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I. Introduction and Purpose
The Partnership for Learning (P4L) project is implemented by CARE HAITI since November 2013 in partnership with several institutions such as the Haitian ministry of Education and Vocational Training (MENFP), Inter-American Development Bank (IDB), UMCOR, TOMS, LIV Solidaires, LIDE, GAP Inc and other local and international institutions. This program is funded by Educate a child (EAC) whose goal is to return 6 million out-of-school children to school all around the world with co-funding by several partners.
The main objective of P4L project is to identify, enroll, and retain 50,000 out-of-school boys and girls (OOSBG) in the Haitian education system by November 2018. To do so, the program focuses on 5 components (See figure 1) that are:
i. Capacity building of the MENFP and partners for identifying, enrolling and monitoring / evaluating retention of OOSGB within the education system
Activities include creation of Municipal Education Boards (CMEs) in each intervention communes; reactivation/creation of Departmental Steering Committees on Education (DSCEs) in the four departments of interventions; strengthening of the existing Ministry system to identify, enroll, and track enrolled OOSGB.
ii. Consolidation and expansion of a social movement to address the OOSGB problem across the country
Activities include supporting coordination of the Education Commission of CLIO (CEC), contributing to research on OOSGB, and conducting advocacy for improving access to an equitable education for all children specifically out-of-school children.
iii. Creation, expansion and reinforcement of primary schools’ options;
Activities include identifying and securing space in public and non-public schools, the Inter-American Development Bank (IDB) construction and equipment of public schools, and identifying and enrolling of 50,000 OOSGB.
iv. Improvement of the partners’ schools learning environments 
Activities include training for pedagogical advisors, teachers, and school directors, establishment of mini school libraries, creation and capacity building of School Management Committees (Conseil d’Ecole), and development of Safe School policies and practices.
v. Providing of social/economic support to targeted OOSGB
Activities include Lidè’s pilot school readiness program, provision of school and hygiene kits and other material, creation of community/school-led accompaniment program, pilot VSLA groups and life skills education with parents, school feeding activities.
To date, P4L project, in partnership with 508 schools in the four operating departments, enrolled 53,059 out-of-school children.
Between January and March 2015, P4L team realized a Baseline evaluation to take a snapshot of implementation areas and partners during the first school-year of the project (2014-2015). The baseline evaluation used a mixed quantitative and qualitative methods. This evaluation helped in refining and revising activities by identifying determinants of out-of-school children and barriers to children enrollment and retention at school.  
Last year, between March and May 2017, P4L team conducted a Midline evaluation to monitor out-of-school children prevalence, identify the scope of advocacy events and the effect of training and other transversal activities of CARE like VSLA on children enrollment and school environment. 
Purpose of Study: 
CARE is seeking a consultant to collaborate with P4L staff in designing and implementing an external evaluation of the P4L program in order to understand the contribution of the project in the education sector particularly in raising access, improving quality and equity in the four operating departments.
Key Questions: Specifically, the evaluation will examine different level to gather data in order to identify P4L impact on education sector. The different levels and questions are:
· Targeted student level
· What is the number of OOSGB enrolled during the project implementation?
· What is the retention rate of former OOSGB? How does their retention rate compare with secondary data on primary school retention at national and department level?
· What are the attendance and progression rates of former OOSGB in partner schools? How do their attendance and progression rates compare with secondary data on attendance and progression and national and department level?
· What is the profile of sub-groups of enrolled OOSGB :  
· Who succeeded and who didn’t?
· Who stayed at school and who didn’t stay?
· Who could not be re-contacted after enrollment?
· Targeted parent level
· What are the perceptions of caregivers/parents about enrollment, attendance and retention of children at school? 
· Does parents’ participation VSLA have an impact on their ability to support the costs of education, including the opportunity cost? 
· Population level 
· What is the enrolment rate for this school-year? (considering the fact that major changes have occurred due to Hurricane Matthew, the subsequent waves of displacement, the end of PSUGO and the severe deterioration of the economic situation in Haiti, so this is less about impact than about the overall situation in country)
· What is the attendance rate during the last ten (10) opened-days?
· What is the percentage of children who never attended school during the whole project life (2014-2018)?
· What is the dropout rate during each year of the project implementation?
· School level
· What percentage of partner schools utilized the mini-libraries received from the project? 
· What are the changes in classroom practices? (use of timed classroom observations)
· Is there a change in school governance where there is a functional[footnoteRef:1] school committee (Conseil d’ Ecole)? (focusing only in schools that have actually received the training and were able to implement participatory governance processes and comparing private to public schools)  [1:  A Conseil d’Ecole is functional when the members meet regularly, it has an action plan and is running it.] 

· What were the strengths and weaknesses of partnership with the schools (focusing on partnership with non-public schools)?

· System level
· What are the actions taken in favor of OOSGB at the system level? (literature review)
· What was the MENFP strategy during this five years (positive and negative factors on project implementation)?
· Did the project’s advocacy contribute towards changes in policy and practice in favor of OOSGB? How?
· Project design
· How was the project design adapted to the context during these five years?
· Were P4L’s activities effective to address access, equity and quality in the education sector? 
II. Methodology
This is an external final evaluation, which will use secondary data collected by the project and from other sources, as well as collecting primary data. A mixed methods approach will be used. Quantitative surveys will be implemented by project staff under the guidance of the the external consultant. Qualitative data collection, analysis of collected data and report-writing will be carried out by the external consultant. 
· Secondary source
In order to have a better understanding of education issues in Haiti and better appreciate the results of the project, a review of literature on the existing research is necessary. Indeed, a lot of research has been done by national and international organizations putting in evidence the socioeconomic issues that can prevent girls and boys to attend school. In addition of the review of literature, the project monitoring data will be take into account as secondary source. 
· Primary source
As primary source, the data collection will be done through quantitative and qualitative methods. Indeed, in order to analyze the education issues, four surveys will be conducted: Household survey, School survey, Inspector survey and Parents survey. These surveys should allow the program team to appreciate the impact of the intervention at a school, population, parents and system level. 
Some focus group discussions and interviews will be held as well to triangulate and complete the data collected in the quantitative survey. Teachers, school council members and inspectors should be the main stakeholders which will be part of the focus group discussions and interviews. The following table show key respondents, data collection methods and tools for each survey.







Table 1: Methodological approach
	Survey
	Keys respondents
	Data collection method
	Tools

	
Household 
	head of household
	Quantitative (Primary data)
	Questionnaire to the head of household

	
	Children
	Quantitative (Primary data)
	Children questionnaire 

	
School
	N/A
	Qualitative (Primary data)
	Observation guide

	
	Teachers
	Quantitative (Primary data)
	Questionnaire to teachers

	
	Directors of partners schools 
	Quantitative (Primary data)
	Questionnaire to Director of partner school

	
Inspector
	Area Inspectors of partners schools
	Qualitative (Primary data)
	Individual interview guide

	
Parents
	
Parents
	Quantitative (Primary data)
	Parent questionnaire

	
Focus group discussion
	Teachers, school committee members, parents
	Qualitative (Primary data)
	Focus group discussion guide


Source: Authors’ elaboration
Sampling 
The sample for each of the different surveys will be proposed by the consultant and discussed with the project team.
For the household survey, a cluster-approach (communal section) is recommended to be in line with Baseline and Midline methodology. 
The rest of the samples will be based on the selected clusters: 
· A random sample of the schools that are in the selected clusters will be used for school survey;
· Inspectors that are operating in a selected cluster will be interviewed for Inspector survey;
· A random sample of parents will be chosen in selected schools;
· Focus group will be held with teachers, school committee members and parents in some of the selected clusters.

Data analysis 
The consultant will propose an analysis plan for the evaluation report which will be validated by the Education project team. This plan has to present the data treatment and analysis methodology and the type of analysis that the consultant will priorities as well.  
The data analysis should focus on key questions related to the evaluation purpose. 
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1 | Page

IV. Calendar
The consultant proposes a detailed calendar taking into account the following activities. 
	Activities
	Time Frame
	Supervisors

	· Work Plan and calendar 
· Research Protocol 
· Plan of data gathering
	One week (First week of May 2018)  
	Consultant & P4L M&E team

	· Training of enumerators
· Pretest and test report
· Evaluation’s Final instruments
	One week (Second week of May 2018)  
	Consultant & P4L M&E team

	· Data collection (school-based information)
· Progress report every week 
· Final report of data gathering
	Four weeks (14 May – 8 June 2018)
	Consultant with support of project staff

	· Data bases processed and cleaned 
· Qualitative information’s : complete audio recordings, transcriptions and analysis matrix 
· Processing, analysis of data and report writing 
	Three weeks  
(8-29 June 2018)
	Consultant 

	· Presentation of the findings and submission of the first draft of the study report/Recommendation of P4L team 
	Two weeks (July 2018) 
	Consultant/ P4L Staff

	Submission of the final report  
	August 2018
	Consultant




V. CARE/P4L Responsibilities
The contact person of this study is Pierre Philippe Wilson REGISTE, the M&E Specialist (follow-up, evaluation, communication and learning) 
CARE will be in charge of:            

· Collecting quantitative data
· Providing logistical arrangements and cover the costs associated with the conduct of this evaluation (local trips, identification of statistical units, organize and plan interviews) ;  
· Providing documentation
· Explaining clearly and sufficiently the expectations and orientations ; 
· Providing some feedback on the key documents within the expected time frame ; 
· Facilitating the payment of the consultant. 

VI. 
VII. Responsibilities of the evaluator
The main consultant will be in charge of the general coordination of the evaluation, of the final report and its coherence, as well as of the debriefing to the CARE team. 
This person must have a contract as a full-time team leader for the duration of the study. 
More specifically, the main consultant must in particular: 
· Prepare a detailed methodology ;  
· Pretest the questionnaires and other instruments to be used during the evaluation ; 
· Share and disseminate the final version of the study questionnaires to obtain final comments from the program management unit ; 
· Reassess/discuss with the program staff the questionnaires’ efficiency, the checklists and other instruments used in the pretest, gather  comments and finalize them ;  
· Guide, train and supervise the enumerators and supervisors ; 
· Realize the qualitative data collection;
· Ensure and check the quality of the data gathered on the field ;  
· Analyze the data 
· Submit the final report (a compiled version of the report – both a printed and an electronic Word copy) to the project after the inclusion of the comments and suggestions from the P4L staff.   
The payment will be based on the following deliverables:
· A detailed methodology
· Approved data collection tools
· Data analysis (including syntax files as applicable) and final, clean databases (full quantitative datasets; complete qualitative files)
· A final evaluation report including qualitative and quantitative analysis highlighting the nuances between each area.
The technical Experts must have:
· At least a master degree in Statistics, social sciences, education or related fields;
· Five (5) to ten (10) years of experience and expertise in project development, project evaluation particularly in education sector (at least 3 years);
· Proven expertise in mixed methodology (quantitative and qualitative);
· Experience working in difficult and rural areas, under-developed countries; previous experience in Haiti is desirable;
· Proven Expertise in using statistical software for quantitative data management such as SPSS, R, Stata, etc.
· Expertise in manipulating qualitative software such as Sonal, Atlas.ti, Nvivo, etc.
· Expertise in electronic data collection (preferably with ODK Collect or CSEntry);
· Strong analytical skills;
· Good knowledge of education sector in Haiti.    

VIII. Ethics.
He/she must strictly respect these ethical principles:    
Competence: The consultant has the education, the skills, the abilities and experience necessary to undertake the tasks proposed in the evaluation. The evaluators work within the limits of their training and professional skill and refuse to conduct assessments that go largely beyond these limits. The evaluation team shows   its cultural skill collectively.  
Integrity / honesty: The consultant shows honesty and integrity in their own behavior and do their best to ensure the honesty and integrity of the whole evaluation process.  
Respect for people: The consultant respect the security, dignity and self-worth of the program respondents, participants and other actors of the evaluation. The consultant take account of the informed consent for the participation in the evaluation and inform the participants and of the scope and limits of the confidentiality.     
Responsibilities for the general and public well-being: the consultant expresses and take account of the diversity of interests and general and public values that can be linked to the evaluation. 
Child protection: The consultant must abide by the principles of child protection as determined by CARE.  Tools and procedures should take into consideration child protection principles and ethics for research with children. 

IX. Evaluation Criteria of the proposals 
The offers will be evaluated on the basis of the criteria detailed in the following table.   
	Headings
	Score

	Experience of the consultant
	15

	Technical proposal (proposed methodology and working plan)  
	15

	Availability of the consultant
	10

	Proposed budget 
	10

	Total
	50



X. Expression of Interest 

The interested firm/consultant must submit:
·  A technical offer describing the methodology that will be used. A capacity statement describing the relevant experiences with references and a sample of relevant previous works similar to this evaluation of the consultant, including the understanding of the mandate. 
· A timeline/calendar describing the various step, milestones and deliverables
· A detailed financial offer including taxes (2% for national consultants and 20% for international consultants) only for consultancy fees, qualitative data collection team, per diem and lodging for the consultant and his/her team, trip to Haiti (if S/he is an international consultant). Costs for quantitative data collection team and logistics costs (including trip to the field) will be managed directly by CARE Haiti. 

The budget and the technical proposal must be submitted by email at the following address: Bijou, Phinees Lamarre PhineesLamarre.Bijou@care.org with CC to Maude.Morin@care.org and  Wilson.Registe@care.org with the following  reference: REF- Final evaluation P4L




XI. Annexes
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Background

This guide is designed to lead project staff, managers, and researchers through the process of
designing and implementing a research design. Increasingly, there is a need for solid evidence
supporting claims that a project’s activities have influenced a certain type of change. By
systematically designing and implementing a research design, projects can purposefully make
align their project design with the ways in which they’ll track and monitor change.

The guide has been inspired by countless projects around the world, and hopes to introduce
some of the multiple steps used as part of a good research and data management process.
Although it may seem complex on the surface, this manual hopes that by breaking down the
concepts into smaller pieces, and providing examples, handouts, tips, and cartoons, all project
staff will be able to identify how their role contributes to the larger process.

