
Data 
Collection

Module 3

Organisational Strengthening Training Modules



Organisational Strengthening 
Training Modules

DATA COLLECTION
MODULE 3 



MONITORING, EVALUATION, ACCOUNTABILITY AND LEARNING 
TRAINING MODULES         1

  WHY TRAINING ON MONITORING, EVALUATION, ACCOUNTABILITY 
 AND LEARNING?        1
 WHO ARE THESE MODULES FOR AND HOW CAN WE USE THEM?  1
 WHAT DO THE MONITORING, EVALUATION, ACCOUNTABILITY AND 
 LEARNING TRAINING MODULES CONTAIN?     2

Module 3 – data collection       4
     WHAT ARE THE LEARNING OUTCOMES FOR THIS MODULE?   4
     HOW IS THE MODULE STRUCTURED?      5
       WHAT DO WE NEED TO DO FIRST?      5

Section 1. How can we plan our meal activities?    6
        STEP 1: DEFINE HOW INFORMATION WILL BE COLLECTED AND FROM WHOM 6
 STEP 2: IDENTIFY WHEN INFORMATION WILL BE COLLECTED   17
      STEP 3: ASSIGN RESPONSIBILITIES FOR DATA COLLECTION     19
       STEP 4: OUTLINE ETHICAL ISSUES      20
       STEP 5: BUDGET FOR MEAL ACTIVITIES     22

Section 2. Tools, templates and resources     24
     TOOLS & TEMPLATES        24
 SUGGESTED WORKSHOP SESSION PLAN     41
    KEY DEFINITIONS        46
     RESOURCES         50
     REFERENCES         52

© Oxfam in Vanuatu June 2016.

This module was written by Nicole Deen of Kasama Consulting, an external consultant for 
Oxfam in Vanuatu. This module is part of a series of organisational strengthening training 
modules produced by the Governance, Leadership and Accountability Program written to 
provide information, training advice and examples for civil society organisations in Vanuatu. 
This program and these modules were funded by the Australian Aid Program. Members of NGOs 
are able to reproduce this information to help strengthen their organisation but it may not be 
sold and all reproduction must acknowledge Oxfam.

For further information on the content of this module please contact the Governance, 
Leadership and Accountability Program team at Oxfam in Vanuatu. 

The information in this publication is correct at the time of going to press.

Illustrations and design by Arlene Bax.



1

INTRODUCTION TO MONITORING, EVALUATION, 
ACCOUNTABILITY AND LEARNING TRAINING MODULES

WHY TRAINING ON MONITORING, EVALUATION, ACCOUNTABILITY AND 
LEARNING?

Monitoring and evaluation (M&E) – the process of regularly investigating 
what a program/organisation is doing and the impact it is having – is 
a fundamental part of every community development program. Every 
organisation is expected to be accountable to their stakeholders by 
reporting on the achievements in their programs, and to learn from their 
experiences to ensure better programs in future. So everyone working in 
community development programs has some responsibility for monitoring, 
evaluation, accountability and learning (MEAL).

Monitoring and evaluation is often seen as something that is difficult, 
requires specialist skills or is removed from the day-to-day activities of a 
program. These training modules aim  to make monitoring and evaluation 
accessible and useable to program staff and management so that they can 
see the benefits more directly, and gather and use information in ways that 
improve the effectiveness of the program and lead to positive changes in 
people’s lives.

WHO ARE THESE MODULES FOR AND HOW CAN WE USE THEM?

The materials in these training modules can be used as a quick reference 
guide during a MEAL process, as the basis for training workshops and/or can 
be shared during internal discussions. It is expected that an experienced 
person would conduct any training and adapt the materials as appropriate 
for their training participants. 

While these training modules intend to provide enough information to design 
a program and MEAL system, they have not been designed as comprehensive, 
standalone manuals for M&E. For example, they do not include details about 
conducting MEAL activities such as baseline assessments and they provide 
introductory information about data collection and analysis tools, to suit 
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program and project level staff. Users of these modules are encouraged to 
learn more about relevant MEAL approaches and adapt them to suit their 
situation.

The information in these modules draws on many different sources that 
reflect best practice and align with Oxfam’s commitment to participatory, 
empowering processes for local organisations. These materials are 
referenced at the end of each module.

There are four MEAL modules:
1. Program Design
2. Designing a MEAL System
3. Data Collection
4. Analysis and Reporting.

As you work through the modules you will work through a series of steps 
and learn strategies that will help to write your own MEAL Frameworks and 
Plans, including writing your program design, MEAL framework and plan, and 
conducting effective MEAL activities for your program or project.

Each of the four modules contains information about key elements of MEAL 
as well as suggested activities that can be worked through with program 
teams. There are tools and templates that can be used and adapted at the 
end of each module. 

Each module can be run separately, however to undertake the activities 
effectively participants will require some previous knowledge and materials. 
These requirements are listed in the section below called “What do we need 
to do first?”

WHAT DO THE MONITORING, EVALUATION, ACCOUNTABILITY AND LEARNING 
TRAINING MODULES CONTAIN?

The key steps in developing a MEAL system include:

Program 
Design

Designing
a Meal
system

Data
collection

Analysis
and

reporting

Step 1: 
Define how 

information will 
be recorded and 

stored

Step 2: 
Outline data 

analysis 
process

Step 3: 
Define how 

information will 
be used

Step 1: 
Identify the 

purpose and use 
of your M&E

Step 2: 
Clarify project/ 
program design

Step 3: 
 Identify what 
information is 

required

Step 1: Identify 
current and future 
situations

Step 2: Prioritise 
issues to address

Step 3: Identify key 
target group/s and 
stakeholders

Step 4: Develop your 
Theory of Change

Step 5: Refine 
program outcomes

Step 6: Develop 
program activities 
and outputs 

Step 7: Review your 
Program Logic 

Step 8: Document 
your Program Logic

Step 1: Define how 
information will be 
collected and from 
whom

Step 2: Identify when 
information will be 
collected

Step 3: Assign 
responsibilities for 
data collection

Step 4: Outline 
ethical issues

Step 5: Budget for 
MEAL activities
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MODULE 3 – DATA COLLECTION

WHAT ARE THE LEARNING OUTCOMES FOR THIS MODULE? 

Individuals and organisations who use this material will:
• understand a range of different options for collecting data in a  

community based program 
• be able to identify when and from whom data should be collected for 

their program
• be able to make a plan to collect data for a specific M&E activity
• understand and discuss potential ethical issues related to data 

collection and storage
• understand how to develop a budget for MEAL activities.

The information in the module draws on many different sources that Oxfam 
feels reflect best practice and align with their commitment to participatory, 
empowering processes for local organisations. It aligns with the Oxfam 
Common Approach to MEL and Social Accountability.

HOW IS THE MODULE STRUCTURED?

The module is structured in two sections:
• Section 1 How can we plan our MEAL activities? Outlines the steps 

required to identify information needs and plan data collection 
activities. It covers the next five steps in the MEAL process, including:
• Step 1: Define how information will be collected and from whom
• Step 2: Identify when information will be collected
• Step 3: Identify who will collect information
• Step 4: Outline ethical issues
• Step 5: Budget for MEAL activities.

• Section 2 Tools, Templates & Resources provides templates, definitions, 
relevant resources and further information on the range of data 
collection tools discussed in the module. It also includes an example 
training session plan that uses activities from this module.

Each section in the module relates to a key question about MEAL and 
provides details of each component, along with suggested activities you 
could do to work through in your team. There are tools and templates that 
can be used and adapted at the end of the module.

WHAT DO WE NEED TO DO FIRST?

