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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 
program and project level staff. Users of these modules are encouraged to 



2 3

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.

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

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?”

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 4 - ANALYSIS AND REPORTING

WHAT ARE THE LEARNING OUTCOMES FOR THIS MODULE? 

Individuals and organisations who use this material will:
• have a clear understanding of the importance of secure and reliable 

systems to record and store data collected for MEAL purposes
• understand possible approaches to analysing MEAL data including:

• identifying who should be involved in different aspects of data 
analysis

• the differences between quantitative and qualitative data
• strategies to analyse quantitative data
• participatory approaches to data analysis.

• understand different uses of MEAL data for reporting, accountability and 
program improvement purposes. 

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 four sections:
• Section 1 What do we do with the information we have collected? 

Looks at the importance of systematic recording and sorting of MEAL 
information, including safe and secure storage of the information we 
collect. This section completes MEAL Analysis and Reporting Step 1: 
Define how information will be recorded and stored.

• Section 2 How can we understand and make sense of information? 
Outlines basic processes for analysing different kinds of data, including 
strategies for supporting participation in the analysis processes. It 
works through MEAL Analysis and Reporting Step 2: Outline data analysis 
processes.

• Section 3 How can we use and share our findings? Reviews ways in which 
analysed MEAL data can be used for reporting and quality improvement. 
It works through MEAL Analysis and Reporting Step 3: Define how 
information will be used. 
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• Section 4 Tools, Templates and Resources provides relevant templates, 
definitions and resources related to MEAL system development. 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. Please note that this module 
contains detailed information on processes of analysing qualitative and 
quantitative data.  Depending on the data you have collected you may not 
need all sections or activities.

WHAT DO WE NEED TO DO FIRST?

In order to complete the activities suggested in this module participants 
need to have access to samples of MEAL data or information. The activities 
will be most useful if undertaken using samples from data from a program 
that participants have been involved with, although this is not essential. 
This module also complements work done in Modules 1-3 of this MEAL 
training package.

 

SECTION 1. WHAT DO WE DO WITH THE INFORMATION 
WE HAVE COLLECTED?

By systematically analysing the information we have gathered, using 
it to communicate to stakeholders and inform future projects and 
programs,1  our MEAL processes can become central to improving our 
work over time. In this module we will look at how to make sense of 
the information we have collected in a MEAL process and how to use 
it to ensure we are accountable and learn from our successes and 
challenges.

STEP 1: DEFINE HOW INFORMATION WILL BE RECORDED AND STORED
DATA RECORDING AND COLLATION

It is a good idea to think about how you are going to record and collate 
the information you collect before you start your M&E activities. Each 
data collection tool will require a method of recording the information. 
Often, data will be collected first on paper, and then entered onto an 
electronic version so that 
information can be stored, 
compared and analysed with 
other similar information. 
Some examples of paper/
manual recording methods 
include:
• printed attendance 

sheets
• printed survey forms
• journal to record 

observations
• printed forms to record 

interview or focus group 
discussion responses

How can we use data collection 
and storage plans in our MEAL 
system?

 √  Include in data collection 
plans.

 √ Develop specific formats for 
each data collection method.

1  Note that the terms ‘program’ and ‘project’ are used interchangeably in this document. 
The full definitions of both terms can be found in Key definitions in the Tools, Templates and 
Resources section.
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• flip-chart paper for participatory activities
• records of monthly staff meetings
• photographs and/or video
• voice recording.

These paper records may then be entered and collated electronically so they 
can be more easily analysed. This could include formats such as:
• typed (Microsoft Word) documents (for qualitative information such as 

interviews)
• typed (Microsoft Excel) spreadsheets (for quantitative information such 

as attendance records, survey data and for qualitative information 
copied and pasted from Word documents)

• custom-made or Microsoft Access databases (for large quantities of 
mainly quantitative data)

• online or specialty M&E programs (such as NVivo or SPSS). Note that 
these most often have a significant set-up cost associated with them.

For ongoing data collection, it is good to set up an electronic format to 
record information that is accessible and easy to use for all staff. This will 
ensure that the responsibility for entering the data can be shared and done 
on a regular basis. It is important to ensure there is a backup system and 
clear electronic filing system so that information can be kept safe over the 
life span of a program (sometimes 5 + years) and that it can be accessed 
when needed. 

ACTIVITY 1: DESCRIBE RECORDING METHOD FOR DATA COLLECTION 
TOOLS

1. For each data collection tool, discuss how you will record 
information at the time of collection and how it will be 
transferred to an electronic format.

2. Write down ideas for future reference or create a data 
collection and analysis plan (see Section 4: Tools, Templates 
and Resources).

DATA STORAGE

 
When planning your M&E, you 
must also think about how you 
will store the data securely 
and protect the privacy of 
those who were involved. Good 
practice for storing information 
includes:
• saving electronic files in 

clearly named folders that 
relate to the program, 
location and year of data 
collection

• restricting access to 
personal or sensitive files such as participant details, participant photos 
etc. (by adding passwords to computers and/or servers, locking paper 
files in filing cabinets etc.)

• only sharing files with people who are directly related to and need to see 
the documents.

How can we use data storage in 
our MEAL system?

 √ Outline in MEAL framework.
 √ Set up storage systems 

before collecting data.

ACTIVITY 2: DECIDE ON DATA STORAGE METHODS

1. With your team, discuss the following prompting questions:
• How do you plan to protect the privacy of participants?
• Who will have access to the information you collect? (e.g. other 

staff, volunteers, students, community stakeholders)
• How and where do you plan to store the data, including 

computer files, audio tapes, video tapes, handwritten notes, 
completed survey forms etc. to protect confidentiality of 
participants?

2. Write final ideas in your MEAL framework.



10 11

SECTION 2. HOW CAN WE UNDERSTAND AND MAKE SENSE 
OF THE INFORMATION?

STEP 2: OUTLINE DATA ANALYSIS PROCESS

WHO SHOULD BE INVOLVED IN DATA ANALYSIS?

Usually M&E staff, management and/or external consultants do the majority 
of data analysis for MEAL processes. However, involving program staff is a 
good way to get the perspective of workers on the ground, to develop staff 
skills and to easily understand any problems encountered in gathering 
information and implementing the program. Often program participants can 
be involved in a first round of analysis during data collection processes, 
depending on tools used, for example involving participants in choosing who 
would be good people to interview or through discussion with participants in 
participatory workshop processes. Where possible a good model is to form a 
program reference group including program participants, program staff and 
other stakeholders who can be involved in all aspects of MEAL and can play 
an active role in data analysis.