This has been a work in progress over the past 9 years, and has seen many iterations and
applications. Multiple thanks go out to everyone who has provided inputs and leadership to
the guide during this time. During the early years when the project was just kicking off, Joyce
Adolwa provided leadership in identifying the needs for the manual, as well as creatively
thinking through the ways in which the content could be shared across multiple mediums and
sources. The Educational Regional Advisory Committees provided inputs and reviews of a draft
during their 2010 regional workshops. In this iteration of the guide, special thanks goes to Lotte
Renault for providing extensive inputs and examples, and ensuring it reflects the lessons and
best practices emerging from CARE’s education portfolio. Katherine Begley provided
suggestions and edits ensuring the content maintained its technical edge while suggesting
methods to make it understandable to M&E and non-M&E staff alike. Multiple CARE interns
have also provided inputs to various sections of the guide: Courtney Stachowski, Hongying Li,
Ken Balla, and Amanda McCarthy designed and tested the guide on using Open Data Kit and
tablets to collect quantitative data, while Amanda McCarthy wrote the section on case studies.
It is anticipated that through the initial use and review of this manual, it will be edited and
revised in a second edition. If you have feedback, please send it to Amanda Moll
(amoll@care.org) for potential inclusion in the second edition.

This manual is available for use and sharing; if done, please use the following citation:
Moll, A. (2015). Dialogues with Data: A Guide to Research Design and Implementation. CARE
USA: Atlanta.
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Section 1: Preparing for and Collecting Data

1.1 Why do we collect data?

1.2 Guiding Principles & Ethics

1.3 Developing a Research Framework

1.4 Developing a M&E Framework

1.5 Create a Survey or Tool

1.6 Develop a Data Collection Plan

1.7 Prepare for Data Collection

1.8 Collect Data

1.9 Data Management






; IWen, that's great, but \
what impact have you
achieved?

You wouldn't believe
how great my new
project is!

ell, everyone likes the project.
We're very popular in the
community. This project is going
places; it's going to change
the world!

Wow! That's great!
What impact have
you achieved?

” We have held a lot
of meetings. They're
very popular!

Can you help?

OK... but what did those
meetings lead to?

It sounds like you need

MEZE and research
frameworks!

OF course! That way,
everyone will see the
evidence of the
impact your project
is influencing!

Too often, terms like “research”, “measurement”, “documentation” and “data” are thought of
as separate from the project implementation process. In reality, they are central to the process
and help us to tell the story about the impacts of our work. With thoughtful documentation
and measurement, we are able to accurately describe what we did, and what the results were.

Let’s pretend for a moment that you make the world’s best soup, and you share some with
your neighbor. They try the soup and agree- it is the best soup they’'ve ever tasted! They even
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suggest that you should start making it and selling it to others in the community. You agree,
and the next thing you know, you have orders coming in and you need to hire some help to stay
in business. The only problem is, you have never written down the recipe, documented the
cooking process, or priced the ingredients to know how much each batch of soup actually costs
to make and how much profit you earn. How can you expand your new business if you can’t
tell others what you did, and how you know it is a successful business model? Documenting the
process and measuring the impacts along the way are critical to long-term success, scalability
and sustainability of our projects.

When we measure and document our work, we are able not only to describe what we learned
from a project, but we can also use this information to inform decision makers- whether it is
government ministries that are interested in scaling up or funding the approaches, neighboring
villages interested in replicating a set of activities, or partner organizations that are interested
in testing the approach.

We also collect information to monitor our work while we are implementing. How do we know
if we're having a positive effect or a negative effect if we don’t assess the impacts over time? A
medical trial testing a new medicine wouldn’t give patients a new medication and then wait
three years later to ask them what impact it had; our work is no different. We need to ask
guestions that assess change as an ongoing process to ensure we know if we’re having a
positive or negative effect so that project activities can be adjusted accordingly.





Before we collect any information, it is critical to remember that collecting data from
communities is a tremendous responsibility. When community members respond to questions
posed by CARE staff, they may be sharing private or confidential information. An important
principle to abide by when considering what types of questions to ask is to do no harm to the
constituents. Asking sensitive or even dangerous questions must be weighed against the
potential benefits of the project. The “do no harm” responsibility is especially relevant when
children are involved in the data collection process. Because children are vulnerable
populations, researchers must consider a variety of factors before asking children questions.

Any time individuals are asked questions, they must provide informed consent. When
collecting data from children, both the children and their parents must provide informed
consent to participate in the data collection process. Such consent may only be given when
individuals are fully aware of the data being collected, as well as the potential risks and benefits
of participation in data collection activities. This includes letting them know their participation
is voluntary: they will not be rewarded or penalized for participating or choosing not to.

Environment: It is also important to consider the setting in which questions are being asked.
Questions may only be asked in a safe place that can be accessed by others. Conversations can
be hushed, but field staff must only interview or survey children in public locations. Care must
be taken to avoid putting children in danger. Sensitive questions may land both the field officer
and child in unwanted situations. For example, in countries where abortion is illegal, if a field
officer asks whether a child has ever had an abortion, the field officer may be at least causing
embarrassment, and, at worst, putting the girl in danger of legal prosecution and
imprisonment. Additionally, if there are teachers or parents in the classroom with students as
they answer questions, it may affect the ways in which they respond to the survey.

Confidentiality: There are two levels of confidentiality. First, the data collectors and CARE /
other organizations’ staff involved in the project must be able to maintain the confidentiality of
the participant. This means that there is a guarantee that a participant’s individual responses
will not be made public and cannot be attributed to any particular individual. Their responses
will be kept secure and anonymous: responses should only be reported in aggregate (for
example, group averages) or anonymized so their comments will never be labeled with their
personal identifying information. This builds trust between the participant and data collector,
and between the staff and the community.

Second, any data or information collected should be labeled with a unique ID number and
stored in a safe, secure, locked area (e.g., a locked file cabinet). Any list of ID numbers that links
participants’ names and specific locations with IDs numbers and may be needed for tracking
participants should also be stored in a locked, secure place. After the project has ended and a
stipulated compliance period (which varies per project) for has lapsed, all paper copies should
be destroyed (shredded) and electronic computer files completely deleted.





Tip: Steps to maintain confidentiality

Keep the names and ID numbers in a secure location at all times. This means that the
surveys will be stored in a secure area at the end of the study, such as a locked file cabinet at
the CARE office, to preserve the confidentiality of the participants.

In addition, all staff working with data must maintain the anonymity of each participant. This
means that staff working with data cannot ever reveal to other staff, youth, or other
community members any participant name or response to any statements or question(s).

Any time a CARE staff member engages in data collection in the field, s/he must abide by
CARE’s principles of ethics in research. Annexes A and B includes CARE’s recommendations and
protocols regarding research and working with children and youth:

Ethical Guidelines for Research

1. CARE Ethics guidelines: http://gendertoolkit.care.org/Pages/ethics.aspx

2. Do no harm framework:

http://pqdl.care.org/gendertoolkit/Pages/Do No Harm.aspx

Suggested Guidance for interviewing children ( )

Stories and images consent policy ( )

5. Ethical and effective discussions of trauma:
http://pqdl.care.org/sii/compendium/Module%204.aspx

6. Guidelines on questions about GBV: USAID Toolkit for monitoring and evaluating
gender-based violence interventions along the relief to development continuum.
Available at: http://www.usaid.gov/gbv/monitoring-evaluating-toolkit
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http://pqdl.care.org/gendertoolkit/Pages/Do_No_Harm.aspx
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So, what do you think of your
new project's research
framework?!

7 You'll have to ask
I\ the MSE Officer.

(8.

. really? x
es, it's not

part of my
job. I werk
with the
communities
on project
activities!

Sut you Know the'
project goals and
impact you're
working toward,
right?

Of course. Let me
show you the project
PowerPeint. The ACD
just approved it!

And you know what activities
help you achieve each goal?

Yes, see, it's
all here!

—~

And you Know how the project will

capture and document this?
/

Oh yes, see it
here in the
workplan?!

Then you Know the components
of the project research
framework! You just have to
articulate the gquestions you
want to answer!

Wow! It seems
so natural!
This is part of
my job!






When planning to measure project change and impact, we need to understand:
e What types of change are happening?
e How our activities may be influencing or causing this change
e Is our theory of change valid or not?

However, those questions are very broad. In order to get good answers, we need to break them
into simple questions that can be answered by the data we have. These are our research
questions.

The research questions are mapped in a research framework. It maps the linkages between the
impact/s we are seeking, the research questions we want to answer, and how these are related
to planned project activities. It is a written framework that makes the theory behind project
design something that can be documented and written about.

When we are preparing the research framework, we will think about:

. What activities can What research
What impact are we . i . How can we respond
. contribute to this questions do we want . )
seeking? . to this question?
impact? to ask?
eExample: eExamples: eExample: *Who can provide this
oGirls will have eOpportunities to Do extracurricular information?
improved numeracy practice numeracy activities contribute to eWhat kinds of data
skills skills through the improvement of will answer it?
extracurricular numeracy skills? eCan the impact
activities. How? change through time?
eTeacher training on (for example, it may
numeracy be different for
younger and older
girls)

Handout 1 for developing a research framework is an effective way to compile the following
elements of a research framework.





Impact Sought

What research

question(s) do we want
to be able to answer

about that impact?

For what groups

(For example:
students, parents,
community
members, teachers,
etc.)

What related
activities are in
the project
design/ workplan?

What data, if any,
do we have that
we can build
upon?

(For example:
baseline data,
official statistics?)

How does
this relate to
any other
projects, if at
all?

Is the impact
time bound?
Can we measure
this in the given
time?






Impact Sought

First, we need to determine what kinds of impact we seek. Often this is related to specific
project or program frameworks and stated impact goals.

Many impact goals are numeric. For example, you may have a target that the project will
directly reach 50,000 children and adults, and another 150,000 indirectly; over time, you may
hope that the project will be taken to scale by the government so that it reaches 2 million more
people. When establishing these goals, you must also be able to show how these numbers
were calculated.

Having a clear understanding of why you are collecting information, as well as what kind of data
you want to collect and how to tally properly the data collected, will help you remain focused
and prevent you from being overwhelmed by a large volume of unusable data. Remember, all
project and impact goals sought should be SMART: Specific, Measurable, Assignable, Realistic,
and Time bound. So for the example above, a SMART goal may be: By year 2020, the aggregate
Youth Leadership Index scores of 2,400 girls who participate in the GOAL project will increase
by 20%.





Developing Research Questions

When developing research questions, it is important to focus on what you are really interested
in or want to explore through the research exercise. Here are some examples of types of
research questions:

Are you trying to learn if there is a relationship between two things?
For example, is there a relationship between gender and support for early marriage?
Do men or women have different perspectives on early marriage?

All those in favor All those opposed
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Do you want to explore the cause and effect impact of your project on the target population?

For example, in Kumasi, Ghana, is there a relationship between peer-to-peer mentoring
and improved English lanquage learning outcomes on standardized exams?),

2015 Pass

Rates: 2018 Pass

Rates:

35% boys

32% girls 45% boys

= 52% qirls

Your research design might choose to study all of the above in a progressive/cumulative
manner — for example, gathering information based upon what has been observed, seeing how
the variables relate to each other, and identifying whether or not the intervention had any
direct effect on the variables the project intended to influence.

Different types of research questions require different approaches. We will discuss later the
implications of choosing the type of research question.
Identify Specific Target Groups

Each research question should also specify for whom it is about. Is your question looking at
changes in grade 4 students or in the actions of Mothers Group members? A single research
guestion may look at change within just one specific group of people or it may look for change
across multiple groups of people. Here, it is critical to be explicit about who specifically you
want to ask questions to measure change.
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Linkages with Project Activities

Wait a minute, you mean the
activities in our project workplan \ ,
should be linked to the questions we | / Yes! That's the whole idea. Luckily for us, it's
want to answer in our project? ) easy to do with the research framework
= outline included in this chapter!

I ! ‘ L THCHT |
|

When we design project activities, we expect that they will individually or collectively
contribute to some type of change. Your research framework should explicitly make the
linkages between project activities and the research questions.

Research questions may often go beyond the bounds of a single project or activity. In many
cases, there are multiple projects in a common village or geographic area that are both
implementing activities and collecting data. Your research framework should also document if
there are existing data or information that are already being collected as part of another
project. Our research is strongest when we can speak with a unified programmatic voice that
utilizes multiple sources of information.
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What data do we already have?

Hey- I've got to run. I have to figure out where to get
all of the data I need for this new project

The new project sounds interesting. You should —
be able to use some of that data we collected inthe ||} '
same villages for the other project, right?

Oh yeah, I forgot about
all of that. We can use some
of it! Tt will really
complement our new
project!

When information is collected in a systematic way from community members, usually by asking
the same questions to a variety of people, the responses they give are called data. Data can be
interpreted or analyzed to help draw conclusions about events or perceptions in communities.
Collecting data may help us better understand the details of something that is already known,
what has been observed in the community (a trend), and tied to the impact or outcome of
project activities. It may also help us find new topics to explore, based upon certain field
observations and facts.

The easiest way to begin this process is for teams to discuss what they know and what they do
not know about a particular topic of interest. For example, the research process may begin with
the identification of an issue/phenomenon that has been observed in the community.

Data can be collected directly from individuals and it can also be gathered from printed
materials such as books, reports, government records (for example, ministry statistics),
community records, newspapers, etc. These sources are referred to as secondary data sources;
however, they are not always as focused and representative of the targeted communities as
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field-based data. Remember to consider the existing sources of data that already exist within
your project/team/office.

Secondary data sources are valuable for generating hypotheses and identifying critical areas of
interest to be investigated during primary data gathering activities. For example, secondary
data analysis conducted prior to the Tanzania Urban Food and Household Livelihood Security
Assessment identified key research areas that should be closely studied during the assessment
(for example, the influence of seasonality on urban livelihoods; the impact of increased
privatization; gender differentiation in urban land tenure policies; and social cohesion and
locality). Questions were then developed and included in the household, community group, and
key informant interview questionnaires to allow analysis of these key areas of interest. CARE’s
publication: Perspectives: Using a Broad-Based Approach to Conduct a Comprehensive
Situational Analysis’ (2008 — pages 23-27) provides a series of valuable tips in identifying
sources of data.

1

http://pqdl.care.org/CuttingEdge/Perspectives%20Using%20a%20Broad%20Based%20Approach%20to%20conduct%20a%20Co
mprehensive%20Situational%20Analysis%201st%20Edition%20January%202008.pdf.
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Feasibility

You know, I have all of these great ideas for

what we can accomplish in the project! The community
will decide that it supports our issue, they'll

change their behaviors, 50O million new Kids will

go to school, and everyone will be rich!

That all sounds great... but you Know
we only have 5 years, right?!

