CIUK Emergency Project Monitoring Review Checklist
This checklist is a tool to be used and completed by project leads to review emergency projects, to enable them to identify, record and address successes and risks in ongoing projects. This checklist should help project leads to improve the quality of monitoring processes and ensure adherence to relevant standards, strategy and policy. 
Emergency Project Monitoring Review Checklist process:
· The project lead will use the project monitoring review checklist on field visits, to document filed observations, recommendations and planned changes/adjustments to projects 
· The Project Lead must judge when certain questions on this Checklist are not relevant to a specific project. The project monitoring checklist can be used flexibly, depending on the time available to review the project, with areas seen as essential by the project lead prioritised for review. 
· The project lead can also utilise it to ensure that relevant technical advisor(s) have also been informed of field level successes, challenges and risks for follow up with field teams. The project lead can also seek additional advice on cross-cutting technical areas (e.g. DRR, accountability, gender, conflict or HIV) where necessary.
· The completed electronic copy of the Checklist is to be stored in the corresponding project folder.
· The project lead can use this checklist to support decision making around donor contract management, reporting and feedback to country office 

· The monitoring checklist should be shared with and discussed with the country office and project manager to ensure that action points and follow up are agreed. 
· For conflict affected countries, sections/questions on conflict should also be used. These are currently under development by the conflict team. 
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	Date of review
	

	Project name


	
	Project Lead 
	

	Project dates (start and end)


	
	Programme Manager / CO key contact
	

	Date of Visit to Project
	
	Point during project cycle (i.e. beginning, mid-way, etc) when visit occurred
	

	Specific technical foci (please circle)
	shelter
	WASH
	food
	health
	Technical advisor(s) consulted (name(s))
	


Agreed Action plans/follow up

	Action/Recommendation
	Follow up
	RACI
	Timeline 

	
	
	
	

	
	
	
	


	
	
	Red, Amber, Green status
	References
	Observations and Recommendations 

	1) 
	Assessment and design

	1.1
	What type of assessments are available for the project?
 Are they participatory? 
	
	· Project assessment documents

· Project proposal

· Secondary information (e.g. UN assessments, sitreps used at proposal writing time) 

· Sphere Core Standard 3: Assessment (see page 63)

· See also section 5 on Accountability
	

	1.2
	How are project staff using the information that was set out in the assessments in the proposal?
	
	
	

	1.3
	Did the needs assessment influence the project design? 
	
	
	

	1.4
	Are there any changes in the operating environment, or needs assessment that have resulted in a change In activity, objective, operational area or timeframe? 
	
	
	

	1.5
	Does the project consider exit strategies? Are these planned and/or being implemented? Is there a plan in place for close-down (if nearing end of project). 
	
	
	

	2
	Budget
 & Finances

	2.1
	Is project expenditure at the level expected at this point in the programme?
	
	· CI ECHO Procurement Manual
· ECHO Website (FPA)
· Punto Sud helpdesk
· DfID asset management guidelines (p. 37)
· DEC ‘Purchase and Disposal of Capital Items’ Guidelines (p.25)
· ECHO donation and transfer of supplies guidelines (Article 19)

	

	2.2
	Are there any significant over or under spends? 
	
	
	

	2.3
	Are there any areas where the budget is over or under allocated to complete specific activities?  
	
	
	

	2.4
	Are there any exchange rate gains or losses that may affect spend out or achieving activities?
	
	
	

	2.5
	For ECHO projects: are the CO using the CI ECHO procurement manual?
	
	
	

	2.6
	Are the CO aware of the donor’s asset management policy and how assets should be disposed of? 
	
	
	

	2.7
	Are the budget lines on technical support being utilised? 
	
	
	

	3)
	M&E and learning

	3.1
	Is the project being monitored against the indicators as set out in the results framework?
	
	· CI HAF February 2010
· 
Sphere Core Standard 5: Performance, Transparency and Learning (see page 68) 
· CI Emergency Pocketbook (see p.112-113 & p.217-219)

· See also CI Emergency Toolkit

· Guidance on new DFID logframe format Feb 2009

· 
BOND Logistical frame analysis
	

	3.2
	Are there both output and outcome indicators? 
	
	· 
	

	3.3
	Is there any participatory monitoring being done? 
	
	· 
	

	3.4
	How might this project show impact and Value for Money?
	
	· 
	

	3.5
	Is there any evaluation or study planned?
	
	· 
	

	3.6
	Are lessons learned being documented?
	
	· 
	

	3.7
	Is the impact on conflict being tracked? 
	
	· 
	

	4)
	Work / activity plan

	4.1
	Is the project on track against the workplan? If not explain  
	
	· 
	

	4.2
	How are risks to the project completion being documented and managed?  
	
	· 
	

	4.3
	Are there potential delays in implementation of the project? Are strategies in place to minimise these?
	
	· 
	

	4.4
	Is there likely to be any need for a cost or no-cost extension? (Dependent on donor rules and available funding) 
	
	· 
	

	5)
	Accountability (to beneficiaries)

	5.1
	Are beneficiaries involved in needs assessments, targeting and selection? How are the most vulnerable being reached? 
	
