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A. How to use this manual
This manual contains a 4 page introduction to SMERF and then an annexure of 9 guidance notes.
The guidance notes contain tools for Sector Coordinating Units to apply in their Sector Planning Outcomes Mapping and
Monitoring and Evaluation planning.
Guidance Note 1: Discussing Monitoring Evaluation Reporting Frameworks Design Principles
Guidance Note 2: Building a Sector Plan (SP) Outcomes Map (OM)
Guidance Note 3: Building Sector Plan Monitoring Evaluation and Reporting Frameworks and Plans
Guidance Note 4: Samoa Monitoring Evaluation Reporting Framework Standard Definitions
Guidance Note 5: Monitoring Evaluation Reporting Framework Standard Competencies
Guidance Note 6: Strategy for the Development of Samoa Monitoring Evaluation Reporting Framework Template
Guidance Note 7: Sector Plan (SP) Status Report for GoS Cabinet Development Committee (CDC)
Guidance Note 8. Example Sector Plan Outcome Map, Monitoring and Evaluation Plan
Guidance Note 9. Tools for Use by SP Teams
B. Introduction
This Samoa Monitoring Evaluation Reporting Framework (SMERF) manual provides a guide for design of Sector Plans (SPs)
outcome or ‗theory of change‘ maps (OM) and building of SP Monitoring Evaluation Reporting Frameworks (MERF) and/or plans.
SP OMs and their associated monitoring and evaluation plans provide the context and method for assessment of progress towards
achievement of ‗end of SP‘ outcomes and the key outcomes of The Strategy for the Development of Samoa (SDS). The SMERF
manual focuses on achieving clarity of description of the causal pathway to achieve the desired ‗end of SP‘ outcomes and a plan
for monitoring and reporting the progress made towards achieving ‗end of SP‘ outcomes. An OM not only tests the logic of the
pathway to achieving the ‗end of SP‘ outcomes and links relevant ‗end of SP‘ outcomes, it is also utilised as a base for planning SP
monitoring and evaluation.
Monitoring, evaluation and reporting enables the Government of Samoa (GoS) to check the ―bottom line‖ of intended SP
investments - ―have we made a difference, were we effective and efficient and is what we did relevant, long lasting and
compliant‖? The SMERF manual aims to;
1. Help align planning and reporting on progress made towards ‗end of SP‘ outcomes with SDS key outcomes described;
2. Maximise the benefits of SP investments to the beneficiaries targeted through improved alignment of Public Sector
Investment Program (PSIP) and Medium Term Expenditure Framework (MTEF) planning with SPs and the SDS key
outcomes;
3. Embed a more empowering and participatory management approach for PSIPs derived from SPs supporting adaptive
management of programs, partner and beneficiary participation and aligning of sector and Ministry/Agency monitoring and
evaluative actions;
4. Encourage the use of a Participatory Outcomes Mapping (POM) approach for SP development by Sector Coordinators
(SC) and Ministry/Agency teams to improve clarity of ‗end of SP‘ outcomes and their causal pathway, enable participation
of stakeholders especially donor partners and establish a base and common format for SP and SDS monitoring,
evaluation and reporting;
5. Adopt an evaluative learning approach by partners and participants in SP delivery and design, learning about what worked
during delivery through asking the right questions about performance; and
6. Reporting in a more meaningful way to the Government of Samoa (GoS) on progress in delivering the ‗end of SP‘ and
progress towards SDS key outcomes.
Guidance Note 1 provides a summary overview of the SMERF manual approach to developing a SP OM and monitoring and
evaluation plan.
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C. SMERF Guidelines
The SMERF guidelines include:
I.
Participatory Outcomes Mapping (POM):
Using an OM to describe the causal pathway to achieving the ‗end of SP‘ outcomes desired from SP investments also links the
different SP outcomes. SCs will need to engage relevant Ministries/Agencies, donor partners and community and industry
stakeholders in building the SP OM and in reviewing the OM at annual reviews. This will lead to:
1. More empowered stakeholders with ownership of the SP design,
2. A more logical description of the SP causal pathway on which to base a monitoring, evaluation, reporting plan,
3. Better key stakeholder dialogue on results at all phases of delivery and reviews of the SP; and
4. Proactively aligning Ministry/Agency and program management with monitoring, evaluation and reporting
activities for the SDS.
An OM provides a description of the consequential steps to achieve an ‗end of SP‘ outcome that can be tested and also helps to
determine when and what to monitor so resources are used effectively. Building the SP OM‘1 as a participatory activity with key
stakeholders supports the testing of the SP linkage to the SDS and Ministry/Agency corporate plans, establishes more common
perceptions about the sequential flow of steps in the SP and develops a format to base a monitoring and evaluation plan that
provides for SP and SDS reporting needs. The OM will also enable exploration of the intermediate outcome steps expected as a
result of outputs being achieved. Guidance Note 2 describes the methodology to build a participatory OM.
II.
Developing a sector monitoring evaluation reporting plan on an OM format:
An OM format provides a base for building a sector monitoring evaluation and reporting framework/plan as well as a way to collate
and analyse monitoring and evaluative information for reporting and learning about SP progress. The steps in building a monitoring
and evaluation framework/plan from an OM include identifying and documenting;
1. The assumptions inherent in achieving the causal steps in the SP OM.
Identifying assumptions supports development of performance questions and identifies some implementation risks;
2. Users for monitoring and evaluation information and their uses of information about the SP.
Identifying the users who have questions/obligations for use of the monitoring and evaluation information and the
likely use of information in improvement and reporting actions needs to done as a participatory exercise with
stakeholders;
3. Performance questions for steps along the causal pathway of the SP.
Indicators for each specific evaluation question related to each causal step in the OM are identified. Performance
questions are answered through identifying specific indicators to be monitored and monitoring methods. Methods
need to be culturally appropriate, gender inclusive and collect sex disaggregated data;
4. Evaluation research design options for answering key evaluation questions.
For the key evaluation questions only, decide on an evaluation research design (before deciding on monitoring
method/s). Evaluation designs include experimental, quasi experimental, implicit/unstructured and mixed designs;
and
5. Format for progressive collation, documentation and participatory interpretation of monitoring
information on implementation of the SP to assist sector reporting and learning.

1

Participatory Outcomes Mapping (POM); a theory of how a plan will bring about change.
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Collating data in the OM format enables analysing and reporting results. Qualitative and quantitative information can
be assessed and interpreted in the context of the OM and shared with stakeholders and beneficiaries as required.
Use participatory SP team based assessment processes for SP annual reviews.
Guidance Note 3 contains information on how to achieve and document steps 1 to 5 above.
III.
Application of SMERF Standard Definitions and monitoring and evaluation ethics:
SCs will need to ensure application of evaluation and monitoring ethical principles and use of standards2 for all evaluation and
monitoring activities including, where appropriate, sex disaggregation of monitoring data.
Guidance Note 4 provides a list of standard definitions for use in Samoa for SPs and Guidance Note 5 a list of competencies
thought desirable for monitoring and evaluation personnel.
IV.
Principles and outputs for SP annual reviews:
The purpose of the SP Annual Review process is to:
1.Identify progress (what worked) towards achievement of current ‗end of SP‘ outcomes and collate and test evidence of
progress in a participatory way;
2.Review the SP OM using participatory processes;
3.Identify challenges, opportunities, strengths and weaknesses in achieving the reviewed ‗end of SP‘ outcomes given
baseline information trends; and
4.Enable ongoing participation by stakeholders in the SP delivery.
Principles to be applied for SP annual reviews include:
1.Ensuring inclusion of key stakeholders including donors, partners, community, industry, GoS and Ministry/Agency
representatives as appropriate in the annual review process;
2.Applying participatory and rigorous methods during the review process; and
3.Review ‗past, present and future contexts for delivery of the SP.
Methods to be utilised (among others) include;
1. Beginning with identifying what worked over the last year and why;
2. Using participatory processes to review the evidence available about progress made towards SP outcomes; and
3. Reviewing and modifying the SP OM.
Annual review reports are required for SP monitoring and feedback to the GoS, partners, donors and stakeholders. Annual reports
are also used by to capture information for Ministry/Agency reports and vice versa. Reports should focus on progress towards ‗end
of SP‘ outcomes through the causal steps identified in the OM described in the SP document.
Guidance Note 6 provides a template for aligning SP high level review information with SDS key outcome and priority areas and
Guidance Note 7 provides a template for annual review reports to the GoS Cabinet Development Committee (CDC).
V.
Example Sector Plan and Monitoring and Evaluation Plan
This example SP OM and Monitoring and Evaluation Plan is designed to be a sector planning tool to help SCs work through OM
and development of a monitoring and evaluation plan based on an OM. Using an actual SP better demonstrates the process for:
 Framing the SP design with an OM to better demonstrate consequential steps for achievement of realistic ‗end of SP‘
outcomes and eventually the SDS outcomes; and
 Sharing understanding and ownership of the SP OM approach for describing SP intermediate outcomes, outputs,
activities and ‘end of SP‘ outcomes;
2

Ethical guidelines such as the Australasian Evaluation Society Inc. Guidelines for the Ethical Conduct of Evaluations.
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Guidance Note 8 contains an OM and monitoring and evaluation plan for a model SP, in this case a ‗virtual‘ edition of the Finance
SP 2013/14 – 2017/18.
VI.
Toolkit for SP Teams
Guidance Note 9 provides a range of tools for SC units to employ to support implementation and reporting on their SPs. These
include;
1. Template 1. Meeting / Event/ Workshop Attendance Record;
2. Template 2. Workshop/ Training Evaluation Form;
3. Template 3. Sample Post Workshop/ Training Course participant follow up questionnaire;
4. Template 4. Sample Interview Protocol suitable for use with groups or individuals;
5. Template 5. Site Monitoring Visit checklist; and
6. Template 6. Standard Meeting Notes.
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Annexure
1. Guidance Note 1: Discussing Monitoring Evaluation Reporting Frameworks Design Principles

3

Figure 1. Relevant monitoring information aligned to the outcomes in the Sector Plan (SP) or Strategy for the Development of
Samoa (SDS) allows the sector and SDS monitoring and evaluation questions to be answered.
Best practice in international and national sector monitoring and evaluation experiences identify the following principles:
A. Describe the ‗Outcomes Map‘ for the investment or intervention. Understanding and documenting the context and causal
chain expected from the investment to achieve the ‗end of SP‘ outcomes, linking relevant outcomes, describing the investment
implementation context and listing the assumptions inherent in the design sets up a background format to establish monitoring,
evaluation and reporting frameworks and plans. If you want to link the SP output with an outcome(s) this step is critical.

4

Figure 2. The rationale for inputs, activities to be resourced to achieve „end of SP‟ outcomes in 5 years needs to be conceptually
and logically articulated, particularly for changes that involve people and organisations.
B. Identify the assumptions inherent in the SP design at each level of outcome in the outcomes map. Assumptions represent
some level of monitoring and evaluation questions as well as some of the risks in implementation.
C. Identify the users (who have questions/obligations) for the monitoring and evaluation information and the likely use of
information in learning and reporting actions.
D. Develop broad and specific evaluation questions – evaluation questions need to be developed for each of the ‗end of SP‘
outcomes and key causal steps (inputs, activities, outputs, intermediate outcome change). Broader questions include impact,

3 Cartoons
4 Michael

are derived from the Government of Australia, Natural Resource Management, MERI Framework Training Materials developed by Clear Horizon.
Quinn Patton May, 2008.
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appropriateness/relevance, sustainability/legacy, effectiveness, governance/accountability, gender and efficiency questions as
required.
E. Identify indicators/measures – identify exactly what needs to be measured to answer the monitoring and evaluation
questions. What changed, why and where?