We might want to be more realistic

about what we can do in that amount

of time!

e —

The world is full of interesting research questions. Unfortunately, many of them require time
and financial resources that make them unattainable. For the purpose of your research
framework, it is important to assess the feasibility of actually conducting the work. Is it possible
to expect the type of change you are looking for in the given time period available? For
example, if you are trying to measure change in the role of adolescents in decision-making at
home within three months of training, it is unlikely that you will be able to identify changes.
Certain types of change may take longer than others. You may need to reexamine your research
guestions and identify the intermediate changes that are possible to measure and assess given
your timing constraints.
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Consider the following example:

Example Scenario: Let’s say that you are conducting a 3 year project that aims to introduce technology into
primary school grade 4 classrooms. You hope that the introduction of technology will help students to access new

learning materials, and that as a consequence they will be motivated to stay in school longer.

In addition to

introducing technology into the classroom, you are also training teachers on improved teaching methodologies,
which includes an introduction to technology, and you’re working with parents and community members to

support education.

Something not feasible

Reason why this isn’t feasible

Better option

After 3 months of access to
technology, students will have
an increase in their reading
scores.

After just 3 months, we are unlikely to
see any significant changes. Is the
change in reading scores because of the
technology, or because they have been
in school learning?

We also don’t know if an increase in
reading scores alone is because of the
technology or if it is because of the
teacher training.

After 9 months of access to
technology, student computer logs
show frequent use of the
technology, and they demonstrate
proficiency in accessing a variety of
materials using the technology.

By working with students in
primary school grade 4 classes,
we can assume that all students
in the school and village are
benefitting from the ripple
effects.

Although we hope that students will
share their enthusiasm and what
they’re learned with others, we cannot
assume that all students at the school
are benefitting.

We can track each year’s cohort of
students. For example, we can look
at the students in grade 4 during
the 2015-2016 school year, as well
as the grade 4 students in 2016-
2017, and so on.

If we are tracking household data,
we can see if there is any change in
younger siblings’ school enrollment
and/or attendance.

We can also track the students over
time to see how they compare to
other students who did not have
access to technology.

16






Thinking about how we measure

When we are monitoring change related to project activities, that information serves multiple
important purposes:

e Tell the story of impact and change;

e Inform teams about the effectiveness of the activities as they are being implemented.
For example: Is a certain activity having an unintended positive or negative impact we
need to know about? If so, how do we adjust activities in response?

e |dentify specific situations or interventions occurring in targeted areas, which may affect
the project’s intended outcomes.

Handout 2 for developing a monitoring and evaluation (M&E) framework may be found at the

end of this sub-section and is a concise way to compile of the following elements of a M&E
framework.
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Developing Indicators

/ I've been thinking about our
earlier conversation...

Yes! Now I have a great set
of project indicators!
Want to hear them?

Well, to start with, our project wants to
Know the impact of primary school
teacher training on reading skills on the

transition rate of the students to
secondary school.

Great
research
question!

Our project activities will in;b

intensive teacher training and the
provision of English language

materials as inputs /

e anticipate this will lead to the
outputs of improving the average
reading comprehension scores
among students.

The outcome of this will be an
increase in students’ passing
rates in the examinations.

(e;\pact of this is that be;b

more students are learning, primary
school completions rates and
secondary school transition rates
will rise.

Wow!
Now, that's a

Indicators are the specific measures that we use to track progress against stated goals.
Indicators may measure change at different levels, in relation to project activities and goals.
Table 1 includes a mapping of different types of indicators.
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Hierarchy of | Indicator Description of indicator type Examples
Objectives Type
Final  impact | Impact Shows long-term changes that | e Increased completion rates in
goal are fundamental and sustainable secondary education
without  continuing  project | e Reduction in teenage pregnancies
support
Outcome Effect Describe target population | e Increased retention of students
responses to project outputs: | e Improved learning outcomes
What is expected to change in among students
their practices? What is expected | e Increased percentage of teachers
to change in institutions? displaying gender-transformative
behavior in classrooms
e Increased access to sources of
capital for small businesses
among VSL participants
Outputs Output Describe what is expected to | e Increased knowledge of gender-
(immediate | happen as a result of project transformative practices among
result of | activities carried out by the teachers
activities) project e Percentage of teachers tracking
absenteeism
e Percentage of parents aware of
gender-related issues in
education
e Percentage of active VSL groups
among those trained by the
project
Activities Process Describe project activities (or | ¢ Number of teachers trained
processes) e Number of parents trained
Inputs Input Describes what resources go into | ¢« Number of materials provided

the project

e Number of staff supported by the
project

Indicators and Information Users®

% Adapted from: Barton, Tom. (1997). CARE Uganda: Guidelines to Monitoring and Evaluation. Kampala:
CARE International in Uganda. Page 57

® Information in this section is adapted from: Barton, Tom. (1997). CARE Uganda: Guidelines to
Monitoring and Evaluation. Kampala: CARE International in Uganda. Pages 57-58
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Data about inputs and activities are essential for the day to day job of the project manager. The
project can follow these levels through input and activity indicators. For example, the project
manager needs to know the number and kinds of training courses in a specified time period in
order to budget for the required activities, prepare training materials, etc.

Once the project activities are started, the project will be able to measure output indicators
(e.g., changes in knowledge and awareness levels). Output indicators will tell the project
manager how close the project is to achieving the expected targets. At the same time, output
indicators allow managers and program offices to track trends for achievements, and to spot
areas that might need further attention. Output indicators should come from the routine
information gathering (i.e., monitoring) activities required of all projects.

In contrast, outcome indicators that show the actual changes in practices among the
population that cannot be assessed only through routine monitoring of daily activities. The data
to assess outcomes comes from evaluation surveys, learning assessments, and qualitative or
participatory approaches, such as in-depth case studies. Outcome data is useful for project
managers, country directors, regional managers and any donor or headquarters team.

Finally, indicators are needed that will permit analysis of the project’s impact on the household
and household members as well as at the institutional level. This dimension will usually not be
clear enough for reliable assessment until several years after an intervention is implemented
(e.g., 5-10 years after project start-up). This information is critical to government, to donors,
and to CARE’s leadership at country offices and headquarters for setting direction and long-
range strategic plans.
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Developing Strong Indicators

Hi! Can you help me
with my new project
indicators?

Thanks! Activity Indicator 1: The
project will provide 4 sessions of

academic peer mentor training for
200 grade 3 giris and boys in
Shravasti District over 4 years.

That's great! It
has good clarity.

Output Indicator 1: Grade 3 girls !

and boys involved in the peer
mentoring will spend increased
time on homework after school.

i/ Perfect. That has
clear linkages with

your activity on
>
L)

academic peer
e~ 1

mentoring.

|

provide a suggestion?

Of course!

| /For Output Indicator 1, you
will need a common tool to
measure time spent on
homework to ensure your
data is consistent.

/Thanks! OK, Cutcome Indicator 1\

grade 3 students invelved in peer
mentoring will increase their math and
reading sceres on standardized exams
over the next 2-4 years.

"Perfect, that prowdes
usable data we
can utilize in our
advocacy work.

Last one. Impact indicator 1:
student progression from grade 3
to grade 4 will increase by 15% by
year 4

Perfect, that is very
realistic given the time
available during the
project!
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A good indicator should have:

e Clarity: Indicators should enable the researcher to know about the expected result or
condition. Written in clear and simple language, indicators should, to the greatest
extent possible, provide the most direct evidence of the condition or result being
measured. The indicator must be explicit in what it intends to measure over time, and
allow for data analysis to make a compelling case about the change shown. Therefore,
it must be credible and provide information that will be easily understood and accepted
by most stakeholders.

e Clear linkages to project activities: Indicators should clearly relate to project activities,
objectives and goals. When developing indicators, a good question to ask is whether a
potential indicator is directly relevant to the project goals and outcomes.

e Consistency: The indicator should be defined in the same way over time. For example,
assessment of the indicator “educational achievement” must have the same definition
each time data is collected over the life of the intervention. For example, if the
indicator is “Improved reading scores for primary school students”, the same type of
reading scores should be measured through time. If we start measuring “reading
fluency” (number of words read per minute) and later on, measure “reading
comprehension” (did the child understand the content read or not), we lack
consistency. The indicator, and the survey questions related to it, should be measured
in the same way across time. For example, if we are measuring changes in teaching
practices across time, we should ask teachers the same questions every time we are
conducting a teacher survey.

e Provides usable data: Indicators should provide sufficient information about a
condition or result and allow for effective data analysis. Data gathered under each
indicator should be clear and understandable. Project staff should be able to easily
interpret the results of the data so it can feed into project activities and reporting.

e s realistic: Given time and budget constraints, it is not possible to measure everything
that is desired.
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How can we measure our indicators?

ou know, I am always
confused by the
difference between
qualitative and
quantitative data. Do
you understand the
difference?

/Qualitative data helps us to answer questions like "how" or "why".
It is asked as open-ended questions.

For example, How do you organize your time to study when you
have an exam?.

Yes! Let
me try and
explain

Wow! I can see how both of I
those questions together would help to
understand the sitvation.

Quantitative data helps us to understand trends and concepts !
that can be expressed in numbers. It is asked as a closed—-
ended question.

Yes! By combining both

For example, For the follow statement please choose the response aualitative and quantitative

option that best reflects your life. "Someone helps me at home with my : gt we can
chores when I need to study for an exam." Does this happen: rarely, : triangulate and begin
sometimes, most of the time, or almost always? = to validate our findings!

With specific indicators identified, the next step in the process of developing a monitoring and
evaluation plan is to identify exactly how we want to measure each indicator:

e How will we gather the information?

e Do we need to collect data from individuals? If yes, who are these individuals?

e Are there other sources of data that already exist that we need to access?

e What types of questions should we ask?

e Whenis the best time to collect the data?

Indicators have limited usefulness if we don’t have ways to actually measure them.
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No matter the source of information, there are primarily two types of data that can be collected
in the field —qualitative and quantitative.

Qualitative data collection methods allow respondents to provide details and explanations to
specific questions. Often qualitative data helps to answer “why” or “how” and alert
researchers to new trends. Qualitative data is often collected through interviews, group
discussions, participatory exercises and/or observations. We ask open-ended questions and
participants tell stories or describe details in their own words. Different participants may bring
up different perspectives and stories about a topic. When we collect qualitative data, we learn
the story or context of the situation. Participants describe what made them change their
attitudes and practices and what challenges they faced.

Qualitative data has the potential to provide in-depth and contextual insights into your
research questions. Qualitative data generally takes a longer time period to collect, transcribe,
and analyze than quantitative data, leading to higher costs. However, qualitative data also
provides a valuable glimpse into the process that led to change and the critical factors behind it.

For example, if we want to understand the effects of girls’ domestic workloads on their school
attendance, qualitative data will help us understand the types of work a girl does, her feelings
about the work she does, how this work compares to the work her brother does, and how it
may (or may not) interfere with her participation in school (for example, finding time to study
and prepare homework, getting enough sleep, etc.). In the story above, there is an example of a
research question that a data collector might ask while gathering qualitative data from children
in hopes of better understanding their lives and the kinds of activities they engage in on a
regular basis.

Quantitative data is objective data. We ask simple, straightforward questions that have a
limited number of possible answers. Questions such as “what sex are you: male or female” are
guantitative because respondents are given only two answer options, and we can assign a
number to each one. For example, male =0 and female = 1.

The responses (data) can be converted into numbers/numerical values. Each individual
response can be matched or compared with all other responses. Quantitative data provides less
contextual detail than qualitative data. Quantitative data is generally faster to collect, enter,
and analyze than qualitative data, which often translates into a high proportion of survey
guestions written in a quantitative format.
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Triangulation

It is important to gather both qualitative and quantitative data. Qualitative data collection is
effective for understanding perspectives and in-depth analysis of situations; however,
information obtained through qualitative methods may only be relevant to a few people rather
than the whole group. On the other hand, quantitative data collection allows field offices to get
a wide variety of perspectives; but these perspectives will not have the deep context that can
be derived from qualitative research. This is why it is can be useful to use both quantitative and
gualitative approaches to data collection.

When analyzing the data, we need to look at both quantitative and qualitative results in order
to determine what changes may be occurring. For example, imagine that Project XYZ found the
following results:

Qualitative results Parents think that children’s reading and math skills have improved
considerably during the last two years. Girls and boys are much smarter
now.

Quantitative results There is no difference between the reading and math scores obtained at
the baseline (two years ago) and the current scores in standardized tests.

In this example, parents have seen improvement in learning, but this may have occurred with a
very limited number of children, or the difference is very small. When learning is objectively
assessed through standardized tests, there is no difference.

The process of cross-referencing different types of data (qualitative and quantitative), and the
responses from different groups of people, is called triangulation. Considering different points
of view and asking different groups of people about the same thing is one way of verifying
information.
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For example, imagine that Project XYZ had the following results:

Tool Results

Household Less than 5% of the parents have mentioned any type of violence in school.
survey

Girl 27% of the girls mentioned being afraid of the teacher.

guestionnaire 18% of the girls mentioned being afraid of male students.

Classroom 30% of the teachers are using physical discipline in class.

observation

In this case, the parents may not regard physical discipline as a type of violence. By
triangulating the results from parents, girls and observations of teaching practice, we are able
to determine the actual situation in the school.

Designing our data collection so that we use more than one data collection approach or tool,
and questioning different types of respondents, generally produces the most trustworthy
results. For example, if field personnel collect data using both questionnaires (generally
guantitative) and interviews (generally qualitative), the in-depth information gathered from
open questions in the interviews can help explain the information gleaned from statistical
analysis of the questionnaires’ data and vice versa. Triangulating multiple sources of
information around a single topic is an important step in validating the results that you are
finding. There may be times that a single source of data is biased or incomplete. By
triangulating your data, and verifying the findings through multiple sources, the conclusions
that you draw are stronger and are more likely to be representative of the actual situation.
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Frequency

The frequency with which each piece of data in your M&E framework is collected depends on
the type of data you’re collecting, the ways in which you plan to analyze it, the reason why
you’re collecting data, and logistics--namely time and funds required. Often data is collected
either on an ongoing basis, as part of project monitoring activities, or through an evaluation
process on an interval timeline which may be annually, biannually, or only as
baseline/midterm/endline evaluations. Determining the frequency with which you collect each
type of data is important within your M&E framework. Remember, each time you collect data
it should be for a specific purpose and have a clearly delineated process for who will manage,
analyze, and create knowledge out of it. Below, in Table 2, is a mapping that helps identify the
various types of monitoring and evaluation activities, including appropriate timing and use of
data.
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Types of monitoring activities

Types of evaluation activities

Institutional Monitoring

e This category refers to internal monitoring of financial, physical and organizational issues
affecting the project.

e Financial monitoring tracks project inputs and costs by activity within predefined categories
of expenditure.

e Physical monitoring tracks the distribution and delivery of project activities and
outputs/interventions.

e Organizational monitoring tracks sustainability, institutional development and capacity
building in the project and direct partners.