DATA ANALYSIS BASICS

Data analysis is about pulling together different pieces of information and 
making some sense of them. We do this in order to communicate people’s 
experiences, understand how a program is working and provide ideas for 
how to improve in the future. All information collected must be combined, 
compared and contrasted to come to an agreed picture of the situation. 
Data analysis is often the most challenging part of the MEAL process. It can 
require some good technical skills, attention to detail and ability to make 
connections between different pieces of information and draw conclusions. 
Enough time and resources must be included in the MEAL plan to ensure it is 
done well.

Data analysis will occur in multiple stages over the course of the program – 
see diagram below.
 

 

When analysing information it needs to be: 
 √ DESCRIBED accurately (to keep the context e.g. the culture, ethnicity   

and gender of participants, the political and geographical environment)
 √ COMPARED (how does one participant’s views differ to another, - or how   

do the views of one stakeholder group compare to another group) 
 √ RELATED (what are the similarities and differences between the    

stakeholders and why?)

Collect data
‘Tool 1’

Collect data
‘Tool 2’

Prepare
data

Sort data

Collate
data

Interpret
data

Prepare
data Sort data

Group 1

Group 2

Group 1

Group 2

WHAT

WHen

Review MEAL plan, M&E 
questions and data 

collection tools

After each tool has 
been used

After data 
collection with 
multiple groups 
using multiple 

tools

Once data 
collection is 
complete for 
that activity
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QUALITATIVE DATA ANALYSIS

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 process for analysing qualitative data, or the 
information that is about people’s opinions and stories, will vary depending on 
the data collection tool used and the questions you want to answer. However 
the basic steps are usually the same. 

 

Tips
 √ Keep some ‘Data Analysis Notes’ – e.g. a notebook where you record 

questions or ideas that come up when reading through the data. 
 √ Remember to use existing knowledge and understanding of the 

context to help explain why things are happening. 
 √ Consider displaying your thinking visually. Draw flow charts, 

diagrams and other visual displays if it helps to make sense of the 
data.

 √ Keep good data records (e.g. location data was collected, date data 
was collected, who the data recorder was etc.) for accountability 
and in case follow up is required.

 √ Leave adequate time for data analysis as it can often take longer 
than expected.

While there are many ways that data can be analysed, this manual will outline 
some basic steps you can follow. As data analysis will take place over some 
time, it is likely you will move back and forth between the steps as needed. 
The guidelines that follow are for program staff to use; some data analysis 
should also be conducted with participating community members.

Often we have to use different approaches to analysing different kinds of 
data. The following sections outline analysis processes for qualitative and 
quantitative data. 

1. Prepare your 
data and data 
analysis team

2. Focus the 
analysis

3. Sort data

4. Collate and 
organise data

5. Identify 
patterns of 
relationship 

between data

6. Interpret the 
data
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Example
Participants take part in a focus group discussion: 
All notes of the discussion are hand-written at the 
time by a dedicated staff member and then typed 
into a Word document afterwards. Another staff 
member present at the focus group discussion 
(FGDs) checks the notes to ensure all information 
was recorded accurately.

STEP 1: PREPARE YOUR DATA AND YOUR DATA ANALYSIS TEAM

Data collected in the field will need to be read and analysed by multiple 
people. As such, information should be typed where appropriate. This is 
especially important for data collection tools such as interviews, focus group 
discussions and observations (including field reports). Where data has been 
collected on sticky notes, in a workshop for example, these will also need to 
be typed up and organised. For participatory tools, photos should be taken 
and stored of data produced (e.g. body maps, drawings, flip-charts). 

The source of all data must be clearly identified. For example the recorded 
data should include the date, the details of who provided the information 
(who was interviewed or participated in the focus group), location and type of 
data collection tool used. This is important especially when using quotes and 
specific examples.

People in the data analysis team should take time to read and re-read the 
information. Take notes about first impressions or anything that strikes you 
as interesting – these impressions may be helpful later. This is also the 
time to identify (and potentially remove) any data that is not good quality, 
for example, data that is obviously biased or does not provide any relevant 
information.

STEP 2: FOCUS THE ANALYSIS

Review the key questions and purpose for gathering specific kinds of infor-
mation that were developed during MEAL planning. Identify which questions 
were related to your data collection tool and write them down. This will help to 
focus and organise the data analysis and remind you of what information you 
are looking for when you review answers from different respondents.  

Example
The purpose of the MEAL is to identify what has 
been working well and what could be improved, with 
the aim that the information would be used to re-
design the program for the next phase.
The monitoring and evaluation questions that 
were used to design questions for a focus group 
included:
1. What is changing for youth due to their 

involvement in programs?  
2. What combination of strategies and approaches 

has contributed to sustained behaviour change?

ACTIVITY 3: FOCUS YOUR ANALYSIS

1. Review the purpose, information uses and key questions that 
were developed during MEAL planning.

2. Match these to the data collection tools you have used.
3. Write these down to refer to when you are doing your data 

analysis.
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STEP 3: SORT DATA

When data has been prepared, read and re-read it to identify key ideas and 
then sort them according to those ideas or themes. This can be done using 
pre-prepared categories, or by developing categories as the information is 
read. When you decide on categories you should assign them a clear name 
and describe what will be included and excluded in the category. This will be 
especially important if there are many people who are analysing data so that 
categories are assigned consistently. You may have major categories, with 
some sub-categories attached if needed. For each category, you may want to 
assign a short code of a few letters, words or symbols that you will then place 
beside the ideas you read. 

There is no single way to sort data. The best approach will depend on the type 
of data you are analysing, who is doing it and what makes sense to them. If 
sorting the data on paper first, categories can be identified using different 
colour pens, or writing the codes in the page margins next to the relevant 
text. 

Examples of common categories based on key evaluation questions include:

ACTIVITY 4: DEFINE CATEGORIES AND SORT DATA

1. Read and re-read some of your data and write down the themes 
or ideas that are coming from what you are reading about (e.g. if 
you’re reading about a WASH program, you may read about things 
like ‘Training’ or ‘Access to water’ or ‘Community participation’).

2. If many people are analysing the data, meet together after you have 
read a sample of the data to discuss the common themes you are 
finding and develop some common categories that you can all use 
when reading the rest of the data.

3. Assign a short code (1-3 letters) for each category if needed 
(especially if analysing a lot of data).

4. Discuss what kind of information would fit in each category.
5. Write down agreed categories, codes and explanations of what 

information is included in categories and share with any others 
who are analysing data. You could also assign colours to the major 
categories if desired. Highlighters or coloured sticky notes can be 
useful. 

