priorities in poverty reduction in your country, what would be its major elements?

Source: Social Impact, 1999

SOURCE

Tools for Development: A handbook for those engaged in development activity. (2002). London: DFID

7. How to hold a lessons-learned meeting

This tool provides useful guidance for leading a lessons-learned meeting. It is loosely based on Tool 11 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications.
WHAT IS A LESSONS-LEARNED MEETING?
The purpose of a lessons-learned meeting is to help a project team to learn from their experiences, both good and bad, and to identify ways of better achieving their goals in the future. Its purpose can be summarised as follows:
· To enable project staff to meet and to share project information

· To build agreement on the activities they are carrying out

· To build agreement on the changes they aim to make

· To document key information and decisions and act on them

WHAT IS NEEDED?
· One person to act as facilitator

· Another person to record in writing key findings, comments, and decisions

· Project staff

· An accountability adviser, if there is one

QUESTIONS
The following are some questions which could be asked. The list is not definitive and can be adapted by the group.

1. What is working well?

2. What is not working well?

3. What should be changed?

4. What unexpected situations were encountered?

5. How were the project goals achieved?

6. If they were not achieved, what needs to change in order to achieve them?

7. What do you need to do to improve impact?

When meetings are held regularly, with key findings, comments, decisions, and dates noted, this can help you update project information and measure project impact. It is particularly important to try to do this during the early stages when you are busy responding, when staff turnover may be high, and when teams have little time to set up systems.
SOURCE
This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
8. How to communicate with children

This tool provides useful guidance for communicating with children. It is based on Topics 1-3 in “Working with Children” produced by Action for the Rights of Children and is available online at: www.savethechildren.net. Users are recommended to refer to the original document for more detailed explanations and OHP sheets for training sessions. Staff who frequently need to communicate with children will need in-depth, specialised training in this field. The document is available in Arabic, English, French and Spanish.

THE IMPORTANCE OF SKILLS IN COMMUNICATING WITH CHILDREN

KEY LEARNING POINTS

· Various categories of personnel working with refugees or the displaced require skills in communicating with children.
· The implementation of various articles in the UN Convention on the Rights of the Child (CRC) requires skills in communicating with children.
· Staff who frequently need to communicate with children will need in-depth, specialised training in this field.
· Communicating with children requires different skills from communicating with adults.
· Communicating through an interpreter raises a number of difficulties.
WHY ARE SKILLS IN COMMUNICATING WITH CHILDREN IMPORTANT?

It is a common mistake to assume that children (from age of about 6 and over) are too young to be aware of what is going on around them or too young to be adversely affected by dangerous or distressing experiences. Communicating with children and adolescents, for a variety of purposes, can be difficult and demand skills significantly different from those used when communicating with adults.
Child participation is strongly emphasised in the UN Convention on the Rights of the Child (CRC) and several articles are important in the context of communicating with children.
· Article 13 refers to the child’s right to freedom of expression - including the right to seek, receive and impart information and ideas of all kinds.
· Article 12 emphasises the right of the child, who is capable of forming his or her own views, to express those views in all matters affecting him or her.
· Separated children (articles 9 and 10) require effective communication if their care and protection needs are to be met.
· Children who are seeking refugee status need to be interviewed by staff who have good skills in enabling children to articulate their claims, needs and rights (article 22).
· Article 3 states that in all actions concerning children, the best interests of the child shall be a primary consideration.
The ability to communicate effectively with children is hugely important whether for the purposes of imparting or gaining information, enabling the child to communicate his or her concerns, or in protecting and assisting the child. The provision of accurate and truthful information can be empowering to children and facilitates their involvement in making appropriate decisions and choices. It is doubtful that the best interests of any particular child can be determined if it is not possible to effectively communicate directly with him/her.
Situations where effective communication will be important, and involve various categories of personnel, include the following.
· A child-centred situation analysis will require skills of communicating directly with young people.
· Separated children will need to be interviewed for the purposes of planning care, gaining life-history information for the purposes of family tracing and assisting the child with the many issues he or she faces.
· Children and adolescents need to be interviewed, sometimes separately from their families, in order to help determine refugee status.
· Children need to be interviewed in connection with particular assistance or protection needs which they may have - e.g. reproductive health, education etc.
In refugee and other situations of displacement, it may be necessary to communicate with individual children in many different situations and for many different purposes. Sometimes a fairly formal interview situation is required (e.g. for the purposes of documenting a separated child), while in other contexts, a more informal conversation may be used to obtain or impart information. In this resource pack, the term “interview” is used to encompass this range of encounters.
It needs to be emphasised that staff whose role regularly includes the need to communicate with children and adolescents will need detailed and in-depth training in the particular skills demanded.
HOW IS COMMUNICATING WITH CHILDREN DIFFERENT FROM COMMUNICATING WITH ADULTS?

Children are not just small adults: they have needs and abilities which are significantly different from those of adults. Communicating with children has some particular requirements which include the following:
· the ability to feel comfortable with children and to engage with them in whatever style of communication suits the individual - e.g. by sitting on the ground, through play etc., and to be able to tolerate expressions of distress, aggression etc.;
· the ability to use language and concepts appropriate to the child’s age and stage of development, and culture;
· an acceptance that children who have had distressing experiences may find it extremely difficult to trust an unfamiliar adult. It may take a great deal of time and patience before the child can feel sufficient trust to communicate openly; and
· an ability to appreciate that children may view their situation in ways distinctively different from that of adults: children may fantasise, invent explanations for unfamiliar or frightening events, express themselves in symbolic ways, emphasise issues which may seem unimportant to adults, and so on.
CULTURAL ISSUES IN COMMUNICATING WITH CHILDREN
Different cultures have different norms about inter-personal communication. In many societies there are rules about what topics can be discussed with particular adults - for example, girls in some cultures may only discuss sexual topics with aunts or grandmothers and may even be forbidden from having contact with anyone outside of the family. Professionals who need to communicate with children need to understand the cultural norms for expressing feelings and emotions: in some societies, for example, it would be a source of great shame for children - especially boys - to cry. It is important that those trying to help children do not make matters worse by encouraging them to talk and express feelings in a way which contravenes such norms. There are also cultural norms about what forms of expression are appropriate - the use of physical touch, or eye contact, for example, will vary between cultures, while the degree of formality and social distance between adults and children may, in some societies, limit the exchange of personal information and feelings.
LANGUAGE AND THE USE OF INTERPRETERS
There are obvious advantages in communicating in the child’s mother tongue: where the adult is not from the same culture as the child, it may be more difficult to interpret the child’s gestures and body language, and to grasp the nuances of words and expressions.
Where the use of an interpreter is unavoidable, it is vital that the interpreter is fluent in both languages, understands any specialist terminology and is able to use words which the child can understand. He or she needs to be acceptable within the community and be seen as impartial. It is vital to ensure that the interpreter has good skills at communicating with children, can cope with any emotions being expressed and does not influence the conversation by mistranslating, summarising or omitting selected sections of what is said.
COMMUNICATION IN THE CONTEXT OF DISPLACEMENT
Very often, effective communication is impeded in these situations by an atmosphere of mistrust and suspicion. There may be real fears regarding the way in which information might be used, especially when the interviewer is perceived as a public or authority figure. Moreover, some children will have had experiences (such as some form of exploitation) which will have demonstrated that adults are not always reliable or trustworthy: hiding information, or revealing incomplete or inaccurate information may have been used as a survival strategy. Opening an effective and transparent line of communication with a child may take a great deal of time and trust-building.
KEY SKILLS

KEY LEARNING POINTS
· The physical location of an interview has an important bearing on its effectiveness.
· There are particular attitudes and approaches which facilitate communication with children, though there are some cultural variations.
· There are also some specific skills and techniques which enable children to express themselves.
PROVIDING AN APPROPRIATE LOCATION AND ENVIRONMENT
Selecting an appropriate location for interviewing children, or having an informal conversation, can have an important bearing on the effectiveness of the communication. For most young people, a quiet space with comfortable and culturally appropriate seating may be the ideal choice, though for others going for a walk, or playing or working together may provide the best opportunity for communication.
Privacy can be important, especially when the interview relates to personal or potentially painful information. Equally, some children may prefer to be accompanied by a trusted adult or friend.
A non-distracting environment can also be important - especially if the child has been exposed to an environment of uncertainty, change and anxiety.
Comfortable seating will help the child to feel relaxed. Different cultures will have different norms about the appropriate distance and relative seating arrangements for the child and the adult: in general, sitting on the same level is often found to be appropriate, with no barriers (such as desks etc.) between the two people.
ATTITUDE AND APPROACH
Communicating effectively with children requires a particular approach, and although some techniques will vary from culture to culture, a vital objective is to facilitate children’s self-expression. In general, the following guidelines should be followed.
Introductions are important so that the child knows who the interviewer is, what role he or she has, and what the purpose of the meeting with the child is.
Confidentiality should be respected: but it is also important to explain carefully why information is being collected, who will know about it and how it will be used.
Simple language should be used, and which the child can readily understand. If there is a suspicion that the child has not understood something you have said, it can be helpful to ask the child to repeat or paraphrase.
A friendly, informal and relaxed approach will help the child to feel at ease.
Adequate time needs to be given to help the child to feel relaxed, to develop mutual trust and to enable the child to feel that he/she is being taken seriously. Time for playing together may be helpful in developing rapport, and conversation about neutral issues (school, games etc.) may be appropriate before more personal or painful topics are discussed.
It is important to allow for children’s limited concentration span: a series of shorter meetings may be more effective than a few longer ones.
A non-judgemental attitude which conveys acceptance of the child, whatever he or she has or has not done, is essential. It is important to convey respect for his or her beliefs, feelings etc. and not to judge his or her behaviour - for example in the case of former child soldiers.
Taking notes during the interview may be distracting for the child and raise questions and uncertainties about confidentiality. If it is necessary to take notes, it is important to explain the reason and seek the child’s permission first.
Ending the interview or conversation appropriately is also important: providing the child with an opportunity to ask questions, say anything else which he or she would like to say etc and summarising what has been said or agreed may help the child feel that he or she has been taken seriously. It is also advisable to finish the interview on a positive element particularly where the child has been recounting traumatic events.
After the end of the interview, it is important to make sure that there is follow-up support available to the child, especially if painful and difficult issues have been discussed.
VERBAL AND NON-VERBAL COMMUNICATION
People communicate through words (verbal communication) and through a wide variety of gestures, body language, tone of voice etc. (non-verbal communication). It is important to note that there are significant differences in the way different cultures use non-verbal communication such as gestures. It is particularly important when working with children to be sensitive to what they communicate non-verbally as this may give important clues to what they are really thinking or feeling, especially when it is difficult to put their ideas into words. Equally, children can be highly sensitive to adults’ non-verbal behaviour so it is important for the adult to be aware of what he or she may be conveying to the child.
HELPING THE CHILD’S SELF-EXPRESSION
There are various techniques which may help the child to express himself or herself.
A quiet tone of voice can help the child to feel safe, and shows that the adult is being sympathetic.
Gestures such as nods of the head (or whatever is appropriate within the particular culture) can encourage the child to continue to talk.
An appropriate degree of eye contact also helps the child: again this will vary with culture.
Listening attentively and demonstrating that you have heard the child - e.g. by summarising what has been said, seeking clarification etc. confirms to the child that you are actively listening.
Showing respect for the child’s feelings is also important - e.g. by reflecting the feelings (“that must have made you feel very sad/angry”, etc.). This helps to convey empathy - the capacity to identify with the child’s situation and feelings.
Avoid interrupting the child.
Asking open questions generally will encourage the child to explain something in his/her own way: for example, an open question such as “tell me about life in your village” may elicit a more free response than a closed question such as “where did you live?”. It is usually best to avoid leading questions - i.e. those which suggest an answer to the child such as “You like school, don’t you?”
IDENTIFYING AND COMMUNICATING WITH DISTRESSED CHILDREN
KEY LEARNING POINTS
· Children’s behaviour can give important clues about distressing events which have been experienced.
· Communicating with distressed children requires particular skills; and some professional workers will need specialised training in this area.
· Difficulties in helping children to communicate may have their roots in the child’s experiences: they may also reflect the lack of skills on the part of the interviewer.
· Extreme caution should be exercised before distressed children are offered any form of psychological therapy or counselling: to be appropriate, such approaches must be rooted in the child’s culture.
IDENTIFYING CHILDREN’S DISTRESS
Many refugee or displaced children will have had experiences which are deeply distressing to them - separation from family members, witnessing frightening events, experiencing abuse, facing danger, disruption to their education, loss of friends, uncertainty about the future and so on. Many of the children who need to be interviewed by NGO or UNHCR staff will have had these kinds of experience. Very often, the way they behave in their day to day lives will reveal signs of their distress. These may include the following:
· lack of interest and energy – apathy;
· withdrawal from relationships with adults or other children;
· excessive clinging to familiar people;
· prolonged sadness or generalised anxiety;
· loss of appetite;
· sleep disturbances;
· headaches or other somatic complaints;
· poor concentration, restlessness, sudden changes in mood etc.;
· sexual behaviour inappropriate to age;
· aggressiveness or destructiveness; and
· preoccupation with violence, suffering or separation in their play.
Such reactions will vary from child to child and between different cultures.