Figure 3. Asking the right question and choosing the right indicator is fundamental to accessing the information you need to report.
F. Apply mixed methods – identify the quantitative and qualitative methods needed to measure indicators on progress towards
‗end of SP‘ outcomes, with rigour applied to the precise methods chosen. Quantitative methods often show what changed and
qualitative methods can attribute the change to the investment.

Figure 4. Choosing the monitoring method before identifying questions to be answered and indicators, locks information gathering
into an approach that may not suit your needs.
G. Report results aligned with the outcome map for the sector plan or program – qualitative and quantitative information
needs to be assessed in a participatory way with stakeholders and interpreted in the context of the expected ‗end of SP‘
outcomes resulting from the invested programs.
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Figure 5. Aligning monitoring information to the relevant levels in the outcomes map allows reporting and learning through the OM
steps in implementing the SP.
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2. Guidance Note 2: Building a Sector Plan (SP) Outcomes Map (OM)
A Participatory Outcomes Map (POM), in the Samoan Way, engages key stakeholders in a facilitated participatory process,
promoting learning and providing a framework for ‗action–research‘ on processes of change to achieve the planned ‗end of SP‘
outcomes. The participants in a building a SP including Ministry/Agency staff, key stakeholders, partners and beneficiaries together
co-construct the rationale and relevant outcome linkages, the causal steps for achieving the ‗end of SP‘ outcomes desired.
An Outcomes Map results in a conceptual plan that articulates the rationale behind a SP – what are understood to be the
cause-and-effect relationships between inputs, activities, outputs, intermediate outcomes and ‗end of SP‘ outcomes. It is built as
a participatory activity at early stages of design and becomes, among other things, a base for the development of a monitoring,
evaluation and reporting plan. Represented as a diagram, an outcomes map in the Samoa way, shows a series of expected
essential consequences (indicators of success), not just a sequence of events and can be described as a form of design
clarification and outcomes linking.
How do you build an Outcomes Map?
To develop an OM it is more strategic to start at the top, clarifying the ‗end of SP‘ outcomes first, and then work downwards to
activities and inputs with relevant program partners and participants included. The key question being - “What needs to happen
before this step can happen?” The causal steps identified are in effect the ‗stop‘ and ‗go‘ points in the sequential life of achieving a
SP outcome. POM can be applied at the program, project, SP or corporate level.
Different flavours of Outcome Mapping
There is little consensus with regard to terminology. Some people use terms such as ‗program theory‘, ‗outcomes map‘, program
logic, ‗impact pathway analyses and ‗theory of change‘ interchangeably. Others may make the following distinctions:
 Systems diagram (input-process-output-outcome);
 Outcomes mapping (OM) - As a monitoring and evaluation approach, OM usually refers to a mapping of outcome
linkages in a series of plans, strategies or programs. In the SMERF, OM is defined as ‗unpacking a SP‘s theory of
change and mapping outcome linkages providing a framework to collect information on initial changes that lead to
longer, more transformative change, and provides a framework for planning an assessment of progress made towards
achieving the ‗end of SP‘ outcomes;
 Bennett‟s Hierarchy - an example of a generic program theory model for agricultural extension. The Hierarchy uses
seven steps to describe how extension programs are thought to bring about change in people (Bennett 1975 and
1995);
 Program Logic /theory of change - this is a way of mapping causal steps inherent in achieving the ‗end of SP‘ or a
program or project outcomes. It starts with a blank sheet of paper, and the team develops a non-linear model of the
causal steps intended based on group knowledge of the program; and
 Logical plans or „log frames‟ – a linear model of input, activity and outputs expected with no intermediate outcomes
identified. Log frames also include a column for measurable indicators.
When do you use Outcome Mapping?
Develop an OM model during the development or review of a SP or program and refine it during normal SP management review
processes.
Why do an Outcomes Map?
There are two main reasons for developing an OM: To
i.
Evaluate or clarify the logic or rationale of the SP or program especially with partners, often when the SP or program is in
development or during annual reviews; and
ii.
Provide the basis for a plan for learning and improving through monitoring, evaluation and reporting on the performance
of a SP or program.
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Who develops the SP Outcomes Map?
There are enormous benefits in drawing up a SP OM with key stakeholders and Ministry/Agency coordinating team members.
These benefits include:
i.
Helping the team gain a shared vision of what the SP and consequent programs are trying to achieve and how they
are linked;
ii.
Gaining a shared understanding of how the SP and strategies fit together to bring about ‗end of SP‘ outcomes;
iii.
Building a commonly understood SP provides a format for developing an monitoring and evaluation plan;
iv.
Including a greater depth of knowledge and cultural diversity in design;
v.
Enabling cross cutting issues are considered appropriately; and
vi.
Helping partners or staff understand how their work fits in with the bigger picture.
Example OM template. (Can be a flow diagram, chart, table or a wall paper chart.)
Outcome level
Longer Term Outcome

‘End of SP’ outcomes

Intermediate outcomes

Immediate outcomes

Description
The overall changes the GoS and other SP partners are hoping to achieve with the SP. These
changes are not expected to be seen during the life of the SP. They flow from the SDS 2016 – 2020.
A desired future condition.
The ‗end of SP‘ outcomes that are expected to be realistically achieved in the life of the SP. Note:
Sometimes we have unexpected ‗end of SP‘ outcomes (these may be positive or negative) as a
consequence of our SPs!
The ‗steps along the way‘ to achievement of ‗end of SP‘ outcomes. For example they can include:
 Changes in the way institutions, industry groups and systems function; changes in policy
and governance;
 Changes in individual and group behaviour and practice;
 Changes in access to knowledge and information and how that information is used
 Increased motivation and confidence to undertake relevant work, improvement in attitudes;
and
 Increase in skills and knowledge.
The immediate observable changes as the result of activities e.g. # of women and men trained in a
particular practice or skill.

Outputs

Specific achievements or deliverable resulting from an activity (can be interchangeable with
Immediate Outcome) e.g. # of training events successfully delivered

Activities

The actual significant tasks undertaken to implement a SP design

Inputs

Human resources, Funds, Materials, Intellectual property

Foundation
(Getting Ready)

For example, can include development of:

relevant plans e.g. Stakeholder communication and engagement plan;

completion of prior relevant research; and

establishment of agreements or contracts.
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3. Guidance Note 3: Building Sector Plan Monitoring Evaluation and Reporting Frameworks and Plans
These templates provide a framework for monitoring, evaluating and reporting on Sector Plans (SP). All SPs will need to utilise a
Monitoring, Evaluation and Reporting Framework (MERF) to support planning for monitoring, evaluating and reporting on
achievement of SP and Strategy for the Development of Samoa (SDS) outcomes. The Ministry of Finance (MoF) EPPD group will
support Sector Coordinators as they develop sector monitoring and evaluation plans based on the SMERF using participatory
processes across stakeholders, Ministries/Agencies and donors.
A. Components of a SP Monitoring Evaluation Reporting Plan
SP Monitoring Evaluation and Reporting plans are expected to contain these components:
1

2

3
4

5

6
7
8

Map the Outcomes: Develop, test and describe, using a participatory outcome mapping process (SMERF Guidance Note
Number 2), the activities, outputs, intermediate outcomes and ‗End of SP‘ outcomes to be achieved by the SP as a causal
pathway through to achievement of ‗end of SP‘ outcomes. Be critical about the implied cause and effect relationships;
Describe Assumptions: Assumptions are the pre-conditions that must be in place for an activity to achieve an outcome e.g.
‗for this outcome to be achieved it is assumed that …‘. Assumptions are best developed in a stakeholder workshop group.
Identification of assumptions will support risk assessments for the project as well as form the basis for some SP performance
questions. Assumptions can be prioritised;
Users and their Uses: List the key users for monitoring, evaluation and reporting information at Sector level, ‗Who needs to
know what‘ about the SP progress and how they will use that information;
Monitoring and Evaluation Questions: Develop Monitoring and Evaluation Questions to guide your indicator choice:
 Key evaluation questions deal with a selection of higher order issues of governance, effectiveness, appropriateness
(relevance), efficiency, legacy, impact, and cross cutting issues e.g. gender;
 Outcome evaluation questions deal with progress towards achieving ‗end of SP‘ outcomes and identification of unplanned
outcomes; and
 Specific evaluation questions such as: Were certain inputs delivered, activities undertaken or outputs achieved or not or
are you confident they will be?
Describe indicators: Indicators are the units of data / information that will be collected to answer the monitoring and
evaluation questions. Every indicator is predicated on a question. Baseline indicators need to be incorporated into a baseline
research project;
Monitoring and data/information collection methods: The methods for collecting data/information e.g. sources and
methods, to inform the indicators should be identified and responsibility for collection allocated;
Plan for relevant evaluations. Dependent on the overall SP complexity, consider priority key evaluations that should be
planned, carefully considering design; and
Develop a Baseline project: It could be valuable to plan for a baseline monitoring project on ‗the state of and trend in
condition‘ of the area. This could be achieved through a participatory learning exercise with stakeholders using quantitative
and qualitative information (not necessarily undertaking complex research).

To remind ourselves the different purposes of monitoring and evaluation:
Monitoring: Is the regular collection and analysis of information to assist timely decision making, ensure accountability and provide
the basis for evaluation and learning.
Evaluation: Is a process of information collection that tends to focus on the impact, appropriateness/relevance, efficiency,
effectiveness, sustainability and governance of SPs – evaluation being defined as the ‗systematic investigation of the merit or
worth‘ of a program or plan or strategy.
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B. Sector Plan Outcome Mapping Process and Templates
Step 1. Outcomes Map (Program Logic) building described – Guidance Note 1.
A Participatory Outcomes Map (POM), in the Samoan Way, engages key stakeholders in a facilitated participatory process,
promoting learning and providing a framework for ‗action–research‘ on processes of change to achieve the planned ‗end of SP‘
outcomes. The participants in a building a SP including Ministry/Agency staff, key stakeholders, donor partners and beneficiaries
together co-construct the rationale, identify the causal steps for achieving the ‗end of SP‘ outcomes desired and link relevant
outcomes.
Step 2. Identifying assumptions that underpin the rationale in the SP OM
Table 2. For the outcomes in the SP outcomes map to be achieved it is assumed that:
Outcomes

Assumptions

End of SP Outcomes
5 years
Intermediate Outcomes
Example changes
Group or institutional practice change
Key individual practice change
Individual Confidence, knowledge and
skills change
Access to information
Outputs
Outputs
Activities
Inputs
Getting Ready

Step 3 Defining users and uses of monitoring, evaluation and reporting information
‘Who wants to know what’ about the SP or program and how we are progressing, how will the users use the information?
Table 3.Users and uses of Sector Plan information
Users: Who needs to know what about what we are
doing and how we are progressing with the SP?
1
2
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Uses:
What information do they need?
What will they do with the information?
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Step 4. Establishing Monitoring and Evaluation questions;
Monitoring and Evaluation Questions: The M&E questions take three forms:
1. Key SP evaluation questions assess the SP in terms of governance, appropriateness (relevance), effectiveness,
impact, efficiency (benefit / cost), gender and legacy (Table 4). For the key evaluation questions only, an evaluation
research design (before deciding on monitoring method/s) needs to be considered. Evaluation designs include experimental,
quasi experimental, implicit/unstructured and mixed designs Table 5 contains an explanation of evaluation design options;

2. End of SP outcomes questions; and
3. Specific monitoring and evaluation questions about each causal step of the OM for the SP. (Table 6). Develop these
activity specific questions in a workshop setting against each agreed SP outcome step. Make sure that the questions
are logically those that would be asked by important stakeholders about progress towards the SP outcomes.
Table 4. SP Key evaluation questions
Data
Indicator collection
methods

Evaluation purpose

Key Evaluation Question

Impact.
Achievement of end of SP
outcomes.