Content Monitoring

e The process of tracking the context in which a project is operating, as it affects critical
assumptions and risks to the project.

e This includes monitoring institutional and policy issues that may affect the capacity of the
project to act or the capability of the target population to respond to the project.

e These concerns are handled to some extent during monitoring, but principally during
evaluations.

Results Monitoring

e The process of tracking project effects (target population responses to project
outputs/interventions) and project impacts (the contribution that the project makes to
fundamental and sustainable change for the target population).

e Concerns about effects are handled to some extent during monitoring, but mostly by
evaluation.

e Assessment of impacts is rarely dealt with by monitoring, and is principally in the domain of
evaluation.

Objectives Monitoring

e The process of tracking project objectives and strategies for continuing relevance to the
target population and its changing needs.

e These monitoring activities vary in: where the data is collected from (i.e., the source), the
frequency of collection, and the methods used for gathering and analyzing the data.

Baseline Study

e The assessment of a selected set of indicators about
target population conditions after project start-up but
before the beginning of project interventions.

Annual Review

e The internal assessment of the performance and
progress of a project’s development over successive
one year periods.

e Usually includes an assessment of effects (target
population responses to project outputs/interventions)
and project strategies.

Mid-term Evaluation

e Usually an external (and thus ‘objective’) assessment of
a project which focuses on its performance,
organizational capacity, and mid-course corrections to
improve achievement in the remaining project period.

Final Evaluation

e An external or internal assessment of the effects and
impacts generated by the project, as well as a cost-
effectiveness or cost-benefit assessment.

e Usually done just before or just after the project ends.

Ex-post Evaluation

e An external and in-depth study of the impact of a
project on the target population.

e The preferred interval between project termination and
an ex-post evaluation is 5-10 years.

e Rarely done due to lack of donor willingness to fund.

* Adapted from: Barton, Tom. (1997). CARE Uganda: Guidelines to Monitoring and Evaluation. Kampala: CARE International in Uganda. Pages

35,40
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Let’s look at an example of different types of monitoring.

Project ABC is seeking to improve school attendance among girls in rural Tanzania. The project
identified four major causes of student absenteeism at the baseline and set up activities to

respond to these:

Issues

Activities

Limited awareness about absenteeism

Training Mothers’ Groups to promote awareness
about attendance

Absenteeism during menstruation (lack of sanitary
wear for girls)

Provision of sanitary pads for girls

Lack of engaging and relevant activities in school

Training teachers to conduct extracurricular

activities

Gender-based violence

Adolescent mobilization against GBV

Now let’s see how Project ABC is monitoring these activities:
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Financial monitoring (burn rate)

Training Mothers’

Training teachers to

Activities

Monitoring

Groups to promote Provision of sanitary conduct extracurricular Mobilize adolescents
aw:trteenne;;:ct;out pads for girls in schools activities against GBV
istributi Trainin
= Training lists — DISt”buF'on = Training lists — . 8
waybill lists
Interviews with FGDs with Activity
== group members = mothers, = Pre-/ post-tests - .
and parents teachers and girls observation
L case stud |_| Observations of | Student
¥ activities diaries
Head .
- - Photo voice
counts
|| FGDs with girls | Media
and teachers monitoring

Risk monitoring: Government support; policies; economic situation; natural disasters; conflict

31






Responsibility

Good intentions to collect data are only as strong as the actual follow-through and collection of
data. Your M&E plan needs to identify who is responsible for collecting each type of data. For
example, will field officers travel to villages to administer a survey? Is this data that has already
been collected by another project and do we just need access and copy? Are we hoping to
utilize official ministry statistics? If so, who will make the appointment to visit the office and
access the data?

Monitoring systems can be participatory. In many cases, participants can record their own work
and results. This can be a very empowering experience for community groups. It can help them
to identify how much progress has been made towards development goals, what challenges
need to be addressed, and possible solutions that had not been previously been considered.




http://www.care.org/sites/default/files/documents/Photo_voice_final3.pdf



Indicators

One per row

How can we measure this?
Triangulation: we should have quantitative & qualitative measures
for each impact and ideally outcome/output

Quantitative tools

For example: Reading
assessment, school
enrollment and attendance
records, VSL records, MIS
statistics, etc.

Qualitative tools

For example: FGD for SMC
members; individual interviews with
Grade 4 teachers; student diaries;
photo-voice; video-voice; risk
mapping, etc.

Frequency

For example: Part of monthly
monitoring; done by communities
as part of a community score
card; yearly as part of an annual
data collection before school
exams, etc.

Responsibility?

Who will collect
this data?

Impact 1: fill in text

Outcomes

Outputs

Inputs/
Activities

Impact 2

Outcomes

Outputs

Inputs/
Activities
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.Variables: What we need to

.Indicators: What is
expected to happen
under this project.

Example:

-Improved reading
scores for Grades 3-5

know to determine if
something happened or
not.

Examples
-Reading scores
-Grade

-Age

-Gender

. Types of tools:

How we ask questions
about what we need to
know.

Examples:
-Reading test
-Household survey
-Student interview

-Classroom observation

Data:

The information we will
get through the tools.

Examples:
-Score 30%
-Grade 3
-Female

-13 years of age

-Teacher uses physical
discipline in class
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Identifying Variables to Study

/;an you help me to understand the difference between
independent and dependent variables? They seem so similar!
\ —

Of course!

Independent variables Independent variables are things that influence project
results. They may be things the project is doing or semething that already exists.

Dependent variables are the change we hope to see as a result of
project activities that impact cur independent variables.

Let's say, we think that increasing adciescent access tc ASRH schelastic
materials will impact adclescent pregnancy rates. Sc adolescent access
(measured through the number cf times they report reading specific
ASRH materials) to ASRH scholastic materials is our independent variable.
Any changes in adolescent pregnancy rates would be cur dependent variable.

=
'g
A

Each indicator within a monitoring and evaluation framework will be measured differently.
Some indicators will seek to measure complex concepts, while others may measure more
simple concepts. In Section 1.4 we discussed the creation of strong indicators. The indicators
included in your project determine the variables that you want to study.

What is a variable?
A variable is something that can be measured quantitatively. For example:

e Gender: How many participants are girls and boys? How many are women and men?
e Age: How old? How many children under the age of 5? How many people age 15-24?
e Learning scores: What score did the child get in a math test?

e Amount of savings: How much did a VSL group save?

e Enrolment: How many children are enrolled?
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When we are creating a tool, we need to decide which variables are relevant to track certain
indicator. The indicator itself may be one of the variables.

For example:
Indicator Examples of Related Variables
Improved reading scores for children in Grades 3-5 e Reading scores
e Grade
o Age
e Teacher training (participated/no; time of
training)

e Child participation in reading activities

e Number of reading materials available at
home

e Time to study at home

e language of instruction

The first and the second variables (reading scores and grade) will respond directly to the
indicator. The other variables are used in the analysis to identify the factors affecting the
reading scores.

There are different types of variables, but in this guide, we present two: independent variables
and dependent variables. Independent variables are variables that can explain or predict the
values of another variable. Independent variables may be something the project is doing
(teacher training, toilet availability) or something that already exists and cannot be changed by
the project (gender, ethnic group, language). Independent variables are also referred to as
“change variables,” because they influence or bring about change in the observed phenomena.
On the other hand, dependent variables are referred to as “outcome” or “effect” variables,
because their value is predicted, explained, or affected by changes in the independent variable.
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Examples of independent variables Examples of dependent variables

e Availability of toilets e Enrolment
Availability of sanitary pads e Number of school days missed in a
Gender month
Age e Learning scores
Ethnic group e Amount of savings
Mother tongue e Number of children under 5 who had
Location diarrhea during the last month
Disability e Number of cases of GBV addressed
Time of the year

Dependent variables are influenced by independent variables. For example:

Example (left): how a dependent
variable (blue) may be influenced by
independent variables (in orange).

Availability
of sanitary Gender

pads

Time of
the
year

After you have selected the variables that will help you to assess progress against your
indicator, you will need to determine how to get information (data) about those variables. You
will do it by determining the approach and the tools that will be used to collect your data.
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Approaches to Collecting Data

X

/I’ve been thinking about our earlier conversation. I've mapped out the different types of data I need
based on the ways in which I'll collect it. For example:

Do I need to collect the information through in-person cbservations?
Will I ask people questions through a method of communications?

Or will T collect information that is already existing in some form?

l .| Communications
( Data: Existing
Data:

Observational
Data:

Teacher

surveys Ministry
attendance

statistics

Meeting counts
of who asks
questions

Each indicator within an M&E framework requires specific measurements that enable us to
track progress. Research designs need to consider the type of data needed to answer each
research question. The data can come from primary sources (directly from individuals) or
secondary sources (such as from official documents and records). For data from primary
sources, research designs can be broken down into two main categories: those that use an
observational approach, and those that use a communications approach.

Observational tools document people’s behaviors and practices. Examples may include
classroom observation tools that document how many times a teacher calls on boy students
versus girl students. Through this approach, behaviors and practices are observed and
documented; the researchers don’t ask questions directly of participants. Observational data
may provide qualitative or quantitative data.

Communications surveys may also be used to document people’s attitudes, behaviors,
practices, opinions, and beliefs. Examples may include questionnaires, interviews, and focus
group discussions. Observational data may be qualitative or quantitative in nature. Structured
guestionnaires provide opportunities to ask a number of questions in a short period of time;
however, they can lack flexibility in follow-up.

You can also use existing sources of information as a secondary source. These are items that
already exist because someone else has documented it. Examples may include: official
statistics (for example, from the government or other agency), activity records, school records,
policy reviews, report, or articles written about the topic you are exploring.
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Deciding on the approach you’ll take to collect information is the first step in creating a data
collection survey or tool. Table 3 below provides an introduction to the types of techniques
that may be used to collect data. Choosing the right technique and approach to collect data is
an important first step in creating a survey or data collection tool.

5

observations of
interactions,
and first-hand
experiences.

Techniques | Means Resulting Data Requirements | Advantages Disadvantages
Observation | Observing a Mostly A lot of skill is | Itis a good way | May be biased
setting, qualitative, but | needed for of starting a by observed
behavior, can be adequate project and can | persons
interactions, quantitative if observation. be a good changing their
events, physical | done with a The timing discovery behaviors.
material items, structured can be very process, It is very
etc. checklist rapid. subjective and
Conclusions needs
depend on the verification by
observer’s other means.
interpretation
unless data is
accompanied by
interviews/discu
ssions.
Can be
improved with
more than one
observer or
more than one
observation.
Participant | Working side- You gain a good | Careful Can validate Time-
Observation | by-side with understanding thinking is observations on | consuming.
members of of constraints, needed about | the spot. Done by an
your target difficulties, ethics. individual
population decisions, observer only.
group, which and/or choices
enables
discussions,

| Techniques |

Means

| Resulting Data

Requirements | Advantages

| Disadvantages

° Adapted from: Barton, Tom. (1997). CARE Uganda: Guidelines to Monitoring and Evaluation. Kampala:
CARE International in Uganda. Pages 88, 89
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Individual Inquiring into Qualitative or Skill is needed | You can ask for | The
interview another quantitative to create the the information | interviewer
person’s data on interview you're looking can easily bias
perceptions knowledge, guide or for. You can the
about one or beliefs, and/or guestionnaire | observe an respondent.
more topics. behaviors individual’s
May be reactions to the
structured (for issue.
example a
questionnaire
survey) or semi-
structured (for
example an in-
depth interview)
Assessment; | Individual Quantitative Skill to create | Determines Results may
pre-/post- questions (self- | data expressed | questions learning levels be affected by
test administered or | as scores appropriated | in an objective language,

not) applied to
test a specific
skill or
knowledge

to the type of
respondent
(age,
knowledge
level)

Psychometrics
(in the case of
learning
assessments)

Knowledge of
content

manner

literacy levels
and
contextual
knowledge
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Techniques | Means Resulting Data Requirements | Advantages Disadvantages
Open-ended | Use a sequence | Qualitative data | Great It is a way of The
interviews of questions or | thatis good for | sensitivity and | catching the interviewer
topics that discovery. ltis skills are point of view of | can easily
require open- good on arange | required of individuals. You | influence the
ended, long of problems. the can rapidly get quality and
answers (not You are able to interviewer. inside content of
yes/no or capture You may need | information. information.
numerical verbatim quotes | to schedule You can revise The
answers). This appointments | questions if interviewer
needs detailed as these can needed. can also easily
note-taking. take longer get off-track.
Included in this periods of
category are in- time.
depth
interviews and
key informant
interviews (KIlIs).
Klls are carried
out with
persons having
specialized
knowledge
about a topic.
Closed- These use Quantitative A lot of skill is | May be Yields little
ended structured information that | needed to completed insight into
surveys guestionnaires is good to create the rapidly in the how people
where carefully | understand the | questionnaire. | field. Good for | feel. Itis not
organized prevalence and getting participatory.
questions allow | distribution of information
a limited range | anissue from a large
of responses number of
(for example, people.

yes/no, or
providing an
answer
expressed by a
number like
time, distance,
years of
education, etc.).
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Techniques | Means Resulting Data Requirements | Advantages Disadvantages
Group Asking Qualitative Skill and You gain You do not
interviews guestions and information that | sensitivity is multiple gain personal
and/or listening to is good for a needed to opinions at the information.
discussions | groups in formal | range of topics keep the same time, Group
and informal group which allows dynamics run
settings. This focused, and you to identify the risk of the
may be done in to ensure that | areas of conversation
a discussion everyone has | agreementand | being
setting (like a an equal voice | dissent. dominated by
focus group a small
discussion) or as number of
a participatory people.
activity (for
example, an
issue
identification, a
ranking, etc.).
Community | Formal Qualitative You need a Good for Group
meetings discussions that meeting brainstorming. dynamics run
may be done place, a way the risk of the
with a semi- to ensure the conversation
structured right people being
question guide. arein dominated by
attendance, a small
and a strong number of
facilitator. people.
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Considerations for participatory and child-friendly approaches

When deciding on which approach you’ll use to collect data, you should consider how
participatory the process will be and, if you are working with minors, how you will make the
process child-friendly. Good examples of child-friendly approaches, including tools for use in
sensitive/ conflict-prone settings, can be found in A Kit of Tools for Participatory Research and
Evaluation with Children, Young People and Adults, a guide edited by Save the Children
Norwaye.