Many of the children who need to be interviewed by staff of UNHCR or NGOs will have had distressing experiences: these staff members may need specialist training in working with children. The following sections are meant as an introduction to some of the considerations that are taken into account when working with distressed children.
COMMUNICATING WITH DISTRESSED CHILDREN
Distressed children may find it extremely difficult to talk to others about what they have experienced. Some will have had experiences which make it especially difficult to trust adults, especially those they do not know well. Some children will be afraid of being overwhelmed by their emotions if they express them to someone else. Some will probably try to avoid adults: others may use particular behaviours to “test out” whether adults will react critically or sympathetically towards them. Some children will be feeling guilty or ashamed - for example they may feel a sense of responsibility for what has happened: such feelings may make it doubly difficult to talk about what has happened.
In many societies, it does help distressed children if they can be helped to talk about their experiences with understanding and supportive adults, and to express their feelings in culturally appropriate ways - perhaps through singing, dancing, drawing or play. Where others have shared similar distressing experiences, group activities may be the most helpful way of helping the child.
In some societies, people are encouraged to "forget" painful experiences, but some children may find this impossible and may need to remember the experience and talk before they can "forget" or come to terms with it.
In situations where it is necessary to get children to talk about painful experiences (for example, the separated child may need to talk about the experience of separation in order to provide essential information to aid family tracing efforts) or where a child communicates a need or desire to talk, the following may help the staff in this difficult task.
1. Allow the child to set the pace: children should not be forced to discuss or reveal experiences and the lead should always come from the child. Allow the child to set the pace of the interview and take note of non-verbal signals which indicate that the child does not wish to continue. It may be necessary to stop the interview, or if it is critical to find out information, to have a break and come back to it.
2. Give adequate time to the child: don’t expect him/her to reveal the whole story in one session: very often it is best for the child to reveal a little of his/her painful memories at a time. Don’t rush to fill silences - these may provide important spaces for quiet reflection.
3. Provide emotional support and encouragement to the child, in whatever ways are appropriate to the child’s culture and stage of development.
4. Accept the child’s emotions, such as guilt and anger, even if they seem to you to be illogical reactions to events. Talking through painful experiences may enable the child to view them in a different light - for example to let go of a sense of responsibility for what has happened. Talking through events that led to the child being abandoned, for example, may enable him/her to understand the situation that was faced by his/her parents and this may lead to the child being able to let go of feelings of anger and bitterness. It is often helpful to convey to the child that the feelings he/she is experiencing are quite normal and understandable.
5. Never give false reassurance: telling a separated child that “we will soon find your parents” raises expectations which, if not met, may increase the child’s loneliness and lack of trust towards adults. Helping the child to face the reality of his/her situation is almost always preferable to avoiding it, provided this is done in an atmosphere of trust and support.
6. Talking about difficult situations may enable children to work out their own solutions: this is especially the case with older children and adolescents. Simply listening to the problem in an attentive and supportive way can be experienced as extremely helpful. If young people can arrive at their own decisions, this is often more satisfactory than being provided with advice from an adult. For example, it may be more helpful for a separated child who is not attending school to talk around his/her situation and discuss the advantages and disadvantages of attending school than for the adult simply to advise him/her to attend.
7. Sometimes it is necessary to allow regression - i.e. a return to behaviour typical of younger children: for example, children or adolescents may need personal care, affection and physical contact more characteristic of younger children in order to overcome the emotional problems they are facing.
RESPONDING TO THE UNCOMMUNICATIVE CHILD
When distressed children continue to find it difficult to communicate, it is important to try to identify possible reasons for this - is the problem perhaps with the adult?
1. Is the adult expecting the child to confide in him/her before establishing mutual trust?
2. Has the child been given an explanation of the adult role and the purpose of the interview?
3. Is language being used which he or she doesn’t fully understand?
4. Is the adult uncomfortable or embarrassed by silence or the child’s emotions, or talking too much or responding in a way which is perceived by the child as critical?
5. Do the child’s experiences bring back painful memories for the adult from his or her own experiences that he or she is struggling to deal with?
If the adult is satisfied that the reasons lie within the child and his/her experiences, then the following may help to unblock communication.
1. Be patient and allow time to build up trust. Give lots of positive messages of warmth and acceptance.
2. Use games, activities, drawing, writing, outings etc. to help develop trust and open lines of communication.
3. Avoid pressurising the child to talk: continue to communicate but also continue to allow silences.
4. Find out more about the child from others who know him/her.
WHEN IS IT APPROPRIATE TO SEEK COUNSELLING OR THERAPY?
Children who have had distressing experiences are usually best helped by their families and communities. The following will be particularly important:
· the provision of support from their own (or substitute) families;
· the restoration of a structure to their daily lives (school and pre-school play a vital role here) and the provision of opportunities for play and recreation; and
· the provision of support from other adults and children within their communities.
If children continue to display some of the signs of distress listed above, over prolonged time-scales, it may be that they need specialised professional help. However, extreme caution should be exercised in providing counselling or psychological therapy unless these are rooted in the local culture. Most approaches to counselling and psychological therapy have been developed in the West and cannot easily be translated into non-western societies. The inappropriate use of such approaches can be not only unhelpful, but potentially damaging to the child. On the other hand, in societies such as the former Yugoslavia which are familiar with counselling and therapeutic approaches, these may be appropriate, though there may be questions about the affordability of such individual treatment.
If counselling or therapy is deemed to be appropriate, this should be undertaken in a stable environment which is not likely to be disrupted and where support and follow-up is available for the child. 
SOURCE
Working with Children. (2001). Action for the Rights of Children
9. How to involve people throughout the project

This tool suggests ways of informing, consulting, involving, and reporting to people affected by an emergency at every stage of the project. It is based on Tool 3 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications.
It was originally developed for use in villages in Aceh but could be adapted for other sites too. 

BEFORE ASSESSMENT 

· Determine and clearly state the objectives of the assessment.
· If you can, inform the local community and local authorities well before the assessment takes place.
· Include both women and men in the project team.
· Make a list of vulnerable groups to be identified during the assessment.
· Check what other NGOs have done in that community and get a copy of their reports.
DURING ASSESSMENT 

· Introduce team members and their roles.
· Explain the timeframe for assessment.
· Invite representatives of local people to participate.
· Create space for individuals or groups to speak openly.
· Hold separate discussions and interviews with different groups, for example: local officials, community groups, men, women, local staff.
· Ask these groups for their opinions on needs and priorities. Inform them about any decisions taken.

Note: If it is not possible to consult all groups within the community at one time, state clearly which groups have been omitted on this occasion and return to meet them as soon as possible. Write up your findings and describe your methodology and its limitations. Use the analysis for future decision-making. 

DURING PROJECT DESIGN

· Give local authorities and community, including the village committee and representatives of affected groups, the findings of the assessment.
· Invite representatives of local people to participate in project design.
· Explain to people their rights as disaster-affected people.
· Enable the village committee to take part in project budgeting.
· Check the project design with different groups of beneficiaries.
· Design a complaints and response mechanism.
DURING PROJECT IMPLEMENTATION 

· Invite local community, village committee, and local authorities to take part in developing criteria for selection of beneficiaries.
· Announce the criteria and display them in a public place.
· Invite the local community and village committee to participate in selecting beneficiaries.
· Announce the beneficiaries and post the list in a public place.
· Announce the complaints and response mechanisms and forum for beneficiaries to raise complaints.
DURING DISTRIBUTION 

· If recruiting additional staff for distribution, advertise openly, e.g. in a newspaper.
· Form a distribution committee comprising the village committee, government official(s), and NGO staff.
· Consider how distribution will include the most vulnerable, such as disabled people, elderly people, and other poor or marginalised groups.
· Give the local authority and local community a date and location for distribution in advance where safety allows.
· List items for distribution and their cost and display this list in advance in a public place.

· In order to include people living a long way from the village or distribution point, consider giving them transport costs.

· In order to include vulnerable people, such as pregnant women, for example, distribute to them first.

· Ensure people know how to register complaints.
DURING MONITORING

· Invite the village committee to take part in the monitoring process.

· Share findings with the village committee and community.

SOURCE
This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
ANALYSIS TOOLS
10. Gender analysis

This tool suggests how to undertake a gender analysis. It is based on “Women, Girls, Boys and Men: Different Needs – Equal Opportunities” (pages 6-7) and is available online at: www.humanitarianinfo.org/iasc/gender.  Users are recommended to refer to the original document for more detailed explanations.

WHAT IS GENDER ANALYSIS?
Gender analysis examines the relationships between females and males. It examines their roles, their access to and control of resources and the constraints they face relative to each other. A gender analysis should be integrated in the humanitarian needs assessment and in all sector assessments or situational analyses.

THE MAIN MESSAGE
Gender analysis allows you to understand who in the population is affected by the crisis; what they need; and what they can do for themselves. Thinking about the gender dimensions of your work improves what you do, how you do it and what effect you have.

It is simply about good programming

Ask the questions: When conducting your assessment always ask questions with a view to understanding the possible differences in experience for women, girls, boys and men.

Put women, girls, boys and men at the centre of your assessment: Gender analysis starts with the smallest units — the households — to understand how each family member participates, what role they play and what they need in order to improve their well-being, security and dignity. For example, what factors affect access to services? Is there a difference between female/male consumption of food within families? Who obtains resources? Who decides on the use of resources? Insight into these dynamics can help ensure that assistance is channelled through the most effective means.

Understand the cultural context: Gender analysis also provides insight into cultural understandings of roles. For example, notions of “head of household” can vary. Often being a widow or a single mother has serious implications in terms of access to goods and services. In some instances male family members may want to assert control. The analysis of relations and roles can help identify vulnerabilities, potentials for backlash and also solutions to critical issues.

Coordinate and cooperate: Effective gender analysis in the context of a crisis requires field workers in every sector or area of activity to ask whether and how the situation affects women and men differently. Additionally, field workers must ascertain how their programmes will address the immediate practical and longer-term strategic needs of women and men. It is also essential that different humanitarian actors communicate and share information with each other about gender differences, to ensure that programmes are well coordinated.

GENDER ANALYSIS: MAIN POINTS
1. Always ask about the differences between women’s and men’s experiences.

2. Undertake participatory assessment with women, girls, boys and men together and separately.

3. Use the information to guide your programmes.

Don’t make assumptions: Gender analysis helps explain the different ways women, girls, boys and men are affected by or participate in the political, economic, social and cultural decisions made in a society. Being aware of who is making the decisions helps to ensure a more accurate understanding of the situation and the varying needs of different groups affected by the crisis.

Don’t reinvent the wheel: There are plenty of resources inside and outside the humanitarian community to help you understand the gender dimensions of any situation. Read up! Make sure you have the right documents. Contact the experts. Make sure that you do not plan your programme on an incorrect or incomplete gender analysis.

Consult with the entire affected population: Systematic dialogue with women, girls, boys and men — both separately and in mixed groups — is fundamental to good humanitarian programming. In some cultures men will not speak about certain issues in front of women and vice versa. Women may defer to men in terms of defining priorities. In women-only groups, women may be more willing to address how best to approach men so that there is no backlash against women’s increased activism. Adolescent girls and boys may have different ideas as well as needs that will not be captured if you only consult adults.

WHO ARE REPRESENTATIVE LEADERS?
In Darfur, the humanitarian community consulted local leaders as partners in the distribution of food and goods. The assumption was that as leaders they had a constituency. Yet the lack of gender analysis resulted in a disregard for existing leadership among women. Over time the distribution system was abused by some male leaders and contributed to silencing women’s voices even more.

Analysis to action: Use the information you gather to inform your programmes. This may at times mean significant changes or reallocation of resources — that’s OK, so long as it makes your programme more targeted to the needs of the women, girls, boys and men affected by the crisis. Too often we resolve the difficulties by adding a single, “feel good” project. Typically, though, you will need to integrate gender into your major programmes and have specific initiatives targeting particular populations, for example widows or young men.

Assess and adjust: The situation on the ground changes constantly, as do people’s protection risks and needs. Through regular consultations using participatory approaches with the people affected by the crisis, you will find out if your programming is working. Adjust your programming to meet the needs of the people.
SOURCE

Women, Girls, Boys and Men: Different needs – equal opportunities. (2006). New York: Inter-Agency Standing Committee 
11. Stakeholder analysis

This tool provides useful guidance for undertaking stakeholder analysis. It is based on “Stakeholder Analysis”, Chapter 2 from DFID’s Tools for Development and is available online at: www.dfid.gov.uk/pubs. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

INTRODUCTION

Who are the people who will benefit from any given development activity? And whose interests might be harmed by it? Identifying the stakeholders, large and small, individual and organisational, for any given activity is essential if all the people who could have a bearing on its success or failure are to have their voices heard. All stakeholders need to have their opinions taken into account, even if some are to be set aside at a later date.

Stakeholder Analysis allows managers to identify the interests of different groups and find ways of harnessing the support of those in favour of the activity, while managing the risks posed by stakeholders who are against it. It can also play a central role in identifying real development need — and that may mean devising a different programme from the one you thought you were about to embark upon.

Stakeholder Analysis should be an integral part of programme design, and appraisal. It is also a useful technique to use during reviews, missions and evaluations.

WHAT IS A STAKEHOLDER?

A stakeholder is any individual, community, group or organisation with an interest in the outcome of a programme, either as a result of being affected by it positively or negatively, or by being able to influence the activity in a positive or negative way.

There are three main types of stakeholder:

Key stakeholders are those who can significantly influence or are important to the success of an activity.

Primary stakeholders are those individuals and groups who are ultimately affected by an activity, either as beneficiaries (positively impacted) or disbeneficiaries (adversely impacted). In a rural roads activity, primary stakeholders might include both the petty traders and small farmers whose livelihoods are positively affected by the new roads, and those households who are adversely affected, such as by having to relocate because of road widening.

Secondary stakeholders are all other individuals or institutions with a stake, interest or intermediary role in the activity. In a primary health care scenario, secondary stakeholders might include the local health workers, health department officials, the Ministry of Health, NGOs, donors, private doctors and so on.

In reality, the distinction may not be clear-cut, with overlap between these main types: some primary or secondary stakeholders may also be key stakeholders.

WHY DO STAKEHOLDER ANALYSIS?

Stakeholder Analysis is used in the design and management of development programmes to identify:

· The interests of all stakeholders who may affect or be affected by a programme;

· Potential conflicts and risks that could jeopardise a programme;

· Opportunities and relationships to build upon in implementing a programme to help make it a success;

· The groups that should be encouraged to participate in different stages of the activity cycle;

· Ways to improve the programme and reduce, or hopefully remove, negative impacts on vulnerable and disadvantaged groups.

WHEN TO DO IT?

Stakeholder Analysis can be undertaken at every principal stage of the Activity Cycle, and should be undertaken at the Identification, and Design and Appraisal stages. A review process at subsequent stages should be built into the design of the activity. One reason for undertaking Stakeholder Analysis throughout the life of an activity is because it fulfils different functions at different stages.