What outcomes have occurred, either directly or
indirectly produced by the SP programs? What, if any,
unanticipated (adverse) outcomes or other outcomes
have resulted?

Effectiveness.
Achievement of activities and
outputs planned, using the
inputs and techniques
planned.

To what extent have the type, level and context of the
inputs and activities made progress towards the
desired SP and programs activities, outputs and
outcomes, Why or why not?

Appropriateness
(Relevance).

Did the SP or program meet the relevant needs of the
intended beneficiaries?
To what extent are the activities and outputs proving
useful in engaging and influencing the targeted
stakeholders?

Sustainability.

Will there be ongoing impacts from the SP, programs
– Why or why not? Will the changes last?

Efficiency.

Did SP or programs management obtain the highest
value out of project resources (benefit/cost)?

Governance.

Did SP or programs management actions comply with
the set of responsibilities and practices, policies and
procedures, set by Government of Samoa and any
partner country?

Cross Cutting or special
question e.g. gender equity
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Table 5. Potential key evaluation question research designs.
Research Design & Method

Conducive circumstances

Strengths - Weaknesses

Randomised Controlled Trials (RCT) Potential beneficiaries are randomly selected into
an investment group that receives the investment
and a control group that does not receive the
investment.

Can be applied prior to the start of an
investment.
Probably best suited to simple cause and
effect situations.

Offer the most rigorous of methods of establishing causal inference; however,
control groups for more complex programs/projects are difficult to establish
especially in developing countries. Subject to threats to external validity and
some of the threats to internal validity.

Quasi-Experimental Designs
Including design variations e.g. Pre
project/ Post project; Historical/Time
series Designs; Post-project- only.
Non Experimental Direct Analysis or
Implicit Design

Appropriate where randomised
assignment is not an option; can be
applied to complex situations.

Takes creativity and skill to design, but can give highly accurate findings.
Attention must be paid to addressing threats to internal validity. There are
significant social and ethical risks in constructing control groups in developing
country situations.
Flexible to implement and can be used for exploratory research. Offer little
objective evidence of the results. Best applied with multiple lines of evidence.

Mixed Design

SMERF Manual 25/08/15

Brief Description

Attempts to compare beneficiaries who have
received the investment with an ‗equivalent‘ control
group. The evaluator attempts to minimise the
differences between the two groups.
Examines only the group receiving the investment;
usually only after an investment has been
implemented.
Utilises different evaluation designs to collect and
assess evidence. Usually a mixture of implicit and
quasi experimental but can also include RCT
elements.
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Used where a comparison group is not a
feasible option.
Used where some baseline information
exists, collected in a rigorous way and
research outputs are expected to lead to
development outcomes.

Utilises the best of both quantitative and qualitative methods for collecting
and assessing evidence.
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Table 6. SP specific monitoring and evaluation questions for the causal steps in the OM and outcomes (To be developed by
partner/stakeholder workshop participants)
End of SP or Program
Outcomes

Specific Evaluation Questions

Indicator

Data collection
methods

Responsibility for Data
Collection and Timing

End of SP Outcomes
SP outcome 1

Was the outcome achieved or will it be
achieved? If not why not?

SP Outcome 2

Was the outcome achieved or will it be
achieved? If not why not?

Intermediate outcomes (examples provided below – work out the intermediate outcomes that are appropriate for your project)
Examples:
Institutional or group
practice change
Key individual practice
change
Confidence, knowledge
and skills change
Access to information
Outputs

Activities

Inputs

Getting Ready

SMERF Manual 25/08/15
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Step 5. MERF Results Chart and Reporting Framework
Table 7. SP Overall results chart and reporting
Outcome level and expected outcome

Getting Ready
The performance questions identified in Table
5 and following the same format as the OM
are inserted in the relevant sections.

Narrative description of quantitative
information from reports, reviews,
evaluations, surveys and adoption.

Results Statement5:

Outputs
Inputs
Results Statement:
Activities/ Outputs
Results Statement:
Intermediate Outcomes
Access to information
Results Statement:
Confidence knowledge and skills change
Results Statement:
Key individual practice change
Results Statement:
Institutional and group practice change
Results Statement:
End of SP outcomes
Outcome 1
Results Statement
Outcome 2
Results Statement
Outcome 3
Results Statement

5

A summary view of the meaning of the information presented in the two columns above.
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4. Guidance Note 4: Samoa Monitoring Evaluation Reporting Framework Standard Definitions6
Accountability:
Activities:
Appropriateness:
Assumption:
Attribution:
Baseline Information:
Beneficiaries:
Capacity Development:
Causal relationship:
Contribution:
Effectiveness:
Efficiency:
Evaluability:
Evaluation questions:
Evaluation:

6

The obligation of an individual or organization to account for its activities, accept responsibility for them, and to disclose the results in a transparent
manner. It also includes the responsibility for money or other entrusted property.
Actions taken or work performed through which inputs such as funds, technical assistance, and other types of resources are mobilized to produce specific
outputs that in turn lead to intermediate outcomes and eventually ‗end of SP‘ outcomes.
A determination made through comparing the program with the needs of the intended beneficiaries.
Any external factor (such as an event, condition or decision) that could affect the progress or success of a program, largely or completely beyond the control of
program/project managers. Critical assumptions are those conditions perceived to threaten the implementation.
The causal link of one thing to another. E.g. the extent to which observed (or expected) changes can be linked to a specific intervention in view of the effects of
other interventions or confounding factors.
Usually consisting of facts and figures collected at the initial information stages of a project—that provides a basis for measuring progress in achieving
project objectives and outputs.
The individuals, groups, or organisations, whether targeted or not, that benefit directly or indirectly, from the intervention.
―. . . the process of developing competencies and capabilities in individuals, groups, organisations, sectors or countries which will lead to sustained and selfgenerating performance improvement".
A logical connection or cause-and-effect linkage existing in the achievement of related, interdependent results. Generally the term refers to plausible
linkages, not statistically accurate relationships.
Contribution Analysis is an approach for assessing causal questions and inferring causality in real-life program evaluations.
A measure of the extent to which a program, project or initiative has attained, or is expected to attain, its relevant objectives efficiently.
The notion of getting the highest value out of program or project resources.
Extent to which an intervention or program/intervention can be evaluated in a reliable and credible fashion.
These questions link to the outcomes in the different levels of the program logic, both overarching and specific questions and to the six key evaluation
question categories—appropriateness, impact, effectiveness, efficiency, governance and sustainability.
Is a process of information collection that tends to focus on the impact of our activities – defined as the ‗systematic investigation of the merit or worth‘. The
term evaluation in the sector planning context encompasses periodic assessment of the SP or program ‗through a set of applied research techniques to
generate systematic information that can help improve performance‘.

Definitions were derived from several sources across the literature and monitoring and evaluation associations, national organisations and aid agencies and modified for Samoa preferences and context.
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Findings:
Goal:
Governance:
Impact:
Indicator:
Inputs:
Intermediate outcomes:
Key evaluation question:
Legacy:
Logical framework:
Monitoring and Evaluation:
Monitoring:

Outcome Mapping (OM):

Participatory Outcome
Mapping (POM):
Outcomes:

SMERF Manual 25/08/15

Factual statements based on evidence from one or more evaluations.
The higher-order objective to which a program is intended to contribute.
―—the set of responsibilities and practices, policies and procedures, exercised by an agency‘s executive, to provide strategic direction, ensure objectives
are achieved, manage risks and use resources responsibly and with accountability‘;
A change in the condition of biophysical, social, economic and/or institutional assets/circumstances. An impact may be positive or negative, primary or
secondary, short term or long term, direct or indirect, and/or intended or unintended.
A quantitative or qualitative factor or variable that provides a simple and reliable basis for assessing achievement, change or performance. It is a unit of
information measured over time that can help answer questions.
The cash and in-kind expenditures to deliver outputs to the initial (and sometimes final) user.
Planned changes in organisations and people in areas such as skills, knowledge, access to information, confidence, motivation, individual and group or
organisational practice/policy change.
The question to be addressed in order to assess the worth or significance of a project, program or initiative in relation to its goals. This overarching question
frames the evaluation and usually includes a selection from appropriateness, impact, effectiveness, governance, efficiency and legacy questions.
The enduring consequences of past investments, policies or actions that can be captured and/or bequeathed.
A logical framework (or log frame) is a management tool that assists in project design by clearly stating the key components, inputs, activities and outputs,
how these components are linked and how success will be measured.
An appropriate system that provides sufficient information and is being used to assess progress towards meeting the policy, strategy, program and/or
project goals and outcomes.
The regular collection and analysis of information to assist timely decision making, ensure accountability and provide the basis for evaluation and learning.
It is a continuing function that uses methodical collection of data to provide management and the main stakeholders of an ongoing project or program with
early indications of progress and achievement of objectives.
An approach for planning, monitoring and evaluating development. OM unpacks an investments or SP rationale, links relevant sector outcomes, provides a
framework to collect data on causal changes, especially people and organisational, that lead to ‗end of SP‘ outcomes, and provides a framework for
monitoring and evaluation and reporting.
POM engages key stakeholders in a facilitated structured participatory process, promoting learning and providing a plan for ‗action–research‘ on processes
of change to achieve the planned ‗end of SP‘ outcomes.
Changes in practices, policy and social, economic and environmental circumstances that result from the influence of the activities and outputs on the
targeted group. Outcomes can be social, economic and/or environmental, expected and unexpected, intended or unintended. Described in the past tense.
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Outputs:
Participatory Program Logic
(PPL):
Program Logic (PL):
Qualitative Information:
Quantitative Information:
Stakeholder:
Stakeholders:
Strategy:
Performance Target:
Theory of Change (ToC):
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Results of the inputs/activities that can be adopted or are inputs into achievement of intermediate outcomes; these may be intended or unintended and can
be a by-product. A result of project activity e.g. certified individuals as a result of a training activity.
PPL engages stakeholders in a structured participatory process, promoting learning and providing a plan for ‗action–research‘ on processes of change to
achieve the planned outcomes. A project design and management approach where the participants in a project including project staff, key stakeholders and
beneficiaries together co-construct their program theory.
Is a conceptual plan that articulates the rationale behind a program – what are understood to be the cause-and-effect relationships between activities,
outputs, intermediate outcomes and ‗end of SP‘ outcomes.
Verbal and other information such as minutes from meetings, interviews and observation notes. Qualitative data describe people‘s knowledge, attitudes,
experiences and/or behaviours.
Data and information measured or measurable by, or concerned with, quantity and expressed in numbers or quantities.
A person, group, or entity who has a direct or indirect role and interest in the goals or objectives and implementation of a program/intervention and/or its
evaluation.
Agencies, organisations, institutions, entities, groups and individuals who influence or who are directly or indirectly influenced or affected by a project or
programme can be defined as stakeholders.
Broadly stated means of deploying resources to achieve outcomes and goals.
A specification of what outcomes and intermediate outcomes a program/intervention is working towards, expressed as a measurable value; the desired
value for an indicator at a particular point in time.
Mapping a theory of change of how a project will bring about impact. Mapping of the interactions that need to occur between inputs and activities and the
end users of the outputs in order to achieve the desired outcomes.
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5. Guidance Note 5: Monitoring Evaluation Reporting Framework Standard Competencies7
Competency Group 1.0 Reflective Practice

Understands and applies MoF (EPPD) Monitoring and Evaluation frameworks and standards8
 Acts ethically
 Respects all stakeholders
 Considers human rights and public welfare in Monitoring and Evaluation practice
 Pursues professional networks and self-development.
Competency Group 2.0 Technical Practice
 Understands the knowledge base of Monitoring and Evaluation (models, methods and tools)
 Develops and understands program rationale (e.g. through outcomes mapping, program logic, theory of change etc.)
 Determines the purpose for the Monitoring and Evaluation
 Develops Monitoring and Evaluation questions
 Understand and operationalize Monitoring and Evaluation frameworks
 Understands terms of reference for Monitoring and Evaluation designs
 Understands different data collection methods (quantitative, qualitative or mixed)
 Negotiates collection of data with stakeholders
 Analyses and interprets data collected
 Draws conclusions and makes recommendations
 Prepares reports on Monitoring and Evaluation findings and results
 Understands MoF SDS and Sector Planning pathway
 Applies these skills in supporting implementation of MoF Monitoring and Evaluation standards
 Applies a range of these skills in conducting Field Monitoring.
Competency 3.0 Situational Practice
 Identifies impacted stakeholders
 Identifies the interests of key stakeholders
 Practices key stakeholder engagement
 Identifies information users
 Understands the needs of information users
 Shares monitoring, evaluation and reporting expertise
 Supports the use of monitoring and evaluation information.