6. Continue reading through your data and either highlight your 
categories with coloured pens (matched with categories) and/or 
write the codes that match the information in the page margins.Categories

Responses to the question 
were sorted into categories 
such as:
Behaviour or attitude change 
(BAC)
Employment (Em)
Education (Ed) 
Life skills (LS)
Relationships (R)
Strategies (S)
Training (T)
Mentoring (M)

Example
Evaluation Questions

  
1. What is changing for youth due 

to their involvement in programs?  
What changes are evident for the 
most vulnerable/marginalised 
youth? 

2. What combination of strategies 
and approaches has contributed to 
sustained behaviour change? 
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ACTIVITY 5: COLLATE YOUR DATA

1. With your data analysis team, discuss how you want to collate 
your data according to the options listed above. You may 
choose one or all of the options depending on the type and 
quantity of data and what you will use it for.

2. Depending on your chosen method, follow the examples above 
to collate your data.

STEP 4: COLLATE AND ORGANISE DATA 

Once the data has been sorted and coded, it can be grouped and organised 
according to program outcomes and/or the key evaluation questions. This 
could be done in a variety of ways such as those detailed in the table below:

What it could involve 
Photocopy all raw data, then cut it up according to 
the category and place it with other data that fits 
in the same category and/or M&E question. This 
could be done individually but is especially useful 
if doing data analysis in a group.
Similar to the Paper method but done in Word. 
Copy and paste electronic data according to the 
category so that all information that fits in one 
category is on the same page (or pages). Pages 
can be titled by the category and/or M&E question.
A data collation file would need to be set up with 
columns including group, data collection tool, 
category, M&E question and findings.
Electronic data can then be copied and pasted 
in the spreadsheet and assigned the appropriate 
M&E question, category etc. 
This method can assist if needing to count 
the times responses or ideas occur, 
or to sort data quickly.

Example
Collation method
Paper

Microsoft Office Word

Microsoft Office Excel
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STEP 5: IDENTIFY PATTERNS OR RELATIONSHIPS BETWEEN DATA

Once all the data is grouped under categories, outcomes and/or M&E 
questions, you can look for patterns, similarities or differences in what has 
been captured. Where appropriate, you may want to write a summary of the 
data in each category.

To help provide evidence of common experiences and see the importance 
of responses, the data can be counted to see how many times the same or 
similar responses are recorded within and between categories. For example, 
in the data compilation spreadsheet, data can be sorted in the columns 
relating to the stakeholder group, M&E questions and/or key theme and then 
counting similar and different responses. While this should not be seen as 
a statistical analysis, it can help to identify general patterns and common 
themes in the data.

The collated data can also be analysed to compare responses between 
different stakeholder groups and between respondents in the same 
stakeholder group. Any major differences or similarities should be noted down 
and discussed with the program team and/or community to understand the 
reasons why. These differences should also be acknowledged when reporting 
on findings.

Relationships between two or more themes or responses can also be 
identified at this stage where they occur together consistently in the data. 
For example, where youth report they have participated in life skills training, 
they may also report an increase in confidence as the main change they have 
seen. From this, you may be able to suggest a cause and effect relationship 
between the program activity and the outcome. These connections are 
important to look for, but be careful about over-simplifying cause and effect 
relationships, as there are often many other factors that contribute to a 
change. It is important to also look for examples that are different to the 
common themes and to ask if and how they fit into the interpretation of the 
data. This is another area that it can be useful to discuss with the program 
team and/or community.

Example
When the information from focus group discussions with youth is 
combined with information from similar discussions with employers, 
answers are sorted by assigning the relevant category and 
corresponding M&E question. The responses for each category (such as 
Education, Relationships and Life Skills) are then counted. 

When comparing these responses from the different groups it can be 
seen that youth spoke more about changes in Life Skills and Education, 
while more responses related to the Employment category were recorded 
from employers. More responses in the category of Mentoring were 
recorded from youth, while employers spoke more of the importance of 
Training. 

The relationships between responses from the two groups can be 
analysed to see that the strategy of mentoring may have had an impact 
on life skills and education outcomes while employers felt that the 
training provided improved employment outcomes. These findings
 would then need to be compared with other information gathered.
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STEP 6: INTERPRET THE DATA

To interpret the data is to attach meaning and significance to the analysis. 
More than just listing the findings, you must ask yourself ‘What does it 
mean?’ and ‘What is really important?’ The data must be interpreted to help 
fulfil the purpose of the MEAL, and be useful as intended. After doing the 
data collation and basic analysis, you could think about what you have 
learned in each category and across categories. Think about what will 
be most useful for the program team and participants to know and then 
prioritise those findings for reporting. 

ACTIVITY 6: COMPARE DATA WITHIN AND BETWEEN CATEGORIES

1. Using your collated data that is sorted into categories and M&E 
questions, count how many times similar responses are found. 
Note this down for each group that gave the response. You can 
use this to show how important different responses within a 
theme are.

2. Compare responses in each category across stakeholders to 
identify if there are similarities and/or differences between them. 
Note these down for discussion during reflection processes.

3. Note down if there are many more responses in one category 
compared to others. This may tell you that the theme in this 
category was more important to respondents than others.

4. Looking at the responses in each category, write a short summary 
of what all respondents said in relation to each category/M&E 
question.

5. Now look at the responses in each category and see if there 
are any links or relationships between them. For example, one 
stakeholder group may have mentioned two or three common 
categories or themes in all their responses, indicating there is a 
strong relationship between those things (for example, training, 
livelihoods and health). Another stakeholder group may have had 
a different experience and only mentioned training and livelihoods 
together. Note these relationships down for further discussion.

Example
Early interpretation of findings could include statements such as:
• “Mentoring is a strategy that is working well and contributing 

to improvements in life skills and education”.
• “Life skills and employment are important outcomes that 

should be continued in the next phase”

ACTIVITY 7: MAKE INITIAL INTERPRETATION OF FINDINGS

1. Review the M&E questions you are trying to answer.
2. Look at your basic analysis (counting and comparing, seeing 

relationships) and see what information helps to answer your 
questions.

3. Ask yourself what the information you collected means in your 
situation: how does it help to answer the M&E questions, test your 
assumptions and provide some guidance for the program?

4. List the key points or important findings you discovered in your basic 
analysis. Think about what you learned, what was new/you did not 
know before, what reaffirmed what you knew before, what patterns 
you saw in the data, what others would find interesting to know.