In order to complete the activities suggested in this module, participants 
should have already completed a Program or Project Design (see Module 1 
– Program Design) and identified the questions/indicators/targets that the 
MEAL process will focus on (see Module 2 – Designing a MEAL System). 
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SECTION 1. HOW CAN WE PLAN OUR MEAL ACTIVITIES?

In this module we will work through a series of steps to ensure that our MEAL 
activities are well planned, achievable and will provide valuable information 
to improve the accountability and effectiveness of projects or programs . 

The Oxfam Program Framework says that “by planning data collection 
carefully we can ensure high quality program monitoring, evaluation, and 
learning. Program managers need to plan and ensure that data collection 
takes place on a continuous basis for project-level indicators.  MEAL data 
always needs to be disaggregated by gender, and sometimes by age, 
disability, or on the basis of another relevant factor. MEAL plans should mix 
quantitative and qualitative data. Data collection processes should be a 
mix of quantitative and qualitative, and be manageable and economical for 
all the stakeholders involved. Data collection from secondary sources must 
be maximized whenever possible, in order to reduce pressure for data on 
primary stakeholders.” i

STEP 1: DEFINE HOW INFORMATION WILL BE COLLECTED AND FROM WHOM

How can we use different types of 
information in our MEAL system?

 √ Match type of information with 
appropriate data collection 
tools. 

 √ Ensure both qualitative and     
quantitative data are collected 
to fulfil your information 
needs.

DIFFERENT TYPES OF 
INFORMATION

Now you have defined your 
evaluation and monitoring 
questions, assumptions, targets 
and indicators, you must decide 
what type of information you 
need to collect to address them. 
You could either collect the 
information directly from the 
source (primary data) or from 
another document or source 
that has already collected the 
data (secondary data). Primary 
data is appropriate for finding 

out what has changed for people directly involved in your program (such as 
increases in income related to a livelihood program), where secondary data 
gives you a general picture of the situation for a bigger population (such as 
average household income for a town or island).

Information can be things you can count (such as participant attendance 
or number of people with a certain illness) or something that only someone 
could tell you (such as how they feel about the activities they have 
participated in). These two types of information are typically described as 
‘quantitative’ and ‘qualitative’ data.

Quantitative data

Quantitative data is information that can be measured by numbers and 

quantities and aim to answer the ‘what’ of a program. The data can 

consist of numbers and/or words, but in either case, they are based 

on standard questions or measures so that they can be counted. For 

example, information that tells us how many children have attended 

school or how many adults know about disability rights would be 

quantitative data. Tools that typically collect quantitative data are 

surveys, attendance and activity records. 

Quantitative data collection is best used when you want to collect a 

large quantity of information from a big population. With this you can 

better generalise about findings, although you must still make sure to 

collect enough data to do so. Surveys can typically cover a wide range 

of issues and be conducted faster than in-depth interviews. They also 

allow for easier comparisons between different target groups who are 

answering the same survey and can be more easily collected and/or 

analysed electronically.
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Qualitative data
Qualitative data is descriptive information that tells us about stories, 
experiences, opinions and the quality of things; they aim to answer 
the ‘how’ and ‘why’ of a program. The data consist of words and 
observations, things that can be seen, thought and felt. For example, 
information that tells us about how participants feel because of their 
involvement in a program activity would be qualitative data. Tools 
that could be used to collect this information include focus group 
discussions, interviews and the majority of participatory activities.

Qualitative data can help report details about outcomes or changes as 
well as how people got to those outcomes. It can assist in explaining a 
situation as well as capturing people’s opinions and ideas about what 
has happened and what they would like to happen in future. You could 
use qualitative data to:
• determine progress towards outcomes
• understand people’s knowledge and attitudes towards the    

program/activities
• identify strategies or other factors that contributed to outcomes
• describe what worked well or not
• provide ideas for future planning.

 

ACTIVITY 1: DISCUSS TYPE/S OF INFORMATION YOU NEED TO COLLECT

1. With your team, brainstorm the types of information you might need to  
answer your M&E questions and report on your indicators. 

2. Keep this in mind when choosing your data collection tools later.

CHOOSING SOURCES OF INFORMATION 

For your primary data, you will need to gather information from a variety of 
people with a stake in your program. You should identify early on who you need 
to speak to and what information you require from different groups. Begin by 
reviewing the questions, indicators and targets in your MEAL Framework and 
the type of information you need to respond to these (Should it be qualitative 
or quantitative? Does it need 
to be primary (new) data or 
can you get it from an existing 
source?). Typically, you should 
collect information from both 
program participants and others 
who have some interest in or 
knowledge of the program but 
may not be directly involved. 
This is especially important for 
less frequent data collection 
(such as for annual reflections 
and/or evaluations) and might 
include groups such as:

• community leaders
• service providers    

(e.g.school teachers for programs involving children  or health workers   
for a health program)

• community members who are similar to project participants (e.g. same   
demographic) but were not included in the program.

When choosing respondents, make sure you speak to different people 
throughout your program to get a balanced perspective of what has been 
happening. Sometimes it is easy or convenient to visit the same village or 
speak to the same group of people but this will not give you a good idea of 
whether or not your program is effective. Choosing an appropriate sampling 
method (see below) can help to minimise this situation.

How can we use sources of 
information in our MEAL system?

 √ Include in your MEAL plan 
where possible. 

 √ Include in specific data 
collection plans and or data 
collection tool guidance 
documents.
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ACTIVITY 2: IDENTIFY POTENTIAL SOURCES OF INFORMATION

1. In your team, brainstorm all the people/groups you would like to   
include in data collection using the following prompting questions:

• Which individuals/groups are most representative of the work the   
program has been doing?

• Which individuals/groups have been direct participants and/or   
benefitted from our program?

• Which individuals/groups are most important to the success of the  
program?

• Which individuals/groups did you want to influence (but who were   
not direct program participants)?

• Which individuals/groups could give a balanced view of what has   
been happening in the program?

2. Decide on the potential respondents and write them in your MEAL   
plan.

SELECT DATA COLLECTION TOOLS

The tools you use to collect data will depend on who you collect it from, the 
type of data you need (qualitative or quantitative) and how much time and 
resources you have available. While details on specific quantitative and 
qualitative tools can 
be found in Section 
2: Tools, Templates 
and Resources, 
some common data 
collection tools 
include: 
• attendance/

participation 
recording

• observation
• training activity 

notes
• interviews
• focus group 

discussions
• surveys
• simple case 

studies
• participatory 

activities.

Generally, when selecting the tools you may use, it is good to consider the 
following:
• Tools should collect data that is useful for program staff and community 

members. For example, if people want to understand why things have 
happened, a qualitative tool will provide more useful information than a 
quantitative tool that just counts what has happened. 

• Tools must correspond to the monitoring questions and/or indicators.  
You must make sure that the data collection tools you choose will provide 
answers and information related to your monitoring questions and 
indicators. 

How can we use data collection tools in 
our MEAL system?

 √ Outline methods in MEAL framework and 
plan relating to relevant outcomes/
outputs/monitoring questions.

 √ Review methods after they have been 
used to ensure they are collecting 
required information.

 √ Revise/add new methods during the      
program where needed. 

 √ Develop specific data collection   
plans guidelines for staff to follow.
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or is accurate. Some may feel that qualitative methods such as focus  
group discussions give a more accurate picture while others may feel 
that quantitative methods such as surveys are more reliable. Questions 
about why different methods and tools are useful in your specific context 
should be discussed and agreed on while choosing data collection tools.  
Another way to negotiate these issues is to ensure a variety of tools   
(both qualitative and  quantitative) are used.

• Tools should encourage learning and build capacity of those who    
collect the information. Tools can be chosen that some data collectors   
are familiar with and others that are new to everyone so as to build up   
people’s knowledge and skills in different methods. These tools    
can then be used in future M&E activities.