In Identification, the purpose is to undertake preliminary identification of key stakeholders. Here, it is important to identify important and influential stakeholders and decide how to involve them in design and appraisal.

In Design and Appraisal, undertaking detailed Stakeholder Analysis, involving all key stakeholders, is used as a basis for design and risk analysis.

At Inception, Stakeholder Analysis is used to plan the involvement of different stakeholders in starting up the activity.

At Implementation, Stakeholder Analysis is used as an aide-mémoire to ensure the effective involvement of key stakeholders who support the programme, and to monitor key stakeholders who are opposed to it.

At Evaluation, it is important to review any analyses undertaken, and use them to plan the involvement of different stakeholders in reviewing and evaluating the activity.

WHO SHOULD BE INVOLVED?

Stakeholder Analysis should be undertaken with all stakeholders where possible, and in proportion to the planned activity. However, you may need to use your judgement over the practicality of doing so if the stakeholders are widely spread. At the same time, it is important to avoid skewing the analysis — and possibly threatening the viability or success of the activity — by failing to take into account the legitimate concerns of stakeholders simply because they are hard to reach or difficult to incorporate into your planning. If in doubt, it may be preferable to expand your planning horizon rather than exclude legitimate stakeholders.

There are different ways of undertaking such an analysis, but what is important is that any particular analysis, and the methods used to achieve it, meets the needs of the programme at that particular point in time.

Workshops, focus group discussions or individual interviews are three out of a range of techniques that can be used for this purpose. In all, the aim is for design and management teams to have identified all key stakeholders and to be aware of their potential impact on the activity and vice versa.

Whatever methods are used, the basic steps in any Stakeholder Analysis are:

1. Identify the key stakeholders and their interests in the activity;

2. Assess the influence and importance of each of these stakeholders in the activity.

STAKEHOLDER ANALYSIS WORKSHOPS

The use of workshops to undertake Stakeholder Analysis is one method that has proved successful. It is not the only means of undertaking an analysis, but it is a common one. It assumes that stakeholders can be brought together and fairly represented in one space at one time, which may not always be possible. It also assumes that, once present, everyone will have an equal chance to participate, which may bias the activity in favour of the voluble, the urban-based, or the literate.

Nevertheless, the widespread use of the workshop format means that you are likely to encounter it on a fairly regular basis in the course of your work, so this section explains in fairly full detail how such a process operates.

The workshop method assumes that a facilitator is used, who can either be an outside professional or one of the participants. He or she should be experienced in Stakeholder Analysis. One facilitator can generally manage a process involving up to 25 participants. Above this number, a second facilitator may be needed.

Stage 1: Form working groups

Divide the participants into working groups of 4-6 people. Groups may either comprise individuals of similar background (e.g., managers, officials, etc) or be mixed. The participants should be involved in deciding on the constitution of groups, while the facilitator should ensure that all participants know why the groups have been formed in a particular way.

Stage 2: Inform participants about Stakeholder Analysis

Since participants need to understand their role and the purpose of the analysis, the facilitator should convey the information below. Flipcharts are ideal for this purpose.

The first flipchart should define who and what stakeholders are, using the definitions given above in “What is a stakeholder?” A key point for the facilitator to make is that stakeholders may be positively or adversely affected by an activity.

A second flipchart should define the reasons for undertaking Stakeholder Analysis, using the reasons given above in “Why do stakeholder analysis?” The facilitator should give relevant examples for each of the bullet points.

· For bullet point 2, an example could be a flood control programme that benefits farmers (whose yields go up) but not fishers (whose catches go down). If the fishers are sufficiently angry, they may breach the embankments and the programme will fail.

· For bullet point 3, an example could be an urban poverty programme where an activity seeks to overcome problems caused by exploitative slum landlords. Here, the partners might include governmental ministries involved in social welfare, NGOs and community-based organisations. The activity’s success may depend on building supportive links between these three stakeholders.

· For bullet point 4, an example could be to identify why the rural poor should participate in all stages of a rural livelihoods activity.

The third flipchart should show the three basic steps in undertaking a Stakeholder Analysis:

1. Identifying the main stakeholders using a stakeholder table (see Stage 3, below), and the reasons for their interest in the activity;

2. Identifying the influence and importance of each and showing them in a matrix (see Stage 4, below);

3. Identifying the risks that may affect activity design and discussing how they can be dealt with.

The fourth flipchart should show an illustrative Stakeholder Table, such as in Box 1, or one drawn from another activity.

	Box 1: Stakeholder Table

	Stakeholder
	Interest in project
	+ve /-ve

	Small farmers
	Higher output and incomes
	+

	Food traders
	More sales
	+

	Labourers
	More jobs
	+

	Moneylenders
	Empowered clients

Less business
	-

-

	Government officials
	Success of project

Possible loss of rent if farmers become empowered
	+

-


Stage 3: Completing a Stakeholder Table

Participants should be asked to compile an initial Stakeholder Table for their own activity in small groups. An hour is usually adequate for this purpose. Only the main stakeholders should be listed at this stage, with no attempt to determine whether the stakeholders listed are key, primary or secondary.

Here, a useful method for each group is to:

1. Draw an outline table on a flipchart;

2. Identify stakeholders in a brainstorming session using Post-Its to write them down (one stakeholder per Post-It);

3. Place the stakeholders in the first column of the table;

4. Select (up to) ten main stakeholders. For each one, complete the other columns (again using Post-Its);

5. Check that no important stakeholders have been missed out. If they have, add them in and complete the other columns for them also.

At the end of this period, each group should present its findings to the others, followed by a discussion to identify common ground and differences of opinion. It may be possible to agree on a single table; if not, the facilitator should suggest that each group nominate one person to produce a single stakeholder table.

Stage 4: Influence and importance

Influence is the power a stakeholder has to facilitate or impede the achievement of an activity’s objectives. Importance is the priority given to satisfying the needs and interests of each stakeholder.

In an urban livelihoods programme, local politicians may have a great influence over a programme by facilitating or impeding the allocation of necessary resources, while the urban poor (at least to start with) may have very little power to influence the outcome of the activity. At the same time, local politicians may have very little importance as far as the activity is concerned, since it is not designed to meet their needs, while the urban poor are central and very important to it.

	Box 2: Table of Importance and Influence

	Stakeholder
	Importance
	Influence

	Small farmers
	5
	2

	Food traders
	1
	3

	Labourers
	5
	1

	Moneylenders
	1
	4

	Government officials
	2
	5


A specimen Table of Importance and Influence is shown as Box 2. From the initial stakeholder table agreed by the participants, and using the headings shown in Box 2, list the main stakeholders in the first column. Ask the whole group to agree on influence and importance scores for each stakeholder, allowing sufficient time for discussion. To score each stakeholder, use a five-point scale where 1 = very little importance or influence, to 5 = very great importance or influence.

	Box 3: Importance/Influence Matrix

	
	Low Influence
	High Influence

	High Importance
	A
	B

	Low Importance
	C
	D


Once each stakeholder has been scored, the facilitator should introduce the Importance / Influence Matrix (see Box 3), and the scores transferred from the Table of Influence and Importance. The Matrix gives the relative locations of the various stakeholders, of whom those in Boxes A, B and C can now be identified as key stakeholders.

The facilitator should explain the Importance / Influence Matrix as follows:

· Those included in Boxes A, B and C are the key stakeholders in the activity: they can significantly influence it or are most important if the activity’s objectives are to be met.

· Box A shows stakeholders of high importance to the activity, but with low influence. They require special initiatives if their interests are to be protected.

· Box B shows stakeholders of high importance to the activity who can also significantly influence its success. Managers and donors will need to develop good working relationships with these stakeholders to ensure an effective coalition of support for the activity.

· Box C shows stakeholders who are of low priority but may need limited monitoring. They are unlikely to be the focus of the activity.

· Box D shows stakeholders with high influence, who can affect outcome of the activity, but whose interests are not the target of the activity. These stakeholders may be able to block the activity and therefore could constitute a killer risk.

OTHER TYPES OF STAKEHOLDER ANALYSIS

There are many other techniques that can be used for Stakeholder Analysis. The important thing is that whatever technique is used, it should be one that is found useful.

RISKS AND PITFALLS

Stakeholder Analysis can go wrong. It is a tool, but it does not guarantee success:

· The jargon can be threatening to many.
· The analysis can only be as good as the information collected and used (as in GIGO : Garbage In, Garbage Out ).
· Matrices can oversimplify complex situations.
· The judgements used in placing stakeholders in a matrix or table are often subjective. Several opinions from different sources will often be needed to confirm or deny the judgement.
· Team working can be damaged if the differences between groups in an activity, rather than their common ground, are over-emphasised.

· Trying to describe winners and losers, as well as predicting hidden conflicts and interests, can alienate powerful groups.

SOURCE

Tools for Development: A handbook for those engaged in development activity. (2002). London: DFID

12. Livelihood analysis

This tool provides useful guidance for undertaking livelihood analysis. It is based on “Livelihood Analysis: A Checklist”, written by John Raintree, and is available online at: www.nafri.org.la. It is one section in a larger document entitled “Improving Livelihoods in the Uplands of the Lao PDR: A Sourcebook: Volume 1: Initiatives and Approaches”. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

The household is the basic economic decision-making unit in rural society. It is essential to understand householders’ livelihood strategies in order to make sense of what they are doing and understand how they perceive opportunities for change. Here is a checklist to help you with ‘livelihood thinking’. 

a) What are the householders’ livelihood objectives? What do they actually hope to accomplish? For example, some households might want to produce all their own food, whilst other might prefer to grow cash crops and buy their own food. What problems do they have in meeting these objectives?

b) What you are proposing - does it help them reach their own objectives? Are their objectives and yours the same or different? Would they be willing to consider other ways of achieving their objectives, for instance by adopting new technology? Would other objectives also be acceptable to them, such as cash crop surplus rather than subsistence sufficiency? What problems would they encounter in pursuing the new objectives?

RESOURCES

· What resources (land, labour, capital, etc) does the household have? What resources do they need to make a decent living? Do they have enough? What problems do they have concerning access to resources?

· What you are proposing - is it reasonable when considering existing constraints on resources? How will it affect their access to resources? Will it help them solve their livelihood problems or will it create more problems for them? How could these new problems be solved?

TECHNOLOGY

· What indigenous technologies do they have? What new technologies have they adopted? What can be done to improve the existing technology? What new technologies are they already experimenting with?

· What you are proposing - do they have the technology needed to do it? Would they be interested in trying it? What kinds of training and other support would be needed for them to be able to adopt it?

KNOWLEDGE & VALUES

· What indigenous knowledge do they have? What traditional values and beliefs are associated with this knowledge? What opportunities and limitations does this imply?

· What you are proposing -- does it make use of their traditional knowledge? Does it challenge their values? How can your ideas be adapted to fit their knowledge system and values? Are they interested in acquiring new knowledge through training, study tours, etc?

LIVELIHOOD STRATEGY

A livelihoods strategy is a combination of all of the above. Some questions to ask include:

· What is their existing livelihood strategy? What problems do they have in pursuing this strategy? What is their strategy for solving existing problems? Would they be interested in other strategies for achieving their objectives (other technologies, new land entitlements, new market opportunities, etc.)?

· What you are proposing - how does it relate to their existing strategy? Is there a way to integrate the old with the new so that the new does not seem completely unfamiliar? How can you build on their existing strategies? How could the existing strategies be adapted to take advantage of new opportunities?

RAPID LIVELIHOOD SYSTEM DIAGNOSIS

A good way of understanding the inner workings of the livelihood system is to analyse how households organise the means of production at their disposal in order to meet the basic needs of the household economy. The table below, from data gathered in northern Laos, shows the main elements of this approach.

[image: image2.emf]
The basic needs of the households are supplied by the ‘basic needs supply systems," each of which is composed of a number of ‘production subsystems’. The basic needs are universal, but the exact manner in which they are supplied varies from area to area and from household to household. The system is diagnosed by:

1. Establishing the household's objective for each supply system.

2. Determining how (means and strategies) and how well (performance) these objectives are being met.

3. If there is a problem with particular supply systems (shown in bold), the relevant production subsystems are diagnosed to identify the causes of the problems.

4. The causes of the problems then become focal points for experimenting with solutions.

5. If solutions for specific problems within the existing livelihood strategy are difficult to achieve, the household may need to consider alternative means of meeting their objectives.

SOURCE

Raintree, J. Livelihood Analysis: A Checklist. In Improving Livelihoods in the Uplands of the Lao PDR: A Sourcebook: Volume 1: Initiatives and Approaches. Vientiane: NAFRI
13. Risk analysis

This tool provides useful guidance for undertaking risk analysis. It is based on “Risk Analysis” Chapter 6 from DFID’s Tools for Development and is available online at: www.dfid.gov.uk/pubs. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

INTRODUCTION

The analysis of risk is an essential part of the design of any activity, whether large or small, internal and narrowly focused, or multi-partnered and global in impact. Risk analysis involves the identification and systematic evaluation of all risk factors. Once identified and assessed, risks can then be managed, and this chapter shows how risks can be dealt with in different ways. It also shows how Risk Assessment Workshops work.

Risk analysis is carried out during the planning stage and at key points in the life cycle of an activity. Risk management is carried out continuously.

Risk has to be considered in a variety of forms, and so appears in different contexts in activity planning, design and management. Stakeholder analysis, for example, identifies those stakeholders who present potential risks to a programme, and is a first step in risk assessment. Situation analysis must necessarily take risk into account. Creating the logframe also requires programme planning and implementation teams to focus on risks.

WHAT IS A RISK?

A risk is a factor that could adversely affect the outcome of an activity or intervention.

There are three principal types of risks.

1. Risks that arise from factors actually or potentially under your control (e.g., poor design, ineffective management systems; poor performance by contractors).
2. Risks that arise from factors in the wider policy and institutional environment, and which are only controllable by decision-makers elsewhere (e.g., poor policy environment; institutional weaknesses; lack of political will).
3. Risks that are essentially uncontrollable (e.g., natural disasters, political instability, world prices, interest rates).

One of the difficulties of considering and evaluating risk is that different types of risk arise, which may not be easily comparable. However, a critical stage in any attempt at risk assessment is to identify the range of different types of risk involved.