5. Write a short narrative description summarising your basic findings. 
6. Share these initial findings within your team and during reflection 

sessions to discuss their meaning in more detail.
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IMPORTANT THINGS TO REMEMBER TO DO DURING QUALITATIVE DATA ANALYSIS

• Use several sources of data to help check and validate findings.
• Record what you do during data analysis, the choices you make, decisions 

you arrive at etc. so that others can understand how you arrived at your 
interpretations.

• Involve others (program staff, community etc.) with analysis and 
interpretation to ensure you get a balanced view of the data and help 
create greater ownership. Others may also see patterns you do not see.

• Avoid generalising from qualitative data – it is there to help provide 
understanding and explanation of situations and issues but should not be 
used to generalise across a whole population.

• Choose quotes carefully that can support data interpretation but be 
careful not to use them out of context (or for another meaning or purpose 
to what they were originally intended). Be sure the quotes are useful 
before including them in a report.

• Address limitations you had while collecting and analysing the data when 
reporting to help others understand how to you came to your conclusions.

For more resources on how to analyse qualitative data see Section 4: Tools, 
Templates and Resources.

QUANTITATIVE DATA ANALYSIS

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. Again, the exact process 
for analysing the data will vary depending on the data collection tool used, 
but the basic process will usually follow the steps outlined below.

1. Prepare the 
data

2. Code the data

3. Clean the data

4. Basic analysis

5. Match data 
with key themes 

and M&E 
questions
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STEP 1: PREPARE THE DATA

Quantitative data will be mainly collected during a survey and methods such 
as attendance records. The information recorded on paper surveys must be 
entered into a spreadsheet or database (depending on resources available). 
This should be set up to separate the different components of the survey (e.g. 
One Excel tab for each part of the survey) and provide space for each question 
(e.g. One Excel column for each question). Surveys will need to be numbered 
before they are entered in the spreadsheet and the responses entered next to 
the corresponding number. See example set up of spreadsheet below.

Tips
You may not need to do all of these steps, 
especially if your organisation already 
has spreadsheets and templates for 
quantitative data analysis already set up.

Example

OPTIONAL - ACTIVITY 8: SET UP YOUR SPREADSHEET

1. Using your paper survey as a guide, create an Excel spreadsheet in 
which to enter your data:
a. Create a column for survey ID#. 
b. Create column headings for each question (either write Q1, Q2  
 etc., or summarise the question if easier. If you summarise the  
 question, create another worksheet in your spreadsheet that   
 lists the full question with the summarised name).
c. Separate questions onto different worksheets if appropriate   
 (e.g. if the survey covers a number of distinct sections   
 you would like to analyse separately).
d. Adjust column width to suit each question (smaller if short   
 answer, wider if longer narrative answer) and use the ‘Wrap text’  
 function for questions with long, narrative answers.

STEP 2: CODE THE DATA

Before entering the data, you can assign numbers to each type of response 
with another section to record any longer answers or comments (see 
example). The responses should all be coded and codes documented before 
entering any data. This will make it easier to analyse later.

Example
If the question is ‘Do you attend school?’, you could code 
the answers in the spreadsheet as:
1 = Always
2 = Sometimes
3 = Never.
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ACTIVITY 9: CODE AND ENTER YOUR DATA

1. Identify which answers you can code in your survey. These are 
standard responses that people have to choose from in the 
survey (e.g. ‘Yes’, ‘No’, or a multiple-choice list).

2. Assign codes for these answers, starting with a small number 
(but not 0) and write them in a separate worksheet in your 
spreadsheet so you can refer to them later (and others know 
what the codes mean).

3. Enter the answers from the surveys into your prepared 
spreadsheet, remembering:
a. to leave the cell blank if there is no response on the survey, 

or code it as ‘no response’
b. if more than one answer was circled (and the question only 

allowed for one), regard it as a ‘no response’ answer
c. if a whole page of the survey was not answered, try to 

contact the respondent and ask the questions again, 
otherwise leave all answers blank

d. if some questions have been answered differently in different 
surveys, discuss with your team how you will deal with 
those answers and enter them in a consistent way in your 
spreadsheet. Note down what you do so others can follow the 
same example

e. if an open-ended question is incomplete, enter whatever 
information you have

f. back-up your survey regularly as you enter data to ensure you 
do not lose anything.

STEP 3: CLEAN THE DATA

Once all data is entered, it will need to be ‘cleaned’ by looking for any 
duplication in data entry, questions that have not been answered at all or 
answered under the wrong question. The spreadsheet or database should 
only contain one set of responses per person. Eliminate any surveys that 
have no responses and delete any answers that obviously do not relate to 
the question asked.

ACTIVITY 10: CLEAN YOUR DATA

1. If you have a small number of surveys, check each one against the 
data that was entered to ensure they are correct.

2. If you have a large number of surveys, scan through your entered 
data for anything unusual. For example, if you were entering data 
with the codes ‘1’ and ‘2’, look for anything such as ‘11’ or ‘12’ or 
‘22’. Then find the original survey and check the correct answer.
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Answer key:
Always =1
Sometimes = 2
Never = 3

Example

STEP 4: BASIC ANALYSIS

There are many ways you can analyse quantitative data in Excel, some of 
which can be found in the resource ‘Using Excel for analysing survey data’ 
in Section 4: Tools, Templates and Resources. For simple data analysis, data 
can be sorted or filtered in each column (corresponding to a question) if 
answers are standardised (e.g. from multi-choice question). These can then 
be counted for the number of times responses occur. The numbers can then 
be used to make a visual diagram (e.g. graph) to display how questions were 
answered. The numbers could also be used to determine percentages, for 
example % of children who attend school. The percentages can be made into 
a visual diagram if desired. 

ACTIVITY 11: SORT AND/OR FILTER AND COUNT YOUR DATA 

1. Referring to your entered data, look for standardised answers that 
can easily be sorted or filtered (those you have coded, and/or which 
use the same answer words).

2. Add filters to your column headings on your spreadsheet.
3. Filter your answers so that only the answer you want to see is shown 

(for example, when you click the filter arrow, tick only the box next to 
the answer you want out of the list of possible answers).

4. Then count how many times that answer occurred (you can do this 
manually or by highlighting the answers and using the Excel ‘Count’ 
function).

5. Note down this number at the bottom of the column.
6. Repeat for other possible answers to the same question.
7. Calculate percentages of each answer given by dividing the number 

of times an answer occurred, by the total number of answers.
8. Note down these percentages, next to the answer option, at the 

bottom of the column, or on a new spreadsheet that contains only 
your analysed data.