ACTIVITY 3: CHOOSE SOME DATA COLLECTION TOOLS

1. Look at tools described in Data collection tools in Section 2 and   
refer to others you may have used before and/or heard about.   
You can also find references to other M&E manuals in Section 2   
Resources.

2. Review your monitoring and evaluation questions, 
indicators,potential respondents and the guidelines listed above 
and select some tools you think are appropriate.

3. Discuss within your team, especially the benefits and challenges of  
each tool and the practicalities of using them. 
• Do any of the tools and methods you have chosen need baseline  

information in order to compare change over time? If so, do you  
already have this information or can you get it with available  
resources? If not you may need to rethink the tool you have 
chosen.

4. Decide on tools you would like to use and write them in your MEAL  
framework and MEAL plan.

• Tools should encourage active participation of target groups and   
key stakeholders. Make sure your tools are appropriate for working with 
specific target groups. Participants must feel comfortable sharing  
their ideas and experiences during data collection processes. There are 
many data collection tools that are easy to understand and use with 
people of all ages and backgrounds and that often get better information 
than traditional ‘question and answer’ style tools.

• Tools should match the available time, resources and technical   
expertise and be practical to implement. Before choosing a data  
collection tool you should consider things such as sample size required, 
how to find needed information and how to collate and analyse the 
information you gather. You should be realistic about what you can do, 
especially if there is limited time available. 

• Tools should produce information that can be trusted. Different    
users may have different ideas about what information can be trusted   
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SAMPLING 

Sampling is about identifying 
exactly who you will collect 
information from, including 
how many and where from. It 
is particularly relevant when 
conducting baseline and 
evaluation activities, as these are 
less likely to collect information 
from all participants. Sampling 
uses various methods to narrow 
down the type and number of 
respondent required relating to 
the information you want. 

SAMPLING METHODS

The most important thing in choosing the sample of respondents to collect 
information from is to get a wide variety of perspectives, both good and bad, 
that can help you to learn what has worked well and what could be improved. 
Included below are some simple methods you may wish to try.

QUALITATIVE DATA

• Criterion sampling – selects people who are known to meet some 
important criteria for the program. For example, choosing participants 
who have been in the program from the beginning and/or participants 
who have dropped out. This type of sampling is useful if you want to 
understand how or why certain things have happened or not happened 
for people.

• Stratified (random) sampling – groups people into different clusters (for 
example, youth and adults) and then randomly selects people within 
those groups. This could be useful if you want to get a cross-section 
of perspectives, but are guided by questions that relate specifically to 
different groups (such as participants/non-participants, women/men 
etc.)

How can we use sampling in our 
MEAL system?

 √ Outline sampling process 
in plans and reports when 
conducting M&E activities 
such as baselines and 
evaluations.

• Homogenous sampling – selects people with similar backgrounds and 
experiences. This method is suitable when using focus group discussions 
as people are often more comfortable speaking about their experience 
when they know they are with peers. 

• Convenience sampling – chooses people based on ease of accessibility. 
This may be used if time and/or resources are limited, but it may produce 
information that is not as reliable as perspectives of those who are 
harder to access might be very different.

QUANTITATIVE DATA

• Random sampling – selects respondents randomly, either by hand 
or using a simple calculated system. First, the target population are 
numbered (this could be villages, groups or individuals depending on 
the information being collected) and then numbers chosen randomly. 
For small groups, this could be done by putting the numbers in a hat 
and choosing blindly, or for larger numbers, they could be written down 
and systematically chosen (for example, every 4th number etc.). For the 
larger groups, names should be mixed up first before doing the random 
selection.

• Stratified (random) sampling – as outlined for qualitative data, this 
method can be used for quantitative data if the information sought is 
relevant to specific groups of people (and thus completely randomly 
selecting respondents would be counter-productive).
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SAMPLE SIZE

You will need to determine the ideal sample size for data collection during 
the evaluation planning stage. Sample size will depend on:
• the type of data being collected
• the selected respondents
• time and the resources available to the organisation. 
While there are some ‘rules of thumb’ to assist in choosing appropriate 
numbers, there are no ‘right’ answers on sample size, especially for 
qualitative data.

For qualitative data, the sample size will depend on what you are trying to 
find out and from whom. A larger sample size will not automatically mean 
better information. The detail in the information and the skills of the people 
involved in analysing the information is usually more important than size. 
Where possible, qualitative data can be collected until there is enough to 
reach ‘saturation’, that is, conduct research until you are learning nothing 
new or very different.

For quantitative data, it is more important to get a representative sample 
rather than a larger sample. It will also depend on the data being gathered: 
for information with a variety of different responses expected a larger sample 
size will be needed compared with information that is expected to be quite 
similar. As a rough guide for a quantitative survey, you should aim for at least 
5-15% of the target population, depending on population size.

ACTIVITY 4: DISCUSS SAMPLING OPTIONS

1. Review the sampling information above, then use the following   
steps to determine the sample size:
a. Identify and define the population/groups to be studied.
b. Discuss and agree on which sampling method/s are appropriate  

for these groups and information sought.
c. Discuss potential challenges/limitations of sampling methods 

for your situation.
d. Discuss reasons for choice of sampling method/s.

STEP 2: IDENTIFY WHEN INFORMATION WILL BE COLLECTED

In your MEAL plan, you will 
need to indicate how often 
you will collect different 
kinds of information. 
How often you collect 
information will depend on 
what you are collecting, 
from whom and for what 
purpose. Ideally you will 
gather baseline information 
at the beginning of your 
program to measure the key 
outcomes you will want to 
know about throughout the 
program. This will allow you 
to compare and contrast 
the situation before and 
after program activities.

There is other information that you will collect at the beginning of a program 
and never again (such as participant details), some that you will collect 
at the beginning and at regular times throughout a program (such as 
employment status if the program relates to livelihood), some that you will 
collect once or twice during a program and some that you may only collect 
at the end of the program (such as external stakeholders’ views of program 
success). 

REGULAR DATA COLLECTION

Regular data collection usually focuses on documenting program activities 
and outputs and the immediate outcomes or changes you can see. This data 
collection should be easy to do and integrated into regular project activities 
and reporting. Depending on the type of program you are implementing, some 
common examples of regular data to be collected include:
• type, quantity and timing of program activities
• participation (# females, males, adults, children, people with disabilities 

How can we use frequency in our 
MEAL system?

 √ Include ‘Frequency of data 
collection’ in your MEAL plan 
for each outcome and output/ 
monitoring question.

 √ Develop data collection action 
plans (or include in regular project 
activity plans) for implementing 
staff.
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etc.) in activities (such as training)
• quality of activities (for example, feedback on training quality, service 

delivery etc.)
• level of knowledge and skills (after training, awareness-raising activities 

etc.)
• participants’ reactions/attitudes toward program activities
• visible changes in people’s attitudes or behaviours after participating in 

program activities.

OCCASIONAL/‘ONE-OFF’ DATA COLLECTION

This type of data collection is reserved for things that are either unlikely 
to change or those things that take more time to change. This information 
should be collected to track change over time and make adjustments to the 
program in the shorter term and to assess the value of those changes and 
make more significant changes or decisions about the program in the longer 
term. This type of data collection may include things such as:
• longer-term or bigger changes in people’s attitudes and behaviours 
• changes in the state of things (for example, quality of education or 

healthcare)
• participants’ use of skills and knowledge gained as part of the program
• participants’ ownership of program activities
• changes in power dynamics or relationships between different 

stakeholders
• community/country situation or context (external environment that 

influences participants’ experiences).

ACTIVITY 5: DETERMINE WHEN YOU NEED INFORMATION

1. For each data collection method, discuss how often you would need 
to collect information (based on the guidance above).