7 Adapted

for the Samoa Context from the DFAT PNG Aid Program, Monitoring and Evaluation Capacity Building (MECB) Project.
include strategy and program design frameworks, Monitoring and Evaluation frameworks, principles and tools.

8 Standards
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6. Guidance Note 6: Strategy for the Development of Samoa Monitoring Evaluation Reporting Framework Template
The Samoa Monitoring, Evaluation Reporting Framework (SMERF) for Sector Plans (SP) and the Strategy for the Development of
Samoa (SDS) has a number of purposes:
 Aligning SP and SDS frameworks;
 Learning and improvement;
 Accountability requirements;
 Informing and influencing stakeholders;
 Assisting Ministries/Agencies to monitor, evaluate, report on progress towards achievement of SP and SDS outcomes;
and
 Enhancing knowledge about achievement of the SDS and providing organised evidence to inform Samoa SDS reviews
and renew priorities.
The SMERF will guide Monitoring and Evaluation planning for the collection and synthesis of data and information at SDS and
Sector level. The SMERF will:
 Guide Monitoring & Evaluation planning at Sector and SDS level to contribute to overall Samoa budget performance
monitoring and reporting, performance measurement and learning;
 Act as an ‗outcomes‘ based reporting framework for the SDS and SPs; and
 Act as an example of a performance based framework for annual reviews of SPs and Mid Term Review of the SDS.
The SMERF Template linkages SDS priority Areas, Key Outcomes with ‗end of SP‘ outcomes, performance questions and
indicators.
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Samoa Monitoring Evaluation Reporting Framework Template
SDS Priority
Areas

SDS Key Outcomes9

Economic

Macroeconomic Stability

End of SP End of SP Outcomes Performance End of SP Outcome
Outcomes Targets against baselines (where Performance
possible)
Questions

End of SP Outcome
Information Sources Responsibility Timing
Performance Indicators Verification Means

Re-invigorate Agriculture
Revitalised Exports
Sustainable Tourism
Enabling Environment for Business
Development
Social

A Healthy Samoa
Improved Focus on Access to
Education, Training and Learning
Social Cohesion

Infrastructure

Sustainable Access to Safe Drinking
Water and Basic Sanitation
Efficient, Safe and Sustainable
Transport System and Networks
Universal Access to Reliable and
Affordable ICT Services
Sustainable Energy Supply

Environment

Environment Sustainability
Climate and Disaster Resilience

Note:
1. Sex disaggregated data and information is listed and described in all reports across all SPs.
2. Cross cutting issues of climate change and gender/vulnerable group equity are to be incorporated in all SP OMs.

9 Key

Outcomes will be reviewed in 2015.
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7. Guidance Note 7: Sector Plan (SP) Status Report for GoS Cabinet Development Committee (CDC)
DC Paper No.:
1. Sector:

Sub Sector:

2. Submitted by Ministry/Agency:

Date of this report:

3. Previous CDC References:
4. Summary of Sector Plan Components:
a) Period of SP:
b) Relationship to SDS Key Outcomes:
c) Summary of „End of SP‟ outcomes:
d) Highest priority projects/programs of the Sector Plan:
e) Key stakeholders: List key partners, donors and stakeholder groups.
f)

Progress towards achievement of „End of SP‟ outcomes: Summarise whether the sector performed to
the SP, identify unexpected outcomes and provide a brief statement on whether progress towards
achieving the ‗End of SP‘ outcomes(s).

g) What worked and challenges: Describe in summary form what worked well and why in progress
towards achievement of ‗end of SP‘ outcomes, opportunities to be realised and challenges in making
progress.
h) Outcomes: Summarise the SP reviewed Outcomes Map, key assumptions/risks, higher level
performance questions and indicators. and describe any change in priority of SP outcomes or review
highlights.
i)

Policies10: What policy (Education, regulation, incentives, direct actions by Government) and legislative
changes are needed and why?

j)

Regulatory and Institutional Implications:
What institutional reforms are needed to support implementation of the plan? What capacity
building or infrastructure needs are required to help achieve SP outcomes?

Responsible Officer
Signature _____________________________________
Position_________________________________________Name____________________________________

10

Policies, what are we trying to achieve through time? and Strategies, how do we achieve outcomes?.
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8. Guidance Note 8. Example Sector Plan Outcome Map, Monitoring and Evaluation Plan
Based on the Outcomes Map for a ‗virtual‘ version of the Finance Sector Plan 2013/14 – 2017/18.
A. Introduction: Purpose of Monitoring and Evaluation Plan
This ‗virtual‘ Finance Sector Plan (FSP) Monitoring and Evaluation Plan is designed to be a sector planning tool
to help Sector Coordinators (SCs) work through outcomes mapping (OM) and development of a monitoring and
evaluation plan based on an OM.
This example builds a Monitoring and Evaluation Plan based on the OM format that:
 Identifies the users (who have questions/obligations) for the information derived through data collection
processes and the likely uses of that information in improvement and reporting actions;
 Identifies the assumptions inherent in the SP causal steps (OM);
 Develops monitoring and evaluation questions at all levels of the OM to tell a story of progress towards
achievement of planned ‗end of SP‘ outcomes and for the SP overall;
 Identifies indicators or measures (units of data) –what needs to be monitored to answer the
monitoring (reporting) and evaluation questions. What changed, why and where?
 Identifies data collection methods – identifying the quantitative and qualitative methods needed to
measure changes expected, with rigour applied to the precise methods chosen;
 Describes responsibilities for collating and analysis of data and reporting results for learning aligned
with the OM steps; and
 Encourages consideration of evaluation research design for monitoring key (big picture) evaluation
questions.
B. Outcomes Mapping
The example OM that is set out in Table 2 is based on the 2013/14 – 2017/18 Finance Sector Plan (reviewed)
and provides the basis for the FSP Monitoring and Evaluation Plan. The OM can be further refined throughout
the life of the SP at annual reviews and then used to structure required reports and the collection of evidence of
progress toward each expected output and ‗end of SP‘ outcome.

TIP
Each SC Unit member could write up their ‗end of sector‘ outcome OM and have it up on the office wall (like
we did in the workshop). A reminder of what your SP is trying to achieve.
As you collect evidence of progress toward each ‗end of SP‘ outcome you could also stick that up on the wall.
Keep the OM alive…

Economic Policy Planning Division: Monitoring and Evaluation Project:
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Please read me from the bottom of the table to the top, to see how change is expected to happen

Table 2. Outcome Map – Virtual Finance Sector Plan 2013/14 – 2017/18
Vision
Longer Term Outcomes
‘End of SP’ Outcomes –
Achievable in the life of the SP

Macroeconomic Stability
Financial and Monetary Sustainability
1.

Enhanced monetary policies established

Fiscal Sustainability
2.

Sound External Position Maintained

Fiscal position established including enhanced debt management policy and strategy

3.

International trade and reserves position established and
maintained

Intermediate outcomes
Changes in institutions, industry
and systems
Changes in individual, group
practice
Changes in the way information is
being accessed and shared

Budget execution and management improved with effective linkages across
budget and planning

Tax policies developed and implemented across sectors

Monetary and fiscal policy development
and implementation strengthened

Cabinet advice quality and presentation improved
Use of improved financial managements and reporting systems

Exchange rate policy options developed and utilised

Professional confidence of staff in systems and plans increased
Use of evidence based policy and planning processes

Arrangements for capital, emergency finance and international bank access integrated into monetary
and fiscal policy developments

Increased financial system compliance and monitoring systems more effectively utilised
Increase in confidence and
knowledge sharing

Procurement systems are transparent, accessible and utilised in an effective way by staff

Increase in skills, access to
information

Confidence in statistical information raised

Monitoring systems information shared across sector and Ministries/Agencies

Access to monetary, fiscal and external financial information increased with sector sharing information across Ministries and Agencies

Immediate ‘end of SP’ outcomes
Outputs

Linked information management systems established for
expenditure, revenue, debt and international flows

FSP established and linked to SDS,
Tax legislation developed for tax
Ministry/Agency plans, MTEF and PSIP
and other revenue sources

Research and analytical skills built across fiscal, budget, external areas
Activities
Inputs
Foundation
(Getting Ready)
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Timely information communication across government

MoR restructured

Budget for consultancies

Engagement and review processes agreed for FSP Establish benchmarks of fiscal, monetary and external
positions – baseline monitoring projects

33

Establish country
risk rating

Accuracy, timeliness and format of budget, fiscal and public accts reporting to
Cabinet improved

Internal and external auditing systems and application improved

Cross agency/ministry working groups
Develop fiscal, monetary and external plans process and
identify responsibilities and roles

GoS procurement process
reviewed and improved

Develop revenue and debt and expenditure and external
targets amongst ministries and agencies (SOEs)
Debt management and financing skills improved
Data and statistic services improved

Ministry/agency hardware and software systems and skills for information
management improvement
Develop form of arrangements with external financial sources for emergency
finance and capital raising

Economic Policy Planning Division: Monitoring and Evaluation Project:
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It is also important to note that the three ‗end of SP‘ outcomes are somewhat dependent on each other for
successful implementation.
C. Assumptions
When building an outcomes map it is vital to be explicit about the assumptions underpinning the OM. An
assumption can be defined as ‗a condition that needs to exist for the program to be successful‘. Some
assumptions will be ‗stop/go‘ conditions while others will influence SP success to a variable extent. Assumptions
can provide the basis for risk assessment or lead to further research to potentially validate (…or otherwise) the
SP‘s theory of change. An assumption is typically worded: ―For this SP to be successful it is assumed that …….”.
Assumptions can be developed around each level of the outcomes map.
Assumptions listed and rated by a workshop group. A higher number of votes (dots) indicate a higher level of
concern by the group. Assumptions can be listed at each level (Colour code) of the OM.
Table 3. Assumptions listed and rated by FSP workshop group.
Assumption
# of ‘votes’
For this FSP to be successful it is assumed that….:
SOE‘s will participate in a meaningful way
9
External financing for change will continue
8
No significant change in government over life of SP
6
Monitoring and auditing work as desired
4
Exchange rate policy is maintained
3
HR is not outsourced to the private sector
2
Natural disasters are minimal
1
Restructuring of Ministries and Agencies is positive
1
How can you use these assumptions?
- They can form higher level evaluation questions;
- Keep them at the front of your mind when doing any SP planning or review;
- Make sure they are considered in your individual activity plan and that you at least think about mitigation
measures;
- Think about what measures you could put in place to reduce the risk presented by these assumptions;
- Consider them at your annual SP review meetings; and
- Because you have identified these assumptions you can refer back to this process when considering what
did or did not work throughout the SP in midterm or annual report processes.
D. Users of monitoring and evaluation information and data and their uses
A much published evaluation academic Michael Quinn Patton (2008)11 states: ―Utilisation-focused program
(monitoring and) evaluation is done for and with specific intended primary users for specific, intended uses.
Utilisation-focused evaluation begins with the premise that evaluations should be judged by their utility and actual
use; therefore evaluators should facilitate the evaluation process and design any (monitoring and) evaluation
with careful consideration for how everything that is done, from beginning to end, will affect use. Use concerns
how real people in the real world apply (monitoring and) evaluation findings and experience the (monitoring and)

11

Patton. M.Q. (2008) Utilization-Focused Evaluation 4th Edition, SAGE California USA.
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evaluation process. Therefore the focus in utilisation-focused evaluation is on intended use by intended
users.”
Users and uses identified by the SP workshop group are listed in Table 4.
Table 4. Identified users and their uses of monitoring and evaluation information
User (Priority # dots)
Who wants to know what about what we are doing
and how we are progressing with the SP?
Parliament, CDC, Ministry, Agency (9)

Uses
How will the user use the information?