	· CI Emergency Pocketbook (see p.88-89)

· See also CI Emergency Toolkit

· CI HAF
· HAP Resources 

· The ECB project – Good Enough Guide 
	

	5.2
	How are the beneficiary targeting decisions explained
, by the staff and partners?  
	
	· 
	

	5.3
	Are beneficiaries involved in project monitoring?
	
	· 
	

	5.4
	Are there effective (two way) CRM and resources in place?
	
	· 
	

	5.5
	Do these go beyond local power structures to involve the most powerless (e.g. women, children)?
	
	· 
	

	5.6
	Are staff and partners aware of and orientated on the HAF and other international standards?
	
	· 
	

	6)
	Cross Cutting Themes

	6.1

DRR
	How is a DRR approach incorporated into the project implementation?
	
	· CI Emergency Pocketbook (see p.95 & p.98)

· See also CI Emergency Toolkit 

· DfID’s paper on defining disaster resilience 
· ECHO’s approach to DRR
	

	6.2

Gender
	Has gender been mainstreamed?

	
	· CI Emergency Pocketbook (see p.165-166)

· See also CI Emergency Toolkit

· See also CI Gender Toolkit
	

	6.3 Protection
	Has protection analysis been conducted and protection mainstreamed
?  
	
	· ECHO’s funding guidance on humanitarian protection 
	

	6.4
Conflict
	Has conflict sensitivity been mainstreamed
?

	
	· CI Emergency Pocketbook (see p.96-97)

· See also CI Emergency Toolkit

	

	6.5
HIV /AIDS
	Has HIV/AIDS been mainstreamed?


	
	· CI Emergency Pocketbook (see p.93-94)

· See also CI Emergency Toolkit

· http://www.aidsandemergencies.org/cms/documents/20101015/IASC_HIV_Guidelines_2010_En.pdf 
· www.rhrc.org for Minimum Initial Service Package (MISP) for RH in emergencies
	

	7)
	Visibility (Donor and CARE International)

	7.1
	How is CARE’s visibility managed at the field level? Are there any security constraints and how are these managed against the principles of accountability and transparency (see section 5 also)?
	
	· ECHO’s Visibility toolkit
	

	7.2
	Is donor visibility in place as per the donor regulations/contract? (ECHO projects specifically) 
	
	· 
	

	8)
	Coordination and Partnership

	8.1
	Has a partner capacity assessment been conducted??
	
	· 
	

	8.2
	How are partners receiving support from CARE? Are partner MoUs in place? 
	
	· CI Emergency Pocketbook (see p.205)

· See also CI Emergency Toolkit

	

	8.3
	Are partner organisations oriented on the CARE HAF?
	
	· 
	

	8.4
	Are CARE’s partners applying conflict sensitive approaches and is there any 
	
	· 
	

	8.5
	Are there mechanisms and resources to coordinate with other organisations at the field and national levels
?
	
	· 
	

	9)
	Security

	9.1
	Has the safety and security situation been assessed and all relevant policies and procedures been put in place?
	
	· CI Emergency Pocketbook (see p.114-116)

· CI Emergency Pocketbook Safety & Security Plan (see p224-228)

· See also CI Emergency Toolkit

	

	9.2
	Are there any changes in the security context or likely security scenarios that may affect project implementation/completion?
	
	· 
	

	9.3
	Is there a two-way interaction between the project and the security context? 
	
	· 
	


CI Reference materials 
· CIUK contract management procedures June 2009

· 

HYPERLINK "../../Documents and Settings/kschwarz/Local Settings/Team Strategies and Plans/Humanitarian Strategy 2009-13/Final docs/Final versions/CARE UK Humanitarian Strategy.pdf"

CIUK Humanitarian Strategy (full version) October 2009

· 

HYPERLINK "../../Documents and Settings/kschwarz/Local Settings/Team Strategies and Plans/Humanitarian Strategy 2009-13/Final docs/Final versions/CARE UK Humanitarian Strategy - Executive Summary.pdf"