2. Write this in your MEAL plan, being as specific as possible. 

STEP 3: ASSIGN RESPONSIBILITIES FOR DATA COLLECTION

You will need to think about who 
will collect the needed information 
throughout the program and 
assign responsibilities for it in 
your MEAL plan. Ensure that those 
involved are aware of and prepared 
to fulfil these responsibilities. 
Those involved usually include:
• staff
• program participants
• external parties (such as 

consultants)
• combination of some/all of   

the above.

All project staff should have some involvement in the process and if the 
M&E is participatory, program participants should ideally be involved in data 
collection as well. For example, field/implementing staff can manage the 
regular, ongoing data collection as it requires regular contact with program 
participants and the ability to observe small changes as they occur. Program 
participants could also do some of this regular data collection wherever 
appropriate. For occasional or one-off data collection, field/implementing 
staff are likely to still be involved, along with other staff such as program 
managers and M&E officers, program participants and possibly external 
parties (such as consultants, evaluators) where needed.

How can assigning 
responsibilities for data 
collection help our MEAL 
system?

 √ Include details in MEAL 
plan and data collection/ 
program activity plans.

ACTIVITY 6: ASSIGN DATA COLLECTION RESPONSIBILITIES

1. Review your initial discussions about who will be involved in MEAL 
activities, and your selected data collection methods.

2. Brainstorm all possible people/groups that could be involved in data 
collection.

3. Discuss benefits and challenges of using these people/groups as 
data collectors.

4. Agree on your chosen data collectors and write in your MEAL plan 
(keeping in mind these will vary depending on the data being 
collected).
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STEP 4: OUTLINE ETHICAL ISSUES

Once you have planned the basics of your monitoring and evaluation 
activities, you should identify the ethical principles that will guide your 
overall approach to M&E. For example, some common ethical principles 
include:
• voluntary, informed consent of people to participate in the monitoring and 

evaluation process and to allow their ideas to be shared with others
• privacy and confidentiality for participants, in the form of safe data 

storage and anonymity when reporting and sharing participants’ 
responses and behaviours, unless express permission is given for 
participants to be identified

• respect for cultural values and autonomy of individuals to make their own 
decisions, including about their participation in the research and learning 
activities

• benefit of the research for those that participate in it. This means 
ensuring that the participants of the research gain benefit from their 
participation (e.g. confidence, improved understanding, new relationships)

• justice ensuring fairness in participation (opportunity to participate, fair 
distribution of benefits of research and ensuring no unfair burden of 
participation).

How can we use ethics in our MEAL 
system?

 √ Outline ethical issues and 
mitigation strategies in MEAL 
framework.

 √ Review during reflections each 
year to see how staff dealt with 
issues and if any others came up.

It is important to discuss and identify any potential ethical issues that you 
may encounter during data collection within the program team and make 
sure you plan how to address them. For example, how people are chosen 
to participate, how to engage with children and young people and how to 
compensate (or not) people who are participating are all common ethical 
issues that must be discussed and agreed on before commencing any MEAL 
activity. You will also need to ensure you use a suitable method for obtaining 
consent from people who participate in MEAL activities.

An example of a consent form can be found in Section 2: Tools, Templates and 
Resources.

ACTIVITY 7: IDENTIFY POTENTIAL ETHICAL ISSUES

1.    With your team, discuss potential ethical issues using the following    
       prompting questions:

• How do you plan to identify and ask people to participate in M&E 
activities? How will you contact them? 

• Discuss any risk or harm that may be associated with your M&E 
for subjects/participants and how these will be minimised.  In 
particular, consider issues arising from the involvement of 
children, youth and other vulnerable groups.

• How will informed consent be obtained from participants? What 
methods will be used to obtain consent for children and youth 
involved?

• Will participants receive any benefit, payment or compensation 
during the evaluation?

• What other ethical issues have we faced before that we may see 
again in this program?

2.    Write these issues and how you plan to deal with them in your MEAL                
       framework.
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STEP 5: BUDGET FOR MEAL ACTIVITIES

After you have defined your 
MEAL activities and identified 
who will be responsible, you 
will need to allocate adequate 
budget to conduct them. Budget 
is required for things such as 
people, training, materials and 
transport as well as any costs for 
entering, storing, analysing and 
reporting on data. You may also 
need to allocate budget for MEAL 
activities that are conducted 
by external personnel such as 
independent evaluations. While 

each donor may have specific guidelines, 5-10% of your program budget is 
frequently suggested as a starting point. However, it is most important to link 
your budget to the purpose of your MEAL to ensure you are able to collect 
the information you need. At the same time, you are likely to spend a higher 
proportion of the overall budget for small projects than for larger programs.

How can we use a budget in our 
MEAL system?

 √ Include in MEAL framework.
 √ Check that you have adequate 

budget for proposed MEAL 
activities and review activities 
if necessary to fit budget 
allocation.

ACTIVITY 8: DRAFT MEAL BUDGET

1. With your program team and responsible finance staff, list all 
potential budget items for your MEAL activities. Think about the 
following items:
• personnel costs – staff, volunteers, external contractors (such 

as for translation, database creation, data entry, external 
evaluation etc.)

• material costs – stationary, workshop materials
• travel and transportation costs – for both data collectors and 

participants
• activity costs – catering, venue hire
• data collection, storage and analysis – mobile technology, 

computers and computer programs for data storage and 
analysis.

2. Develop draft budget outlining all identified budget items, 
quantity  and cost (per item and totals). 

3. Compare MEAL budget with overall program budget to determine 
if it a  reasonable percentage of the total (no more than 10% of 
program  budget).
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SECTION 2. TOOLS, TEMPLATES AND RESOURCES

TOOLS & TEMPLATES

1. Data collection tools
• Simple case studies/stories of change.
• Focus group discussions
• Observation
• Questionnaire/survey
• Participatory tools
• Community mapping
• Interviews (or Key Informant Interviews)

2. Example consent form
3. Example workshop session plan: Data collection
 

SIMPLE CASE STUDIES/STORIES OF CHANGE

What are they and why would we use them?
This type of case study collects stories about changes in people’s lives 
since their involvement in the program/s you are working with. It compares 
what life was like before the program intervention with what their situation 
is like now – the comparison shows the change/s that have occurred. 
Stories can be collected individually or in a group setting and are useful in 
understanding how the program has affected people’s lives. They can be 
used as internal M&E data collection and/or adapted and shared with an 
external audience.

Basic process for using case studies/stories of change to collect 
information:
• Decide what stories you want to collect and identify participants to gath-

er stories from; decide if stories will be collected individually or in small 
groups.

• Develop simple questions.
• Train a facilitator and note-taker in asking good prompting questions.
• Collect stories; write as much detail as possible and/or use a voice re-

corder. Take photos of the storyteller/s and ask for consent to use their 
story and photo.

• Write up individual stories and analyse using qualitative methods

Interview?

Com
mun

ity
 

Map
pin

g?

Case Study? Observation?Video?

Surv
ey?

Foc
us

 gr
oup

 

dis
cus

sio
n?

Story of Change?

Participatory
tools?

Benefits

Can collect detailed information about 
important changes in people’s lives.
Helps to focus on what changed and 
also how the change happened.
Can be easier for people to tell stories 
rather than answer questions.
Participants are able to share what’s 
been important for them, rather than 
answer specific questions about what’s 
been important for the program.

Challenges/Things to consider

Can be time-consuming to collect and 
record.
People may only want to focus on the 
positive changes rather than give a 
true picture of challenges as well.
Need to obtain consent before col-
lecting the information as the story, 
quotes, photos etc. may be used for 
external purposes.