Risks at source and as an effect

Risk timing also needs to be taken into account. Each category of risk can potentially arise as a source of risk to the activity, or as an effect of the activity, sometimes as a combination of both. Any real risk is unlikely to be confined to any one category.

Box 1 offers a summary of the most common categories of risk with examples of the nature of the source and effect issues. It is not comprehensive: different activities and interventions will need to take into account different categories of risk.

Internal and external risks

Risks can arise both from within and without, which can make risk assessment even more complicated. In addition, risks do not tend to have a straight-line effect: like the one small rock that starts an avalanche, one source of risk may give rise to several effects, or there may be several sources of any particular effect. The domino effect is also something to be aware of through the life of an activity, when the effect of one risk becomes the source of further risk(s), leading to complicated chains of effect, each consequent to others.

Box 1: Categories of Risk

	Categories
	Risk at source
	Risk as an effect

	External

1. Infrastructure
	Infrastructure failure prevents normal functioning (e.g. key staff unable to attend work due to transport strike).
	Actions have adverse effect on infrastructure (e.g. overload communications systems such as email).

	2. Economic
	Economic issues such as interest rates, exchange rates or inflation adversely affect plans.
	Actions generate an adverse effect on economic issues.

	3. Legal and Regulatory
	Laws or regulations may limit scope to act as desired.
	Inappropriate constraint through regulation may be imposed.

	4. Environment
	Environmental constraints limit possible action.
	Actions have a damaging effect on the environment.

	5. Political
	Political change requires change of objectives.
	Actions give rise to need for a political response.

	6. Market
	Market developments adversely affect plans.
	Actions have a material effect on the relevant markets.

	7. Act of God
	Ability to act as desired affected by e.g. flood, earthquake.
	Contingency plans against disaster scenario prove inadequate.

	Financial

8. Budgetary
	Lack of resources to carry out desirable actions.
	Inability to control or direct resources.

	9. Fraud or theft
	Resources not available to carry out desirable actions.
	Resources lost.

	10. Insurable
	Insurance not obtainable at acceptable cost.
	Failure to insure against insurable risk leads to loss.

	11. Capital investment
	Poor investment limits scope for future action.
	Inappropriate investment decisions made.

	12. Liability
	The organisation is damaged by other actions leading to the organisation gaining a right to seek damages.
	A third party acquires a right to damages against the organisation.

	Activity 

13. Policy
	Policies are founded on flawed background information.
	Inappropriate or damaging policies are pursued.

	14. Operational
	Unachievable / impractical objectives
	Objectives not achieved or inadequately achieved.

	15. Information
	Inadequate information leads to decisions being made without sufficient knowledge.
	Information available for decision making lacks integrity and is not reliable.

	16. Reputational
	Reputation may limit scope to act as desired.
	Development of poor reputation

	17. Transferable
	Risks which could be transferred are retained or are transferred at wrong price.
	The cost of transferring risk outweighs the risk transferred.

	18. Technological
	Technology failure (e.g. IT system) prohibits operation as planned.
	Need to improve / replace technology to maintain effectiveness

	19. Project
	Projects are embarked upon without the associated risk being properly assessed.
	Projects fail to deliver either within assigned resource or in functionality or outcome.

	20. Innovation
	Opportunity to use new approaches embarked upon without appropriate identification of associated risk.
	Opportunities for gain from innovation missed.

	Human Resources

21. Personnel
	Lack of suitable personnel with appropriate skills limits ability to act as desired.
	Personnel adversely affected in terms of morale or loyalty.

	22. Health and Safety
	People unable to perform their responsibilities due to health issues.
	Damage to the physical or psychological well being of people


Box 2 demonstrates how internal and external sources and effects of risk combine to generate four areas of consideration in risk assessment and management.

Box 2: Types of Risk

	
	Internal
	External

	Source
	A risk arises because of circumstances or events within the organisation. There is a high likelihood of ability to exert appropriate control to limit likelihood of the risk being realised.
	A risk arises because of circumstances or events outside of the organisation. The ability to exert control may be limited to planning for a contingency response.

	Effect
	A realised risk has an impact within the organisation. These impacts are likely to be easier than external impacts to contain and manage.
	A realised risk has an impact outside of the organisation. Regulatory or policy frameworks are responses to these types of risk.


RESPONDING TO RISK

Does risk always matter? No: sometimes your activity may be able to survive without doing anything about a known risk (although you will need to be confident why you and your team are setting that risk aside).

The result of looking at risk internally and externally as part of activity design is to create a risk environment. The risk environment of any organisation or activity is constantly changing, objectives and their priorities may change, and with them the consequent importance of risks. Risk assessments have to be regularly revisited and reconsidered to ensure they remain valid.

Transfer, Tolerate, Treat

Once a risk assessment has been undertaken, or when it is being reviewed, consideration can then be given to how best to respond to risks that have been identified.

Responses can be in three ways:

1. Transfer. For some risks, the best response may be to transfer them. This might be done by conventional insurance, or by supporting a third party to take the risk in another way.

2. Tolerate. The ability to do anything about some risks may be limited, or the cost of taking any action may be disproportionate to the potential benefit gained. In these cases the response may be toleration.

3. Treat. By far the greater number of risks will belong to this category. The purpose of treatment is not necessarily to obviate the risk, but more to contain it at an acceptable level.

Risk appetite

Your risk appetite is the amount of risk you are prepared to be exposed to before you judge action to be necessary.

The resources available to you to control or obviate risks are likely to be limited; that means that value for money decisions in terms of cost against the extent to which risks may actually be realised have to be made. In consequence every activity, small or large, has to identify its risk appetite. That means that the decisions on how you plan to respond to identified risks have to include identifying how much risk can be tolerated. Greater risks may be tolerated if greater benefits are expected from an activity.

RISK ANALYSIS

Risk Analysis is the process of identifying risks, assessing their individual and collective potential for causing damage, and defining counter-measures.

Every development activity needs to describe risks and make an assessment of the overall risk of failure or success-limitation. The procedure involves:

	Box 3 – Risk Assessment Matrix

	Impact

Probability
	Low
	Medium
	High

	Low
	A
	B
	C

	Medium
	D
	E
	F

	High
	G
	H
	I (Killer threat)


· Identifying the key risk factors that could affect programme viability or cost-effectiveness;

· With this information, presented in a Risk Assessment Matrix, estimating the overall riskiness of the programme or risk of failure (Box 3);

· Assessing each risk in terms of its probability and impact (Box 4).

	Box 4: Overall assessment of programme risk

	Risk
category
	Number of risks
in selected matrix boxes
	Impact
	Probability

	High risk
programmes
	I≥1

F≥2

H≥2
	High

High

Medium
	High

Medium

High

	Medium risk
programmes
	E≥1

F≥2

H≥2

C≥2

G≥2
	Medium

High

Medium

Low

High
	Medium

Medium

High

High

Low

	Low risk
programmes
	A≥1

B≥1

D>1

C=1

G=1
	Low

Medium

Low

Low

High
	Low

Low

Medium

High

Low


RISK ASSESSMENT WORKSHOPS

In risk assessment, all likely risks, internal and external to the programme, need to be identified. This is unlikely to be achieved by one or two people working alone. A facilitated workshop session may be useful.

Workshop Design 1

A useful way to organise the workshop is to bring together a group of key stakeholders (but excluding those who are opposed to the activity) and ask participants, working in small groups to undertake the following.

· Draw a Risk Assessment Matrix on a piece of flipchart paper and put it on the wall;

· Brainstorm all the risks to the success of the activity that anybody in the group can think of, writing each risk on a Post-It and placing them on a blank piece of wall;

· Take each risk in turn: discuss how critical or dangerous to the success of the enterprise if it happened, and classify all risks as either low , medium or high impact;

· Take each risk in turn, discuss how probable it is and classify all risks as either low , medium or high probability;

· Put each of the Post-Its into the appropriate one of the nine boxes; and
· Present the risk matrices of each group in plenary, discuss and decide on one overall risk matrix.

At this point, the facilitator should ask the group to focus on the lower right half of the matrix and ask the group to consider if the activity can be redesigned to minimise these risks; if not, to identify how they can be managed.

Sometimes, at this stage, a redesign will enable you to manage internal risks or to internalise external risks (e.g., by increasing the staff or other resources available; adding new activities, such as training your own staff or the staff of other participating organisations). This may not be possible in the case of risk types 2 and 3 (see “What is a risk” above), so monitoring systems and contingency plans should be included at the design stage to ensure that team leaders receive as much notice of the impact of such external risks and can implement contingency plans, when appropriate.

Risks in the bottom right-hand square (High Probability, High Impact) are killer risks ; if you have any of these and want the activity to go ahead, you should have your arguments ready when seeking approval for it!

Workshop Design 2

Another way of identifying risks, if Column 1 of the logframe has been agreed, is to ask the working groups to answer a series of questions:

· If the team successfully delivers the Activities in the logframe, what are the assumptions about external risks (risks outside the control of the team) that need to be made if the Outputs are to be delivered?

· If the team successfully delivers the Outputs in the logframe, what are the assumptions about external risks (risks outside the control of the team) that need to be made if the Purpose is to be achieved?

· If the team successfully delivers the Purpose in the logframe, what are the assumptions about external risks (risks outside the control of the team) that need to be made if the overall activity is to contribute to achievement of the Goal?
SOURCE

Tools for Development: A handbook for those engaged in development activity. (2002). London: DFID

14. Conflict analysis

This tool provides useful guidance for undertaking conflict analysis. It is based on “Conflict Analysis at the Project Level” from Sida’s Manual for Conflict Analysis and is available online at: www.sida.se. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

HOW TO ASSESS THE CONFLICT SENSITIVITY OF A PROJECT
Development cooperation is part of the political context in which it is implemented, which is why understanding the local and national conflict situation is necessary. It is especially important that development cooperation efforts do not have a negative impact on the conflict dynamics. This is why both the risks and opportunities related to the violent conflict should be exposed when assessing a project. Most projects do have positive effects in relation to their objectives. However, it is necessary to minimize unintended negative impacts as well as maximize all positive impacts on the conflict dynamics, if a project is to achieve its full potential. Development cooperation is seldom neutral, but either reinforces conflict or strengthens local capacities for peace through direct and indirect impacts.

The transfer of resources and the way in which development cooperation support is implemented can affect conflict in the following ways:

· Resources are often appropriated by the military and used to support armies and buy weapons;

· Aid may distort economies and reinforce either the war or the peace economy. For example, an influx of rice for humanitarian purposes might undermine local markets and lead to unemployment among rice farmers, making them more easily mobilised by regular and guerrilla forces;

· Distributional impacts may affect inter-group relationships, either exacerbating tensions or reinforcing shared interests. For example, the authority and legitimacy of local administrations might be undermined by donor-financed NGOs that have far more resources to provide public services than local governments do;

· Substitution effects may free up local resources for military uses. One dilemma facing external aid providers is that the government authorities or guerrilla organisation controlling a specific territory might not live up to their responsibility to provide for the civilian population. Thus, the resources provided in the form of development cooperation can instead be diverted and used to continue the war; and
· Legitimisation of people and actions can support the pursuit of either war or peace. The implementing organisation might not be an impartial actor in the conflict, and thus may manipulate the development cooperation for political purposes, or it may have insufficient knowledge of the local context and risk endangering partner organisations.
The above discussion gives an idea of the various problems encountered when planning projects in situations of submerged tension, rising tension, violent conflict, or post-conflict. Most countries where aid is needed find themselves in one of these situations. Thus, many of the project assessments need to examine whether a project is indeed conflict sensitive, something that can be done through the following four steps:
Step 1 – Identify Dividers and Sources of Tension between People
Start by examining the conflict setting: list tensions and dividing factors in society (such as ideological differences, leadership struggles, resource scarcity, destroyed infrastructure, or ethnic tensions) that could be exploited and thus become dividers. These dividers could lead to increased violence in the specific conflict setting where the project is to be implemented.
· Analyse patterns in the tensions/dividers: Are most dividers the results of fighting or do they have a long history? What are the patterns and common features of the observed tensions/ divisions; what are the differences between them?
Step 2 – Identify Connectors and Factors that Connect People
There are always things that connect people. Even in situations in which the conflict itself conceals these “connectors” (such as common languages, religion, culture, schools/clinics/social services, markets, trade, common workplaces, intermarriage, or common infrastructure), they do exist, or at least did exist before the conflict began.
· Analyse patterns in the connectors: Are most connectors linked to recent developments and are the results of fighting, or do they have a long history? What are the patterns and common features of the connectors; what are the differences between them?
Step 3 – Assess the Impact of the Project on Dividers and Connectors
Now look at the proposed project and try to answer the following questions:

· What impacts does the project have on the tensions/dividers and connectors?

· How and why are the dividers and connectors affected? Does the project reduce or worsen tensions, support or undermine connectors?

· Is there a need to redesign the project? If so, discuss the needed redesign.

Step 4 – Redesign the Project if Needed

· How could the project be redesigned to avoid having negative impacts?

· How could the project be redesigned to maximize positive impacts?

The above steps should be an integral part of project preparation for most projects. The website of Collaborative for Development Action (CDA) (www.cdainc.com) presents several case studies illustrating how such a conflict-sensitivity assessment can be carried out.

SOURCE

Manual for Conflict Analysis. Sida (Swedish International Development Cooperation Agency) www.sida.se
OTHER TOOLS
15. Observation skills

This tool provides useful suggestions for observation skills. It is based on Topic 5 in “Situation Analysis”, produced by Action for the Rights of Children and is available online at: www.savethechildren.net. Users are recommended to refer to the original document for more detailed explanations and OHP sheets for training sessions. The document is available in Arabic, English, French and Spanish.

KEY LEARNING POINTS

· Observation is one of a range of qualitative methods which can be used for gathering information.

· People tend to see what they notice. What they notice will depend on their personality and experience.

· Some key issues are often invisible.