Public community (4)

-

PS employees (2)

-

Donors and international organisations (WB) (6)

Implementing agencies/ministries (6)

Endorse and pass policy and plans developed;
Review progress and policies/plans
Decide on budget, debt and fiscal levels;
Monitoring;
Review of performance and trends;
Contribution planning;
Funding decisions;
Clarity of planning;
Ownership of changes being proposed;
Monitoring of results and compliance;
Awareness of state and trends of fiscal, debt and monetary
positions;
Engagement in processes;

Consider the users and their uses that are relevant to you and your broader stakeholders when you are
implementing your part of the SP and when you are reviewing and implementing the Monitoring and Evaluation
Plan. Make sure that you are confident that their needs will be met by the data and information that will be
collected.
E. The plan for collection of monitoring and evaluation data
The monitoring and evaluation questions take three forms:
1. Specific monitoring questions derived directly from the steps identified in the SP OM (Table 5);
2. The questions that relate to whether the SP has achieved it‘s ‗end of SP‘ outcomes (Table 5 and 7); and
3. Key evaluation questions to assess the SP in terms of governance, appropriateness (relevance),
effectiveness, impact, efficiency (benefit/cost), gender equity and sustainability (Table 6).
Information to answer these questions is derived from monitoring the indicators chosen in the M&E plan for the
SP. The plan for collection of specific monitoring and evaluation data for outputs and progress towards ‗end of
SP‘ outcomes expected to be achieved within the life of the SP ‗ is provided in Table 5 and structured by SP
Outcome Map step, so that the SP Team for each Outcome has a monitoring and evaluation approach described
that is relevant to their particular area of work. Use for annual reviews and annual reports.
‗Big picture‘ evaluation questions and concepts to be considered in designing the SP Mid Term and Final
Reviews are provided in Table 6. A suggested plan for evaluation of ‗end of SP‘ outcomes to which this SP is
expected to contribute is provided in Table 7 to support annual, midterm and final reviews and reports.
Robust collection of monitoring and evaluation data throughout the life of the SP will greatly support effective
reviews and evaluations conducted during and after SP completion.
A. Specific Monitoring and Evaluation Questions
Table 5 contains an example monitoring plan for specific questions based on the OM format. One ‗end of SP‘
outcome has been completed demonstrating the approach.
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Table 5. Plan for collection of specific monitoring and evaluation data about the OM steps towards ‘end of SP’ outcomes. This will drive the format and activities for SP annual reviews.
Data Collection Plan – End of FSP Outcome 1: Enhanced monetary policies established
Output/ Outcome
Monitoring and evaluation questions
Indicator (Unit of data)
Data collection method
User (who Data needs to
know this?)
Engagement and review processes
agreed for FSP Monetary areas.

Have engagement, and review processes been
agreed for SP monetary areas for
Ministries/Agencies to implement? What are the
key features of the process?

Develop monetary planning process
and identify responsibilities and roles

Has our activity plan been developed?
Has a monetary planning process been
developed and tested across stakeholders?
Were roles and responsibilities identified?

Establish benchmarks for monetary
positions – baseline monitoring
project

Have benchmarks for a monetary position been
established?
To what extent is baseline monitoring occurring?

GoS.
Ministries and Agencies
Donor Partners.

Cross agency/ministry working
groups

Have relevant cross agency/ministry working
groups been established and are they operating
well?
Has a budget for consultancies been established?

Budget for consultancies

Ministry/agency hardware and
software systems and skills for
information management
improvement
Data and statistic services improved

Has a review of hardware and software systems
for monetary acting been conducted?
Have recommendations been implemented?
Have skill building needs been identified and
training conducted?
Have data and statistical services been
improved? How?

Ministries/Agencies
relevant managers.
SC Unit.
SC Unit.

Completed stakeholder engagement and communication
strategy/plan.
Reports on implementation of the stakeholder
engagement and communication plan.
Completed ‗end of SP‘ outcome engagement and review
activity plan with budget and teams defined and tasks
allocated and scheduled.
Completed SWOT analysis including an analysis of the
process undertaken.
Completed ‗end of SP‘ outcome activity plan with budget
and teams defined and tasks allocated and scheduled.
Monetary planning process developed and tested.
Benchmarks relation to best accepted international
benchmarks established annually.

SP Annual reports (Template
provided).
Special reports.
SC Unit qualitative review of
engagement and communication
effectiveness.

SC.
GoS Ministries/Agencies.
Donors.
SC.
Ministries/Agencies.
SP Partners.
SC.
Ministries/Agencies.

Working groups formed.
Working groups increase in accessing and sharing
information and contributing to policy developments.
Budget allocation.
Number likely contracts.
Consultancies implemented successfully.
Review report.
New hardware and software systems installed.
Training and skill building conducted.

Working group minutes and
outputs.

Change of accuracy and use reported.

Internal and external auditing
systems and application improved

Have internal and external auditing systems been
reviewed and to what extent have they been
improved? How?

Timely information communication
across government

Has there been improvement in provision of timely
communications about monetary matters across
GoS? How?

Research and analytical skills built
across budget areas

To what extent has research and analytical
capacity and commitment been built for monetary
management? How?

SC.
Ministries/Agencies.
CDC.
Donors.
SC
Ministries/Agencies
CDC
Donors
CDC
SC
Ministries/Agencies
Donors
SC
Ministries/Agencies
Donors

Accuracy, timeliness and format of
budget and public accts reporting to
Cabinet improved
Linked information management

Has reporting on public accts and budget
expenditure to cabinet improved? If so how?

CDC
Ministries/Agencies

Have we done what we said we would do in our

SC Unit
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SP Annual Activity reports
(Template provided).
International Partners/Donors
review processes.

Where data will be presented

Sector Coordinator
(supported by SP unit).
Ministry/Agency SP
Managers.
SP partners.

Annual SP Activity reports will
be collated by the SC to prepare
the Annual Report to MoF.
SP Midterm review report.
SP Final Report.

CDC, Baseline reports on
Monetary Policy published by
MoF and GoS.
SP Midterm review report.
SP Final Report.
Annual SP Reports.

Consultancy Tor, progress reports
and reports.
Evaluation of training delivered by
participants.
Workplace assessment by staff of
systems and skills building e.g.
appreciative inquiry focus group.
Internal review by SBS across
Ministries and Agencies.

Focus group of informed
Ministry/Agency participants review
audit processes.

Communication events.
Use of communicated material by recipients.

Quality of CDC reports change.
Timeliness of reports change.
Format of reports change.

Number and type of communication
actions/products.
Appreciative evaluation of products
at mid tern review.
Self-assessment - survey of
research and analysis capacity, skill
and attitude across relevant
Ministry/Agency staff.
Structured qualitative assessment
of reports by staff and managers of
relevant Ministries/Agencies

Linked information systems established.

Annual Review and activity reports
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Responsibility for
collection

SP Annual and Mid Term
Review team will need access
to Annual Reports and review
reports.

Change in efficiency, effectiveness and impact of auditing
systems.

Change in research and analysis capacity.
Key staff skill and attitude change in research and
analysis.

Frequency
and timing
of collection
Quarterly but
reported
annually

Annual SP Reports.
Consultancy reports.
Mid Term
Review.

Evaluation reports.
Annual SP Report.
Tender documentation.

Review SP report.
Annual SP Report.

Annual SP Report, Mid Term
SP. Review and Final SP
Report.
Annually

Annual SP Report, Mid Term SP
Review and Final SP Report.

Mid Term SP Review and Final
SP Report.

Mid Term SP Review
SP Final Report.
Suggested Communication

Economic Policy Planning Division: Monitoring and Evaluation Project:
Output/ Outcome
Monitoring and evaluation questions

systems established for expenditure,
revenue, debt and international flows
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User (who Data needs to
know this?)

Indicator (Unit of data)

activity plan as per an agreed output?
If so, what have we done and how is it
progressing? If not, why not?
To what extent have the other ‗end of SP‘
outcome research teams been able to use the
data and system as it has been developed?
Has the SP has been reviewed, redeveloped and
approved? Is the SP linked to the priorities in the
SDS as well as to PSIP and MTEF priorities?

Ministry/Agency
Management Team.
‗end of SP‘ outcome 2 and
3 SC units.

Across sector access to information.
Sector program areas use of information.

CDC.
Ministries/Agencies.
Sector partners.

SP approval by CDC.
SDS linkages.
PSIP and MTEF linkages.

Have GoS procurement processes been
reviewed? Has a plan for improvement been
developed and implemented? How have
procurement processes been improved?
Have revenue and expenditure targets been
established across Ministries/Agencies? Are they
evidence based? If not why not?

CDC.
Ministries/Agencies.
Donors.

Procurement system comparison with best practice
model.
Areas for improvement had been changed.

CDC.
Ministries/Agencies.

Access to monetary information
increased with sector sharing
information across Ministries and
Agencies

To what extent is the database accessible to
stakeholders? What is the mode of increasing the
accessing of the database?
Which stakeholders are using the database? For
what are they using it?
To what extent is the database being used to
support policy and business decisions?

Monitoring systems information
shared across sector and
Ministries/Agencies

SP established and linked to SDS,
Ministry/Agency plans, MTEF and
PSIP

Data collection method

Frequency
and timing
of collection

Responsibility for
collection

Where data will be presented

Product for SP partners and
stakeholders–
2 page summary of Annual SP
Report

Annual and Mid Term Review of.
SP OM by stakeholders.
MoF review of linkages to SDS,
MTEF and PSIP.
External review of current practice
and changes needed.

SP
Mid Term SP Review Report.
Annual SP Review reports.

Targets established and described in international
standard terms.

Targets reported in SP Annual and
Mid Term SP Review Report.

SC Unit.
CDC.
Ministries/Agencies.
Donors/Partners.
Industry.

Pathways by which database can be accessed;
 # of database users (#men, #women).
 Category of users.
 Type of information they are using.
 # of approaches to access information.

SP reports
Database usage records
Survey of users
(Follow up phone call, Internet or
paper based questionnaire).

Present this
data in SP
Annual
reports.

Annual and Mid Term SP
Reports. Final SP Reports.
Communication products during
each year.
Mid Term Review report.

To what extent is monitoring information being
shared across Ministries/Agencies? What
information is being shared?

SC Unit.
Ministries/Agencies

Level of database maintenance.
Different approaches being applied (analysis).

Quality assessment of database
information.
Group interview with research team
about what they have learned.
Individual interview with managers.

Progressive
throughout
with peer
review.
Present this
data in SP
reports.

SC supported by
Ministry/Agency
program managers.

Mid Term Review Report.
Final Report.

Confidence in statistical information
raised

Has confidence in statistical information
increased? If yes, why?

Validity and reliability rating of data in database.
Staff use of data in policy and strategy development.
Staff confidence about data accuracy.

SC and
Ministry/Agency
program staff.

Annual SP Report.
Mid Term SP Review.

Have procurement systems in use by GoS been
reviewed and improved? If yes what
improvements been made?
Are staff utilising the improvements?
To what extent are financial systems complying
with GoS standards and if not why not? To what
extent are monitoring systems being utilised for
financial monitoring?
Have arrangements for capital, emergency
finance and international bank access been
integrated into monetary policy development?