9. Highlight the answer options and percentage columns and make a 
chart (such as a pie chart) to display the data.

10.  Refer to the resource ‘Using Excel to analyse survey data’ in Section 
4: Tools, Templates and Resources, for more options to analyse your 
data.
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STEP 5: MATCH DATA WITH KEY THEMES AND M&E QUESTIONS

Depending on the survey, results from each survey component and/or 
question could be matched with a corresponding M&E question and key 
theme (as identified during qualitative analysis). This would help in later 
analysis when comparing data from the survey with data gathered by 
qualitative methods.

For more details on analysis in Excel see Section 4: Tools, Templates and 
Resources

ACTIVITY 12: MATCH DATA TO EVALUATION QUESTIONS

1. Refer to the M&E questions you developed for your MEAL plan.
2. Identify which survey questions correspond to your M&E questions 

and add relevant responses to your collated qualitative data.

How can comparing sources of data 
help our MEAL system?

 √ Outline the general data analysis 
process you intend to use in your 
MEAL framework.

 √ Include time for data analysis 
in your program activity/data 
collection plans.

COMPARE AND RELATE SOURCES OF DATA

Once both 
qualitative and 
quantitative data 
have been analysed, 
they can be 
reviewed together 
to see where there 
are commonalities 
and/or differences 
in the themes and 
responses given. 
Triangulating data – 
using at least three 
different information 
sources – will make 
overall findings 
reported stronger 
and increase the 
validity of the 

information and analysis made. Where the data are the same or similar, this can 
be used as a way to validate a finding. For example, a survey may find that the 
biggest youth issue is education, and in focus group discussions, people speak 
about the difficulties of paying school fees or the quality of teaching. 

Where the data are very different use this is as an opportunity for further 
discussion with staff and community members to better understand how and 
why the information differs. For example, from qualitative methods, the main 
change that was identified may have been an increase in confidence, but from 
the quantitative data, employment may have been identified as the biggest 
change. Further discussion may show that there is a link between the two 
responses.
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ACTIVITY 13: COMPARE YOUR DATA

1. Bring all your collated data together (qualitative and quantitative) 
either electronically (in an Excel spreadsheet or Word document 
or database) or on paper, with answers grouped according to 
categories, key themes and/or M&E questions.

2. Read through all information to see where there are similarities 
and differences between qualitative and quantitative data. Note 
down the major similarities and differences.

3. Discuss your overall findings with your team to identify any other 
patterns or learning. Note down the key points of your discussion. 
This can be used to guide internal and external reflection 
processes to further validate or challenge your data and analysis.

REFLECTION

Once information has 
been collected and 
analysed, it is important 
to reflect on it to track 
progress toward program 
outcomes, determine 
overall effectiveness of 
the program and make 
some decisions about 
how to continue. This is 
also the time to compare 
findings with the program’s 
Theory of Change/ Program 
Logic to test if predicted outcomes have occurred and assumptions have 
been correct. This should be done internally with staff and with program 
participants as much as possible.

INTERNAL

Internal reflections can be done in a variety of ways, including staff meetings 
and annual reflection workshops. Staff meetings are good places to share 
ongoing monitoring findings and invite feedback from other (non-program 
related) staff. Annual reflection workshops are essential to look at the 
evidence of results from M&E activities and make some judgements about the 
effectiveness and adequacy of the program. This can involve:
• looking at evaluation and monitoring questions
• presenting evidence from monitoring data that answers those questions
• identifying any unexpected outcomes
• scoring the evidence according to achievement of outcomes/goals – to 

what extent did we reach them?
• reviewing assumptions with findings to see if what you believed would 

happen did happen, and if not, why not?
• making judgements as to effectiveness, appropriateness etc. of work
• identifying any challenges and/or areas for improvement
• considering what aspects of the program are working well, average or not 

well and deciding what to keep or drop
• deciding whether evidence collected is good enough to answer the 

questions (and if not, what could we do better next time)
• revising program plan/logic as needed.

WITH PARTICIPANTS

You should conduct both informal and formal reflections with program 
participants throughout your program to share what has been happening in 
the program, seek their feedback, jointly address any issues that have come 
up and design or review program activities. These reflections could be done in 
a variety of ways, including:
• formal meetings with program participant and key stakeholder 

representatives each year/ following significant data collection (such as a 
baseline or evaluation)

• informal discussions with individuals or groups of program participants 
during regular program activities.

How can we use Reflection in 
our MEAL system?

 √ Outline what reflection/s 
you intend to conduct and 
with whom in your MEAL 
framework.

 √ Include time in your program 
activity plans for reflections.
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Feedback gathered during these reflections can be incorporated into final 
reports where appropriate and/or reviewed program plans. Reflections should 
only be conducted if there is a serious commitment to sharing information 
and using the feedback gathered, otherwise participants will likely feel like 
the exercise is a waste of their time and may prevent them participating 
again.

ACTIVITY 14: 
IDENTIFY WHEN AND HOW TO DO REFLECTIONS FOR YOUR PROGRAM

1. Thinking about your original purpose and intended use of your 
M&E findings and the stakeholders you are working with, discuss 
with your team how and when you intend to run reflections. You 
can use the following prompting questions to help guide your 
discussion:
a. Who do we need to discuss our findings with internally? How 

important are they to people outside our immediate program 
team? Who else could provide some insight into what we 
discovered?

b. Who should we be sharing our initial findings with externally? 
How could we engage with our participants to get their 
feedback on the information we have collected? How often 
could we be sharing this with them and in what format?

c. How formal/informal do our reflections need to be? Do we need 
to conduct them with all staff/participants or just selected 
representatives? How would we choose those representatives?

d. Who would be responsible for designing and facilitating the 
reflections? Do we have the skills we need already or could we 
use some external support?

e. How could we time the reflections so we have enough time to 
include the outcomes in our reporting?

2. Write details of planned reflections in your MEAL framework.

SECTION 3. HOW CAN WE USE AND SHARE OUR FINDINGS?

STEP 3: DEFINE HOW INFORMATION WILL BE USED

The monitoring and evaluation information you collect should be used in a 
variety of ways for accountability and learning purposes. How you expect to 
use the information should have been discussed before data collection to 
make sure information is relevant and appropriate for the audience. Most 
often, information is collated, analysed and then written into a report that is 
then shared with relevant people. For M&E to be most useful, reports should 
first be written for those who will use them to make positive changes for the 
program and then for other important stakeholders (such as donors). Some 
example templates of different types of reports can be found in Section 4: 
Tools, templates and resources.