Observation is one of a range of qualitative methods which can be used for gathering information. Qualitative methods and techniques are designed to build up a detailed picture from a relatively small sample: they tend to pose questions of: “What?”, “Who?”, “How?”, “When?”, and “Why?” rather than questions of “How Many?”, “How Frequently?” etc. Qualitative information tends to unfold slowly: it can be analysed and interpreted as it is gathered, and the approach can be continuously modified in the light of the information that is gathered.

KEY ISSUES IN DEVELOPING OBSERVATION SKILLS

Observing is not a simple and objective exercise. Often we are bombarded with information, some of which we ignore, some we use and interpret in the light of past experiences - sometimes referred to as our “schemata” - in order to make decisions and predictions. But the process of selecting information is often unconscious and not entirely rational.

In a situation like a refugee camp, the observer is so bombarded with information through several senses that you cannot possibly take everything in. So people tend to select what they “notice” - but the basis on which this selection is made depends very much on the individual. Factors may include:-

· You tend to see what you expect to see.
· Your own role may bias your observations - a nutritionist will tend to see different things, as compared with a social worker or a water engineer.
· Initial impressions may serve to colour subsequent observations - often in the direction of tending to confirm rather than contradict those initial impressions.
· Stereotyping and prejudices may also affect what we see (e.g. all refugees are lazy).
· The presence of an “outsider” also may alter the behaviour of the people we are observing.

So it is important to have some ideas on what to look for - a checklist compiled in advance may be helpful - but it is important always to be on the look-out for the unexpected.

It is important to understand that some of the key issues will be relatively invisible - e.g. adolescents may be less visible than, for example, younger children, women less visible than men, educated people may project themselves more confidently than uneducated people. Important protection issues may not be visible or openly spoken about at all.

It is important to use multiple observation points: for example, only certain categories of people will probably not be visible at clinics, water points, food distribution centres etc. It is vital to avoid making false assumptions based on particular observation points (e.g. only the men have health problems).
SOURCE
Situation Analysis. (1999). Action for the Rights of Children

16. Using indicators

This tool provides useful guidance for using indicators. It is based on “Types of Indicators” Section 5.6 from DFID’s Tools for Development and is available online at: www.dfid.gov.uk/pubs. Users are recommended to refer to the original document for more detailed explanations. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.
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TYPES OF INDICATORS

Indicators play a crucial role in logframe planning and analysis (Box 1). There are many different types of indicators: some are more common than others, some better than others, some easier to collect than others, some more widely recognised than others. The formulation of indicators has become a major field of development work, an indication itself that much of former and current practice may not be good practice.

DIRECT AND INDIRECT INDICATORS

Direct Indicators are used for objectives that relate to directly observable change. This is usually at Output and Activity level in the logframe. A direct indicator is simply a more precise, comprehensive and operational restatement of the respective objective. Indirect or Proxy Indicators may be used instead of, or in addition to direct indicators. They may be used if the achievement of objectives:

· Is not directly observable like the quality of life, organisational development or institutional capacity;

· Is directly measurable only at high cost that is not justified; and
· Is measurable only after long periods of time beyond the life span of the activity.

PROCESS AND PRODUCT INDICATORS

It is important to measure not just what is done but how it is done; not just the products of an activity, but also the processes. Emphasis in development work is increasingly on the processes involved, where the means are just as important, if not more important, than the ends.

This is particularly the case in process work, where iterative processes are emphasised. Focus on the processes will generally lead to better targeting at real problems and needs, better implementation and improved sustainability. At the outset of a process-led task, it may be very difficult, and undesirable, to state precise outputs. Instead, outputs and activities may be devised for the first stage or year; then later outputs and activities are defined on the basis of lesson-learning.

Product indicators may measure the technologies adopted, the training manual in print and disseminated, or the increase in income generated. Process indicators are usually entirely qualitative and will assess how technologies were developed and adopted, how income was generated, and who was involved. At least some of these indicators will be subjective. End-users and participants may be asked to verify them, but the means of verification may still be less than fully objective.

QUALITATIVE AND QUANTITATIVE INDICATORS

The Quality, Quantity, Time (QQT) maxim for constructing an indicator generally works well. But its rigid application can result in performance and change that is difficult to quantify not being considered or given appropriate value. Just because a change may be difficult to quantify, or the analysis of qualitative data may not be straightforward, is not reason to ignore them. Instead, special effort and attention needs to be given to devising qualitative indicators. A balance of indicators is needed, some focusing on the quantitative, others on qualitative, aspects.

Quantitative indicators may relate to:

· The frequency of meetings, the number of people involved;

· Growth rates;

· Climate data;

· Yields, prices;

· The up-take of activity inputs; e.g. loans, school enrolment, seeds, visits to the clinic, children vaccinated; and
· The adoption/implementation of activity outputs; e.g. technologies, manuals, newsletters or guidelines in use.

Qualitative indicators may relate to:

· The level of participation of a stakeholder group;

· Stakeholder/consumer opinions; satisfaction;

· Aesthetic judgements; e.g. taste, texture, colour, size, shape, marketability;

· Decision-making ability;

· Attitudinal change;

· The emergence of leadership;

· The ability to self-monitor;

· The development of groups and of solidarity;

· Behavioural changes; and
· Evidence of consensus.

It is generally easier to measure behaviour than feelings; behaviour can be observed. So if an objective is to increase people’s confidence in meetings, it may be appropriate to measure this by observing how often they speak and whether they speak clearly.
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SMARTER AND SPICED INDICATORS

These indicators seek to examine different aspects of an activity’s design. When defining the logframe’s objectives (effectively the left-hand column), SMARTER indicators help in defining good and useful objectives. In the same way, SPICED indicators help when you are trying to define a relevant and comprehensive set of Objectively Verifiable Indicators, remembering that indicators have functions beyond simply attempting the measure the quantifiable aspects of an activity.

CROSS-SECTOR INDICATORS

Sector-based or technical indicators must be balanced by the inclusion of other more cross-sector indicators; for example relating to social issues, gender, the environment, and capacity building.

FORMATIVE AND SUMMATIVE INDICATORS

Formative indicators are set with a time-frame to be measured during part of, or across the whole of, an activity; hence, they are really synonymous with milestones. Summative indicators are used to measure performance at the end.
SOURCE

Tools for Development: A handbook for those engaged in development activity. (2002). London: DFID

17. Participatory methodologies
This tool provides useful guidance for developing participatory methods within monitoring. It is based on “Participatory methodologies and management” Chapter 7 from DFID’s Tools for Development and is available online at: www.dfid.gov.uk/pubs. Users are recommended to refer to the original document for more detailed explanations since this tool only includes extracts from the full document. Whilst this tool was written with a development perspective in mind, its application to humanitarian aid situations remains valid.

INTRODUCTION

This chapter looks at three areas relating to participation:
· The methodologies that should underpin any development activity or intervention;

· The ways in which an activity can be managed in a participatory fashion, rather than through the exercise of control;
· The particular ways in which participation can be engendered at the start-up phase of any activity.
WHAT ARE PARTICIPATORY METHODOLOGIES?
Participatory methodologies aim to actively involve people and communities in identifying problems, formulating plans and implementing decisions.
They are often seen as a set of principles for generating insights about people and the communities in which they live. However, for those involved in using them, they are not only often flexible and informal, they are also continually evolving. In addition, there is no one standard methodology or set of methods to employ in any given situation: different techniques therefore need to be developed for particular situations.
Participatory methodologies enable people to do their own investigations, analyses, presentations, planning and action, and to own the outcome. The principles behind participatory methodologies are:
· That it is possible, and desirable, to increase participation in development by involving those immediately affected by a particular need;
· Involving people so affected enables activity designers and managers to explore a range of real circumstances and systems rather than concentrating on statistical samples;
· Issues can be investigated from different perspectives and using a range of approaches, such as involving multidisciplinary teams; and
· Informal approaches are often more appropriate and can be changed as the work progresses.
APPLICATION

Participatory methodologies can be used at any stage of the Activity Cycle:
· At the Design stage, by involving people in identifying problems during the planning and designing stage, e.g. needs assessments, feasibility studies;
· At the Implementation stage, through examination of a particular problem or topic e.g. identifying priorities, or implementing new activities where information needs to be collected;
· At the Monitoring and Evaluation stage, by enabling participants to implement procedures to examine their own activities
The precise information requirements of the different stages are diverse. However they all depend on the systematic collection of data about the households and communities served by the activity and the environments in which they live and work.
Box 1: Common Participatory Methodologies

Participatory Learning and Action (PLA) This is the new name given to PRA (see below). 
Participatory Rural Appraisal (PRA) is a cross-disciplinary, cross-sectoral approach to engaging communities in development through interactive and participatory processes. PRA builds upon the techniques of Rapid Rural Appraisal (RRA) pioneered to involve communities in their own needs assessment, problem identification and ranking, strategy for implementation, and community action plan. It uses a wide range of tools, often within a focus group discussion format, to elicit spatial, time related and social or institutional data. 

Participatory Action Research (PAR) involves three key elements: research, education and socio-political action. It is an experiential methodology for the acquisition of serious and reliable knowledge upon which to construct power, or countervailing power for the poor, oppressed and exploited groups and social classes — the grassroots — and for their authentic organisations and movements.

Its purpose is to enable oppressed groups and classes to acquire sufficient creative and transforming leverage, as expressed in specific projects, to achieve the goals of social transformation.

WHY IS PARTICIPATORY MANAGEMENT IMPORTANT?
Participatory management will not arise spontaneously: it is a conscious and informed activity to be advocated and implemented at every stage of the activity cycle. And it’s important that senior staff recognise participatory management as necessary to the success of any development activity or intervention: senior staff are key because they act as powerful role models for other staff; and the practices they espouse should filter through to influence the way whole teams of staff interact with their partners.
The process of continued, active stakeholder involvement in an activity results in various improvements.
· Sustainability and sustainable impact:
More people are committed to carrying on the activity after outside support has stopped; and
Active participation helps develop skills and confidence.
· Effectiveness

There is a greater sense of ownership and agreement of the processes to achieve an objective.
· Responsiveness

Effort and inputs are more likely to be targeted at perceived needs so that outputs are used appropriately.
· Efficiency

Inputs and activities are more likely to result in outputs on time, of good quality and within budget if local knowledge and skills are tapped into and mistakes are avoided.
· Transparency and accountability

This accrues as more and more stakeholders are given information and decision making power.
· Equity

This is likely to result if all the stakeholders’ needs, interests and abilities are taken into account.
APPLYING PARTICIPATORY METHODOLOGIES
Start with yourself
To become a participatory manager, start with an examination of your own attitudes and actions - these are critical. A self-assessment exercise is shown in Box 2.
Understand that participation means different things to different people in different situations (See Box 3 for a typology of participation).
For example, someone may be said to participate by:
· Attending a meeting, even though they do not say anything;
· Being actively involved in building a clinic by supplying sand and their labour;
· Controlling the design of a programme; and
· Being responsible for achieving objectives in the implementation or management of an activity.
Understand that if required, you can change your management style and become more participatory.

Learn, develop and practice the wide range of techniques for participatory management and actively search for new and innovative ways of involving stakeholders in management decision-making:

· Actively listen to others

· Involve primary as well as secondary stakeholders

· Build local capacity

· Cultivate teamwork

· Advocate the use of participatory approaches

· Build the required attitudes in the programme team

· Develop a self critical/learning culture in the team

· Cultivate a partnership relationship by building trust and confidence in partners and handing over control to them

· Develop and use a facilitator leadership style as opposed to a traditional leadership style.

The approach is basic. If our attitudes are wrong and rapport is not good, many of the methods will not work.

Box 2: Participatory Management — Self-Assessment

As a manager involved with programme work, you may already involve programme staff and stakeholders to some extent. Assess how many participative behaviours you are currently using. This self-assessment may help you focus on areas you wish to improve. For each statement, check off the category that best describes you.
	      Statement
	Almost

always
	Some-times
	Never

	1. I believe that involvement of programme staff is critical to the programme’s success.
	
	
	

	2. I believe that the active involvement of other stakeholders is critical to the programme’s success.
	
	
	

	3. I believe that I have a lot to learn from stakeholders.
	
	
	

	4. I believe that programme staff have a lot to learn from stakeholders.
	
	
	

	5. I review the programme Goal, Purpose and Outputs with programme staff regularly.
	
	
	

	6. I review the programme Goal, Purpose and Outputs with other stakeholders regularly.
	
	
	

	7. I review and refine the programme indicators and their means of verification with programme staff.
	
	
	

	8. I review and refine the programme indicators and their means of verification with other stakeholders.
	
	
	

	9. I clearly communicate how the programme team contributes to the overall success of the programme.
	
	
	

	10. I establish clear performance measures with all programme staff.
	
	
	

	11. I provide informal but clear performance feedback to all programme staff.
	
	
	

	12. I involve programme staff in determining recognition and rewards.
	
	
	

	13. I involve other stakeholders in determining recognition and rewards.
	
	
	

	14. I appropriately delegate responsibilities to programme staff.
	
	
	

	15. I appropriately delegate responsibilities to other stakeholder groups.
	
	
	

	16. I support programme staff by providing the resources that they need.
	
	
	

	17. I support other stakeholder groups by providing the resources that they need.
	
	
	

	18. I clearly emphasise the importance of teamwork.
	
	
	

	19. I use a facilitative style of management as opposed to a traditional style.
	
	
	

	20. I cultivate ways of building trust and confidence with programme partners.
	
	
	


To determine your score, give yourself a 3 for each “Almost always”, 2 for each “Sometimes” and a 1 for each “Never”
51—60: You are already a participative manager

40—50: You are well on the way to becoming a participative manager

30—39: You have begun the shift to participative management

Below 30: You are still a traditional manager — you have a lot of work to do
BOX 3: A TYPOLOGY OF PARTICIPATION

	Passive Participation
	People participate by being told what is going to happen or has already happened. It is unilateral announcement by an administration or programme management without listening to people s responses. The information being shared belongs only to external professionals.

	Participation in Information Giving
	People participate by answering questions posed by extractive researchers and programme managers using questionnaire surveys or similar approaches. People do not have the opportunity to influence proceedings, as the findings of the research or programme design are neither shared nor checked for accuracy.

