

M&E Reports 

Objective

· Participants establish common standard for reports for a specific setting, e.g. field reports, rapid assessment reports 

Timing
(
30’

Activities

	1
	Introduction


Explain the objectives of the session. 

Note that this session is only suggested when working with actual teams or partners at country level and where managers are committed to establishing a common report structure for a specific monitoring activity.  It is a logical conclusion to training on rapid assessment or field monitoring.  The managers who will decide on format should prepare their list of needs in advance and share it with the facilitator.   It is important to decide with the manager on whether their needs should be presented up front (ideally at the end of activity 2, step 1) or after group work.  This may depend on the degree to which manager’s and other participants will see information needs with a common view.  The sequencing should be such that false expectations are not raised.

	2
	Group work and plenary discussion

Designing report structure

	(
20’
	Objective: See session objective.


Step 1.  Plenary brainstorming

Invite participants to define who is the primary user of the monitoring report in question.  Distinguish and do not include users who will use by-products of the full monitoring report (e.g. summaries) unless for example you want to design an executive summary or other section as a standalone product for a specific audience.

Get participants to discuss and identify what the primary users will do with the monitoring report in question.  What decision or action do they need to take?

Step 2.  Group work  (30 minutes)

Divide participants into groups of 4-6.  Provide groups with the handout “Report” structure, saying that this is only a reference for their work.  Provide groups with VIPP boards and cards or flip charts for feedback.   Give groups the following instructions:

Read through the sample report structure provided.  Note that it is intended for evaluations, studies, and major monitoring activities, such as national surveys and reviews, and only stands as a reference for this exercise.

Your task is to design a model structure for your report.  Keep in mind the following:

· Who is the primary audience identified in plenary and how will they use the monitoring report in question? What is the core information they need in the report?

· What background information do they need?

· What information do they need to help them weigh the reliability of the information provided?  

Step 3.  Plenary feedback  (30 minutes)

Invite each group to present its work.  After the first group has presented, ask if anyone disagrees.  Encourage subsequent groups to focus only on new and different ideas.  Discuss each new idea as it is presented.  

On a new flip chart or VIPP board, or building on one of the group’s work, pull together a total list of all the suggestions. 

Review the total list.  Consider:

· Does everything provided fit?  Does everyone agree?

· Is there anything missing?  Recall again the questions given to help the groups build the list.

· Is it feasible?

As an option, managers who will decide on report format can be involved in the plenary discussion, ask questions and add their particular needs.

The session should conclude with clarity about next steps – i.e. how will the format be finalised and introduced.

Materials


· Flip chart and pens

· VIPP cards and boards

Handout

· Report structure
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