Staff focus group annual review of
data accuracy, staff confidence in
use across Ministries and
Agencies.
External review of procurement
practice.
Internal review of changed system.

Annual
review.

Procurement systems are
transparent, accessible and utilised
in an effective way by staff

SC.
Ministry/Agency.
CDC.
Donors/Partners.
SC.
Ministry/Agency.
CDC.
Donors/Partners.
SC.
Ministry/Agency.
CDC.
Donors/Partners.
SC.
Ministry/Agency.
CDC.

SP Mid Term
Review.

Ministry/Agency
Managers.

Final SP Report.
Mid Term SP Review Report.

Internal review of compliance.
Internal review of monitoring/audit
information in acting reporting.

Annual
Review.

SC.
Ministry/Agency
Managers.

Mid Term SP Report.

Internal assessment of monetary
policy.

Mid Term SP
Review
process.

SC.
Ministry/Agency
Managers.

Mid Term SP Review Report.

GoS procurement process reviewed
and improved

Develop revenue and expenditure
targets across ministries and
agencies (SOEs)

Increased financial system
compliance and monitoring systems
more effectively utilised
Arrangements for capital, emergency
finance and international bank
access integrated into monetary and
fiscal policy developments
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Best practice benchmark of GoS procurement
performance – system.

Compliance with GoS policy and international best
practice standards.
Use of monitoring/audit information in management for
expenditure and revenue acting.
Monetary policy incorporates international fund flows,
emergency finance and capital flows.
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Annual SP Reports
Mid Term SP Review.
Final SP Report

Economic Policy Planning Division: Monitoring and Evaluation Project:
Output/ Outcome
Monitoring and evaluation questions

Use of evidence based policy and
planning processes

To what extent are policy and planning processes
based on credible, rigorous baseline and other
evidence? If so then how?

Use of improved financial
management and reporting systems

Are Ministry and Agency managers using the
improved financial management and reporting
system? If not, why not?

Professional confidence of staff in
systems and plans increased

Samoa SMERF Manual
User (who Data needs to
know this?)

Indicator (Unit of data)

Data collection method

Frequency
and timing
of collection
Annual

Responsibility for
collection
SC
Ministry/Agency
Managers

Where data will be presented

SC.
Ministry/Agency.
CDC.
Donors/Partners.
SC.
Ministry/Agency.

Baseline evidence underpins policy and planning
statements.

Internal manager group
assessment of policy and planning
evidence base.

Percentage use of financial and reporting system across
Ministries and Agencies.

Annual review of use of financial
management and reporting system
by Ministries and Agencies.

Annual

MoF

Annual SP Review with
discussion of baseline and other
evidence in reviewing the SP
priorities.
Annual SP Report.

SC.
Ministry/Agency.

Confidence of key staff.

Focus group review within relevant
Ministries and Agencies.

Mid Term SP
Review.

MoF

Mid Term SP Report.

Cabinet advice quality and
presentation improved

To what extent has confidence of staff in
monetary systems and planning increased? If so,
why?
To what extent has cabinet advice quality and
presentation been improved? How?

SC.
Ministry/Agency.
CDC.

Rigor of advice (Evidence based).
Presentation format acceptance.

Internal review of advice generation
process.
Survey on presentation.

Mid Term SP
Review.

MoF

Mid Term SP Review Report.

Monetary policy development and
implementation strengthened

Has monetary policy been strengthened? If so,
how?

SC.
Ministry/Agency.
CDC.

Monetary policy changes/developments.
Implementation of policy across Ministries/Agencies.

Bi annual

SC
MoF to lead design of
self-assessment
survey.

Final SP Report

Tax policies developed and
implemented across sectors

Where tax policies developed? How many and
type?
Were tax policies implemented? If not, why not?

SC.
Ministry/Agency.
CDC.

Tax policies developed and submitted to CDC. Number
and type approved.
Implementation effectiveness e.g. revenue raised and
compliance.

Bi Annual

SC
MoF to lead design of
self-assessment
survey.

Final SP Report

Budget execution and management
improved with effective linkages
across budget and planning

Has budget execution and management improved
across GoS? If so, why?
Are there clear and effective linkages between
budget allocation, accounting reports and SDS,
SPs and MTEF/PSIP? If not, why not?

SC
MoF to lead design of self assessment survey.

Annual

SC Unit
MoF

Mid Term SP Report and Final
SP Report.

Enhanced monetary policies
established

To what extent have improved monetary
policies been established, adopted and
implemented? Why or why not?
To what extent have women been impacted by
these policies?

SC.
Ministry/Agency.
CDC.
Donors/Partners.

Alignment of Ministry/Agency corporate plan budget bids
with SDS, SP priorities.
Ministry expenditure acquittals reflect priorities within
SDS, SP priorities.
MTEF and PSIP expenditure approvals align with SPs.
Monetary policies established and relativity to international
best practice standards.
Degree of adoption and implementation of monetary
policies established by Agencies/Ministries.
Impact on women c.f.men.

Internal review CDC submissions.
Internal self-assessment survey
across Ministries/Agencies of
degree and effectiveness of
implementation.
Internal review CDC submissions
made and approved on tax policy.
Cross Ministry and Agency survey
of implementation effectiveness
and revenue change.
Internal review of Ministry/Agency
budget allocations alignment with
SDS, SP priority areas.
Internal review of MTEF, PSIP
alignment and with SPs.
Collation of information from
column above with sector
participatory assessment of
evidence.
Analysis of relevant baseline data
for trend in monetary policy likely
impact areas e.g. tax revenue from
SOEs.

Annual SP
review

MoF
SC

Mid Term SP Review Report
and Final SP Report.

Data Collection Plan – End of SP Outcome 2: Fiscal position established including enhanced debt management policy and strategy
Outcome
Monitoring and evaluation
User (who needs to know this?)
Indicator (Unit of data)
questions

Data collection method

Frequency and timing of
collection

Responsibility for collection

Where data will be presented

Data Collection Plan – End of SP Outcome 3: International trade and reserves position established and maintained
Outcome
Monitoring and evaluation
User (who needs to know this?)
Indicator (Unit of data)
questions

Data collection method

Frequency and timing of
collection

Responsibility for collection

Where data will be presented
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B. End of SP Monitoring and Evaluation Questions
Evaluation questions about achievement of the ‗end of SP‘ outcomes will not be able to be fully answered until
towards the end of the SP. However; progress towards achievement of these outcomes will be able to be
assessed as an aggregation of information in each ‗end of SP‘ outcome area developed during each annual
review and midterm review exercise. Progress towards achievement of ‗end of SP‘ outcomes is a statement of
collective progress towards the outcome and your confidence that the progress lies in the right direction in line
with the annually reviewed FSP. These questions are largely about ‘Impact’ – to what changes did the SP
contribute?
Impact:
The positive and negative changes produced by a development intervention, directly or indirectly,
intended or unintended. This involves the main impacts and effects resulting from the activity on the local
social, economic, environmental and other development indicators. The examination should be concerned
with both intended and unintended results and must also include the positive and negative impact of
external factors, such as changes in terms of trade and financial conditions.
When evaluating the impact of a SP, it is useful to consider the following questions:
 What has happened as a result of the FSP?
 What real difference has the activity made to the beneficiaries?
 What industries, ministries/agencies, communities have been affected?

Table 6. ‗Big picture‘ questions about ‗end of FSP‘ outcomes
End of SP outcome
Possible Evaluation Questions
1. Monetary policies established
To what extent have improved monetary policies been
established, adopted and implemented? Why or why not?
To what extent have women been impacted by these
policies?
2. Fiscal position established including debt
Has a fiscal position been established for the Government
management policy and strategy
of Samoa? Have debt management policies and strategies
been established, implemented and monitored? Why or
why not?
3. International trade and reserves position
Has an international reserves position been established
established and maintained
and maintained? Why or why not?

SMERF Manual 25/08/15
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C. Key Evaluation Questions
The ‗big picture‘ evaluation questions and concepts in Table 6 will drive the structure of the SP Midterm Review and Final SP Review (Report). The information and data
generated through implementation of the data collection plans, along with preparation of timely and comprehensive and SP Activity Reports for each ‗end of SP‘ outcome
detailed in Table 5, will provide information to answer these questions, along with additional data collection processes undertaken at the time of the Reviews.
During the FSP Annual, Midterm and Final Review process it will be important for the SC team to select one or two Key (Table 6) evaluation questions and commence
preparing appropriate designs for those evaluations, and plan for their implementation, potentially implemented after FSP completion. This will ‗tell a performance story‘ of
achievement of ‗getting started‘; establishing and using inputs; conducting activities; achieving outputs; monitoring intermediate changes made as a pathway of evidence
convincing stakeholders that progress through the logical steps towards the ‗end of FSP‘ outcome has been made and success is at hand.
The ‗users‘ for this information will include: all SP partners, particularly the SP Ministry/Agency Management team, Donors, GoS CDC (Minister) and multilateral partners.
Key evaluation questions about the 2016 – 2020 FSP performance
Table 7. Key evaluation questions about the 2016 – 2020 FSP performance
Evaluation criteria
Impact to date
Progress toward Achievement of ‗end of SP‘
outcomes planned.

Effectiveness
Achievement of SP activities and outputs
planned, using the inputs and techniques
planned. Is what we planned working?
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Evaluation Question
What changes have occurred, either
directly or indirectly produced by the
FSP interventions?
What, if any, unanticipated (adverse)
changes or other ‗end of SP‘
outcomes have resulted?

Evaluation design comment
SP Activity leaders report to the SP
management team as per Data Collection
Plans for each ‘end of SP’ outcome.

This includes annual review processes
where information is tabled on the
techniques applied to achieve the activities
To what extent has the type, level and and outputs.
context of the inputs and activities
made progress towards the desired
Information tabulated to include attendance,
SP activities, outputs and ‗end of SP‘ participation and training and engagement
outcomes, Why or why not?
evaluations with sex disaggregated

Indicators
Progress toward Intermediate / ‗end of SP‘ outcomes e.g.
policy developments, organisational change, practice
change by groups or individuals, access to information,
sharing of knowledge by participants and beneficiaries,
confidence change in system users and staff/clients.

Agreements made participation by key stakeholders,
resources committed and delivered.
Inputs, activities and outputs achieved in a timely manner
and within budget.
Engagement, communications and capacity building plans
information will be collected using the Tools delivered and evaluated. Training and information sharing
activities documented with sex and youth participation
provided.
information disaggregated.
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Table 7. Key evaluation questions about the 2016 – 2020 FSP performance
Evaluation criteria
Appropriateness
(Relevance).
The extent to which SP activity/outputs and
intermediate outcomes achieved is suited to the
priorities and policies of the target stakeholders.

Evaluation Question

Evaluation design comment

Did the SP meet the needs of the
intended target groups?

Annual review processes to include
establishing an ongoing ‗most informed
Are the methods and approaches
group‘ of stakeholders to use an implicit
being employed relevant to the
approach to review each year progress
technical, market and policy context? towards achievement of ‗end of SP‘
outcomes made.
Efficiency measures the outputs – qualitative Did SP management obtain the
and quantitative – in relation to the inputs. It is highest value out of SP resources?
an economic term which signifies that the SP
uses the least costly resources possible in
order to achieve the desired results.
Governance – Accountability and
Compliance.
Accountability is concerned with demonstrating
that what was planned has been completed or
if not, explaining why not. Additionally it is
about demonstrating proper use of funds.
Compliance is concerned with demonstrating
that the program has been delivered in
accordance with all relevant regulations and
required processes, for all partners.

Did the SP do what it said it would do? Internal/external audit acquittal processes.
If not, why not?
Did SP management actions comply
with the set of responsibilities and
practices, policies and procedures, set
by GoS?