	Participation by Consultation
	People participate by being consulted, and external agents listen to views. These external agents define both problems and solutions, and may modify these in the light of people s responses. Such a consultative process does not concede any share in decision making and professionals are under no obligation to take on board peoples views.

	Participation for Material Incentives
	People participate by providing resources, for example, labour, in return for food, cash or other material incentives. Much in situ research and bioprospecting falls into this category, as rural people provide the fields but are not involved in the experimentation or the process of learning. It is very common to see this called participation, yet people have no stake in prolonging the development activities when the incentives end.

	Functional Participation
	People participate by forming groups to meet predetermined objectives related to the programme, which can involve the development or promotion of externally initiated social organisation. Such involvement does not tend to be at the early stages of programme cycles or planning but rather after decisions have been made elsewhere. These institutions tend to be dependent on external initiators and facilitators but may become self-dependent.

	Interactive Participation
	People participate in joint analysis, which leads to action plans and the formulation of new local groups or strengthening of existing ones. It tends to involve interdisciplinary methodologies that seek multiple perspectives and make use of systematic and structured learning processes. These groups take control over local decisions, so people have a stake in maintaining structures and practices.

	Self- Mobilisation
	People participate by taking initiatives independent of external institutions to change systems. Such self-initiated mobilisation and collective action may or may not challenge inequitable distributions of wealth or power.

Modified from Pimbert and Pretty, 1997


The following list is a menu. Use those you find comfortable and appropriate. Some methods are plain common sense and common practice given a new name.
· Try out and explore
· Adapt and invent for yourself
· Don’t lecture - Look, listen and learn
· Facilitate, don’t dominate
· Don’t interrupt or interfere
· Spend time with stakeholder groups
· Relax, don’t rush
· Allow time
· Show interest and enthusiasm in learning
Working in teams, working in a multidisciplinary environment, working with diverse partners, and doing so to achieve sustainable development, means adopting core values that reflect real participation: values about empowerment, collaboration, building trust, and respecting people’s ability to solve their own problems.
Such values are fundamental in building local ownership and commitment to successful development progress. Participatory approaches require attitudes that favour:
· Participation
· Respect for community members
· Interest in what they know, say, show and do
· Patience, not rushing, not interrupting
· Listening not lecturing
· Humility
· Methods that enable community members to express, share, enhance and analyse their knowledge
While the logical framework approach has great strengths it can be as a cookie-cutter, without sufficient adaptation to the needs of local participants and local realities. Logical frameworks are often created at a distance from the activity location; those people immediately affected by the development need may be under-represented, while central elites may be overrepresented, or urban / rural or gender bias may be found. Here, stakeholder analysis is essential to understand the interests and needs of local participants, to make valid decisions about which local participants should be involved in the planning and management processes.
Working with stakeholders
Understanding the stakeholders, including their literacy levels, local languages, gender roles, indigenous management practices and work ethics, is one important step. This information can be used to design logframe planning activities that are more appropriate to the local context and more conducive to local participation.
A second, related step is to learn roughly equivalent terms in local languages for key logframe concepts (such as Goal, Purpose, Outputs, Assumptions). This often has to be done through discussions with local people. Sometimes the terms need to be renegotiated in logframe workshops when there is more of a context for the discussion and a better understanding of key concepts. Each of the above require that the preparation for logframe planning workshops be thoughtful and rigorous, including ample time for stakeholder interviews in advance of the session and adequate time for designing and preparing specialised planning sessions that are responsive to local requirements.
For planning work with illiterate or semi-literate participants, the traditional (literacy-based) version of the logframe is inappropriate. In these groups, more literate and more articulate elites may dominate discussions, even with the assistance of an outside facilitator. In these situations local ownership of activity designs will not result and the disbenefits of using the logframe approach far outweigh its benefits.
Through adequate planning and preliminary stakeholder interviews, this kind of situation should be recognised well in advance of the arrival of a planning team. Where use of the logframe approach is not appropriate, Participatory Learning and Action (PLA) or Participatory Rural Appraisal (PRA) planning methodologies will be more appropriate, because they rely more on images rather than words. If need be, the results of these planning methods may eventually be married with the logframe, preferably through a planning process involving more articulate local representatives. If necessary, though this is less desirable, planning experts can synthesize PRA planning decisions into a logframe format.
In these kinds of planning settings, using the formal, literacy-based version of the logframe will created a bias against local participation. Again, more literate and articulate elites will tend to dominate the planning process. In these situations, the logframe approach can be used subtly with little explicit mention of its technical terms.
One planning process used in this situation combines consensus-based approaches for determining objectives that have more of a visual focus or an intuitive appeal. For example, planning methodologies such as Appreciative Inquiry or Future Search, with a strong emphasis on visioning, are blended with informal use of the logframe. UNICEF and GTZ (Germany) have pioneered more visually based variations of the logframe. In using and blending these planning methods the visual focus and visioning provides a common basis for communication and building consensus and ownership amongst local groups.
The facilitator
The role and skill of the facilitator is crucial in avoiding top-down bias: engaging local facilitators and co-facilitator can help to ensure that planning processes are culturally appropriate and sensitive to local realities. Local facilitators may also be especially adept at translating logframe terms and concepts into local languages and metaphors. In larger group settings, two facilitators should be involved because of their increased ability to track and support a participatory group process.
Facilitators may, however, bring their own pressures to bear: preference for one methodology to the exclusion of others that might be more appropriate. The best facilitators, however, will have a repertoire of skills that can be brought to bear. Here, your own judgement will be central in selecting a skilled team with an awareness of the importance of designing and managing a locally appropriate and inclusive planning process to build local ownership over results.
Creating a logframe, undertaking stakeholder and situation analyses or a risk assessment, are not one-time events. Building local capacity, engagement, ownership and sustainable support for an activity requires appropriate and relevant training to help groups to understand how these different processes can be integrated into their own organisational structures and procedures. Doing so helps build partnerships at the design and appraisal stage, not just at the point of implementation, while follow-up training (or training of trainers) and regular consultation helps reinforce involvement.
Longer-term, more comprehensive approaches to capacity building can also develop greater ownership over planning and design processes and the results that are produced, but local ownership on any activity can be particularly enhanced when participants are involved from the start.
Participatory launch workshops provide an excellent opportunity to build on participatory design efforts, or to strengthen participation if it has not been integral to earlier stages. They help build collaboration amongst implementing agencies, creating a common vision of success and defining detailed plans of operation. Each of these is important to building ownership and commitment from stakeholder groups and to help to lay a solid foundation for implementation.
Participatory Monitoring and Evaluation
Participatory Monitoring and Evaluation (PME) can also enhance local ownership. PME is a broad set of practical approaches, methodologies and techniques for monitoring and evaluating programmes. Like other participatory methodologies, PME is focused on increasing local learning and ownership over development activity.
PME produces important benefits including valid, timely and relevant information for management decision-making and development activity improvement, especially when PME systems feature in the planning and early implementation phases. During implementation, PME systems provide a framework for collaborative learning and for involving different partners in the M&E process.
PME is most effective when it reinforces participatory processes that are already operating, but it can also help to make up for lost ground where participation has not been integral to earlier phases, although this poses a greater challenge.
Groups that are seriously considering PME approaches must be willing to commit to participatory management approaches, a positive attitude towards partnership, and they must commit the time and resources needed to support PME systems.
Thoughtful, focused participation of stakeholders - especially local ones - in decision-making is at the heart of successful development activity. Developing a participation plan with stakeholders and staying with it throughout the activity cycle will help to keep stakeholders involved and committed. The plan should encompass:
· A thorough stakeholder analysis;
· Identifying key interventions during the life cycle to build local participation and ownership, specifying when these interventions will take place;
· Identifying who will be involved in each of these activities;
· A line item budget for participatory activities that have not be included elsewhere in the budget.
PARTICIPATORY LEARNING AND ACTION, PARTICIPATORY RAPID APPRAISAL AND PARTICIPATORY ACTION RESEARCH
PLA, PRA and PAR (see Box 1) all make use of a combination of techniques, the choice depending on the objectives and available resources.
Review of secondary data
Sometimes secondary data can mislead. Sometimes it can help a lot. At present secondary data is not emphasised much because of the concentration on our reorientation and their participation.
Observe directly
See for yourself. It can be striking for many to realise how much they have not seen, or did not think to ask. Does our education and background desensitise us?
Do-it-yourself
Let yourself be taught by villagers at an early stage of the exercise, work alongside them in their daily routines and tasks (weeding, herding, collecting water, fishing ...etc.) Roles are reversed; they are the experts. We learn from them; they are the experts.
Semi-structured interviews
This is guided interviewing and listening with only some of the questions determined beforehand. New questions arise and aspects to follow-up, during the interview. The interviews are informal and conversational, but actually are carefully controlled. Interviews may be with:
Individual villagers or households perhaps selected on the basis of a particular characteristic of their household or farm
Key informants; seek out the experts? Often overlooked. Medicinal plants? Water supplies? Ecological history? Markets and prices? Changing values and customs? Fuels? Historical time-line?
Group interviews; community groups, specialist groups (birth attendants? fruit-growers, structured groups (by age? by wealth?), random groups.
As a guide in interviewing:
· Have a mental or written checklist ready.
· Use open-ended questions. What? When? Where? Who? Why? How? Avoid questions that can be answered Yes or No.
· Generally at least 2 people should interview with one of the team leading.
· Watch your manners; greetings, non-verbal factors, seating arrangements, posture, etc.
· Keep it informal and relaxed, not an inquisition; listen.
Participatory mapping and modelling
· Resource maps of catchment areas, villages, forests, fields, farms etc.
· Social maps of residential areas of a village.
· Wealth/well-being maps and household assets surveys.
· Health maps e.g. to identify TB cases or ear infection.
Transect walks
Systematic walks with key informants through an area, observing, listening, asking, seeking problems, solutions and mapping the finding onto a transect diagram.
Participatory diagrams
· Seasonal Calendars: Explore seasonal constraints and possibilities by diagramming changes month by month through the year; rain, labour, diet, sickness, prices, animal fodder, income, debt, etc. Histogram calendars can be drawn over 12 or 18 months.
· Activity profiles and daily routines: Histograms chart daily patterns of work. Compare for different groups; e.g. women, men, children. Compare different profiles for different seasons.
· Historical profile, time lines and change analyses: Chronologies listing major local events, ecological change, disease/pest/weed occurrence, population trends, etc.
· Venn (chapatti) diagrams: Use of circles to represent people, groups and institutions and their relationships.
Analytical games
Rankings and choices and analysed through interview games.
· Wealth/well-being rankings: Groups or clusters of households are identified according to relative wealth or well-being. Informants sort a pile of cards, each with one household name on it, into piles. The wealthiest are put at one end, the poorest at the other. The process is replicated with at least three informants. This provides a good lead into discussions on the livelihoods of the poor and how they cope.
· Matrix scoring and preference rankings: Matrices constructed using seeds, stones etc. confirm the values, categories, choices and priorities of local people, e.g. different trees, soil conservation methods, varieties of a crop or animal. For pair-wise ranking, items are compared pair by pair for preference.
Portraits, songs and stories
· Case studies, household histories, how conflict was resolved... are recorded.
· Workshops
Brainstorming and analysis exercises
· SWOT analysis: Strengths, Weaknesses, Opportunities and Threats.
· Problem web and flow charts
· Games and role-play
· Presentation and evaluation of information gathered.
Investigators using participatory methodologies can select from a basket of choices for a given situation according to their needs and experience. Both PRA and PAR use triangulation - i.e. different methods, sources and disciplines, and a range of informants in a range of places are used to cross-check and thus get closer to the truth.

SOURCE

Tools for Development: A handbook for those engaged in development activity. (2002). London: DFID

18. Cultural considerations in psycho-social interventions
This tool provides useful guidance for promoting cultural considerations in psycho-social interventions. It is based on Topics 4-5 in “Working with Children” produced by Action For the Rights of Children and is available online at: www.savethechildren.net. Users are recommended to refer to the original document for more detailed explanations and OHP sheets for training sessions. The document is available in Arabic, English, French and Spanish.
PSYCHO-SOCIAL INTERVENTION AND CULTURAL CONSIDERATIONS
KEY LEARNING POINTS

· People in different cultural contexts perceive, understand and make sense of events and experiences in different ways. Traditional beliefs and practices, religious beliefs and political ideology may confer a sense of meaning on events and thereby contribute to healing and recovery.

· Different societies have different norms about responding to and dealing with distressing events such as loss and death.

· Understandings of, and responses to, distressing events are experienced collectively rather than individually in many cultures.

· Intervention strategies need to build on traditional norms and practices and to avoid inadvertently undermining them.

A central aspect, for any child, of recovering from distressing experiences is the task of understanding and making sense of their experiences, accepting and “processing” the feelings associated with them and integrating these understandings into their view of themselves and their world. Religious and spiritual beliefs can be an important source of meaning and can provide a vital form of expression of the feelings associated with traumatic experiences. Traditional healers can play a significant role in helping to confer meaning and help the individual to deal with his or her reactions to events. Carrying out culturally prescribed rituals can be extremely important - for example in mourning the dead, or in seeking forgiveness. Political ideology can also be significant in enabling people to understand and make sense of events: sometimes people who have been directly involved in conflict cope better than others if they can derive meaning through ideological commitment.

PSYCHO-SOCIAL INTERVENTION

This topic examines strategies for promoting the psycho-social well-being of refugee and displaced children. The United Nations Convention on the Rights of the Child (CRC, 1989) identifies a child’s right to appropriate measures to promote their psychological recovery and social reintegration as a result of their experiences of armed conflict (Article 39), but opinion is divided on the most appropriate means of achieving this.

Recent years have seen a dramatic growth in programmes designed to assist in children’s recovery from traumatic events and experiences: many of these have uncritically applied western, individualised approaches to counselling and therapy to cultures in which they do not readily apply. The consequences can be not only wasteful of scarce resources but also potentially damaging to children.

This resource pack strongly advocates for community-based approaches which acknowledge, and build on, existing coping strategies within the community, and which seek to enhance the resilience of children and their families. An understanding of the culture is of fundamental importance in planning programmes: without recognising and valuing what already exists within the culture there is a great danger that programmes will undermine existing practices and traditions which may be of great importance in facilitating children’s recovery.