√

√

√

√

×

×

×
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FOCUS GROUP DISCUSSIONS (FGD)

What are they and why would we use them?
Focus Group Discussions (FGDs) are guided conversations conducted with 
small groups of people to discuss a particular issue or topic. They can ex-
plore a range of questions that participants are invited to respond to and 
discuss among themselves. The purpose of focus group discussions is to 
gather a range of opinions from similar people to represent important groups 
in the program. 

Basic process to use focus group discussions to collect information:
1. Decide on the discussion topic and what information you would like to   

collect (e.g. which outcomes/changes in your Program Logic you would   
like to gather information about).

Benefits

Able to capture more people’s ideas in a 
shorter space of time; good for encourag-
ing discussion and debate between 
participants.
Can incorporate participatory activities/
games, especially for children; can be 
tailored for non-literate participants.
Uses less time and resources than 
individual interviews.
Can be used to discuss sensitive topics in 
a more neutral way.
Good for understanding the ‘average’ or 
‘normal’ experiences of the community/ 
group you are working with.
Group discussions can be held in local 
languages if relevant, as long as the 
facilitator/note taker also understands 
what is being said.

Challenges/Things to consider

Need to ensure groups are 
homogenous so everyone’s voice 
can be heard (all on same level).
Needs some skill and experience/
training in facilitating.
Needs 1-2 note takers to accurately 
record information.
Can take a long time to type up and 
analyse data.
Some participants may not give 
original answers (they may copy their 
peers).
Can be challenging to organise 
people to participate.

√

√

√

√

√

√

×

×

×

×

×

×

2. Prepare short questionnaire with about 5-10 main questions – these 
should be open-ended questions to allow for good discussion.

3. You may also want to prepare some participatory activities (PRA tools) to  
ensure everyone has a chance to contribute to the discussion.

4. Decide on the number of focus groups you want to conduct (ensuring 
you cover the different types of people you want interview (e.g. mothers, 
youth etc.).

5. Organise small groups (about 6-10) of people with similar characteristics 
(e.g. age, sex, social status etc.). It is often advisable to     
have separate discussions with men and women.

6. Select a facilitator and note-taker to conduct the FGD. The facilitator 
should guide the discussion to cover the intended questions/topics and 
ask probing questions, but should not directly participate in the discus-
sion (i.e. not give own opinion or ideas). The note-taker will need to write 
rapidly to capture what people are saying as well as other observations 
during the discussion.

7. Conduct the FGDs with selected groups.
8. Review notes taken (and recordings if made) immediately after the ses-

sion and add in any details that have been missed.
9. Analyse information using qualitative methods.
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OBSERVATION

What is it and why would we use it?
Observation is simply looking at people and their environment, situations 
and interactions and recording what you observe. It can be a very effective 
monitoring tool when captured and analysed regularly. The most interesting 
and important information about changes in people’s lives and communities 
is often seen by program staff and participants. By recording key things each 
day or each week, a rich source of information can be built that can enhance 
other data collection tools and/or provide a starting point for more thorough 
investigation.

Benefits

Easily done by program staff during nor-
mal activities; doesn’t require extensive 
training or additional time to collect.
Able to see people in the ‘natural state’ - 
not saying what others want to hear.
Ongoing data collection – staff can share 
their observations during regular meet-
ings/reflections.
Can be used as the basis for case studies 
and/or to identify interesting issues to 
follow up.
Good way of ‘triangulating’ or verifying 
information collected with other tools

Challenges/Things to consider

Requires some training in how to ac-
curately record observations/needs 
or guide on what to observe.
Sometimes difficult to observe and 
run activities at the same time 
- better if more than one program 
officer.
Observations can be subjective 
depending on program staff; misun-
derstandings are possible without 
direct contact with subjects.

√

√

√

√

√

×

×

×

your Program Logic; keep your monitoring and evaluation questions in   
mind as you interact with your program participants.

3. Observe the surrounding environment – for example, if your program   
is about water and sanitation, notice if there are accessible water   
taps and if people are using them; if your program is about    
quality education, look at what learning materials are displayed    
in classroomsetc.

4. Observe situations and behaviours – for example, if your program is   
about nutrition, notice if you see people eating fresh food during lunch;  
if your program is about child protection, notice how parents are    
treating their children in the community.

5. Observe interactions between people – note the dynamics between   
different individuals and groups in the community; these may be directly  
related to your outcomes and/or provide useful information to    
know how your program can best interact with different groups    
and individuals.

6. Observe people’s physical responses and reactions during activities   
such as interviews and group discussions.

7. Review your monitoring and evaluation questions to see if and how your  
observations can help to answer them.

Basic process to use observation to collect information:
1. Develop an ‘observation checklist’ that lists things you could/should   

be looking for (related to your monitoring and evaluation questions,   
outcomes etc.) and note down what you see whenever you are i   
nteracting with your program participants.

2. When conducting any activity in a community, informally look for    
additional information about the outcomes/changes outlined in    
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QUESTIONNAIRE/ SURVEY 

What is it and why would we use it?
A questionnaire is a document with a set of questions that are asked in the 
same way to respondents. Surveys are questionnaires that are asked of large 
numbers of people. A Knowledge, Attitude and Practice (KAP) survey is a type 
of survey that collects information about what people know, what they think 
or feel and how they behave in relation to a specific topic or issue.

Benefits

Able to collect quantitative data that can 
easily compare standard answers from a 
range of people.
Able to triangulate data with qualitative 
methods.
If asked of enough people you can 
assume it presents an ‘average response’ 
of all participants.
Possible to conduct with large numbers 
of people.
Relatively easy to train data collectors to 
conduct surveys.
Data can be gathered using mobile
 technology or the internet (making it 
easier for data entry).

Challenges/Things to consider

Can be difficult to write effective 
questions.
May not have room for details or 
explanation of answers.
Can be problems with translation 
or cross-cultural communication – 
need to pre-test and review 
questions accordingly.
Close-ended questions may not 
gather accurate information 
(if “Other” options are not available).
Needs a dedicated data analysis. 
program/database to be set up.
Skills are required to do quantitative 
data analysis.
Reliability depends on the size of the 
sample used.

√

√

√

√

√

√

×

×

×

×

×

×

×

Basic process to use questionnaires or surveys to collect information:
1. Decide on what information you would like to collect (e.g. which out 

comes/changes in your Program Logic you would like to gather 
information about) and your target audience and sample size (who you 
will conduct the survey with).

2. Consider the following types of questions you could use:
• closed questions, where respondents must select answers from a 

set of options
• true/false questions, where respondents must select true, false or 

not sure about a statement
• open-ended questions, which ask for more information about 

respondents’ views.
3. Draft questions, ensuring there are enough to gather required 

information, but not too many so that the questionnaire is too long to 
conduct.

4. Test the survey to see if the questions work well, are understood and   
collect required information. Review questions where necessary.

5. Train data collectors.
6. Conduct survey; review results at the end of each day (if multi-day 

activity) and review any difficult questions with data collectors.
7. Enter data in a format that is useful for analysis (e.g. Microsoft Excel,   

Access or another data storage system).
8. Compile and make sense of information using quantitative data analysis 

tools.
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PARTICIPATORY TOOLS

What are they and why would we use them?
There are a large variety of data collection tools that aim to ensure people 
of all ages and abilities can participate in sharing their ideas and opinions. 
These tools are usually used to gather qualitative information and are 
especially useful for exploring different topics through an initial interactive 
activity. The activities are often conducted in a small group setting, 
sometimes as stand-alone activities and sometimes as part of a longer 
discussion. They can include a wide range of activities, from using stones 
or seeds to rank the importance of an issue, to documenting important 
community issues through photos or videos. Some common examples of 
participatory tools include:
• ranking and sorting tools
• visioning (using creative methods)
• pocket chart
• participatory mapping
• seasonal calendars and daily clocks
• Venn diagrams
• participatory photo and video
• body mapping.