Participatory approaches to collecting data are an active and engaging way for both the
facilitator and the participants. These are a way not only to encourage dialogue, but they are
also ways to empower community members to identify challenges and solutions. Examples of
this may be found in Appendix 5 of the CARE USA publication Perspectives: Using a Broad-Based
Approach to Conduct a Comprehensive Situational Analysis’. The Social Analysis and Action®
process also encourages both staff and community participation.

Anytime you are working with minors, or individuals who are at heightened risk for harm or
exploitation, you need to ensure that your research and data collection methods are child-
friendly. Please refer to Annex A: Suggested Guidance for Interviewing Children for more
information on this. Some examples of participatory and child-friendly approaches can be
found in Table 4 below.

® http://resourcecentre.savethechildren.se/library/kit-tools-participatory-research-and-evaluation-children-young-
people-and-adults-compilation

’ This manual may be found in CARE USA (2008). Perspectives: Using a Broad-Based Approach to Conduct a
Comprehensive Situational Analysis.
http://padl.care.org/CuttingEdge/Perspectives%20Using%20a%20Broad%20Based%20Approach%20to%20conduct
%20a%20Comprehensive%20Situational%20Analysis%201st%20Edition%20January%202008.pdf (accessed 7
October 2015)

® More information on this process may be found in CARE USA (2007). Social Analysis & Action: Ideas & Action:
Addressing the social factors that influence sexual and reproductive health.
http://www.care.org/sites/default/files/documents/social analysis manual.pdf (accessed 7 October 2015)
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Table 4 — Examples of Participatory and Child-Friendly Approaches

Tool Brief Description Child-Friendly?
Risk mapping Participants are asked to prepare a map of the location of Yes
interest (school, village). In a game-like situation, they are
asked to point out areas that are unsafe and insecure.
Photo-voice Participants receive training on using cameras and create Yes (above 10
photo-stories representing what changed in their lives years)
through the participation in the project. Typically focuses in a
series of themes.
Video-voice Participants receive training on using cameras and create Yes (above 10

short videos telling the story of the changes that occurred in
their lives through the participation in the project. Typically
focuses in a series of themes.

years)

Student diaries

Students prepare short diaries, reflecting their experiences
and changes. The content is qualitatively coded by project
staff.

Yes (literate)

Dream balloons

A set of balloons represent the aspirations of participants;
arrows represent the drawbacks that may ‘kill’ such
aspirations. Used to determine changes in aspirations and
vision for self.

Yes

Timeline

Participants are asked to place cards representing important
events in the lives of adolescents and youth (finishing school,
betrothal, marriage, birth of the first child, starting to earn
money) in a timeline drawn on the floor. Used to determine
changes in parental aspirations for children/adolescents.

Yes
(adolescents)

Story
completion

Participants are presented with a short unfinished story
about a specific theme, and asked how they think that the
story will end.

Yes

Daily Activity
Calendar

A clock is drawn. Participants - girls and boys, women and
men - are asked to form separate groups and describe their
activities during the hours of the day/ night. Used for
workload studies.

Yes

Considerations for illiterate populations

When collecting data, you should consider whether the approach you are using matches the
population you are collecting data from. For example, if you are working with a group of
children or adults who are largely illiterate, you should reflect that in the tools you use. For
many adults who are illiterate and/or have limited schooling experience, you should not give
them a survey that requires reading or writing an answer. Using participatory methods such as
focus group discussions, interviews, or activities that do not require a written answer is
preferred.
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Determine the type and number of questions to ask

I just created the most perfect survey ever!
By asking current teachers these guestions,
T'll be able to predict student math achievement
based on how many years of experience a
teacher has,

But your questions only ask if teachers have taught
for more or less than 5 years. For your analysis, you
need to ask teachers to write—in how many years
they have taught. This will give you a continuum.

Oh, I see. I also want to Know levels of
student math achievement. Seo instead of
asking teachers if their students do well in
math, I should be using the EGMA scores
from students in that teacher's class,
right?

Yes, you've got it!

We just need to match the
type of questions to the
research questions we want
to answer!
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Once you have decided the approaches you will use in your project to collect data, you will
need to determine the type of questions to ask for each method. For example, will your
student survey contain only yes/no questions, or will it also contain questions that ask students
if they rarely, sometimes, most of the time, or almost always agree with a statement? Will you
ask teachers to tell you how many years they have been teaching? The type of question will
influence how you write the question; it will also impact the type of data you receive and the
ways in which you can analyze and interpret the data. For example, if you only have yes/no
responses, you will be able to group people into different groups, but you will not be able to
place responses on a continuum or use their responses in a predictive way.

Examples of some types of questions:

Question Type of response Limitations
Did you apply what you learned | Yes/no The types of analysis that can be
during the training in vyour applied are limited.
classroom?
How often did you apply what you | [ ] never In  some languages, the
learned during the training in your | [ ] rarely distinction between response
classroom? [ ] sometimes options may be difficult.
[1all the time

How many times did you use | [ ]times Many times of numeric questions
games in your classes during the (how many times, how many
last two days? days...) have to be linked to a

specific period of time (time-

bound).
In a scale of 1 to 4, where fouris | []1 May be difficult for some
the most useful and 1 the less | []2 respondents who are not familiar
useful, how useful was the training | []13 with scales.
for you? [14
Observation: []1boys Requires objectiveness from the
Who did the teacher engage in | []girls observer
games in class? [ 1 both boys and girls

[1none

The length of the survey or interview questions should also be considered when creating a tool.
There are many interesting questions that we can ask, but the challenge we have is choosing
the right questions to ask. If we create a survey that takes a long time to complete, chances are
that respondents will get bored and may not answer the later questions with as much thought
as the earlier questions. We need to make sure that every question we ask is directly related to
one or more of our research questions.

46





It is also important to ask the same question from different types of respondents (for example:
parents, students, teachers, health clinic staff, community leaders) in order to get a variety of
perspectives that you can compare. Remember the example from the discussion on
triangulation in Section 1.4:

Tool Results

Household Less than 5% of the parents have mentioned any type of violence in school.
survey

Girl 27% of the girls mentioned being afraid of the teacher.

guestionnaire 18% of the girls mentioned being afraid of male students.

Classroom 30% of the teachers are using physical discipline in class.

observation

If we did not ask the same question from different respondents, we wouldn’t have been able to
identify discrepancies in perspectives.

Writing Good Questions

Developing a focused and effective survey questionnaire will help you efficiently and accurately
pinpoint the information which will help you make more informed decisions. When developing
a survey, it is easy to write many interesting questions; however, identifying questions that
provide meaningful data is different. Table 5, below, includes a set of guiding principles to
keep in mind when writing questions.
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Non-
threatening

Especially  for  sensitive
guestions, you need to
ensure that the respondents
don’t feel threatened by the
qguestion. For example, if
you are asking about a
sensitive or controversial
practice, rather than asking if
a person practices that
personally, you can ask if
that it is practiced in the
community. This makes the
guestion less threatening.

Can you tell me if your daughters
experienced female genital mutilation?

I'm not
telling that
stranger...

What initiation rights for girls
are practiced within this community?

Let me think.
Well, there is ...

Non-technical
language

Avoid using technical
language that may not be
understandable to  the
respondent. This includes
terms that may be
commonplace in the project
design document. If they are
not commonly used by your
respondents, avoid their use.

What types of malarial
prophylaxis is your family
currently using?

Malaria what?

¥

In what ways are you preventing
malaria in your family?

Well, we're ....
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Avoid double

Each question that you ask

barreled should only be about one ow many “’:e: ;‘N'\‘ge Pas: year ';a"e How many times in the past )
. . . . ou attende meetings an :
questions thing. Avoid asking more " L et 'ti : month did you attend SMC
h . . contributed to one of their meetings?
than one question at a time. fundraising activities?
I'm so confused.
Is he asking about
how many times I
attended, or how many
times I contributed?
Avoid leading | Your questions should not
questions lead the respondent to Do you agree that girls shouldn't

answer in one way or
another. This is especially
relevant  for  qualitative
guestions which are open-
ended so that respondents
can answer honestly.

get married until they turn 187

Umm, I
gquess I
agree with

{ At what age should girls in your
community get married?

Well, let
\_me think... /

49






Be specific Your questions should be
SpeCIflc SO that the So what do you think about Tell me about the sanitation conditions
respondent knows exactly cehaciad at your daughter's school
what you are asking about.
Don’t leave it ambiguous or ‘_ .
too broad. Umm, what well, let me '\
about tell you... /
schools? =
When asking | If you are asking

about events
in the past, use
an aided recall.

respondents about a specific
event or experience, you can
provide them context
without leading them.

Tell me about how the school budgets

were established

ﬁing the establishment of School Improvement
Plans at the beginning of this school year,

can you describe any budget discussions that

were held?

Yes, that was a very \
/| lively discussion; let
\ me tell you about it...
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For close-
ended
questions,

ensure answer
choices are
inclusive

If you are giving respondents
a set of answer choices to
choose from, ensure that
these answer choices cover
all possible answers that a
respondent may choose. For
numeric response options,
ensure that you do not have
overlapping  or missing
categories (for example, you
can have response options 0-
4, 5-9, 10-14, etc.). If the
answer choices are not
numeric, it is sometimes
helpful to have an “other”
category (see image to the
right).

What is your occupation? Subsistence farmer,
trader, or do you work at home?

What do I answer?
I'm a nurse...

—
What is your occupation? Subsistence farmer, trader,
\ do you work at home, or something else?

Something else;
I'm a nurse!

Culturally
sensitive and
relevant

Your questions should be
both culturally sensitive to
the population you’re
working with, and relevant
to your research design.

What is your favorite flavor of
ice cream?

What is ice cream and
why are you asking me?

How frequently do you eat breakfast
before qoing to school?

Well, during rainy
season I...
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Use the local
language

If the respondents cannot
understand you, or if they
are confused about what a
word means because they
are not familiar with the
language, their answers will
not be reliable.

Yar pror garq tceb marz yubw?

Umm, what are
you asking?

@ld were you when you left sc@“

Use language
and questions
that are
appropriate to
the audience

When asking questions,
ensure they are written in a
way that the respondent can
understand both in
complexity and in the words
used.

Can you tell me about your teacher's
gendered pedagogical methods
employed in the classroom?

Does your teacher treat boys and
girls the same or differently?

Hmm, my teacher...
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Pilot Testing

After developing all of your survey questions, or items, and combining them into
guestionnaires, it is important to test out that survey. This is referred to as “pre-testing”
the tool or “pilot testing” it. Even the best intended question or activity may not perform
well when used in the field. For example, respondents may interpret the question
differently from what was intended, they may not understand the question as it is written,
or their desired answer choice may not be included. If it is a test, it has to be “calibrated” to
the level of comprehension of the students, so it is neither too difficult nor too easy.

This process includes using the survey with a small group of individuals in order to assess
how well the survey performs with respondents. To avoid respondents getting tired of
answering multiple surveys, known as “test fatigue”, you should carefully choose with
which groups you will use the pilot test. If respondents grow tired of answering surveys,
they may refuse to participate, or they may rush through the survey and give the easy
answer rather than the true answer. It is recommended that the pilot test be used with
individuals who are demographically-similar (for example, a neighboring village that has the
same characteristics) to those who are included in your research design.
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Sampling

In many projects, you will be reaching large numbers of individuals and/or communities.
Depending on what type of study you are doing, it might not be practical or necessary to
collect data about every person’s experiences. As part of your research design, you should
develop a “sampling strategy”. This plan will determine what information you will collect
from whom. For example:

e Are you going to do a census and collect information from everyone in your target
population? This may be appropriate for some projects, but it is a costly and time
consuming approach that needs to be well justified.

e Are you going to collect information from a sub-section of the population? This is
the most often used approach to collecting data from projects. It is called sampling
— the project selects a sub-section (sample) of the population of interest to obtain
data from There are many methods to determine how you will select the sub-
section/ sample, and how many people will be included. The following table,
Table 6, provides a summary of some common types of sampling:
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Table 6: Sampling Strategy Options

Sampling strategy

How it is done?

Example

Simple random sampling

The sample is drawn randomly
(by chance) among the eligible
members of target population.

A random group of Grade 3
students is selected for a math
test among all public primary
schools in District A.

Cluster sampling

The sample is drawn randomly
(by chance) from a list of
eligible clusters. A minimum of
30 clusters is recommended.

20 students are randomly
selected from each one of 35
selected public primary schools
in District A. Each school is a
cluster.

Stratified cluster sampling

If a project is covering multiple
districts/ locations with
different population sizes, the
number of clusters selected for
sampling in each area is
proportional to the population
size.

Project ABC is working in 3
districts. District X has 200
target schools, while districts Y
and Z have 100 target schools
each. A baseline survey will be
conducted in 15 schools in
district X and in 8 schools in
each of the remaining districts.
The number of sample schools
(clusters) is proportionately
distributed to match the
percentage of targeted schools
in each district.

Purposive sampling

The respondents are selected
on purpose based on specific
characteristics of interest. This
strategy is often wused for
gualitative studies.

The project is interested in
knowing more about what
drives community philanthropy.
A group of individuals who have
contributed to local schools
was invited to participate in key
informant interviews.

For more details on how samples can be selected and the appropriate sample size, contact
your research lead for project-specific guidance. It is suggested that for each data collection
tool that you use, you fill out a table, like the one below in Handout 3, to help.
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Data collection tool

From which communities?

How many people per

How will they be

Will you track the same

community? chosen? people from year to year?
(ves/no)
Youth Leadership All 15 villages included in the 30-35 students per Random sampling from Yes

Index

project

village (for a total of
500)

grade 3 students
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Longitudinal Tracking

Part of every data collection plan is the decision whether you want to track the same people
from year to year (or from data collection to data collection). If your answer in the last
column of Handout 3 is “yes” (for example, you want to track the same student from Grade
1 to Grade 6), then you will need to develop a longitudinal tracking sheet like the one in
Handout 4. This becomes your master list of people whom you are tracking over time. The
same unique ID number should be given to each person, and that is their code every single
time you collect data. This master list should be used to find and verify that you're
following up with the same individuals over time.