The term “trauma” is the subject of some confusion. The Concise Oxford Dictionary defines the term as “morbid condition of body produced by wound or external violence”, but frequently it is used to describe an event which may have a traumatic effect rather than the effect itself. Many western approaches to therapy make assumptions that certain types of event have universal and predictable effects on people, but it is clear that frightening or dangerous experiences do not automatically lead to any particular human reaction, and that factors derived from individual characteristics, cultural factors and environmental differences mediate between the event and the individual’s response.

Facilitators are encouraged to look at the ARC (Action for the Rights of Children) Resource Pack on Child and Adolescent Development, Topic 3 which examines the concepts of risk and resilience and which is highly relevant to working with children who have had traumatic experiences. Reference can also be made to the ARC Resource Pack on Community Mobilisation.

RESPONDING TO AND DEALING WITH DISTRESSING EVENTS

Different societies have different traditional ways of responding to difficult life-events such as death and loss, and it is vital to understand them if interventions are to reinforce traditional means of coping rather than undermine them. In many societies, for example, it would be disrespectful or even insulting for a stranger to ask someone to talk about personal or painful events: in others, it would confer a great sense of shame for children to be seen to be crying. Many societies have rules about the expression of emotion: the direct expression of emotion is frequently discouraged, while discussions tend to centre on events rather than the emotions they arouse.

UNDERSTANDINGS OF, AND RESPONSES TO, DISTRESSING EVENTS

In many traditional societies, the socialisation of children emphasises compliance in the undertaking of roles and tasks. Children live in much more of a communal context than is typical of western societies, and their sense of identity may be not so much as that of an individual, autonomous person but rather what has been described as “self-embedded-in-community”. It has frequently been observed that in such collectivist cultures, people tend to experience traumatic events not so much in a private and individualistic sense but in a collective way. It is not surprising to find that many indigenous healing systems emphasise the community context and the spiritual dimension. Katz and Wexler
 define healing as “a process of transition towards greater meaning, balance, connectedness and wholeness, both within the individual and between individuals and their environment”. Many non-western ethno-medical systems do not distinguish body, mind and self, while social relations are understood as a key contributor to health and a sense of well-being. It follows that if people tend to experience events collectively, they are likely to use mechanisms to cope collectively.

In contrast individualised Western “talk-therapy” approaches aim to alter the individual’s behaviour through gaining insight into his or her inner-self. This approach is based on a conception of the person as a distinct and independent individual who is capable of self-transformation in isolation from the social context - an approach that is alien to many cultures.

INTERVENTION STRATEGIES

The development of strategies to promote the psycho-social well-being of children and families needs to be based on a thorough understanding of existing cultural norms, traditions and practices. For this reason, there can be no universal prescription: rather an approach founded on community needs has to be developed. The next section explores further some of the principles and approaches which may be used in programme planning.

PSYCHO-SOCIAL INTERVENTION – PRINCIPLES AND APPROACHES
KEY LEARNING POINTS

· Programmes should seek to identify and strengthen existing coping mechanisms and not impose alien ones.

· A broad community development approach which responds to the range of current stresses and difficulties is often the most effective strategy for facilitating psycho-social recovery.

· Supporting parental capacity should be seen as a key strategy which can be pursued in a variety of different ways.

· Children who have experienced wholesale change, loss and disruption to their lives benefit greatly from an early restoration to a sense of structure in their lives, a sense of purpose and the rewards of achievement.

· Schools can play an important role in identifying and monitoring vulnerable children, enhancing their understanding of events, and providing personal support.

· Care needs to be taken to avoid inappropriate responses which may serve to inflict secondary distress on already vulnerable children.

THE IMPORTANCE OF CULTURAL UNDERSTANDINGS

All cultures contain within them means of dealing appropriately with painful and stressful issues. Failure to understand these may result in the development of inappropriate, unhelpful or even damaging forms of assistance based on experience from other, possibly alien, contexts. The most helpful forms of intervention are likely to consist of measures which build on local traditions and which strengthen familiar coping mechanisms. Two examples of specific approaches employed in actual programmes are given below.

An Approach Rooted in the Culture of Refugees from south Sudan
In a remote part of northern Kenya is a large refugee camp in which there is an extraordinarily large concentration of unaccompanied children, mainly boys. The exact circumstances of their flight from Sudan and their separation from their families are not entirely clear. What is clear is that the process of flight, initially into Ethiopia, and later because of threats to their safety there, the long walk through south Sudan and into Kenya was fraught with dangers, from soldiers, from wild animals and from the threat of starvation, dehydration and disease. If any group of refugee children would be expected to be deeply affected by their experiences of war, separation, multiple displacement and hardship, it would be this group.

From the beginning, Save the Children Sweden saw the need to construct a composite programme based carefully and sensitively around the cultural traditions and practices of the refugees. Care arrangements were based on the tradition of group-living in "cattle camps" and the acceptability of care provided by unrelated families. A range of activities facilitated the children's recovery from traumatic experiences in a way which respected culture and tradition: these included story-telling, composing poems, recounting and discussing dreams, traditional singing and dancing and an art form based on the traditional importance of knowing the colours of each boy’s bull. The involvement of the whole community was significant in emphasising the importance of collectively coping with shared experiences.

Despite the repeated experiences of danger, fear and flight, and the fact of separation from their families, the psycho-social health of these children remained remarkably good: only a tiny percentage were functionally impaired, as evidenced by their behaviour patterns, the quality of inter-personal relationships and their performance in school. An investigation of their psychological health revealed remarkably few children reporting symptoms of stress and it was clear that, in general, these children were coping remarkably well.

Another example comes from the work of Refugee Action, a UK based NGO working with Bosnian refugees in the UK. A significant cultural custom is the “coffee and talk” session which people used to share life problems and give and receive support. In the UK it was found that this tradition had ceased to exist, and the project felt that it would be more appropriate to incorporate a “coffee and talk” approach rather than setting up a more overt means of addressing the community’s mental health problems.

THE IMPORTANCE OF THE TOTAL CONTEXT

Experience suggests that refugees and displaced persons themselves rarely identify psychological issues as their priority concern: people’s reactions to war and displacement tend to be inextricably bound up with their reactions to the totality of their current situation. It is generally unhelpful to split off people’s reactions to events in the past and treat these in isolation from the whole range of problems they are experiencing.

It is vital that programmes are planned on the basis of the communities own view of their problems, needs, resources and priorities, and not on outsiders’ definitions of what their needs might be. It is generally wise to avoid seeing psycho-social well-being as the preserve of specialist workers: rather it should be seen as the responsibility of everyone within the particular context - UNHCR, UNICEF and NGO staff from all sectors, community leaders and so on.

The most effective route to restoring the sense of well-being of children affected by conflict, violence or forced migration is often the adoption of a broad community development strategy which:

· enables communities to begin to restore control over their own lives;

· facilitates the development of community facilities such as schools, preschools, health facilities and recreational activities;

· helps to restore or create a range of other supportive structures within the community; and
· which enables people to address those aspects of their lives that continue to create stress for them.

SUPPORTING PARENTAL CAPACITY

As suggested in Topic 3 of the ARC Resource Pack on Child and Adolescent Development, children’s psycho-social well-being is inextricably bound up with that of their parents or other carers, and it is with this in mind that measures to enhance parental competence and to develop protective factors for parents within the community may be an important part of any strategy to promote the well-being of children. A wide range of different approaches can have an impact on the wellbeing of parents, especially women: from appropriate and accessible health services to economic activities, from educational opportunities and programmes to promote livelihoods to cultural and recreational activities. While some programmes specifically aim at enhancing parental competence (for example Homecraft Groups), others aim more generally to improve the quality of life and opportunities for development by targeting women. The literature on resilience (see ARC Resource Pack on Child and Adolescent Development Topic 3) suggests that empowering people can lead to increased resilience. Issues of social mobilisation and empowerment, especially of women, are considered in the ARC Resource Pack on Community Mobilisation.

Separated children may be disproportionately affected by their experiences: not only have they experienced violence, loss of their family and the experience of sudden uprooting: they are having to cope with all of this without the presence and support of familiar adults. It is for this reason that identifying these children, documenting them and tracing their families is an urgent priority: see ARC Resource Pack on Separated Children Topic 3.

CREATING A SENSE OF NORMALITY

Children who have been exposed to violence, loss and disruption to their lives often express a change in their beliefs and attitudes, including a loss of trust in others. The re-establishment of familiar routines and tasks creates a sense of security, of purpose and meaning and enables them to start functioning again as fully as possible. It is in this context that the implementation of structured recreational activities and schools (and pre-schools) is hugely important in facilitating children’s recovery from their experiences. The role of schools and teachers is dealt with below.

The restoration of the child’s capacity to trust other people is a task for everyone, especially those closest to children - i.e. parents or other carers, school-teachers, NGO staff, community leaders and so on.

Adolescents - who may not be able to take advantage of formal educational opportunities - may be especially at risk but relatively invisible in the refugee or displaced situation.

Involving them in useful tasks in a real (i.e. in a non-tokenistic and non-patronising) way, developing vocational training programmes, and encouraging youth in self-help activities may all be useful ways of restoring a sense of purpose and in helping them to rebuild self-esteem.

THE ROLE OF SCHOOLS AND TEACHERS

The ARC Resource Pack on Education offers a useful analysis of the role of teachers in promoting children’s psycho-social well-being: the following is a summary of some of the key points from that discussion.

Assessing the needs of children and monitoring their situation and wellbeing: Teachers may be the only professional group to have regular contact with children and hence have a vital role in identifying vulnerable young people and monitoring their progress.

Schools provide a daily structure, purpose and meaning for children: This is frequently identified by affected populations as an urgent priority in emergency situations.

Education facilitates the development of children’s understanding of events and enhances their chance to have a say in future decisions. The teaching of such subjects as history, geography and civics may be especially important, particularly if the teaching promotes dialogue and discussion which enables children to “process” information and make sense of it in their own lives.

Teachers can provide avenues for the expression of feelings and opportunities for more personal support: Teachers can act as good role models, can offer a concern for their well-being and a context in which they can feel accepted and valued. In some contexts, it has been possible to extend the role of teachers to give them a more specific role in providing emotional support, but this requires a level of training and support for the teachers which is not always possible to provide.

Schools can adopt a broader role of education of children and others in the community: often schools have become vital resources, and sources of support, for the whole community. For example, through Child to Child approaches, schools are often used to promote awareness of health issues and of social problems.

The school can be an important resource for promoting reconciliation not just between children but within the community as a whole.

THE DANGER OF INAPPROPRIATE RESPONSES

Some well-meaning agencies, concerned about the mental health of refugee and displaced children and families, have implemented programmes which have a real danger of actually making matters worse. As a general rule, the following should be avoided:

· Responses which label children as “traumatised” or “mentally ill” - this may have an unhelpful, stigmatising effect. It is often more helpful to convey the idea that distressed children may be responding normally to abnormal events.

· Responses which isolate children from the many others who may have had similar experiences. Programmes which “treat” children away from their own environment (such as in “trauma centres”) are to be avoided, and treating children in institutional settings has the potential to be particularly damaging.

· Programmes which use methods that transgress cultural norms - for example encouraging children to discuss and express their feelings about painful memories in cultures which do not sanction such behaviour.

· Agency staff should also take care to avoid allowing children to be interviewed to “tell their story” to researchers and journalists: insensitive interviewing can easily cause secondary distress. The child’s best interest should be a guiding principle in all situations.

THE SITUATION OF FORMER CHILD SOLDIERS

Child soldiers and others who have taken part in violence and combat may have very particular needs if they are to be successfully reintegrated into society. The ARC Resource Pack on Child Soldiers addresses these issues in some detail.

SOURCE

Working with Children. (2001). Action for the Rights of Children

19. Surveys and participatory assessment techniques
This topic provides a useful introduction for understanding surveys and participatory assessment techniques. It is based on Topic 8 in “Situation Analysis”, produced by Action for the Rights of Children and is available online at: www.savethechildren.net. Users are recommended to refer to the original document for more detailed explanations and OHP sheets for training sessions. The document is available in Arabic, English, French and Spanish.

AN INTRODUCTION TO SIMPLE SURVEY AND PARTICIPATORY ASSESSMENT TECHNIQUES

KEY LEARNING POINTS
· There are advantages and disadvantages to using surveys to collect information.
· Survey design and statistical analysis require particular skills and expertise.
· Participatory Assessment Techniques differ from surveys in that they allow people themselves to raise questions rather than simply responding to pre-determined ones.
· The information in this topic about both surveys and participatory assessment techniques should be seen as an introduction to both methods only, and not a training tool in how to use them.
WHAT IS A SURVEY?