Benefits

Helps ensure participation of all individ-
uals in the group, especially those who 
may otherwise be quiet.
Most effective when gathering informa-
tion from children.
People tend to enjoy the activities and 
learn new things about themselves and 
their peers as they do them.
Can be less threatening or scary than 
more formal data collection methods 
such as surveys and interviews.

Challenges/Things to consider

Can take significant time to prepare, 
conduct, write up and analyse.
Activities should be tested and re-
viewed to ensure they are gathering 
the required information.
Activities may not always gather the 
specific information you need; they 
may need to be supplemented with 
other data collection methods.
It can be difficult to choose which 
tools to use.

√

√

√

√

×

×

×

×

How could we use these tools to collect information?
1. Identify what information you need to gather and what group/s you wish 

to gather it from.
2. Research participatory data collection tools that are appropriate for your 

target group/s (e.g. there are some activities that are particularly useful 
for children).

3. Select a small number of tools to try and practice them with your 
team first. Write up instructions for the activities that can be used by 
facilitators.

4. Conduct the activity/ies with your group/s, record the information that 
was shared and compile it according to the type of tool (e.g. you may need 
to type up notes written on flip-chart paper or print photos of drawings 
that were created).

5. Analyse the information using qualitative analysis principles.
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COMMUNITY MAPPING

What is it and why would we use it?
Community mapping is the process of participants producing a visual map of 
their community that can show both the physical and social environment and 
encourage discussion about their views of the community. Different groups 
(community leaders, women, children etc.) can develop their own maps to 
highlight areas of interest and importance for them. Many different types of 
maps can be made, including resource maps, social maps, and well-being 
maps.

COMMUNITY MAPPING

What is it and why would we use it?
Community mapping is the process of participants producing a visual map of 
their community that can show both the physical and social environment and 
encourage discussion about their views of the community. Different groups 
(community leaders, women, children etc.) can develop their own maps to 
highlight areas of interest and importance for them. Many different types of 
maps can be made, including resource maps, social maps, and well-being 
maps.

Benefits

Can provide a broad overview of the 
community, both physically and socially.
Can highlight different areas of interest 
for different community groups.
Encourages discussion.
Good for non-literate groups/ individu-
als.
Can be used for monitoring if maps show 
any changes in a community during and 
after a program.

Challenges/Things to consider

Doesn’t show everything – maps must 
be complemented by other informa-
tion.

√

√

√
√

√

×

Basic process for using community mapping to collect information:
1. Decide on the purpose of your mapping exercise.
2. Gather your target group/s (individual groups or combined).
3. Provide materials to group members (flip-chart paper, markers as 

appropriate).
4. Agree on the subject of the mapping activity (e.g. resource map, social   

map etc.) and the symbols that can be used to represent different things  
 in the community (e.g. church, school, water pipe etc.).

5. Have the group draw their community, encouraging participation by   
asking specific questions (e.g. “Where is water accessed from?”    
or “Where do people find natural resources to build their houses?”).

6. Once the map is finalised, ask participants to discuss and interpret the   
overall picture. You may want them to highlight key issues that affect   
their community using the map as a starting point.

7. Note down discussion points and take a photo of the map for your use  
afterward.

8. Leave the map with the community.
9. Use information gathered in program planning and/or implementation.
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INTERVIEWS (OR KEY INFORMANT INTERVIEWS)

What are they and why would we use them?
Interviews are focussed discussions with a maximum of 1-2 people. They 
can be informal and address issues as they come up, or more formal with 
structured topics and questions to cover. The purpose of interviews is to gain 
more in-depth information about specific questions relating to the program. 
Interviews can be conducted with any key stakeholders (informants) relevant 
to the program, particularly those who are very knowledgeable about the 
selected topic. 

Basic process to use interviews to collect information:
1. Decide how you will choose respondents – this could be randomly,   

opportunistically (whoever comes along), or specifically because of their 
knowledge/experience of the chosen topic. 

2. Design the interview guide and process – this could be based on broad   
topics that are then tailored to each individual respondent and/or be   
semi-structured and include open-ended questions that can be explored  
in more detail with the respondent.

Benefits

√  Good for exploring complex issues.
√  Works well especially for people who may  
     not like to join a group and/or feel com     
     fortable expressing their opinions in a              
     group setting.
√  Relevant for stakeholders who have not  
     actively participated in the program and/ 
     or whose social status requires individual  
     attention.
√  Able to obtain more ‘truthful’ information  
     than may be possible in a group setting.
√  Have time to explore issues in greater  
     depth and may raise issues that the pro 
     gram may not have thought of previously.

Challenges/Things to consider

×  Skills required for conducting
     effective interviews.
×  Time needed to conduct interviews   
     with multiple stakeholders.
×  Accurate recording of interviews                              
     (need for second person to          
     write notes and/or transcribe voice  
     recording).
×  Compilation of potentially large                  
     amounts of data.
×  People may be unwilling/uncomfort           
     able to talk about some sensitive          
     topics.

3. Select and train the interviewers (and note takers if needed). You may want 
to match interviewers with interviewees (for example, you may want to have 
a youth program participant interview other youth in their community).

4. Conduct the interviews with selected respondents, taking detailed notes  
and/or recording the interview. Ensure the interviewer asks probing 
questions (who, what, when, how, why, where) to get as much detail as 
possible.

5. Analyse the information using qualitative analysis tools.
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EXAMPLE CONSENT FORM – OXFAM IN VANUATU

Agreement on the use of Quotes, Photographs, Video and Audio

I ______________________________________ give permission for Oxfam Australia and 
any member of Oxfam International to reproduce any quotes, photographs, video footage 
or audio recording taken of me, and the information and quotations from interviews, in any 
form. This includes print, audio-visual or websites and email newsletters.

Or for photographs, video and audio of children under 18:

I ______________________________.parent/guardian of________________________
give permission for Oxfam Australia and any member of Oxfam International to reproduce 
any quotes, photographs, video footage or audio recording taken of this child, and the 
information and quotations from interviews, in any form. This includes print, audio-visual or 
websites and email newsletters.

I agree to these materials being used free of charge in any publication, article or feature 
that furthers Oxfam’s aims throughout the world. This may include supplying the material to 
media or other agencies that promote the work of Oxfam.

I understand that the material will be held on Oxfam Australia’s Photo database, for future 
use.

I understand that I do not own copyright or have any rights of ownership or other claim over 
the photographs.

Signed     Date

Name 
Address
Email
Phone number

Oxfam Australia is very grateful for your cooperation.

Photo reference number:  

Agrimen long use blong ol quotes, foto, video wetem Audio

Mi_____________________________________ givim pemisen blong Oxfam mo eni 
memba blong Oxfam Intanasonal blong riprodiusum eni quotes, fotokraf, video o eni audio 
rikoting blong mi, mo olgeta infomeisen mo ol toktok we mi talem long ol intaviu, long eni 
fom. Emia emi inkludim print, video we I kat sound o eni websaet wetem ol email niusleta.

O blong ol fotograf, video mo audio blong ol pikinini anda long 18 yia:

Mi _______________________,papa mo mama/guardian blong______________________ 
givim pemisen blong Oxfam mo eni memba blong Oxfam Intanasonal blong riprodiusum eni 
foto, video o audio rikoting blong pikinini ia, mo olgeta infomeisen mo ol toktok we emi talem 
lo ol intaviu, long eni fom. Emia emi inkludim print, video wetem saon o websaet mo ol email 
niusleta.

Mi agri long ol materiel we bai oli usum fri nomo blong mekem eni pablikeisen, atikol we emi 
help blong furtharem ol aim blong Oxfam truaot long wol. Emia bai save includim sapplae 
blong ol materiel ko long media o eni narafala ejensi we I promotem wok blong Oxfam. 