Longitudinal tracking (following the same individuals through time) is a powerful approach
that allows the project to determine the extent to which change is occurring within a group
of individuals, without the potential errors of comparing different groups at different times
(baseline/endline), such as the possibility that change happens by chance. It enables
projects to track a large number of variables associated to the participants and allows for
greater accuracy of conclusions.

No matter whether you choose to track the same individuals over time or not, remember
that unless your pilot test results or data analysis tells you that you have asked an
ineffective or irrelevant question, you should not change the questions that you ask from
one data collection to the next. If you change a question, even minimally, you cannot
compare the results from one data collection to the next (for example from a baseline to a
midline).
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Cluster
ID

School
ID

Date
of first
survey

Household
ID

Respondent
ID

First
name

Surname

Alternate
name

Name
of
mother

Sex

Age (on
date of
first
survey)

Grade

(on date
of first
survey)

Date of
second
survey
attempt

Interview
conducted
(Yes=1;
No=0)

If interview not
conducted,
provide reason

1=Moved
2=Deceased
3=Refused
4=Not at home
5=Unknown
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Roles & Responsibilities

Can anyone

help me enter
the data? Can anyone help
analyze the data?

Hi friends!
Who can help
me collect data?

Wow, look at
what we did!
These are great
results!

Wow! Look at
these amazing
results!!

Ok, I'll do it all...
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There is a children’s tale that in some cultures is known as The Little Red Hen. It tells the
tale of a cartoon hen who wants to make a loaf of bread. She goes around to her neighbors
asking for help with the “inputs”: for help harvesting the wheat, for help pounding the
grains of wheat into flour, for help baking the bread, but nobody will help her. The hen
continues on and does all of the work herself. When the bread is baked, everyone whom
she asked for help during the process came running, wanting to eat the bread even though
no one helped during the process.

When we have successful projects, everyone wants to be part of the success and sharing
the results, but it takes a team effort to design the data collection process/approaches,
collect and enter the data, check data quality, do the analysis, etc. It is critically important
to ensure that you have a clear and shared understanding of what different roles there are,
and who is in charge of them. Using a table like will ensure that you have a clear
plan as well as clear and specific responsibilities for each person involved in the process.
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Name

Deadline for completion

Who will organize and supervise data
monitoring?

Who provides technical support to
monitoring?

Who will conduct data monitoring in the field?

How frequently will data monitoring be done?

Who will develop and test the data collection
tools?

Who will enter the monitoring data?

How frequently?

Where will the monitoring data be entered? Is
there a database?

Who will check the quality of monitoring data?

How frequently?

Who will analyze the monitoring data so it
feeds into project implementation?

How frequently?

Who will organize and supervise annual data
collections?

Who provides technical support to annual data
collections?

Who will conduct data annual data collections?

Who will enter the annual data?

Who will check the quality of the entered
data?

How frequently?

Who will analyze the annual data?

Who will take the data analysis from the
annual plan and ensure that it feeds into
project implementation?
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Scheduling

Collecting data is a time-intensive task that, if not well organized in advance, can become
unmanageable. For this reason, it is important to think about how long each task will take,
who will complete it, and what that means for the overall timeline. It is suggested that you
complete a chart like the one below to help plan the process, as well as the budget and
logistics for data collection. The first two columns in should come from your
sampling plan (see ).
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Survey used

Number of respondents

Time it takes to
administer each survey

Total time needed

Data collector
requirements

Youth Leadership Index
with students

500 students across 15
villages (30-35 students
per village)

1 hour for a class of 20
students

(2 administrations per
village) x (15 villages) x (1
hour per administration) =
30 hours, excluding travel

2 data collectors per
survey administration. If
each pair of 2 data
collectors can do 2
administrations in 2
villages per day, we will
need 4 days total
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Translation®

OK, the answer to question 1
is "rice" Let me translate it. The question
is, "What is your favorite
Wait, that doesn't make breakfast meal"
sense. What is the
question again?

That doesn't make sense. Our coriginal Oh, I see that in the original survey, but that's
survey asked, "how often do you not the question we asked the students...
eat breakfast before going to I gquess we should have back-translated the
school?" survey before using it!

Often, the surveys, questionnaires, and tools created for a project are created in one language,
and then translated for use with the local populations with whom we’re working. To ensure

o Adapted from CARE’s Gender Equitable Index: http://www.care.org/sites/default/files/documents/CARE-
GEI-Toolkit-FINAL-WEB.pdf

64



http://www.care.org/sites/default/files/documents/CARE-GEI-Toolkit-FINAL-WEB.pdf

http://www.care.org/sites/default/files/documents/CARE-GEI-Toolkit-FINAL-WEB.pdf



that the instruments used are of the highest quality, it is suggested that you use the process of
translation and “back translation.” By following this process, you can avoid the problem of
different meanings between languages. Begin the translation process as soon as possible since
it may take at least four weeks to complete.

Steps:

(1) Identify two (2) translators who are highly proficient speakers of the target language

and of English, or the language the survey was originally written. (The target
language is the one local language that will be used for all instruments during the
research study). Note: Tell the two (2) translators that they must not communicate
with each other during the translation process. (They can contact other translators
if they have questions about a word, but not the second translator that has been
hired for this work.)

(2) Ask one of the two translators to translate the original/English language

instrument(s), instructions, and scripts into the target language by a given date.

(3) After the translation is complete, ask the second translator to translate the

(4)

(5)

instruments from the target language back into English by a given date without
providing him/her copies of the original instruments, instructions, or scripts. (This
process is called back-translation, and it is necessary to check for accuracy of the
first translation as well as any difficulties in understanding caused by the wording of
the items on the instruments).

On the given date the translators will provide the back-translation to the lead
researcher. The lead researcher will then compare the original language
instruments with the back-translation versions. Any problematic differences should
be noted, and the lead researcher should determine whether or not particular
phrases or items in the target language translation should be changed and re-
translated.

When the lead researcher has approved the final translation, the instrument(s),
instructions, and scripts can be prepared for use.

needed.

Tip for Translation: When translating the instruments and scripts, use words that have
been used in other programs in the communities to reduce confusion and explanations
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Method of Data Collection: Paper Surveys or Tablets

Technology can make the task of data collection more streamlined, but only if done with care
and accuracy. Once your surveys and tools have been developed, you can make the decision of
whether to use paper surveys or electronic tablets as the method for collecting data. Table 7
has a number of the benefits and risks associated with each medium. These should be carefully
considered and weighed before collecting data.

If you choose to use electronic tablets for the collection of quantitative surveys, Annex C
contains a step-by-step manual for the use of the software Open Data Kit.

Benefits Risks Considerations
Paper e Data collectors and e Paper copies are at e The use of paper surveys, in
Surveys respondents are risk of damage due conjunction with digital audio
more likely to be to improper care recorders, is more appropriate
familiar with this and storage for focus group discussions
method, leading to e Data entry from and interviews
less confusion, paper surveys can
uncertainty, and take a long period
discomfort with the of time, and there
process is a high risk of
e You have a physical accidental
record of the survey incorrect entry of
to refer back to data
Tablets e Datais directly e Use of technology e Additional testing, piloting,
entered can cause and training time should be
electronically and confusion, planned before tablets are
can be uploaded to a uncertainty, and used
database that same discomfort e Quantitative surveys are much

day, saving time
Designed correctly,
data entry should be
done flawlessly
Tablets and phones
allow for capturing
photos and GPS
coordinates, besides
responses

amongst data
collectors and
respondents

e Complex, long
surveys with a high
number of skip
instructions take
time and effort to
program
accurately.

more appropriate for
individual data collection than
are qualitative interviews

e Unless you have a large
number of tablets available for
use in group settings (where
each person receives a tablet),
you are more likely to have to
collect data individually or in
smaller groups, taking more
time. Although the data
collection may take more
time, the time for data entry
will be substantially shorter
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Selecting Data Collectors

In general it is preferable to have an equal number of male and female data collectors if
collecting data from girls and boys. If collecting data from girls only or boys only, a female-only
or male-only team may be required. The size of sample you have chosen will determine the
number of data collectors required (see Handout 7). The hiring of data collectors should be
taken into consideration far enough in advance of your training to ensure that you can obtain
the ideal ratio of men and women. It is also possible to work with pairs of male/ female data
collectors in highly sensitive environments — for example, hiring brothers/sisters or
husband/wife pairs to work together.

Language skills may also influence the selection of data collectors. You will want to ensure that
the data collectors chosen are fluent in the language that will be used for training, and in the
language that will be used when conducting the surveys.

Finally, not everyone is a great data collector! Some people are more comfortable and
competent at being a data collector than other people. Likewise, some people are better at
conducting written surveys and others are better at conducting focus group discussions or
interviews. Working with children and adolescents requires also a special skill set. When you
train data collectors, they should be given the opportunity to practice. During these practice
sessions, the training facilitator should keep careful notes of who does a good job at what type
of exercise. If someone is not doing a good job, they should not collect data in the field.
Likewise, the on-site supervisor who is in the field monitoring the data collectors should take
notes of who is effective versus ineffective at collecting data, and adjustments should be made
immediately. If someone is intimidating to children, they should not be allowed to collect data
from any students.

In most cases, it is suggested that data collectors are paired together during data collection
exercises. This way they can divide the duties and have back-up in case there are irregularities
or emergencies. During test administration of group questionnaires, it is suggested that one
person read the questionnaire out loud while the other person walks around the room ensuring
that everyone is on the right question. Likewise, if you are conducting a focus group discussion,
it is suggested that one person ask the questions while the other person operators the voice
recorder and takes notes. The second person in the room can also help to maintain the
environment so that it is optimal for data collection. For example, this person can ensure that
there are no distractions or that everyone has a working pencil. Both jobs are very important.
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Notes for the Training of Data Collectors®®

Once you have hired your data collectors, you should spend a few days (the number will be
dependent on how many surveys you will be using, and how many total data collectors you are
working with) conducting an extensive training. The training should include:

e Areview of the tools to be used, including a review of every question, discussing the
intent behind each question. If your tools were translated, you may find
discrepancies in the interpretation of certain terms. This is your chance to either
update the translated term, and/or to ensure that everyone understands the
intended meaning behind the term.

e A chance to practice with each other administering the tools, in a mock session

e A review of the data collection logistics (for example: where should they arrive, at
what time, what the transportation, meal, and/or per diem arrangements are, a
review of the packets they will be given with data collection tools, the protocols for
when something goes awry, what to do when you arrive on-site, what to do with the
finished surveys, etc.)

e Confidentiality and Do No Harm principles

e Data quality understandings: what should they watch for to ensure accurate and
complete data collection (for example, if using paper surveys, walking around to
ensure respondents are marking their answer to question 6 in the slot for answer 6,
instead of in the slot for answer 7; or making sure pages or questions aren’t
accidentally skipped, etc.).

e Review of data collection scripts that should be read (for example, a written script
for what should be said at the beginning of a data collection session. As best
practice, these scripts should include the purpose of the study, discuss anonymity of
results, as well as give participants an opportunity to opt-out of the study.)

e Guidance for appropriate actions of data collectors

o Emphasize that it is very important that all participants have the same survey
experience so that the data can be reliably used to compare and contrast. If
participants at different schools or communities have different experiences
with the data collection, then we are no longer able to compare the data
from those participants. This means that data collectors must ONLY say the
scripts they are given, plus any examples, prompts, or clarifications that were
created as part of the data collection plan.

19 Adapted from CARE’s Gender Equitable Index:
http://www.care.org/sites/default/files/documents/ CARE-GEI-Toolkit-FINAL-WEB.pdf
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o Itisimportant that data collectors:

= Do not make up their own examples, prompts or clarifications.

= Do follow the script word for word, without variation, each time the
survey is administered.

= Do remain neutral in their body language and tone of voice. Body
language can show when you are frustrated, bored, excited, or if you
agree or disagree with a statement. Try to keep your body language
and tone of voice neutral during the survey administration. Your
actions can affect how participants answer the survey. It is important
that your actions do not affect their responses.

= Are respectful or participants at all times during data collection.
Seeking permission, thanking participants, and maintaining respectful
body language are all ways to show respect for participants. Note: Do
not discuss the data collection process or analysis in front of
participants.

= Do not express any of your value judgments regarding the abilities,
intelligence, knowledge of gender equity, or any other aspect of the
community or participants. This research is not intended to criticize or
judge any participants.

= Do not ask leading questions, do not guide respondents to the “right”
answer, etc.

Culturally Appropriate Dynamics

While it is critical that this type of survey research be as standardized as possible, it is also
important to be aware of and sensitive to different culturally appropriate behaviors and
dynamics. For example, administering the survey to men and women in the same or separate
rooms should be decided based on cultural norms and accepted behaviors. Other aspects of the
data collection may be influenced by cultural or country contexts. Examples of this are listed
below.

e Examples or explanations of the survey statements or response options should make
sense in the cultural or community context in which the data is being collected.

e Any gestures used to demonstrate the possible response options should be decided
upon during data collector training and should be culturally appropriate.

e The timing of the data collection, both the time of year and the time of day, may be
influenced by cultural expectations.

e Whether data collection begins promptly with fewer participants, or begins later
with more participants, should be decided during data collector training and should
take cultural norms into account.
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e The location used for data collection, especially for community members, should be
chosen with care, taking into account travel time and cultural expectations.

Any decisions that are made based on culturally appropriate dynamics should be clearly
documented by the data collection supervisor and labeled with the date, location, and ID
numbers affected by each decision. It is appropriate to create examples and gestures that are
culturally sensitive; however, the survey itself should not be changed.