INTERNAL REPORTING

Internal narrative reports are 
written to describe program 
activities, show program 
progress and/or identify any 
significant changes that have 
occurred as well as any major 
issues that have come up 
during the reporting period. 
These reports could include 
things like:
• monthly field reports 

(detailing completed activities along with any observable changes in 
program participants or circumstances)

• activity reports (such as reports about a training or other significant 
activity or event)

• quarterly progress reports (that are targeted at staff and include details 
on progress toward outcomes, any challenges encountered, changes (or 
suggested changes) to program implementation etc.)

How can we use internal 
reporting in our MEAL system?

 √ Include what internal reports 
you intend to produce in your 
MEAL framework and MEAL 
plan.
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• annual reflection reports (documenting major achievements and 
challenges, lessons learned and proposed revisions to program plans)

• newsletters (for internal and external sharing)
• lessons learned reports.

These internal reports should be shared widely with program management 
and implementing staff so everyone has a common understanding of the 
program progress and can better act on any proposed recommendations. 
Regular finance reports will also be needed for internal review and will include 
a combination of monthly, quarterly and annual reports. These should clearly 
link completed activities outlined in narrative reports with the money that was 
spent on them.

ACTIVITY 15: DEFINE INTERNAL REPORTING REQUIREMENTS

1. With your team, discuss what type/s of reports you should 
produce for internal use (using examples listed above). This will 
depend on things such as:
a. type of activities you are conducting
b. length of program
c. how you are planning to use your M&E information
d. external donor requirements
e. internal organisational reporting requirements.

2. Decide on the type/s of reports you will produce for your program 
and who will develop the reporting templates (if they don’t already 
exist).

3. Include details in your MEAL framework.

EXTERNAL/DONOR REPORTING

Most program will require 
reporting for donors that 
will vary according to their 
requirements as well as the 
type and timeframe of the 
program. Often, donors will 
provide their own reporting 
templates, although some 
donors may accept reports 
written in the implementer’s 
template. This should be 
negotiated with the donor at 
the start of the program and requirements agreed on. Donors usually require 
at least one, if not all, of the following reports for a program:
• quarterly/ six monthly progress report
• annual report
• end-of-program report
• evaluation report.

All donor reports will include a financial report which should be completed 
to donor requirements/ standards and clearly show expenditure related to 
program activities. Other external publications based on M&E findings include 
things like newsletters and learning notes.

How can we use External/donor 
reporting in our MEAL system?

 √ Include what external reports 
you intend to produce in your 
MEAL framework and MEAL 
plan.

ACTIVITY 16: IDENTIFY EXTERNAL DONOR REQUIREMENTS

1. During your early discussions with donors, discuss and agree on 
their reporting requirements for your program, including timing.

2. Obtain any relevant report templates they have and/or discuss the 
option of using your own template for reporting.

3. Include details of reporting requirements in your MEAL framework.
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FEEDBACK TO PARTICIPANTS AND STAKEHOLDERS

As well as involving 
participants (and 
possibly stakeholders) 
in reflection activities, 
you should also ensure 
that feedback from 
program reports is 
shared with relevant 
individuals and groups 
throughout. You could 
do this in a variety of 
ways, including:
• simplified, 

accessible reports 
shared with program 
participants and 
stakeholders

• annual feedback meetings/ discussions with representatives from 
participants and stakeholders (where appropriate)

• informal discussions with program participants during regular program 
activities

• creative displays or reports in formats such as photography or video.

How can we use feedback to participants 
and stakeholders in our MEAL system?

 √ Outline your intended process 
to feedback to participants and 
stakeholders in your MEAL framework.

 √ Allocate time in your program activity 
plans for feedback to participants.

MAKE DECISIONS 

Monitoring and evaluation 
and the resulting information 
should ultimately be used to 
make critical decisions for the 
program. These decisions could 
be as simple as changing the 
type or timing of activities, up 
to more complex decisions such 
as whether to continue, stop 
or radically change a program. 
They can also be decisions 
about which MEAL activities to 
continue, stop or change for 
the current or new programs.

ACTIVITY 17: DISCUSS YOUR FEEDBACK OPTIONS

1. With your team, identify:
d. who will need to report to/ share feedback with during and at 

the completion of your program
e. what kind of reporting format they would best respond to (for 

example, a detailed written report would be more suited to a 
donor, and a simplified, visual report may be better for program 
participants). Is there a format that would communicate well to 
all people you want to reach?

f. who will be responsible for creating these reports and sharing 
feedback with key stakeholders throughout your program.

2. Include details in your MEAL framework.

How can we use this in our MEAL 
system?

 √ Use learning from MEAL 
activities to revise current/
develop new MEAL systems.
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ACTIVITY 18: 
DISCUSS WHAT KIND OF DECISIONS YOU MIGHT MAKE WITH YOUR FINDINGS

1. Referring back to your MEAL purpose and use, and looking at your 
findings, discuss with your team what decisions you could make 
now. These could include things such as:
a. what program activities to keep, change or remove from your 

next action plan
b. which participants to keep working with, which to stop working 

with, and who else could be included in the program
c. which locations to work in
d. which outcomes to keep, change or remove in your Program 

Logic/plan
e. what strategic partnerships would be useful to establish to 

further your program’s effectiveness
f. what skills are needed for your staff to conduct the program 

effectively, and how to obtain those skills
g. where to allocate resources (both human and financial). 

 

SECTION 4. TOOLS, TEMPLATES & RESOURCES

TEMPLATES

1. Monthly report template – Oxfam in Vanuatu
2. Example workshop session plan – Data analysis
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MONTHLY REPORT TEMPLATE – OXFAM IN VANUATU

Name of Program: Location:
Reporting period: Date of submission:

1. Goal and objectives (outcomes)
List the goal and objectives of the program. Use the same goal and objectives/ outcomes as 
those used in the log frame/ theory of change – in this template permanently so staff don’t 
have to put it in all the time – but important that staff understand what their activities are 

contributing towards.

2. Changes in context (internal or external) including enabling and   
 inhibiting environments
Have there been changes in the context (positive/ negative), internally within the 
organisation or externally in the broader context, which have affected the program 
implementation? For example, changes to staffing, events, elections, issues in the target 

communities.

3. Program Progress
What has happened over the reporting period? Listing achievements: activities/ outputs 
(and outcomes). This report should describe what activities had been planned and what 
was actually carried out, what outputs were achieved, and what outcomes (CHANGES) 
have happened. Please include quantity figures e.g. numbers of young people trained or 
numbers of workshops held etc. And quality of the activities, outputs, outcomes: quotes and 
descriptions

Long term (Intermediate) Outcome: have this here permanently

Short term (Immediate) Outcome: have this here permanently

Planned activities Achieved activities Achieved Outputs (quantitative & 
qualitative)

Achieved Short term (Immediate) Outcomes 
(CHANGE)   (quantitative and qualitative)

Achieved Long term (Intermediate) Outcomes 
(CHANGE)   (quantitative & qualitative)

This will often be left blank.

