
[image: image1.jpg]| .
o
northern rock

foundation





Monitoring and evaluation guidelines

Why do we monitor and evaluate?

We monitor and evaluate grants to assure ourselves that our money has been spent in the way intended. But more importantly, we hope that by monitoring and evaluating individual grants, and investments across grant programmes, we and those we fund can:

· learn from experience;

· record and share our learning and progress made;

· check that work is still wanted, needed and effective;

· identify strengths and weaknesses and plan for the future;

· explain to funders and other interested bodies what has been achieved and how successful it is.

We want to promote effective monitoring and evaluation, and see this as an integral part of our interest in building the capacity and promoting the work of the voluntary sector in our region.  

What do we mean by monitoring and evaluation?

· Monitoring is about collecting information and keeping track of what is going on with your work, so that you know, for example, how many people are attending your training courses, how regularly your community building is being used or what kind of progress your beneficiaries are making. 
· Evaluation is about using the information you collect to make judgements about your activities and whether they have met your aims. It is often done at the end of, but can be done during a piece of work.
· Monitoring and evaluation will help you to plan your work more effectively and make sure it is responsive to needs; it will give you continuing feedback and allow you to make changes if necessary, particularly if things are not going as intended. It can act as proof that your project is succeeding and so can be used to support future funding applications.
What do we expect from you?

We aim to make our monitoring and evaluation process as simple and as useful as possible. Our process is described below.

1. You receive a letter from us offering a grant. 

2. You sign our grant terms and conditions and complete the Evaluation Planning Form which we send with the offer letter. 

3. Once we receive all the documents and approve the Evaluation Planning Form, we release the first payment of the grant.

4. We require a satisfactory progress report from you, usually at the end of each year of the grant. We will not release the next payment until this report is received and agreed. We also need to see your annual accounts

5. At the end of the final year of the grant, you send us your final evaluation report and accounts.

6. We may arrange to visit you during the lifetime of the grant. Visits are often the best way of seeing how things are going. Please feel free to invite us if there is a particularly good time for us to come.

Completing the Evaluation Planning Form (EPF)

When we award a grant we want you to be clear about what you are going to do. We ask you to set out these plans and targets in your EPF. The first payment of your grant will not be released until we receive and approve this form. 

Please complete the form fully and carefully, using the guidance for each question below. If you would like any help when completing the EPF then please contact us.
We will track your progress every year against your EPF, so please keep a copy for yourself.

1. Please confirm what you plan to do with your grant and what you hope to accomplish.

What were you awarded the grant for? How much money were you awarded and over what period? Please be clear. If any alterations were made during the assessment make sure that your EPF reflects them. 

We regularly fund organisations’ core costs as opposed to specific projects or activities. It may appear hard to complete an EPF for this type of grant, but if, for example, we are contributing towards your rent, say what will take place in your building. If we are paying your volunteer expenses, tell us what the volunteers are going to be doing.

2. Has anything important changed since we assessed your application?

For example, has an important member of staff left, has a potential user of your building pulled out, does it look like the project is going to go over budget, or are you wanting to make significant changes to your plans? Tell us about any issues now and keep us up to date with them over the course of the grant.

3. How do you plan to track and measure your achievements?

We want to see evidence that your project is having a positive effect and that you are on your way to achieving your aims. Tell us what information you will collect and how you will gather it. For example, will you make notes of client meetings; keep a register and details of people who attend your courses or use your building; or consult your service users about the impact your project is having on them? If you say you are going to keep records then please make sure you do.

4. What evidence will show that your work is succeeding?

Tell us what changes or improvements you hope to see as a result of your work. For example, will you see a decrease in people’s isolation or an increase in the number of people seeking benefits advice? Will more people be able to go on your training courses or use your advice line?

5. How are you going to share and promote what you have learned?

For example, will you produce a newsletter to tell people about your project? Are you part of a network with other similar organisations, and could you use this to share what you’ve learned? Have you ever managed to get articles in the press and is this something you could do again? Have you thought about using your website to tell people about the most important things this grant has taught you?
6. Targets and milestones

· Targets describe how much of an activity there will be at a particular point, or a time by when something should be achieved.

· Milestones describe steps on the way to achieving something.

For example, when will you have recruited a new member of staff? How many new referrals will you see in the first year? How many venues will you work at?

Your targets and milestones will vary depending on whether you are strengthening existing services or activities, or doing something totally new. Take particular care when completing this section of your EPF. Be realistic, but positive. 

Completing progress and final reports

You are required to send us a progress report, usually at the end of every year of your grant. If your grant is for several years it will be paid by instalments. We will send you a reminder letter about a month before your report is due, which will be two months before the next payment is due. Each payment is dependent on our receipt of a satisfactory progress report.

If you complete your activities early or before this reminder comes (for example if your event has been held or your equipment all purchased), please just send in your report then.
In your progress and final reports you should tell us how your work has progressed against the plans and targets you described in your EPF.
Tell us about the size and scale of your activities. For example, how many people attended your crèche, community centre or lunch club every day/week/month or over the course of the year? Is this an increase on last year? If you offered a one-to-one service, how many people have you helped? How did they find out about you, and have you referred them on to other agencies? 

· If the Foundation has funded a paid worker please tell us who they are and what experience they bring. Also tell us about their activities on a day-to-day basis, and their main achievements over the year.
· What are the views of the people who use your service? What do they think is good about the work you are doing? What do they think you should change, and are you prepared to act on this? This helps us to see the impact our funding is having and can also help your organisation to evaluate its own work.
· Please also tell us what you think the strengths and weaknesses of your work have been for each year of the grant.
· Tell us about any funding you have received from other sources. Do you think our support has helped lever this in?
· Have you worked in partnership with other organisations? Do you belong to any networks or forums?
· What have you learned? Have any issues arisen that other organisations could learn from? How have you shared this learning? 
Accounts

It is a condition of our grants that we see accounts for each year in which we pay your grant. Normally these will be audited. If your organisation is small enough to be exempted from having to have financial records audited or examined independently, then we will accept your own end-of-year financial statement signed by two members of your management committee. The Foundation’s grant must be clearly specified in your accounts and you must use our full name – Northern Rock Foundation.

Publicity

Northern Rock Foundation reserves the right to publicise the information about the work we have funded in our publications and on our website unless you specifically request that aspects of a report remain confidential.

And finally

We hope your proposed activities or purchases go according to plan but we know that often they do not. If there are any changes, difficulties or something you don’t understand, please contact us as soon as you can – don’t wait until we ask for a report at the end of the year. It is easier for us to help you if we know about problems when they first arise. And the best learning can come from times when something unexpected happens – so please tell us about it.

Contact details

The Old Chapel, Woodbine Road, Gosforth, Newcastle upon Tyne, NE3 1DD

Tel: 0191 284 8412 
Fax: 0191 284 8413
Minicom: 0191 284 5411

Web: www.nr-foundation.org.uk
email: generaloffice@nr-foundation.org.uk
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