Tips regarding Behavior during Data Collection

e Make sure respondents are comfortable: If respondents are comfortable, they will
trust you, and will be more likely to share important information with you. If they
feel you are untrustworthy, interviews will unlikely provide important or reliable
information. Being aware of power dynamics is also important (e.g. the data
collector(s) should not be sitting higher than the others; the use of circles where
everyone is equal is often suggested).

e Consider the cultural context: consider the cultural context of those you are
interviewing, and what is considered acceptable behavior. This may include things
such as: appropriate dress (e.g. do female data collectors need to wear a head scarf
or long sleeves in some communities?), protocols for introductions (e.g. upon
arriving at a site, are there specific people who you need to talk with before
beginning the work?), language (this should have been decided upon when writing
your questions, but you should consider the language of conversation: both the
actual language, as well as the types of words you use).

e Do no harm: In addition to following the guidance regarding Do No Harm, you should
consider things such as the privacy of those you are interviewing. When working
with children, especially, it is important to ensure that you are not asking a child to
go into a room alone with a strange adult; while at the same time, creating a space
where their responses are not overheard by others. This is a delicate balance and
will have to be negotiated at each site.

e Cultural, gender, and age-appropriate behavior: During the data collection, it is
important that the data collectors behave in a way that is non-threatening and
appropriate for the respondents. For example, if a data collector is conducting a
focus group discussion with children and/or adolescents, s/he needs to be child-
friendly. It is easy for adults to be intimidating to children and adolescents, and so
the data collectors need to ensure they are not intimidating or threatening in their
body language, in their behavior, or in the words they use.

e Do not force responses: Especially during interviews and focus group discussions, if
the respondents are not comfortable with the data collector, the atmosphere of the
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discussion, or the question being asked, they may not provide long or elaborate
responses. While data collectors need to be well practiced in the skill of asking
follow-up and probing questions, these need to be done in a way that is respectful
and does not demand an answer or intimidate respondents. It is important to
remember that the respondents are volunteers and may refuse to answer a
qguestion, or choose not to elaborate. They should not be singled out or put on the
spot to answer.
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Data Collection Packets

/ OK, I'm ready to collect ‘
data for the day!

/ Wow! This has all of the information \
\ I need for today's schedule, thanks!

Great!
Here is your data )
 collection packet /'

It is recommended that you organize and compile data collection packets that each data
collector will have. These should be done at least one day in advance, so that time in the
morning is not wasted while you compile packets. Each separate test administration should be
housed in a separate packet. So, if a team of two data collectors is administering three
separate sessions of the same tool in one day, they should have three separate packets. These
packets should include:

e Copies of the survey or questionnaire to be used

o If you are using paper surveys, include enough copies for everyone plus
extras (e.g. if you are planning for 25 individuals to take the survey together,
include 28 or 30 copies in case you have extra people, if there are copy
errors, or if one of the surveys gets damaged)

o If you are using electronic tablets, include enough tablets for everyone that
one data collector will work with at a time (e.g. if each data collector will only
work with each person one-on-one, s/he only needs one tablet; if each data
collection team will work with a group of 10 individuals, include 12 tablets- 1
for each respondent, 1 for the head data collector, and 1 extra)

Pencils, sharpeners, and erasers

Extra staplers or paper clips, in case stapled paper surveys accidentally get separated
If conducting longitudinal tracking, the list of respondents and their assigned IDs

A “control sheet”: This is a simple written record of each data collection session that
is tracked, attached to written surveys, and used by the data collection supervisor to
track progress. This sheet may include the information in Handout 7: Data
Collection Control Sheets
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Handout 7: Data Collection Control Sheets

Date

Name(s) of data
collector(s)

Name of & code of
school or site

Beginning time of
session

End time of session

The range of ID
numbers

Number of
girls/women

Number of boys/men

Total number of
respondents present

Notes For example, “all girls were falling asleep; the data collection was interrupted
by a commotion in the courtyard; there was a lot of disagreement and tension
between the older and younger women in the focus group discussion, etc.”

Individual problems Respondent Type | Corresponding Unsolved Issues
1= Student Respondent ID
2=Parent number
3= Teacher
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Checklist for Data Collection™

You are ready to collect data if you can answer “yes” to all questions in Table 8:

Task

Communities have been identified and contacted. Whenever possible, a focal person (for instance,
a teacher or community leader) has been designated at each site for organizing groups and places
for data collection

All instruments and scripts have been translated, back translated and revised as necessary
following the back translation

All instruments have been pilot tested in non-project communities

Data collectors and data collection supervisors have been identified and hired

Data collection supervisors and data collectors have been trained to administer all relevant surveys
to be used in data collection. This includes reviewing and practicing the scripts

Data entry time and logistics have been planned, and data entry persons have been hired and
trained

Surveys have been prepared. If using paper surveys, they have been copied, checked, collated, put
into groups, and numbered. Packets are prepared for each data collection site (e.g. school) with
copies of the surveys, scripts, and control sheets. Note: once surveys have been finalized and
copied, unless there are copy or typo errors, questions should not be changed once data collection
begins

Protocols are developed regarding data collection supervisor’s responsibilities. For example, the
supervisor for each team should be checking data sheets as they are turned in for completeness
and ensure there is no missing, incomplete, or conflicting data

Protocols are developed for labeling each survey with a unique identifying number, unless each
respondent already has a unique ID from previous longitudinal mapping. If the respondent has
previously been interviewed by the project, their number should be the same every single time.
Each survey should be appropriated numbered and documented daily

Protocols are developed for the storage, upload, and entry of data.

A data storage site has been identified along with plans for securing the data after it has been
collected

' Adapted from CARE’s Gender Equitable Index:
http://www.care.org/sites/default/files/documents/ CARE-GEI-Toolkit-FINAL-WEB.pdf
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Roles & Responsibilities12

ou should talk with the Data Collection
Supervisor, she has a list of everyone's
roles and responsibilities, as well as
their tasks for today.

What a beautiful day for data collection!
What are your tasks for today?

I have no idea; I am just hanging
around. Do you Know when we
get per diems?

Before engaging in any data collection endeavor, it is critical to ensure that you have very clear
roles and responsibilities for everyone involved in the activity. Below are some suggestions for
various roles and responsibilities. These will have to be tailored to every context and data
collection, as each one is different. In these examples, there are suggested responsibilities for
both data collection supervisors, as well as data collectors.

Data Collection Supervisor’s Responsibilities

The data collection supervisor’s role is to manage the data collection process, ensuring that
each data collector is following the data collection protocols. The supervisor should
communicate with the Lead Researcher about any questions related to the data. This will help
to safeguard the reliability of the data.

12 Adapted from CARE’s Gender Equitable Index:
http://www.care.org/sites/default/files/documents/ CARE-GEI-Toolkit-FINAL-WEB.pdf
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Preparation for Data Collection — Data Collection Supervisor’s Tasks:

Organize a small group of people to supervise the translation, back-translation
and revision process to ensure the translated instruments are as accurate as
possible. (See Translation Process, section 1.3 above.)

Oversee data collection logistics

o Ensure that copies of the control sheet, if used, have been compiled with
the survey and each data collector understands the purpose of the
control sheet.

o Ensure that a unique identification (ID) number is written on each page of
every instrument. (Note: These should match the longitudinal mapping
matrix, like Handout 4, if you are conducting a cohort study.)

o Organize data collection materials into packets ready for administration.

o Review data collection logistics and protocols with all data collectors.

Communicate regularly with the data collectors about data collection times,
dates, locations, and other logistics.

During Data Collection — Data Collection Supervisor’s Tasks:

© 0N

At the site, introduce the data collection team to the person in charge and the
participants.

Explain the purpose of the research briefly to the person in charge and the
participants.

Ensure that appropriate rooms or spaces have been allocated for data collection.
Ensure that data collectors have explained the research and gained consent of
each participant (either verbally or through consent forms, according to CARE
policy).

Oversee the administration of the data collection instrument while on-site. Use
spot checks to ensure that data collectors are following the data collection
protocol exactly as planned, that they are using standardized examples when
needed, and that they help participants individually as needed.

Answer any questions asked by data collectors, people on site, participants.
Assist data collectors with any challenges or unforeseen circumstances.

Be present on site during data collection at ALL times.

Collect and organize all surveys as they are being completed; this includes doing
spot checks of the finished surveys while still on-site to confirm they are being
filled out correctly. See Section 2.3 for guidance on data cleaning during data
collection.
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After Data Collection — Data Collection Supervisor’s Tasks:

Verify that each survey is complete.

Hold a daily formal debriefing meeting with data collectors to discuss problems
that they faced (e.g., dealing with disturbances or with large groups) and solve
problems with them.

Ensure that a secure storage space is created in the CARE office (e.g., in a locked
file cabinet), and that all data are stored.

If electronic tablets are being used, it is the Data Collection Supervisor’s task to
ensure that the data is properly uploaded, catalogued, and checked each and
every night.

Ensure the packets and information is ready for the next day.

Data Collector’s Responsibilities

The data collector’s role is to administer the surveys, to collect the surveys, to give surveys to
the supervisor after data collection sessions, and to keep notes about questions or problems
about the survey or the process.

Data Collector’s Responsibilities

Data collectors should work in pairs, with the following individual responsibilities:

One data collector will read the instructions and the instrument items aloud to
participants.

The other data collector will ensure surveys are distributed and that the
participants are filling out the survey correctly; will distribute pencils; will answer
guestions as needed; and will collect pencils at the end of the data collection
session (unless it has been agreed in advance to leave the pencils with
participants).

Data collectors communicate with the data collection supervisor about data collection
times, dates, locations, and other logistics.
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During Data Collection — Data Collector’s Tasks:

1. Adhere to strict time schedules, arrive prepared and on time, and act and dress
professionally.

2. Mobile phones should be turned off during data collection so that individuals are
not distracted while administering the survey.

3. Write an ID number on each form, if requested by the data collection supervisor.

4. Introduce yourself and make the purpose and the process of the research clear
to all.

5. Ensure that consent has been given (either verbally or in writing, according to
Country Office/ organization procedures).

6. Administer the data collection instrument to participants by following the data
collector scripts exactly as written.

7. Check each participant’s completed survey to make sure answers have been
circled completely before submitting the survey to the data collection
supervisor.

8. Thank youth and adults following the administration of the instrument at each
data collection site.

9. Immediately after the data collection session is completed write down any
concerns, comments, etc., in order to share them with the data collection
supervisor.

After Data Collection — Data Collector’s Tasks:
1. Participate in a debriefing session with the data collection supervisor and other

data collectors after each day of data collection.
2. Discuss any challenges to data collection with the data collection supervisor.
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Roles and Responsibilities — Summary of Key Points

Data Collection
Supervisors

The data collection supervisor’s role is to manage the data collection
process. The data collection supervisor’s responsibilities include:

e C(Creating a data collection plan:

O

O

Map out roles and responsibilities for data collectors and
supervisors

List all supplies needed for data collection

Create a detailed data collection plan (sample size, site
selection, timeline, etc.)

Discuss and familiarize data collectors and supervisors with
the data collection instrument and consent forms

e Managing all data collection logistics such as scheduling and
organizing data collection and checking surveys for unique ID
number

e Overseeing data collection by liaising with research site and
participants and assigning space for data collection

Data Collectors

The data collector’s role is to administer the surveys, give the surveys to
the research coordinator, and to keep notes about questions or problems
about the survey or process.

Consent

Follow Country Office/ organization guidelines.

Confidentiality

When working with any participant, in particular with children and youth,
we have an obligation to protect them by ensuring that their survey
responses are kept in strict confidence.
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On-site Logistics

Below are a set of suggested on-site logistics for quantitative surveys and focus group
discussions, assuming that you have chosen to have data collectors work in teams of two.
These logistics may change based on the types of data you are collecting, and the configuration
of your team. For example, if you are visiting homes to conduct household demographic
surveys, many of these principles will apply, but you will need a modified set of on-site logistics
that fit that type of data collection.

In advance of every data collection, the Data Collection Supervisor should plan how
many surveys will be collected from each site during each visit (this should be
informed and planned using something like Handouts 3 and 6. The Data Collection
Supervisor should assign each Data Collection team of 2 individuals to their specific
daily assignments before arrival at the data collection site.

Data collection supervisors will need to check that all appropriate materials have
been collected and packed for survey administration. The materials include the
materials mentioned in Section 1.7 on Data Collection Packets.

Each Data Collection Team (composed of 2 data collectors) should be given their
packet of materials (above).

Upon arrival at the data collection site (e.g. school), the Data Collection Supervisor
on-site should confirm the locations for each data collection session, and which
individuals are available, including clarifying any time and space constraints. This
should have all been arranged in advance of arrival.
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For Quantitative surveys:

o

Ideally, quantitative group surveys will be administered in an enclosed room
such as a classroom with seats/benches and a writing surface/desk for each
respondent. If possible, each respondent should have their own desk facing the
facilitator. Respondents should not be crowded together, as this may prevent
some respondents from answering truthfully, as they cannot answer
confidentially. Other than the team of Data Collectors and the respondents,
there should not be any additional individuals present in the room.

The two Data Collectors should introduce themselves and thank everyone for
sharing their time. The two data collectors should announce their roles (e.g.
who is going to read the surveys, and who will be circulating around the room for
help).

Once every respondent is seated, the Data Collectors should pass out copies of
the survey so that every respondent receives one copy of the survey, as well as a
pencil or writing implement.

Only after every respondent receives a copy of the survey, should the Data
Collector who is reading the survey begin reading the script to administer the
survey. As part of the script, the purpose of the study should be stated,
discussions of anonymity of responses, and individuals should also be given an
opportunity to decide not to participate.

Administration Reminders:

o Remain neutral during entire survey administration. Maintain a neutral tone
of voice as well as body language.

o Do not make assumptions about level of understanding of participants (i.e.,
do not explain concepts unless asked. When asked, use the examples
discussed during data collection training.).

o Do not use gestures not agreed upon during data collection training and read
scripts exactly.

o During the survey administration, the Data Collector who is not reading the

survey should be circulating around the room ensuring that all respondent
guestions are being answered, that respondents are responding to the correct
guestion, and that the forms are being filled in completely.

Once the survey has been completed, ask all respondents to remain seated while
both data collectors collect the surveys from respondents, thanking them again
for sharing their time and opinions. As you collect the surveys, ensure that all
pages are clearly labeled and all pages are still attached together (e.g. that a
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staple did not come undone). After all surveys have been collected, the
respondents may leave.

Once respondents have departed, the Data Collectors should complete the
Control Sheet, documenting the total number of surveys completed, which
respondent codes were used, date, time, location, etc. If there are any
incomplete areas or errors, these should be resolved before turning in the
completed packet to the Data Collection Supervisor on-site.