Long term (Intermediate) Outcome: have this here permanently

Short term (Immediate) Outcome: have this here permanently

Planned activities Achieved activities Achieved Outputs (quantitative & 
qualitative)

Achieved Short term (Immediate) Outcomes 
(CHANGE)   (quantitative and qualitative)

Achieved Long term (Intermediate) Outcomes 
(CHANGE)   (quantitative & qualitative)

This will often be left blank.
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Planned activities for next month*:

*use this planning table, or a calendar, or another planning tool that you 
prefer.  Spend some time planning so that you have a plan to reflect on during 
the monthly reporting. You will cut and paste these activities in next month’s 
program progress table. 

4. Exciting highlights, lessons learned, challenges 
Highlight achievements, changes, and describe positive lessons learned and challenges 

(including recommendations)

Highlights Challenges Lessons Learned Program 
amendments 
due to highlight/ 
challenge

-
-
-
-
-
-
-

-
-
-
-
-
-
-

-
-
-
-
-
-
-

-
-
-
-
-
-
-

5. Beneficiary/ Participant numbers

           

6. Child Protection (including safeguarding)
Describe how children protection has been integrated into the program activities, and how 
children have benefited from the program – taking into account ages, gender and vulnerable 
children.  If there has been any child protection safeguarding issues, please ensure that they 

are reported to the CP focal point person.

7. Gender
Describe how women and men have participated in and benefited from the program.  Include 

their involvement throughout project cycle and include challenges if there were any?

8. Disability 
Describe how people with disabilities have participated in and benefited from the program.  
Describe how communities involved in the program have become more aware about issues 

involving people with disabilities.

9. Emergencies/ Disaster Risk Reduction/ Resilience
Describe how the program has incorporated emergency preparedness activities and/ or DRR/ 

CCA/ weather variability messages (if your program is not specifically a DRR program)

Children Adults Total Children with a 

Disability

Adult with a 

Disability

Urban/ Rural

0-18 years 18+ years 0-18 years 18+ years

Male Female Male Female Male Female Male Female Male Female Urban Rural
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10. Advocacy and Influencing
Describe any media involvement in the program or how the program has influenced decision 
makers, or contributed to discussions about district/ national or international policy and/ or 

legislation.  

11. Partnerships
Describe any work you have done with partners (government/ NGO) this last month.  What is 

your/ their perspective about how the partnership operates?  

12. Finances
Describe your program’s financial status?  According to the BvA (Budget versus Analysis), is 

your program underspending (10%), on track or overspending (10%).  

13. Stori (case study, digistory, photos, accountability processes 
including feedback etc., change story)
What is the title of your stori?

14. ACTIONS Were the actions from the 
previous report completed

• 
• 
• 
• 
• 

Feedback from PQ team/ Program Director/ Humanitarian Director on reports 
submitted 
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EXAMPLE WORKSHOP SESSION PLAN: DATA ANALYSIS

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 
• understand the basics of data analysis, including 

who does it, when and why
• know the difference between quantitative and 

qualitative data analysis
• have developed skills in analysing qualitative data.

SESSION 
CONTENT:

• What is data analysis and how does it happen? 
Outline key elements of good data analysis

• What is the difference between quantitative and 
qualitative data analysis? Present basic process of 
quantitative and qualitative data analysis

• How do we prepare to analyse qualitative information? 
Prepare data and focus the analysis

• How do we sort our information? Define categories 
and sort data

• How can we put our information together? Collate the 
data

• How does our information work together? Identify 
patterns or relationships between data

• What does our information tell us? Make initial 
interpretation of data

• What else do we need to do with our information? 
Present next steps for data analysis

KEY LEARNING  
POINTS:

• Good data analysis is critical to effective MEAL.
• Both quantitative and qualitative information are 

important to tell a program’s story.
• There are clear steps that can be followed when 

analysing data.
• It is most important to ‘make meaning’ from the 

information collected.
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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 their MEAL 
plan/Framework and some qualitative information 
they have collected to the workshop to practice 
with.

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

8-8.30am 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 how to analyse information.

• By the end of this workshop, participants will:
• understand the basics of data analysis, 

including who does it, when and why
• know the difference between quantitative 

and qualitative data analysis
• have developed skills in analysing 

qualitative data.
• Show outline of training. 

Presenta-
tion

Projec-
tor and 
screen

8.30-9.15 What is 
data anal-
ysis and 
how does it 
happen?

Outline key 
elements of 
good data 
analysis

Outcome/s: Participants understand the key elements 
of good data analysis

Outline:
• Ask participants what their experience of data 

analysis is and write ideas on flip-chart paper:
• What is data analysis and why is it important?
• Who usually does data analysis in your 

programs?
• When does it usually happen?
• What do people like/ find challenging about 

data analysis?
• 

Presenta-
tion

Projec-
tor and 
screen

Flip-chart 
paper and 
markers

Session Plan
• Show presentation outlining data analysis basics 

(from Training module):
• Definition of data analysis.
• What data analysis is used for.
• What is required for good data analysis.
• When data analysis happens (show diagram).
• Who should be involved in data analysis.
• Tips for good data analysis.

• Group discussion about information in the 
presentation: do participants have anything to 
add/ comment on?

9.15-10 What is the 
difference 
between 
quantita-
tive and 
qualitative 
data analy-
sis?

Present ba-
sic process 
of quanti-
tative and 
qualitative 
data anal-
ysis

Outcome/s: Participants understand the difference 
between quantitative and qualitative data analysis 
and the basic process for both

Outline:
• Ask participants how they would describe 

quantitative and qualitative data and the main 
differences between them.

• Show presentation with definitions of quantitative 
and qualitative data (from Training module).

• Show presentation of basic steps to analyse 
quantitative and qualitative data (from Training 
module) and explain that the analysis process 
will vary depending on what information has been 
collected and who is analysing it but it should 
generally include the basic steps.

• Explain that participants will go through a 
qualitative data analysis process in today’s 
workshop.

Presenta-
tion

Projec-
tor and 
screen

10-10.15 Morning tea

10.15-11 How do we 
prepare to 
analyse 
qualitative 
informa-
tion?

Prepare 
data and 
focus the 
analysis

Outcome/s: Participants have organised their data 
and know what information to look for

Outline:
• Show presentation that outlines what is involved 

in Steps 1 and 2 of qualitative data analysis (from 
Training module).

