


[Project name] Beneficiary Assessment Process Overview

This document outlines the anticipated activities associated with the [Project Name] Beneficiary Assessment beginning [Date X]. The main tasks associated with the different BA steps, along with relevant milestones and primary responsibilities, are included in the following table.
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Table 1: Overview of the Beneficary Assessment process for [Project name], [Year X]

	#
	Steps

	Date/
Period
	Participants
	Responsible

	
	
	
	
	

	1 
	Preliminary definition of assessment scope, tools and formats:
1.1 BA Inception Report (including methodological approach, overview of research areas and selection criteria)
1.2 Modality of assessment (finalizing process map and key roles)
	Months 1-2
	Trainer/Backstopper, funder representative, implementing partner representative, National Facilitator
	Trainer/Backstopper and National Facilitator

	2 
	Definition of the roles of participating actors
2.1 Overview of participating actors
2.2 Selection criteria and role of actors
	Month 1
	Trainer/Backstopper, funder representative, implementing partner representative, National Facilitator
	 National Facilitator

	3 
	Establishment of TORs and contracts
3.1 Facilitators
3.2 Co-Facilitators 
3.3 Citizen Observers
	Month 2
	   Funder to provide comments
	Trainer/Backstopper for ToRs, funder for contracts

	4 
	Selection of areas/actors to be assessed
4.1 Selection of co-facilitator(s)
4.2 Selection of research locations
4.3 Preparation of implementing partners for  CO and household (HH) selection
4.4 Selection of participating families to be assessed, preparation of background info
4.5 Selection of citizen observers (COs)
	Month 3

	National Facilitator to work with implementing partner team to identify appropriate areas and approach to CO selection (latter done by appropriate local actors - TBD)
	National Facilitator

	5 
	Training of/co-planning with facilitators
5.1 Organise training of facilitators (invitation, logistics etc.)
5.2 Preparation of training curriculum
5.3 Creation of guidelines for interviews (Household and Focus Group levels)
5.4 Training of facilitators
	Month 4

(1 week)
	National Facilitator and Co-facilitator, Trainer/Backstopper
	Trainer/Backstopper in consultation with funder and facilitator

	6 
	Presentation of process to relevant actors, training of COs
6.1 Organise training of COs (invitation, logistics etc.)
6.2 Preparation of information and training curriculum
6.3 Training of COs (including finalization of Assessment framework: questions for semi-structured interviews, formats)
6.4 Planning for implementation 
	Month 4
(1 week)
	Trainer/backstopper to conduct training, project implementer to coordinate logistics

Planning in parallel with CO training
	National Facilitator supported by Trainer/Backstopper

	7 
	Field testing & adjustments
7.1 Conduct field testing in a community (not being part of assessment!)
7.2 Analyse findings of field testing
7.3 Make necessary adjustments for implementation (formats, interview modality, data collection etc.)
7.4 Fine-tune planning and get shared understanding for the implementation
	Month 4
(2 days)
	Trainer/Backstopper to support field testing and adaptation, project implementer to coordinate logistics

	National Facilitator

	8 
	Implementation
8.1 Travel to first assessment sites
8.2 Recall and agree with community on programme of assessment (2 days)
8.3 1st day: assessment at household level (interviews), consolidation
8.4 2nd day: Focus group meetings for community level perspective followed by feedback of results to community
8.5 Travel to next assessment sites, etc.
	Month 5
(2  weeks)
	Focus groups to include women and men representative of key social/institutional groups. Project implementer to support with logistics (NOTE: No project vehicles or staff to be used during field research phase!)
	National Facilitator, COs

	9 
	Data processing and analysis
9.1 Consolidate information, data input, quality control
9.2 Data analysis according to established procedure
9.3 Presentation of results according to established formats
9.4 Prepare presentation of validation workshop
	Month 6
(2 weeks)
 
	Trainer/Backstopper to support. Project implementer to coordinate logistics, invitations for validation workshop
	National Facilitator 

	10 
	Validation workshop
10.1 Preparation of workshop (programme, logistics)
10.2 Presentation of results and discussion
10.3 Reach consensus (?) on required changes
10.4 Feedback of participants on methodology
	Month 6 

(1.5 days)
	· COs 
· Project partners
· Project implementer
· Funder
· Others as feasible

	 National Facilitator and Trainer/Backstopper

	11 
	Meeting for final analysis and interpretation of results
11.1 Final analysis of the results incl. findings of validation workshop
11.2 Define needs for adjustments and further cross-checks.
11.3 Define structure for final report
11.4 Revise methodology
11.5 Agree on collaboration and time plan for concluding the analysis and draft report
	Month 7 

	Trainer/Backstopper to support
	National Facilitator

	12 
	Final report 
12.1 Completion of draft report 
12.2 Elaboration of final draft report for submission to funder1
12.3 Revision of report and feedback from funder
12.4 Elaboration of final report
12.5 Dissemination of report
	Month 7
(2 weeks)
	
Facilitator, Trainer/Backstopper to support  
	
12.1-12.4 National Facilitator
[bookmark: _GoBack]12.5 Trainer/Backstopper, Funder
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