Mi antastan se ol materiel bai emi stap long foto database blong Oxfam, blong ol fiuja use.

Mi antastan se mi no ownem wan copiraet o mi nokat eni raets o kleim long ol fotografs.

Saen:     Deit:

Nem:
Ples we yu Liv long hem/ Adres:
Email:
Fon namba:

Oxfam emi talem tankiu long copereisen blong yu 

Refrens namba blong foto:  
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EXAMPLE WORKSHOP SESSION PLAN: DATA COLLECTION

This workshop session plan is an example of how you could use the content 
and activities in the training module to run your own training or participatory 
workshop. It should be used as a guide only and adapted for your particular 
audience, taking into consideration things like number and type of participants, 
purpose of training, time available etc. You will need to refer to the content in 
the training module to share details of each step in the workshop.

Intended
Audience

NGO staff for an internal workshop

OBJECTIVES: Participants will: 
• have identified the most relevant type/s of information 

they need to collect in their M&E activities
• have identified who they could collect information from 

for their M&E activities
• be familiar using some data collection tools
• understand how to choose the right data collection 

tools for their M&E purposes
• know what else is required to develop their MEAL 

system.

SESSION 
CONTENT:

• What type of information do we need to collect? 
Discuss information types 

• Who could we collect information from? Identify 
potential sources of information

• How are we going to collect information? Choose some 
data collection tools

• How do we use these tools? Practice selected data 
collection tools

• What other information do we need to develop our 
MEAL Plan? Outline other data collection issues

KEY LEARNING  
POINTS:

• Information type and data collection tools must be 
matched to the purpose and use of M&E

• There are many tools to collect information, all of 
which should be practiced before using them in M&E 
activities
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Time Activity Details Material

Advance 
preparation

• Prepare PowerPoint or Flip chart presentation with 
key content from training manual.

• Inform participants they need to bring a program 
design and MEAL plan to the workshop to refer to.

• Set up room with 2 or 3 tables (depending on 
group size).

8-8.30 Introduc-
tions and 
Icebreaker

Icebreaker (as appropriate for group).

Introduction to workshop:
• Personal introduction and background.
• Participant introductions.
• Share purpose and objectives of the training: 

• This workshop is designed to help program 
staff develop their MEAL system and better 
understand the data collection process and 
tools.

• By the end of this workshop, participants will:
• have identified the most relevant type/s of 

information they need to collect in their M&E 
activities

• have identified who they could collect information 
from for their M&E activities

• be familiar using some data collection tools
• understand how to choose the right data 

collection tools for their M&E purposes.
• Show outline of training. 

Presenta-
tion

Projec-
tor and 
screen

8.30-
9.15am

What type 
of infor-
mation do 
we need to 
collect?

Discuss 
information 
types 

Outcome/s: Participants know about the different 
types of information and which they may need to 
collect for their M&E activities.

Outline:
• Give brief presentation about the different types 

of information – qualitative and quantitative 
(from Training module).also (See Activity 1 in the 
Module)

• n small groups, ask participants to refer to 
their MEAL Plan and brainstorm the types of 
information (qualitative and/or quantitative) they 
might need to answer their M&E questions and 
report on their indicators. 

• Have each group share and explain their ideas. 
Discuss as a large group.

• Tell participants to keep this in mind when 
choosing their data collection tools for their MEAL 
Plans.

Presenta-
tion

Projec-
tor and 
screen

Paper and 
pens

9.15-
10am

Who could 
we collect 
information 
from?

Identify 
potential 
sources of 
information

Outcome/s
Participants have identified the specific people and/
or groups they would like to collect data from.

Outline
• Give brief presentation about choosing sources of 

information (from Training module). (See Activity 2 
in the Module)

• In small groups, ask participants to brainstorm 
all the people/ groups they would like to include 
in data collection using the following prompting 
questions:

• Which individuals/groups are most representative 
of the work the program has been doing?

• Which individuals/groups have been direct 
participants and/or benefitted from our program?

• Which individuals/groups are most important to 
the success of the program?

• Which individuals/groups did you want to 
influence (but who were not direct program 
participants)?

• Which individuals/groups could give a balanced 
view of what has been happening in the program?

• Have groups write their ideas on flip-chart paper 
and share with the rest of the group. Review 
ideas, reminding participants that respondents 
should be chosen according to what information 
is required to answer their M&E questions 
and who have been important during program 
implementation.

• Discuss and agree on the potential respondents; 
tell participants these can be written in their 
MEAL plan.

Presenta-
tion

Projec-
tor and 
screen

Flip-chart 
paper and 
markers

10-10.15 Morning Tea
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10.15-
11.15am

How are we 
going to 
collect in-
formation? 

Choose 
some data 
collection 
tools

Outcome/s: Participants have chosen appropriate 
data collection tools for their M&E activities

Outline:
• Give brief presentation on different types of data 

collection tools and how to choose them (from 
Training module). (See Activity 3 in the Module)

• Give participants a Handout with details of the 
data collection tools in the Training module.

• Ask participants to review their monitoring and 
evaluation questions, indicators, potential 
respondents and the guidelines listed above and 
select some tools they think are appropriate.

• In small groups, ask them to discuss their ideas, 
especially the benefits and challenges of each 
tool and the practicalities of using them. 

Presenta-
tion

Projec-
tor and 
screen

Handout 
of data 
collection 
tools

11.15am-
12pm

How do we 
use these 
tools?

Practice 
select-
ed data 
collection 
tools

Outcome/s: Participants have some experience using 
selected data collection tools

Outline:
• Divide the group into groups of 3 or 4.
• Give each group 1 or 2 data collection tools to 

practice (from Training module).
• Ask groups to read through the basic process 

to use the tool and then to prepare a role play 
(act out) in their group of how they would use 
one of the tools when collecting information 
for their M&E activities. This may involve the 
group developing some interview questions, or 
designing an observation checklist etc., whatever 
is required for that tool.

• After time to prepare, ask each group to present 
their role play to the rest of the group.

• Invite discussion from the rest of the group:
• What worked well using the tool?
• What could be done differently in future?
• How could they use that tool in their data 

collection?
• Do they still think the tool is useful for 

collecting the information they identified in 
the previous activity?

Handout 
of data 
collection 
tools

Paper and 
pens

12-1pm Lunch

1-1.15pm Energiser

1.15-2pm How do we 
use these 
tools?

• Continued from previous activity Handout 
of data 
collection 
tools

Paper and 
pens

2-3pm What other 
information 
do we need 
to develop 
our MEAL 
Plan?

Outline 
other data 
collection 
issues

Outcome/s: Participants understand what else they 
need to think about regarding data collection in order 
to develop their MEAL system

Outline:
• Give presentation about what else they need 

to think about to develop their MEAL system 
(from Training module): (See Activities 4-8 in the 
Module)
• Sampling
• When information will be collected
• Who will be responsible for data collection
• Ethical issues
• MEAL budget

• Ask participants to discuss who will be 
responsible for working through these data 
collection issues and when it will occur. Inform 
them that these discussions need to happen in 
order to plan their MEAL activities.

3-3.15 Afternoon 
tea

3.15-
3.45pm

Daily wrap-
up and 
reflection
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KEY DEFINITIONS

While there are many and debated definitions for the terms below, the 
following definitions reflect Oxfam’s understanding and practice in this 
manual.

Accountability - The process by which we develop balanced, respectful 
relationships with diverse stakeholders, enabling them to hold us to account 
for the commitments we make, the decisions we take and the impact we have. 
Accountability is based on ensuring transparency, feedback, participation, 
and good MEAL (monitoring, evaluation, accountability, and learning).