• In small groups, ask participants to choose some 
raw data (i.e. typed up stories, typed up infor-
mation from focus group discussions etc.) to 
practice analysing in the workshop and ensure 
everyone in the group has read and understood it.

Presenta-
tion

Projec-
tor and 
screen

Paper and 
pens
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• Ask groups to now look at their MEAL Plan/
Framework to remind themselves of the purpose 
of their MEAL and how they said they would use 
information they collected. Ask them to find the 
M&E questions that were developed during MEAL 
planning that relate to outcome/s the data is 
about. Have them write the questions on papers 
(one question per page).

11.00-
12.00

How do we 
sort our in-
formation?

Define cat-
egories and 
sort data

Outcome/s: Participants have defined categories and 
codes for their data 
Outline:
• Show presentation that outlines what is involved 

in Step 3 of qualitative data analysis including the 
example of evaluation questions and categories 
(from Training module). (See Activity 4 in the 
Module)

• Explain that participants will develop their own 
categories for the data they are practicing with 
today.

• Ask group members to read and re-read some of 
their data and write down the themes or ideas 
that are coming from what they are reading about 
(e.g. if they are reading about a WASH program, 
they may read about things like ‘Training’ or 
‘Access to water’ or ‘Community participation’). 

• Have them discuss in their small groups the 
common themes they are finding and develop 
some common categories they can all use when 
reading the rest of the information. Discuss what 
kind of information would fit in each category.

• Ask groups to assign a short code (1-3 letters) for 
each category if needed (especially if analysing a 
lot of data). Give some examples.

• If groups have more data to read, ask them to 
continue reading it and either highlight the 
information that matches their categories with 
coloured pens and/or write the codes that match 
the information in the page margins.

Presenta-
tion

Projec-
tor and 
screen

Paper and 
pens

12.00-1.00 Lunch

1-1.15 Energiser

1.15-1.45 How can 
we put our 
information 
together?

Collate the 
data 

Outcome/s: Participants have collated their data 
according to chosen M&E questions

Outline: (See Activity 5 in the Module)
• Show presentation outlining Step 4 of qualitative 

data analysis, including example collation meth-
ods (from Training module).

• Ask groups to use the paper collation method and 
cut up their data according to the category the 
information relates to. 

• Ask them to collate these papers to match the 
M&E questions in their MEAL plan (as per earlier 
activity). Note that some information may relate 
to multiple M&E questions and that’s ok.

Presenta-
tion

Projec-
tor and 
screen

Paper and 
pens

1.45-3pm  
How 
does our 
informa-
tion work 
together?

Identify 
patterns 
or rela-
tionships 
between 
data

Outcome/s: Participants have identified any patterns 
or relationships in the information they are analysing

Outline: (See Activity 6 in the Module)
• Show presentation of key information about Step 

5 of qualitative data analysis, including the need 
to count, compare and find relationships between 
pieces of information (from Training module).

• Using the collated data that is sorted into cate-
gories and M&E questions, ask groups to count 
how many times they find similar responses. Note 
this down for each group that gave the response 
(if there were respondents from different target 
groups, i.e. women, boys etc.). Explain that they 
can use this to show how important different 
responses within a category/theme are.

• If there is data from different target groups, ask 
participants to compare responses in each cate-
gory across target groups to identify if there are 
similarities and/or differences between them. Ask 
them to note these down for discussion during 
reflection processes.

• Ask groups to note down if there are many more 
responses in one category compared to others. 
Explain that this may tell them that the theme in 
this category was more important to respondents 
than others.

• Ask groups to look at the responses in each 
category and write a short summary of what all 
respondents said in relation to each category/ 
M&E question.

Presenta-
tion

Projec-
tor and 
screen

Paper and 
pens
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• Now have them look at the responses in each 
category and see if there are any links or rela-
tionships between them. For example, one target 
group may have mentioned two or three com-
mon categories or themes in all their responses, 
indicating there is a strong relationship between 
those things (for example, training, livelihoods 
and health). Another target group may have had a 
different experience and only mentioned training 
and livelihoods together. Tell participants it is 
important to note these relationships down for 
further discussion.

3.00-3.15 Afternoon tea

3.15-
4.15pm

What does 
our infor-
mation tell 
us?

Make initial 
interpreta-
tion of data

Outcome/s: Participants have made a basic 
interpretation of their data

Outline: (See Activity 7 in the Module)
• Show presentation of key points from Step 6 of 

qualitative data analysis, including the examples 
(from Training module).

• Ask groups to again review the M&E questions 
they are trying to answer.

• Have them look at their basic analysis (counting 
and comparing, seeing relationships) and see 
what information helps to answer their questions.

• In their small groups, ask them to discuss what 
the information they collected means: how does 
it help to answer the M&E questions and provide 
some guidance for the program?

• Ask them to list the key points or important 
findings they discovered in their basic analysis. 
Think about what they learned, what was new/
they did not know before, what reaffirmed what 
they knew before, what patterns they saw in the 
data, what others would find interesting to know.
• \

Steps of 
disci-
plinary 
action 
cards

• Ask groups to write a short narrative description 
summarising your basic findings using the 
following prompting questions:
• What does the information mean, what is 

really important about what people have 
said?

• How does it relate to the effectiveness of 
your program?

• What changed for respondents as a result of 
their involvement in the program?

• What did they do in the program?
• Did they provide any feedback for the 

program?
• How did what they said relate to your M&E 

questions? 

4.15-
4.45pm

What else 
do we need 
to do with 
our infor-
mation?

Present 
next steps 
for data 
analysis

Outcome/s: Participants understand how to continue 
their data analysis process

Outline:
• Discuss with the group that qualitative analysis 

only tells part of the story of your program. Ideally 
they should have collected quantitative data as 
well. Once they have collected quantitative data 
and analysed it separately they should then bring 
it all together to compare.

• Show presentation on comparing and relating 
sources of data (from Training module) and ex-
plain the importance of doing this to participants.

• Show presentation on key points about Reflec-
tions (from Training module) and discuss with 
participants how they could use reflections to 
improve their data analysis process.

NGO HR 
manuals
Flip chart 
paper / 
pens

4.45-5pm 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

Program Logic – A way of thinking about programs that includes a theory of 
change showing a series of expected results from activities to outcomes. 
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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 
Centre, Canada

Evaluation Toolbox website: Program Logic. See http://evaluationtoolbox.net.au/
index.php?option=com_content&view=article&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
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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 
Practical Guide to Positive Change, Berret-Koelher Publishers, Inc, San Francisco
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