CIUK Humanitarian Strategy (summary) September 2009

· 
CI Emergency Response and Preparedness Strategy 2010 - 2012

· 
CI Shelter Strategy 2010 - 2013

· 

HYPERLINK "../../Documents and Settings/kschwarz/Local Settings/Climate Change and Food Security/Food Security/CARE FS Strategy and related policies/FS Strategy/Final Strategy/CARE_International_Global_Food Security Strategy_June 2010.doc"

CI Food Security Strategy June 2010

· 
CI Emergency Toolkit http://www.careemergencytoolkit.org (Username: emergencytoolkit@careinternational.org Password: humanitarianmandate)

· CI Programming Guidelines http://www.careemergencytoolkit.org/programme-strategy/
· CI Programming Principles and Project Standards

· CI Humanitarian Policy Framework http://www.careemergencytoolkit.org/humanitarian-policy/
· CI HAF http://qualityandaccountabilitynetwork.care2share.wikispaces.net/%28H%29+Accountability+Framework
· CI Compliance matrix website on governmental donors to CARE. http://compliance.care.org  (username: wsscare\care password: abc!123)
· CI Prevention of Sexual Exploitation and Abuse September 2009

· 

HYPERLINK "../../Documents and Settings/Global/Human Resources/CIUK's Policies and Procedures/Protection Policy.pdf"

CI UK Child Protection Policy October 2010

· 
CI Gender Policy February 2009 

· 
CI Gender Toolkit 2011
General Reference materials

· Donor guidance: 
DFID Humanitarian Funding Guidelines 2007
ECHO Single Form Guidelines November 2010


DEC Operating Manual November 2010 (Username: CareInt Password: d!5Ast@Z)
DEC Accountability Framework  http://www.dec.org.uk (Username: CareInt Password: d!5Ast@Z)
· Good Enough Guide http://www.ecbproject.org/Pool/good-enough-guide-book-en.pdf
· Sphere Handbook 2011 http://www.sphereproject.org/ (manual also available here)
· IASC Gender Handbook 2006 http://www.humanitarianreform.org/Default.aspx?tabid=656 2006
· IASC HIV/AIDs Handbook
· 
IASC Operational Guidelines on Human Rights and Natural Disasters June2006 
· 
UN International Strategy for Disaster Reduction http://unisdr.org 

� If not, have the necessary assessments been factored into the proposal (budget and work plan)?


� The Contract Management Team also has a proposal budget review checklist and Contract Management Officers will advise on proposal budgets.


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate.


� Who is being targeted? Why? How will they be targeted (and with what assistance)  Which geographical area(s) is being targeted and why?


�  Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Is data on beneficiaries disaggregated according to age and gender? Will women, men, boys and girls have equal access to services? Have we assessed the implications for women and men of our response? Is data we are collecting disaggregated by sex and other diversity factors (e.g. age, ethnicity)? Will women and men be engaged equally in planning and other activities? Will women and men be involved in judging the progress, approach and impact of our response? 


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Has the protection of women and children, including providing women or child friendly spaces, been considered? Will design of location, layout and infrastructure help protect all people from physical harm (e.g. safe water collection, latrine access, fuel collection)? Will design of community engagement/mobilisation processes help protect people from physical harm? Will we carry out specific protection activities such as raising awareness on rights and responsibilities under international and national laws, or witnessing? Does the project incorporate sufficient training for staff on CARE’s humanitarian principles, codes of conduct, prevention of sexual exploitation and abuse?    


� Do the targeting decisions take into account lines of division that exist at the community or country levels? Do staffing arrangements consider these lines of division? Will the project foster dialogue between any refugee or IDP community and local populations? Will design of location, layout and infrastructure help reduce tensions, or at least not exacerbate tensions, or create new tensions (e.g. conflict over resources)? Will design of community engagement processes help reduce tensions or a least not exacerbate tensions, or create new tensions? 


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Are condoms available? (this might be part of NFI distribution, part of mobile clinics, etc…), Is post-exposure prophylaxis (PEP) available for clinical management of rape and occupational exposure?  Is PMTCT integrated into RH interventions? Are blood transfusions screened and safe?  Are hazardous materials disposed of appropriately? Are food assistance programs targeting HIV affected communities and households? Are nutritional supplements provided to people living with HIV/AIDS? Are HIV prevention messages integrated into the WASH programs to dispel misconceptions?  Is the affected population protected from sexual violence?


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� This might include sector coordination (e.g. Clusters) or networks / partners seeking to achieve the same goals.


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate





�Awaiting conflict questions to be sent by Rachel. 


�Ask Janet for 3 questions on monitoring for HIV mainstreaming