Activities - A specific action or set of tasks undertaken by program staff and/
or partners to reach one or more objectives. Sometimes called an action, 
intervention, response, or strategic action.ii 

Assumptions - Beliefs about the underlying causes of the current situation, 
about the connections between changes, and about the context/ 
environment in which the change is happening.

Baseline data - Initial collection of information which serves as a basis for 
comparison with the subsequently gathered information. A baseline report is 
an account of the initial situation/data of a project or program which can be 
used to compare changes and impacts over time. 

Data - The raw detailed information gathered for research, evaluation and 
monitoring purposes.

Data analysis - The process of turning raw, detailed information into a 
synthesised understanding of patterns and trends that are useful for your 
program.iii

Evaluation - The systematic and objective assessment of an on-going 
or completed project, program or policy, its design, implementation and 
results. The aim is to determine the relevance and fulfilment of objectives, 
development efficiency, effectiveness, impact and sustainability.iv

Impact - Long-term, sustainable changes in the con¬ditions of people and 
the state of the environment that structurally reduce poverty, improve human 
well-being and protect and conserve natural resources.v

Indicators - Criteria or measures against which changes can be assessed. 
They help us understand whether we are moving in the right direction towards 
the results that we set ourselves to achieve.vi

Inputs - Resources to implement activities.

Logframe - A log frame is a tool for improving the planning, implementation, 
management, monitoring and evaluation of projects. The log frame is a way 
of structuring the main elements in a project and highlighting the logical 
linkages between them. vii

Monitoring - Monitoring is the systematic assessment of a program’s 
performance over time. It involves the ongoing collection and review of data 
from multiple sources, but particularly from men and women affected by the 
program. viii

Outcomes - The observable positive or negative changes in the actions of 
people who have been influenced, directly or indirectly, partially or totally, by 
outputs. This is what an individual, group or organisation does differently as a 
result of an intervention. ix

Outputs - The processes, products, goods and services that the program 
produces through the activities it conducts. For example: workshops, training 
manuals, research and assessment reports, and strategies.x

Project - A project is a group of activities or interventions with a well-defined 
target group and implementation period. It aims to achieve a set of outputs or 
outcomes that will contribute to bringing about changes in people’s lives.xi

Program - A program is a set of related and mutually reinforcing projects that 
contributes to sustained, positive impact on people’s lives.xii
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Program Logic – A way of thinking about programs that includes a theory of 
change showing a series of expected results from activities to outcomes. 
These results are often shown in a diagram showing a pathway of change.
It can be applied at the project or program level.

Quantitative data - Information that can be measured by numbers and 
quantities and aim to answer the ‘what’ of a program. The data can consist 
of numbers and/or words, but in either case, they are based on standard 
questions or measures so that they can be counted. 

Qualitative data - Information that tells us about stories, experiences, 
opinions and the quality of things; they aim to answer the ‘how’ and ‘why’ of 
a program. The data consist of words and observations, things that can be 
seen, thought and felt. 

Reflection - A process where teams consider and reflect on the lessons of 
their work – analysing their achievements and why things went well, their 
challenges and why things did not go so well and how they would change 
things to improve. They identify what they will keep doing, what they will stop 
what they will change.

Respondent - A person who replies to something, especially one supplying 
information for a survey or questionnaire.

Situation assessment - Research conducted that collects information needed 
to plan a project or program. It can identify things such as the context, major 
issues, resources and current activities happening in a community. It can also 
be referred to as a situation analysis or needs assessment.

Theory of Change - A narrative and/or diagram that makes clear what should 
happen at different levels in policies, practices, ideas and beliefs in short, 
medium and long time frames, in order to contribute to an overall program 
goal. It is a map for the program journey, and also a prediction about the 
complex web of activity that is required to bring about change.xiii 

Triangulation - Using at least three different information sources to make 
overall findings more robust and increase the validity of the information and 
analysis made.

Validate - To check or prove accuracy of something. 
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 RESOURCES 

Theory of Change
Dr. Taplin, D.H., Dr. Clark, H., Collins, E., & Colby, D.C. (2013) Theory of Change 
Technical papers: 
A Series of Papers to Support Development of Theories of Change Based on 
Practice in the Field. 
See http://www.actknowledge.org/resources/documents/ToC-Tech-Papers.pdf

Center for Theory of Change website. 
See http://www.theoryofchange.org/what-is-theory-of-change/

Care website: Theory of Change guidance. 
See http://p-shift.care2share.wikispaces.net/Theory+of+Change+Guidance

James, C. (INTRAC) Theory of Change: A guide for small and diaspora NGOs. 
See http://www.intrac.org/data/files/resources/782/Theory-of-change_A-
Guide-for-Small-and-Diaspora-NGOs.pdf 

Program Logic/ program design
Better Evaluation website: Develop Programme Theory. 
See http://betterevaluation.org/plan/define/develop_logic_model

Clear Horizon website: People-centred program logic. 
See www.clearhorizon.com.au

Earl, S., Carden, F. & Smutylo, T. (2001) Outcome Mapping: Building learning and 
reflection into development programs, International Development Research Cen-
tre, Canada

Evaluation Toolbox website: Program Logic. 
See http://evaluationtoolbox.net.au/index.php?option=com_content&view=ar-
ticle&id=30&Itemid=136

Funnell, S.C. & Rogers, P.J. (2011) Purposeful Program Theory: Effective use of 
theories of change and logic models, Jossey-Bass, San Francisco

Outcome Mapping website. See www.outcomemapping.ca

Monitoring and Evaluation
Adams, J. and Garbutt, A. (2008) Participatory Monitoring and Evaluation in 
Practice: Lessons learnt from Central Asia

Australian Government Department of Foreign Affairs and Trade (DFAT) (2014) 
DFAT monitoring and evaluation standards. See https://dfat.gov.au/about-us/
publications/Documents/monitoring-evaluation-standards.pdf

Barton, T. (CARE Uganda) (1998) Program Impact Evaluation Process, 
Module 2: M&E Tool Box (Access online)

Garcia, C., Jha, G. & Verma, R. (SocialCops) The Ultimate Guide to Effective Data 
Collection. See http://ebook.socialcops.com/data-collection

Guijt, I in Ubels, J., Baddoo, N.A. & Fowler, A (eds) (2010) ‘Accountability and 
Learning’ in Capacity Development in Practice, Earthscan

Herrero, S. (inProgress) (2012) Integrated Monitoring: A Practical Manual for 
Organisations That Want to Achieve Results. See http://www.hapinternational.
org/pool/files/demystifying-the-monitoring-process.pdf

Oxfam International (2015) Common approach to MEL and social accountability 
of Oxfam’s programs

Oxfam International (2014) Oxfam Program Framework

Quinn Patton, M. (2012) Essentials of Utilization-focused Evaluation, Sage 
publications, Minnesota

Quantitative data analysis
Leahy, J. (2004) Using Excel for Analysing Survey Questionnaires, University of 
Wisconsin-Extension. See 
https://learningstore.uwex.edu/assets/pdfs/G3658-14.pdf

Qualitative data analysis
Taylor-Powell, E. & Renner, M. (2003) Analysing Qualitative Data, University of 
Wisconsin-Extension. See 
http://learningstore.uwex.edu/assets/pdfs/g3658-12.pdf

Strengths-based approaches
Asset-based community development website: http://www.abcdinstitute.org

Appreciative Inquiry website: www.appreciativeinquiry.case.edu

Whitney, D & Trosten-Bloom, A. (2010) The Power of Appreciative Inquiry:  A Prac-
tical Guide to Positive Change, Berret-Koelher Publishers, Inc, San Francisco
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together in more than 90 countries, as part of a global movement for change, 
to build a future free from the injustice of poverty. For further information visit 
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