Legacy (Sustainability)
Will there continue to be impacts over
Sustainability is concerned with measuring
time and after the SP term ends - Why
whether the benefits of an SP activity are likely or why not?
to continue. SPs need to be socially,
environmentally as well as financially
sustainable.
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Indicators
Participation (sex disaggregated) in research, training and
other activities, outputs and intermediate ‗end of SP‘
outcomes.

Extent to which SP budget and resources were used in
line with agreed budgets and well-designed plans.

Partner ministry/agency acquittals and reporting of SP
funding allocated.
Acquittal and reporting for stakeholder funds
Observance of International and GoS standards for
funding for partners in the SP.

Skills, processes and standards in place to maintain,
review and update policies developed, audit and
monitoring database and knowledge developed;
Level of ownership of policies, standards, systems,
infrastructure and knowledge developed by
ministries/agencies.
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Table 7. Key evaluation questions about the 2016 – 2020 FSP performance
Evaluation criteria
Gender Equity and Social Inclusion:
Gender Equity and Social Inclusion
considerations in SP and the collection of sex
disaggregated data.
Where possible all questions need to be
specific about gender i.e. saying women, men,
girls and boys (as appropriate) rather than
general terms such as „people‟.
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Evaluation Question
To what extent has the FSP
contributed to improvements in the
lives of women and men, girls and
boys?

Evaluation design comment
Specifying gender (sex) in the formation of
questions will drive the collection of sexdisaggregated data through the application
of gender-sensitive monitoring and review
methods.

44

Indicators
# women participating, # men participating in activities
Methods by which women are able to be included in the
SP
Changes experienced by women c.f changes experienced
by men.
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F. Using the Monitoring and Evaluation plan
Step 1
FSP coordinating units can print out the data collection plan that is relevant to their particular ‗end of SP‘
outcome. As a unit work together so that you ensure that the plan works for you and that you all understand what
data you need to collect though the life of the SP. Make sure that you plan for data collection, as well as your
actual activities, so that you are ready to prepare your SP Annual Reports. It is much easier to keep good
records along the way than to try and remember what happened a long time after the activity. Submitting your
completed FSP Reports on time (as per the Reporting and Evaluation Calendar below) will help the whole FSP
coordinating unit prepare robust reports about your progress to support midterm and final reviews!
Step 2
Become familiar with the data collection tools provided in the Toolkit in Guidance Note 9. Adjust them to suit
your specific purposes. Have them ready to use before you commence activities. Make sure they are completed
during or at the end of the activities.
Step 3
Have monitoring and evaluation as a standard agenda item for your regular FSP Coordinating meetings so that
you talk about your progress with implementing this Monitoring and Evaluation Plan.
Toolkit
The toolkit (Guidance Note 9.) contains the following templates for you to use in your work. These tools will be
able to be modified by you to suit your particular situations.
Table 8. Tools
#
Template
1

SP Activity Report

2

Meeting / Event/ Workshop Attendance
Record

3

Workshop/ Training session evaluation form

4

Sample Post Workshop/ Training Course
participant follow up questionnaire

5

Sample Interview Protocol suitable for use
with groups or individuals

6

Site Monitoring Visit checklist

7

Standard Meeting Minutes format

SMERF Manual 25/08/15

How to use it
Complete this Annual Activity Report template against your
Activity/Operational Plan and submit to the SP Coordinating
Unit (as per the Reporting calendar).
Use this at every meeting and event for your activities.
Use this at the end of every significant workshop, training
session or information session to capture participant‘s
reactions to the event. This can also help you plan a better
event next time.
Use this with a sample of workshop participants to see how
they have changed their practice since the learning event.
Use this for getting feedback from individuals and groups
(purposefully selected focus groups) about their involvement
with the SP. Use it as per the data collection plan and refine
the questions to be relevant for the activities.
Use this when you are planning for and undertaking a visit
to a SP location so that you remember to do everything you
need to do and collect information about your visit.
Keep minutes or meeting notes for every SP meeting you
have with stakeholders…this is important evidence.
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Reporting and evaluation calendar
Reporting Product

Responsibility
Year 1 2016

Annual Review Report
Annual Activity report
(Based on appropriate
reporting time intervals
for each ‗end of SP‘
outcome area).

SC
SP Activity Team Leader to Submit to SC

Annual Review Report
First Annual Report
Annual Review Report
Second Annual Report
ETC.

Year 2 2017
SC
SC Submit to MoF
Year 3 2018
SC
SC Submit to MoF

No later than due date
As appropriate
30 June 2017

As appropriate
July 2017
As appropriate
July 2018

Learning approach
Each Annual whole SP Team meeting and review should allow time for a properly designed and facilitated
Learning Forum and review of the outcomes map - potentially with some of your important stakeholders present.
At this event you would:
- Share stories of significant change
- Identify lessons learned that should be shared
- Consider how SP implementation could be improved
- Review and refine the outcomes map to ensure that it remains realistic and still fits the intended pathway
- Present and discuss evidence of progress toward ‗end of SP‘ outcomes described in the outcomes map.
Effective knowledge management and sharing will be critical to SP learning and success, particularly with SP
teams and partners located over multiple locations. Perhaps a Face Book page, Drop Box Folder or easily
accessible SP website could be developed to facilitate sharing of documents and information that can be in the
public domain. Consider some smart technologies that could be applied to facilitate knowledge sharing,
particularly with industry and landowner stakeholders.
GoS Policy for Gender Equity and Social Inclusion
The Government of Samoa has Gender Equity and Social Inclusion Policies required to be implemented by all
GoS Ministries/Agencies. As such SPs have an imperative to work toward inclusion of women in the SP where
possible and to collect sex disaggregated participation data. Additionally all data collection processes need to
provide for the free and fair expression of both men‘s and women‘s voices.
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47

Template 1 SP Annual Activity Report
This SP Activity Report is to be completed towards the end of each year by the SP Activity Team and submitted
to the SC by the due dates described in the reporting schedule in Section 7.
Annual Report template Sector Plan
‘end of SP’ outcome #
[Cut and paste ‗end of SP‘ outcome title from Outcomes map]
SP team members
Name
Position / Organisation

Overall activity #
Sub activity

Cut and paste from Original SP OM
Planned tasks
for this quarter

Sub activity 1



Sub activity 2



Sub activity 3



Etc. Insert additional rows
as needed
What’s working? Why is
it working?
Lessons learned to be
applied next quarter and
beyond
Stakeholders engaged

Risk matrix

[cut and
paste from
activity Plan ]
[cut and
paste from
activity Plan ]
[cut and
paste from
activity Plan ]

Brief Description
of progress
against these
tasks (bullet
points)


Planned activities
next quarter
(comment on any
variations from
original agreed plan]










Additional
comments

[Provide comment]

[Provide comment if relevant]

[List of who (#women, #men), organisations, how, why and when]
[Attach meeting notes, attendance forms, workshop evaluations, event reports as
relevant]
[provide comment on anything relevant to the agreed risk matrix]
e.g. identification of a new risk/ removal of an existing risk

Economic Policy Planning Division: Monitoring and Evaluation Project:
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Evidence of progress towards ‘end of SP’ outcomes (use this as you progress through SP
implementation and data collection for monitoring and evaluation
[Cut and paste outcome
List the evidence that you have collected this quarter
statement from outcomes
Describe the progress that the evidence is indicating
map /data collection plan]
[Cut and paste outcome
List the evidence that you have collected this quarter
statement from outcomes
Describe the progress that the evidence is indicating
map /data collection plan]
[Cut and paste outcome
List the evidence that you have collected this quarter
statement from outcomes
Describe the progress that the evidence is indicating
map /data collection plan]
Insert more rows as
necessary
Budget (Progress)
Allocated for
WST
Expenditure this
WST
this quarter by
quarter by
expenditure
expenditure item
item
Equipment
Equipment
Materials
Materials
Travel
Travel
Accommodation
Accommodation
Other (describe)
Other (describe)
Report prepared by
Signed
Date
Please provide copies of any relevant reports or other information completed during this quarter as separate
attachments when you submit your report.
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9. Guidance Note 9. Tools for Use by SP Teams
Template 1 Meeting / Event/ Workshop Attendance Record
Sector Plan
Workshop Title
Venue:

#
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15

Given Name

Date
Facilitator

Surname

Position/ Team/Organisation

Phone/ Mobile

Email address

Sex
(F/M)

Permissio
n to use
photo
image?
(Y/N)
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Template 2 Workshop/ Training Evaluation Form
The SP Team appreciates your evaluation of this [event]. Please spend 10 minutes to complete this survey
and hand it back to the Trainer/ Facilitator. We would love to hear from you and we value your feedback.
Sector Plan
Workshop – Title
Date:
Time:
Venue:
1. Relevant
How useful or relevant
Yes, very useful
OR
No, not very useful
was the workshop for
Please give an example why it was or wasn‘t useful for you:
you?
2. Effective
Do you think the
Our workshop aim:
workshop was

[Insert
effective? Did we
workshop aim]
achieve our aim?
Yes, we did achieve it OR
No, we didn‘t achieve it
3. Efficient
How do you rate these
Overall workshop:.….….. poor……okay….. good … great……..
workshop aspects?
Venue:……………………. poor……okay …..good … great…….
Please circle option
Content: …………….........poor……okay……good…..great…….
(include any extra
Approach: ……………...... poor……okay……good…..great…….
criteria that are relevant
Facilitator: ………….……..poor……okay……good…..great…….
for your event )
4. Lessons
Please list the top two
#1 Lesson Learned:
Learned
(2) lessons you learned
from the Workshop/
Event.
#2 Lesson Learned:

5. Theory to
Practice

6. Improvement

7. Your name
8. Contact
details

What was the best
thing from the
workshop you‘d like to
apply in practice for
[your work]
How could the
workshop be improved
for next time?
(OPTIONAL)

Best thing in practice for [your work]

(OPTIONAL)

Thank you for your time!
Workshop/ Training session evaluation form Workshop/ Training session evaluation
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Template 3 Sample Post Workshop/ Training Course participant follow up questionnaire
Note: This will need to be refined for your particular workshop or training experience.
Sector Plan
EVALUATION OF TRAINING EFFECTIVENESS
Questionnaire Protocol for Participants
INTRODUCTION
Write an introduction describing why you are conducting the post training evaluation.
THIS SURVEY
We understand that you have had the opportunity to participate in a training opportunity with [ XXXX]. We would
appreciate it if you could spend 30 minutes completing the following questionnaire about your experience during the
training program and how you have applied your knowledge in your workplace since the training program.
HOW THE INTERVIEW DATA WILL BE USED
The data collected through this questionnaire will be used to improve our training delivery and to inform the PA SP.
If a quote from your questionnaire is used to illustrate a point in a report it will be used anonymously.
Signed:
Training Provider
PERMISSION FOR QUESTIONNAIRE RESPONSES TO BE USED:
I give permission for information collected in this questionnaire to be used in by [the training provider] and in their SP
reporting.
Name:
Signed:
Date:
(PLEASE COMPLETE!)
Enumerator name
Date of questionnaire completion
Your name
Contact details (for any follow up)

Phone:
Email:

Position title
Organisation
Primary function of job
Training Course attended
Duration of Training Course (No of days
over what period)
Training Provider
Date of training course (Month/ Year)
General description of course content
Training Follow Up Questionnaire
1.0

The Training experience

Economic Policy Planning Division: Monitoring and Evaluation Project:
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I found about the course through [tick appropriate box(es)):

1. □ my boss/manager
2. □ work colleagues within my agency/division/unit/organisation
3. □ work colleagues who had gone through a similar training
4. □ Other (provide detail );

1.2

My selection for this course/training was based on (Tick where appropriate):

1. □ Agreed professional development plan
2. □ Nomination by Manager/boss
3. □ Self nomination/Self interest
4. □ Other (Describe);

For the following statements circle only one of the following answers.
1.3
I fully understood the type of course I was attending (Circle only one).
1. Totally
disagree

2. Partially
disagree

1.4

I was provided with good information (dates/time/venue)

1. Totally
disagree

2. Partially
disagree

1.5

I wanted to attend the course.