A survey is a method of collecting a range of information, with an emphasis on quantitative information which can be analysed using statistical methods to give precise estimates (e.g. on the total number, age etc. of separated children within a particular refugee camp). Qualitative information (such as derived from interviews) will help to interpret quantitative information derived from surveys.
Quantitative information is vital when it is necessary to understand the scale of a particular problem in order to plan an appropriate response - e.g. how many children are malnourished, or how many children are living with unrelated carers.
Advantages of surveys:

· They provide precise, statistical answers to carefully designed questions.
· The accuracy of results can be verified by checking the methods and statistics that were used.
· Sampling can ensure that people are included from different locations (e.g. different villages or zones of a camp).
· The methods of analysis are clear and relatively quick.
· The findings can give support to an argument by demonstrating the size and severity of a problem.
· Surveys allow comparisons to be made between different groups in the survey or with other surveys using similar methods.
Disadvantages of surveys:
· Considerable resources are required to carry them out (personnel, transport, computers etc.).
· They can be time-consuming.
· The collection of data can be intrusive and refugees can be suspicious - which may lead to unreliable results.
· Surveys only look at pre-determined variables. Important details or variations may be missed if they do not come into the preconceived model. Hence they need to be complemented with qualitative methods which allow refugees to articulate their own needs, concerns, ideas etc.
· Survey design and statistical analysis require particular skills and expertise: when data collection and analysis methods are used incorrectly, the results may be invalid and lead to erroneous conclusions.
· Surveys are only as good as the information contained within them. Care needs to be taken to allow for the possibility that people may not provide truthful answers. For example, a survey to quantify the incidence of unaccompanied children may underestimate the true total if heads of households fear for the loss of ration cards if they reveal the presence of an unrelated child.
CARRYING OUT A SURVEY

Survey Design:
· Formulate precisely the question(s) you want the survey to answer.
· Select variables that will enable you to answer the question; a variable is any characteristic that can vary (e.g. age, number of years of schooling, physical height, preferred source of advice about health care).
· Design methods of collecting information about these variables; in most cases this will involve the design of a questionnaire which asks the same questions in the same way to a sample of people. The design of questionnaires is a skilled task. The questionnaire will usually need to be translated into the local language(s).
· Select a sample of the population which will be representative of the whole population (it is rarely feasible to survey the entire population): sampling can be:
· Simple random sampling - each member of the target population is equally likely to be selected and where the selection of a particular member of the population has no effect on the other selections.
· Systematic sampling - e.g. choosing every fifth, or tenth member on a numbered list.
· Stratified random sampling - dividing the population into categories (strata), then select from each category using simple or systematic random sampling.
· Cluster sampling - restrict the sample to a limited number of geographical areas (clusters), and for each, select a sample by simple random sampling.
Data Collection:
· Train people to collect data (enumerators) to ensure consistency and reliability, and deploy supervisors to ensure correct use of data collection methods.
· Carry out a pilot survey - this will help to identify difficulties or ambiguities, and amend the methods as necessary.
· Data is then collected and collated from the sample.
Data Analysis:
· Quantitative data is analysed by statistical methods to give:-
· averages (e.g. the average number of children per family);
· ratios (e.g. the proportion of the population suffering from malnutrition);
· the range between maximum and minimum levels (e.g. from no schooling to 12 years of schooling); and
· a picture of whether apparent differences are statistically different (e.g. comparing whether the health status of single-parent families is different from that of children in two-parent families).
USING REFUGEE REGISTRATION DATA
Refugee registrations can be used as a source of vital survey information, for example in identifying and quantifying numbers of vulnerable groups of refugees such as separated children, single-parent and child-headed households, people with disabilities etc..
WHAT ARE PARTICIPATORY ASSESSMENT TECHNIQUES?
These are techniques derived from a broad movement variously known by the terms Participatory Rural Appraisal (PRA), Rapid Rural Appraisal (RRA) and Participatory Learning and Action (PLA). The movement arose out of dissatisfaction with conventional approaches to research and assessment in the field of development, which often resulted in the imposition of external ideas and solutions because the problem had not been well understood from the point of view of the intended beneficiaries. Among the main characteristics of the approach are the following elements.
Groups of people (usually referred to as partners rather than beneficiaries) come together with external people (agency representatives) in a joint exploration of areas of difficulty.
In contrast to conventional methods in which the researcher identifies the questions in advance, PAT allow people themselves to raise the questions rather than simply responding to pre-determined ones. This results in people articulating and exploring issues of concern to them, rather than those perceived as important by outsiders.
The groups both generate and analyse the data in order to come to shared (hopefully consensus) decisions. Unlike conventional approaches to assessment in which refugees provide information but the analysis and planning is undertaken by agency staff, in PAT the analysis and planning is undertaken jointly. The process is generally considered empowering for people, and avoids the dangers of refugees providing answers they think the researchers want and expect.
Extensive use is made of visual representations (diagrams, maps, drawings etc.) which help people to express new ideas, challenge ideas that are taken for granted and facilitate self-expression by people who may have limited skills in oral and literate forms of expression. The discussion which follows these forms of representation often enables people to generate creative ideas about the relevant issues and possible ways of responding to them.
Participatory techniques can also generate quantitative information - e.g. by asking people to rank preferences and choices, drawing on their own categories and classifications. It is generally considered preferable, rather than using numerical symbols, to use locally available materials such as stones or beans. Participatory techniques are often used in conjunction with other means of gathering data such as surveys, observation, interviews and focus groups.
Recent years have seen a number of experiments in using these techniques with children and adolescents: some forms of expression (drawing, mapping, miming, role-playing and drama etc.) are especially well-suited to children’s liking of playful and participatory approaches, together with their shorter concentration span than adults.
SOME IDEAS ON USING PARTICIPATORY TECHNIQUES WITH REFUGEES
The following is a small selection of ideas on how PATs might be used as part of a situation analysis strategy in a refugee context:-
· Work with a group of refugee women and girls to identify and analyse security issues by means of community maps and diagrams, and discussion.
· Work with refugees to visually represent the typical daily life and demands on the time of women: daily and/or seasonal calendars may be useful tools to use.
· The use of a range of techniques such as mapping, diagrams, role play, etc. to explore, illustrate and analyse the priority issues which adolescents face in refugee camps or returnee communities.
· The construction of “human ecology” charts to illustrate and analyse the availability of support systems for children and families. Comparative charts (e.g. comparing the village of origin/return and the refugee camp) may be helpful in seeing and analysing the changes which refugees experience.
· The use of “spider diagrams” for adults or young people to depict particular health issues and hazards in their community. This involves a visual representation in which a round spider’s body (in which a particular problem is identified), divided into different areas is surrounded with lines radiating outwards (the spider’s legs) illustrating specific examples of health problems.
SOURCE

Situation Analysis. (1999). Action for the Rights of Children

20. How to assess child-protection needs

This tool suggests good practice for assessing child-protection needs. It is based on Tool 8 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications. This is itself based on “Rapid child protection assessment form in situations of natural disasters” developed by World Vision. Several variants of this form have been developed and are available on the internet. This tool draws on some of those variants as well.
This basic checklist can be used in the different areas in which you work or plan to work. It can be further adapted to assess protection needs for other vulnerable groups too.

Direct threats to life

1. Are there any reported cases of children:

· killed in this disaster

· injured

· missing?

Access to essential services

(Particularly vulnerable children may include, but are not limited to, separated children, street children, girls, disabled children, child-headed households, minority children and children in institutions.)
2. Are there groups of children without access to:

· food

· water

· shelter

· health care

· education?

3. Have these cases been reported? 
4. If yes, to which organisation?

Separated and missing children

(Separated children are those without both parents or without their previous legal or customary primary care-giver, but not necessarily separated from other relatives. They may therefore include children accompanied by other adult family members.)
5. Are there any reported cases of:

· separated children

· families with missing children

· children sent away to safe places?

6. Have families generally moved as a group?

7. Are there groups of children living together without adults?

8. Do they include children less than five years of age?

9. Are there individual adults who have assumed care responsibility for a large group of children?

10. List any organisations taking care of separated children.

11. Are there other serious protection and care concerns for girls not already identified above?

12.  Are there other serious protection and care concerns for boys not already identified above?

13.  Which organisations are working on child-protection issues in the area?
SOURCE
This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
21. How to carry out a field visit
This tool suggests good practice for undertaking a field visit. It is based on sections 4.9 and 4.10 of the Forum Solint Monitoring and Evaluation Manual, which is available online at www.cosv.org.
Introduction
The duration of the field visit will depend on the moment of the project’s life and the nature of project; it is, however, recommended not to plan missions shorter than one week. More time will be needed to visit more than one project in the same region.

Monitoring visits can take place at different points during implementation, depending on the project’s duration, or when particular problems arise. As these visits also address design problems, missions should be organised at the beginning of the implementation phase, so that efforts are not wasted in trying to implement ineffectual design.

Field visits are also an occasion for reviewing the efficiency and effectiveness of the monitoring systems adopted by the coordination offices, therefore the participation of national and/or regional coordinators is advisable.

Purpose and focus

The main purpose of monitoring field visits is to review the whole intervention logic and come up with strategies to deal with problems arising during project implementation. NGO managers will review the information regularly collected by the heads of projects and coordinators and, more specifically, look at the extent to which activities carried out and results attained are achieving the purpose and are likely to achieve the overall objective of the project.

Monitoring through field visits will in particular focus on:

Review of the logframe matrix

· Overall assessment of project design

· Activities

· Purpose

· Overall objective

· Risks and Assumptions

· Capacity of the project to adapt to changes during implementation

Efficiency of implementation to date

· Means planned and used

· Activities planned and implemented

Effectiveness to date

· Achievement of results within the given timeframe (including progress against indicators)

· Beneficiaries’ access to and satisfaction with results

Impact to date

· Progress towards the achievement of the planned overall objective

• Capacity of project to adapt to external factors (including coherence and complementarity with other interventions in the same region)

Progress towards sustainability

· Capacity building – empowerment of local partner/institutions

Preparation of the mission

· Clarify the purpose of the monitoring visit: what will the visit achieve?

· Check the timing with project staff and coordinators: are coordinators and project staff available during the period selected?

· Contact the coordinators and heads of project to finalise the indicative programme of the mission. Ask their opinion on:

a) Methods and approaches for the collection of data and information;
b) Key persons to meet; and 
c) Indicative itinerary.
· Collect and organise background material and reference documents. These might include:

a) Original project design document;
b) Inception report and other previous project monitoring reports; and
c) Any study document on similar projects in the region.
· Finalise the programme of the mission and communicate it to the coordination offices and project staff.

First days in the capital

· Attend a first informal meeting with the coordinators (and heads of project if they are in the capital) in order to:

a) Check that possible meetings with people in the capital have been arranged;
b) Distribute relevant documents; and
c) Discuss further details on field visits.
· Organise a workshop with coordinators (possibly project staff) and local partners, aimed at:

a) Introducing yourself and explaining the purpose of your visit;
b) Reviewing the methods for data and information collection; and
c) Getting initial feedback from local partners on project implementation.
Project site

· Meet local institutions and authorities to introduce the mission (it may be useful to ask local authorities to release a staff member directly concerned with the project to participate in the field work).

· Meet the community leaders to inform them of the purpose of your visit.

· Hold a workshop with project staff, beneficiary representatives and possibly representatives of other local communities. Issues to be touched upon during the workshop might include:

- Progress of the project;
- Introduction of methods for data and information collection; and
- Other specific relevant issues for the monitoring mission.
· Proceed with data and information collection through interviews and other methods previously selected.

· Hold a final workshop to present the preliminary conclusions.

· Meet the local institutions and authorities for a de-briefing in order to assess if they are likely to support possible measures that concern them.

Back in the capital

· Organise a debriefing with coordinators and local partner and discuss the preliminary conclusions.

· Draw the conclusions and recommendations that will be contained in the field visit report, including the assessment of project design.

Back at headquarters

· Present the results of the mission in a debriefing with desk officers, administrators and other NGO staff who might be interested.

· Finalise the field visit report, if possible within the first week after the mission.

· Send the draft report to the local partner and coordinators for comments, specifying that it will be considered approved if comments are not received before a fixed date.

· Send the final version of the report to the local partners, coordinators, project staff and other stakeholders who might be involved in future phases of project implementation.
SOURCE
The Monitoring and Evaluation Manual of the NGOs of the Forum Solint, (2003), Development Researchers’ Network
22. How to set up a complaints and response mechanism

This tool suggests good practice for setting up a complaints and response mechanism. It is based on Tool 12 in “Impact Measurement and Accountability in Emergencies: The Good Enough Guide”, developed by the Emergency Capacity Building Project and available online at www.oxfam.org.uk/publications.
Feedback can be positive or negative: complaints mean that things may have gone wrong. Receiving complaints and responding to them is central to accountability, impact, and learning. 

INFORMATION
Tell people how to complain and that it is their right to do so.

· Use staff and notice boards to give information about complaints processes.
· Be clear about the types of complaint you can and can’t deal with.
· Know your agency’s procedures on abuse or exploitation of beneficiaries.
· Explain details of the appeals process.
ACCESSIBILITY
Make access to the complaints process as easy and safe as possible. Consider:

· How will beneficiaries in remote locations be able to make complaints?

· Can complaints be received verbally or only in writing?

· Is it possible to file a complaint on behalf of somebody else (owing to their illiteracy, fears for their personal safety, inability to travel, etc.)?

PROCEDURES
Describe how complaints will be handled:

· Develop a standard complaints form.
· Give the complainant a receipt, preferably a copy of their signed form.
· Enable an investigation to be tracked and keep statistics on complaints and responses.
· Keep complaint files confidential. Ensure discussion about the complaint cannot be traced back to the individual complainant.
· Know your agency’s procedures for dealing with complaints against staff.
RESPONSE
Give beneficiaries a response to their complaint:

· Make sure each complainant receives a response and appropriate action.
· Be consistent: ensure similar complaints receive a similar response.
· Maintain oversight of complaints processes and have an appeals process.
LEARNING
Learning from complaints and mistakes:

· Collect statistics and track any trends.
· Feed learning into decision-making and project activities.
SOURCE
This tool is adapted by the publisher from Impact Measurement and Accountability in Emergencies: The Good Enough Guide, developed by the Emergency Capacity Building Project and published by Oxfam GB 2007 with the permission of Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford OX4 2JY UK www.oxfam.org.uk. Oxfam GB does not necessarily endorse any text or activities that accompany the materials, nor has it approved the adapted text.
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Box 1: Indicators





Indicators show performance. In logframe analysis and planning, they play a crucial role:





They specify realistic targets (minimum and otherwise) for measuring or judging if the objectives at each level have been achieved;


They provide the basis for monitoring, review and evaluation so feeding back into the management of programme/project implementation and into lesson learning and planning for other subsequent programme/projects;


The process of setting indicators contributes to transparency, consensus and ownership of the overall objectives, logframe and plan.





Some important points:





Who sets indicators is fundamental, not only to ownership and transparency but also to the effectiveness of the indicators chosen. Setting objectives and indicators should be a crucial opportunity for participatory management.





A variety of indicator types is more likely to be effective; the demand for objective verification may mean that focus is given to the quantitative or to the simplistic at the expense of indicators that are harder to verify but which may better capture the essence of the change taking place.





The fewer the indicators the better: Measuring change is costly so use as few indicators as possible. But there must be indicators in sufficient number to measure the breadth of changes happening and to provide the triangulation (cross-checking) required. 
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