1. Totally
disagree

2. Partially
disagree

1.6

The training was relevant to the work I do

1. Totally
disagree

2. Partially
disagree

1.7

I can directly apply what I have learnt in my workplace.

1. Totally
disagree

2. Partially
disagree
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3. Neutral

3. Neutral

3. Neutral

3. Neutral

3. Neutral

4. Partially
agree

5. Totally
agree

6. Not applicable

4. Partially
agree

5. Totally
agree

6. Not applicable

4. Partially
agree

5. Totally
agree

6. Not applicable

5. Totally
agree

6. Not applicable

4. Partially
agree

4. Partially
agree

5. Totally
agree

6. Not applicable
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1.8

The content of the course was useful.

1. Totally
disagree

2. Partially
disagree

1.9

The teaching method was easy to understand.

1. Totally
disagree

2. Partially
disagree

1.10

The teaching methods helped me learn a lot.

1. Totally
disagree

2. Partially
disagree

2.0

Applying the training in your workplace

3. Neutral

3. Neutral

3. Neutral

4. Partially
agree

4. Partially
agree

4. Partially
agree
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5. Totally
agree

6. Not applicable

5. Totally
agree

6. Not applicable

5. Totally
agree

6. Not applicable

For the following statements circle only one of the following answers.
2.1
Support and assistance was given to me by my boss in the workplace to implement new skills
1. Totally
disagree

2. Partially
disagree

2.2

I have started implementing some skills and knowledge of what I have learnt in my workplace.
[If answer is (1.) or (2.), skip to 2.5]

1. Totally
disagree

2. Partially
disagree

2.3

The skills and knowledge I have implemented are working.

1. Totally
disagree

2. Partially
disagree

2.4

The skills and knowledge I have started to implement in my workplace have been accepted by
other workers.

1. Totally
disagree

2. Partially
disagree

2.5

My boss is very keen on hearing about what I have gained from the training.

1. Totally
disagree

2. Partially
disagree

2.6

My boss/manager is doing a good job in supporting me after having completed the training.

1. Totally
disagree

2. Partially
disagree
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3. Neutral

3. Neutral

3. Neutral

3. Neutral

3. Neutral

3. Neutral

4. Partially
agree

4. Partially
agree

4. Partially
agree

4. Partially
agree

4. Partially
agree

4. Partially
agree

5. Totally
agree

5. Totally
agree

5. Totally
agree

5. Totally
agree

5. Totally
agree

5. Totally
agree

6. Not applicable

6. Not applicable

6. Not applicable

6. Not applicable

6. Not applicable

6. Not applicable
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After completing my training, my boss/manager: [Tick appropriate box(es)]

1. □ was very supportive in enabling me implement the skills and knowledge gained
2. □ wanted to know what I had gained through the training
3. □ did not show any interest at all
4. □ was too busy to ask or talk about the training
5. □ entrusted me with additional roles/tasks
6. □ Other (Describe);
2.9.1

Please describe what you are doing differently in your work as a result of what you learned
in training?

2.10

I found it challenging to implement the newly gained skills and knowledge in my workplace.
[Circle the appropriate answer]

1. Totally
disagree

2. Partially
disagree

3. Neutral

4. Partially
agree

5. Totally agree

6. Not applicable

For the following statements circle only one of the following answers.
2.12
My colleagues are very appreciative of the skills and knowledge I pass on to them.
1. Totally
disagree

2. Partially
disagree

2.13

My colleagues are responding positively to the changes I have implemented.

1. Totally
disagree

2. Partially
disagree

2.14

After attending the training/course, I now am motivated to work.

1. Totally
disagree

2. Partially
disagree
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3. Neutral

3. Neutral

3. Neutral

4. Partially
agree

4. Partially
agree

4. Partially
agree

5. Totally agree

5. Totally agree

5. Totally agree

6. Not applicable

6. Not applicable

6. Not applicable
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In order to successfully implement my skills/knowledge, I will need support in my workplace
through (Tick the appropriate boxes).

1. □ my boss/manager
2. □ my co-workers
3. □ adequate resources
4. □ do not need support
5. □ Other (Describe);

3.0 Future Learning Needs
3.1
Would you recommend this training to colleagues? [If 'No' skip to 3.3]
1. Yes
2. No

3.2

Reasons why I would recommend this training program to my colleagues: [Can tick more than
one box. After answering, skip to 3.4]

1. □ good for capacity building
2. □ very helpful and motivating
3. □ uses practical methods
4. □ is relevant to the job
5. □ Other (Describe);
3.3

Would not recommend this training. Why?

4.0

Any Other comments:

THANK YOU FROM THE TRAINING TEAM FOR TAKING THE TIME TO COMPLETE THIS QUESTIONNAIRE!
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Template 4 Sample Interview Protocol suitable for use with groups or individuals
Sector Plan
Appreciative Inquiry Technique and Semi Structured Interview Protocol and Questions recommended for use
with this SP Monitoring and Evaluation plan.
Appreciative Inquiry - Background
Appreciative Inquiry is a participant-centred approach (as opposed to management driven) to monitoring and
evaluation, which supports further implementation of change intended in the SP being evaluated.
―Appreciative Inquiry is the study and exploration of what gives life to human systems when they function at their
best. This approach to personal and organisational change is based on the assumption that questions and dialogue
about strengths, success, values, hopes and dreams are themselves transformational.‖ (The Power of Appreciative
Inquiry. D. Whitney & A.Trosten-Bloom, 2003).
Consider these two questions:
1.
What problems are we having? Versus
2.
What is working around here, what has changed?
These two questions underline the difference between traditional change management theory in building capacity in
groups and organisations and Appreciative Inquiry. The traditional approach to change (and when we reflect at the
end of a SP) is to look for the problem, do a diagnosis, and find a solution. ―The primary focus is on what‟s wrong or
broken. Since we look for problems we find them. By paying attention to problems, we emphasis and amplify
them12.‖
The theory behind this approach lies with the differences between ‗complicated‘ and ‗complex‘ environments within
which change is targeted for achievement of development ‗end of SP‘ outcomes. Social change SPs largely take
place within ‗complex‘ environments where cause and effect is not readily predictable and desired changes are often
dependant on ‗free will‘ being exercised, ‗try and look for success‘ approaches are desirable. SPs conducted within a
‗complicated‘ environment occur in circumstances where cause and effect are more predictable and ‗plan, do,
observe and correct‘ approaches work13.
Appreciative Inquiry suggests that we look for what works and what changed. A similar approach for program
evaluation, the Most Significant Change Approach14, collects and analyses stories of ‗Significant Change‘ through
time and often highlights what is ‗working‘ in a given program or SP. The two approaches support each other and
provide plenty of space for discussing challenges.
Appreciative questions to be used in the SP evaluation process
Appreciative Inquiry interview questions are written to uncover who and what a SP or a program is when at its best.
Consistent with the Appreciative Inquiry approach, the questions for conducting interviews with groups or individuals to
collect data for the monitoring and evaluation plan are structured as follows:
 A title of the affirmative topic;
 A lead-in, that introduces the topic; and


12

A set of sub questions that explore different aspects of the topic.

The Thin Book of Appreciative Inquiry. S Annis-Hammond. 2nd edition, 1998.

Source - Cognitive Edge Domains WWW, Cognitive-edge.com.
The Most Significant Change Technique: A Guide to Its Use‘ by Rick Davies and Jess Dart (April 2005) Accessed:
http://mande.co.uk/docs/MSCGuide.htm.
13
14
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The sub questions suggested to be used (see below) can be structured as follows:
 Backward questions generally come first – these invite us to introduce ourselves and then remember high
points or in this case, e.g. stories of significant change;
 Inward questions generally follow backward questions and ask us to refer back to the high points (or stories
of significant change) and identify why they happened; and
 Forward questions generally come last and they ask us to look ahead and, in this case, identify future
management decisions the stakeholders and SP partners.
The interview protocol
Interview Protocol (Adjust for use with individuals or groups)
Introduction (by interviewer): (something like)
“Thank you for meeting with me.
My name is -----------. I am from [institution] and I have been requested to undertake a review of the [activity] that is part
of the SP.
I have a number of questions to ask you about your experience and knowledge about the SP. These are broad
questions and it will really be more like a chat. We may use some quotes/ stories from what you have said in this
interview in a group forum and may put them into a report – but we will not put your name next to the quotes – so it
will be anonymous, but not confidential. You may be identified in a list of people interviewed.
Thank you for your time.
Interview Questions:
1. Could you please tell me how you have been involved in the SP and what are some of your experiences
with the SP?
2. Could you tell me about the changes that occurred for yourself or that you observed more generally as a
result of the SP?
3. Thinking about those changes - which do you think is the most important and why was this change
important to you?
4. Thinking forward, if the SP ran again what could be improved?
5. What else would you like to say?
Interviewee Permission
Do you the story teller:
Yes
No
Want to have your name on the interview (story) material?
Consent to us using your interview for preparing our SP report?
Permission to audio record the interview:
Name of person recording/ writing notes for the
interview:
Name of story teller:
Position/ organisation of story teller:
SP and location:
Date of record:
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Template 5 Site Monitoring Visit checklist
SP Activity Teams will have planned for a certain number of site visits and allocated an overall budget to support
those visits in their Activity Plans. It will be important to ensure that those visits are effective (i.e. they achieve what
they are intended to achieve) and efficient (i.e. make best use of resources allocated to travel – time and WST).
This checklist will help you plan, implement and report on your site visits.
Planning
 Step Step
No
1
Define the purpose of the visit – write a visit plan.
2
Describe the key questions you want to answer in the visit. Describe the SP outcome or output
to which this visit relates.
3
How will you collect information to answer your questions (e.g. take notes, photos, record
discussions, collect materials…)
4
Who do you need to meet with?
5
Follow proper protocols for meeting with people e.g. letter of advice/ permission; Email in
advance; Phone call to councillors
6
Allocate responsibilities to team members
7
Complete logistical arrangements – book fares, accommodation, arrange per diem,
8
Develop a schedule for the visit
9
Confirm arrangements
10
Prepare relevant materials to take to the site – documents, one page ‗summary‘ explaining the
SP and purpose of visit, introductory letters, technical data ….
11
Arrange media coverage if necessary
Recording and managing information
1
Maintain a list of all people you meet with
2
Keep a record of all key points raised in meetings after each meeting or activity
3
Take photos (Get permission first! and explain how the photo might be used)
4
Look for the unexpected
5
Check that your questions are answered
Visit Report
1
Write a background to the visit
2
Summarise findings against each question
3
Document lessons and key insights
4
Make SP management recommendations
5
Write a report and provide it to your activity manager and team
6
As appropriate, provide a copy of the report to key stakeholders at the site – provide them with
feedback and honour their participation
7
Prepare a media release if appropriate
8
Do your acquittals
Next steps
1
Follow up on implementation of SP management recommendations
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Template 6 Standard Meeting Notes
SP Meeting
Event:
Date:
Time:
Location:
Attendance:
Insert names – Complete Attendance form
Meeting Chair:
Purpose of meeting:
Meeting opened:
#
Agenda Item

Insert time
Matters discussed

Agreed Action
(By when?)

Responsible
person?

1
2
3
4
5

Next steps:
Next meeting?
Meeting closed:

Insert time

Meeting notes endorsed by:
Signature
Name/ Title/ Organisation
Date:
Keep minutes or meeting notes for every SP meeting – they provide important evidence of activity and progress
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