Completed packets should be given back to the Data Collection Supervisor, who

will use the information from the Control Sheet to populate a master document
to track total data collection mapped against the data collection framework.
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For Qualitative Interviews or Focus Group Discussions

o

Ideally, qualitative interviews and/or focus group discussions will be
administered in a secure location with a seat or bench for each respondent.
Individual interviews with children and adolescents should be done in areas
where they can be seen, but not heard, by others to avoid uncomfortable
situations. Other than the team of Data Collectors and the respondents, there
should not be any additional individuals present in the room.

The Data Collector(s) should introduce themselves and thank everyone for
sharing their time. They should announce their roles (e.g. who is going to lead
the discussion, who is going to jot notes). As part of the script, the purpose of
the study should be stated, discussions of anonymity of responses should be
held, and individuals should also be given an opportunity to decide not to
participate. If digital audio recorders are to be used, permission should also be
sought from respondents at this time.

Administration Reminders:

o

o Remain neutral during entire survey administration. Maintain a neutral tone
of voice as well as body language.

o Do not make assumptions about level of understanding of participants (i.e.,
do not explain concepts unless asked. When asked, use the examples
discussed during data collection training.).

o Do not use gestures not agreed upon during data collection training and read
scripts exactly.

Asking explanatory or proving questions: When conducting qualitative research,
most often Data Collectors are given a list of questions to ask respondents.
Often times, respondents will initially give short or abbreviated responses. In
most cases, the Data Collectors should feel free to probe further and ask
guestions such as: “can you tell me more”, “why do you think that is the case”,
“can you share an example”, and “what do others think (if it is a focus group
discussion).” It is important to remember that in asking follow-up or probing
guestions, the Data Collectors should be careful not to show any judgement, or
to lead the respondents in any particular direction. The purpose of these

guestions is to learn more about what the respondents have already said.

Once respondents have departed, the Data Collectors should complete the
Control Sheet, documenting the total number of surveys completed, which
respondent codes were used, date, time, location, etc. If there are any
incomplete areas or errors, these should be resolved before turning in the
completed packet to the Data Collection Supervisor on-site.
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o Completed packets should be given back to the Data Collection Supervisor, who
will use the information from the Control Sheet to populate a master document
to track total data collection mapped against the data collection framework.

After Data Collection
After survey administration is complete, be sure to write down all problems and observations.

At the end of the day, the Data Collection Supervisor should facilitate a debrief session. During
this time, the Data Collectors should speak about their experiences (i.e., lessons learned),
especially those that may inform the next day’s data collection.

The Data Collection Supervisor should read all of the control sheets daily after the debriefing

meeting to be sure that issues have been discussed and are resolved. Any issues not already
mentioned could be discussed the next morning before data collection.
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Wow! Look at all that data your project
has collected! How much more do you
have to do?

Where is your data
management plan?

L~

Umm, I'm not sure.
Right now I just know that
I have a lot of data...

Oh, I quess I
should have one!

Field Management & Organization

During active data collection, there are some key suggestions for organizing and managing your
data collection process and progress.

e Have a plan for each day. Building upon the mapping you created in Handout 6: Data
Collection Scheduling Matrix, you should have a schedule and plan for what data you
are going to collect, from whom, on what day, and who is assigned for collecting this
data. Below, in Handout 8, you can find an example of what this looks like.

e Have clear roles and responsibilities. If you have data collection teams at more than one
site per day, you should have a Data Collection Supervisor assigned to each site.

e Ensure the Data Collection Supervisor is conducting quality checks regarding the
administration of the tools, as well as the completeness and accuracy of the data as it is
collected.

e Ensure you have contact information for each set of data collectors so that the team can
be quickly contacted if needed.
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Handout 8: Sample Data Collection Schedule

Day 1 Day 2 Day 3
Location | Tool How Many Who Location Tool How Who Location Tool How Who
Many Many
Village A | Household | 10 households that Data
Survey match the students collectors 1
from longitudinal and 2
tracking sheet 1-10
Classroom 2 grade 3 classrooms | Data
Observation collector 3
Parents 1 FGD for moms; 1 Data
Focus FGD for dads; these collector 4
Group parents should match
Discussion the students from the
student interviews
Student 10 grade 3 students; Data
Interviews 5 boys and 5 girls collectors 5

that match the
longitudal tracking
sheet persons 1-10

and 6

Data
Collection
Supervisor
#7
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Data Security

No matter if you use paper surveys, tablets, or digital voice recorders, all data must be kept safe
and secure.

e When in the field, this means that adequate measures are taken to ensure that all
surveys are only kept by the Data Collectors and the Data Collection Supervisor. Nobody
else should have access to the surveys.

e For both paper surveys and electronic means (tablets or electronic recorders), ensure
that they are kept in bags or boxes that will protect them from water and dirt

e Every day when the Data Collectors return, all data collected should be catalogued,
uploaded to a password-secure computer or network, if electronic, and kept locked.
Paper data should be locked in a secure room or cabinet.

Data Organization

On a daily basis as you are collecting data, the Data Collection Supervisor(s) should be updating
their progress against the overall data collection plan. For example, if only half of the
respondents were available, this should be noted and plans made immediately for follow-up.
This should be captured in the Control Sheets (Handout 7) and used to update your Data
Collection Schedule (Handout 8) and/or your Longitudinal Tracking Sheet (Handout 4, if
applicable to your research design).
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Section 2: Data Management

2.1 Data Storage

2.2 Database Design

2.3 Data Cleaning
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I'm looking for the focus
group discussions from the
"\ baseline, can you help me find them?

A They must be here somewhere...

i)
SR

g

e Umm, sure, let me look

nne
GTAo=
‘\’Q"l

I can't find them now... the data was all
dumped here after it was collected...

I can help you
with a data storage
system.
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Daily Data Management

During data collection, on a daily basis your collected data should be clearly labeled, organized,
and catalogued. If you are using electronic data collection methods (for example, tablets or
voice recorders), the files should be uploaded on a daily basis, clearly labeled, checked for
completeness, and the electronics should be readied for the next day’s use.

Physical Data Storage

Physical copies of questionnaires/ surveys/ tests/ records of interviews should be stored in
labeled, sealed containers in a secure space. Preferably, questionnaires/ surveys should be
separated by location (district or province, followed by school/ community where the data was
gathered) and type of respondent.

Each container/ folder should have a label containing the following information:

e Year and month of data collection

e Type of data collection (e.g. common items, learning assessment, socio-economic study,
workload study, etc.)

e Type of survey (e.g. questionnaire, FGD, test etc.)

e lteration of data collection (e.g. 3 learning assessment, 2" batch of the common items,
etc.)

e Type of respondent (teacher, parent, student, etc.)

e Location (province/ district, school, community where applicable)

e Each container should be given a numerical label.

The amount of time data should be stored is dependent on grant requirements. During this
time, physical forms should be stored in water-proof/ pest proof containers (stackable sealed
plastic containers should work well).

An inventory list that details what data is saved where should be developed and
maintained. This should include the container label number as well as the physical location of
where that data is stored, and the date on which the data should be destroyed. This list should
be maintained by program management.
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Electronic Data Storage

4@e check this out- look at how organized it is @

a N
7 That's great! You ‘
can now tell exactly
what data you have from
which groups!

Electronic Data Collection

If you are collecting data using tablets or other electronic methods, your data should be
uploaded on a daily basis. Each individual data entry (for example, each individual quantitative
survey, or each individual audio recording) is likely a part of a whole.

For the use of tablets for quantitative data entry, for example by using a software such as Open
Data Kit (see Annex C), each individual entry becomes a separate row in a larger matrix. Each
time you add additional entries/rows, you should save the resulting complete database. More
information on this can be found in

Electronic Storage of All Entered Data

All data, quantitative and qualitative, should be entered into an electronic form (for example,
into Excel, SPSS, or Word programs- for qualitative data). Once data is entered electronically, it
should be named, and organized in clearly labeled files. Access to these files should be limited
and password protected so they are not easily accessible to non-project staff.

Surveys

The final versions of each survey or set of questions used to collect data should be saved in

Word format. This will ensure that you have records of what questions were asked, as well as
give you templates, should you choose to ask the same questions in the future.
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File Naming

Electronic data should be labeled in a manner similar to the physical data. Databases referring
to the same iteration (e.g. 3" learning assessment, 2" learning assessment etc.) should be
stored within the same folder, indicating the time of data collection (year and month).

e Each type of database should be clearly and consistently labeled (country name, project
name, workload study 2012 parents, learning assessment 2013 grades 1-4, etc.).

e File names should follow this naming pattern: Country name_project name_type of
assessment_level of assessment_date of data collection YYYYMM. For example, if the
Bending Bamboo project is saving a May 2015 file of student workload data, the file
would be named: Cambodia_Bending Bamboo_workload survey_student_201505

Each electronic database should have a corresponding codebook (see Section 2.2 for more
information on codebooks), clearly indicating the question/ variable contained in each column.

Confidentiality

Keep the names and ID numbers in a secure location at all times. This means that the surveys
will be stored in a secure area at the end of the study, such as a locked file cabinet at the CARE
office, to preserve the confidentiality of the participants.

In addition, all staff working with data must maintain the anonymity of each participant. This

means that staff working with data cannot ever reveal to other staff, youth, or other
community members any participant name or response to any statements or question(s).
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Databases

When you enter your data, quantitative or qualitative, it should be done in a well-organized
database. Although each survey is different and unique, as a general rule, each individual
instance of data collection should be entered separately in a database. In other words, each
respondent should be a separate row.

Each question in a quantitative survey should be given a “variable name”; generally one that
relates to the content of the question. For example, given the survey question,

1 2 3 4
How often do girls ask questions during class? Rarely Sometimes | Most of the Almost
Time Always

You may choose a variable name of “girls_QinClass”. These variable names become the
columns in the database. Within the database, you would enter a 1, 2, 3 or 4, depending on
which response the respondent gave. If you have a question, or a series of questions, that you
are unsure how to format in a database, contact a research advisor for guidance.
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Codebooks

I'm looking through your database, Sure- if you check the codebook, you will
but all T see are numbers. Do Yyou see what each number corresponds to. See
remember what each number represents? ‘ for this question, zero means that the

respondent answered "no" to the

/ / question

Any time you enter quantitative data into a database, you are likely entering a number which
represents a series of response options. For example, in the cartoon example above, the
number 0 was entered to represent that a person answered “no” to a specific question. Let’s
assume that you were not involved in the creation of the surveys, or the data entry, but instead
you are looking at the entered data. If all you see are numbers, you won’t be able to make
sense of them. What does it mean if you have all zeros, or a mostly fives?

All data that is entered by giving it a code should be organized in a “codebook”. A codebook is
a database which shows the variable name, the original question, and the response options.
For example:

Variable Name Question Response options

girl_QinClass_1 How often do girls ask questions during class? 1 =rarely

2 = sometimes

3 = most of the time
4 = almost always

Without having this codebook, it is nearly impossible to give meaning to the data you have in
front of you. It is suggested that this codebook is saved within the same database as the data.
For example, if the data is in Excel, it is suggested that the entered data is in one tab, and the
codebook is in a separate tab within the same database. In SPSS, your codebook should be
saved in the “variable view” window.
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If you collect information using the same exact question during multiple points in time (for
example, during a baseline and a midline), the variable names should indicate this. For
example, in the variable name above, girl_QinClass_1 indicates these are the responses from
the first time you asked this question (like during a baseline). If this question is asked again at a
later point in time (like during a midline), it should be given the variable name girl_QinClass_2.
If new questions are added during subsequent data collections, they should be given new
variable names.

If the same questions are collected more than once (for example, we ask the same exact
guestion during baseline, midline, and endline), the labeling of response options cannot
change. For example, if we ask the question above during baseline and midline, the number
“1” will always correspond to the response option “rarely”. So over time, you may have a
database entry like the one below.

Date Variable Name Question Response options

Baseline: March 2016 girl_QinClass_1 How often do girls ask | 1=rarely

Midline: March 2018 girl_QinClass_2 questions during class? 2 = sometimes

Endline: March 2020 girl_QinClass_3 3 = most of the time
4 = almost always
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Before analyzing any data, you will need to ensure that it is accurately and completely entered.
If the data is inaccurately entered, any meaning that comes from its analysis will be incorrect.
For this reason, before you analyze any data, it should undergo a data cleaning process. This
should be done periodically (ideally daily) during the data entry process, to avoid complex and
costly mistakes. The following steps will guide you through a list of items to check during the
data cleaning process. If you find data entry errors, they should be corrected; depending on the
frequency and consistency of mistakes, you should consider data re-entry to avoid the use of
inaccurate data.

Data Cleaning During the Data Collection Process*?
Identification of Respondents

Step 1 — Is this the correct respondent?

Each field supervisor should have a list of respondents for each location, such as that found in
Handout 4: Longitudinal tracking sheet. At the end of the day, the supervisor should review the
guestionnaires against the list of respondents and reconcile them using the available identifiers.
Example:

(Student example)

Identifiers
Respondent ID Respondent Name Sex Date of Birth Grade in 2012
YB2200
(Household example)

Identifiers
Respondent ID Respondent Name Sex Date of Birth Name of Spouse
YB2200

The selection of appropriate identifiers is a critical step to ensure that we are interviewing the
same respondent as in 2011-2012. Each respondent should have at least two identifiers. Since
date of birth is often problematic when adults and children may not have birth records, we
need an additional identifier.

Troubleshooting: In case any of the respondents are not the correct person (one or more
identifiers don’t match our records), the supervisor will send the data collector back to the

'3 Content in this section written by Lotte Renault
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respondent to confirm his/her identity. In case the respondent is not the same person listed in
our records, the data collector will need to identify the correct respondent. If the respondent
does not live in the location anymore, but lives nearby and his/her home can be easily reached,
this person should be included in the survey.

Step 2: Correct IDs

At the end of each day, the supervisor will verify if the ID written by the data collector in the
guestionnaire follows the same structure as in the guidelines. In case the ID structure does not
follow the guidelines, the supervisor will correct the ID in the questionnaire.

Step 3: Verifying Completion

When the data collector finishes an interview, he/she will bring the questionnaire to the field
supervisor, who will check the questionnaire for completion.

Missing responses for any demographic information and identifiers should be completed on the
spot by contacting the respondent again.

Each questionnaire MUST have the data collector’s and supervisor’s names, date and location.

In case the respondent refused to respond a question or did not answer, this should be
confirmed by the data collector and noted by the supervisor on the log sheet. If the respondent
refused to answer questions, walked out of the interview, or could not be located, this should

be noted in the log sheet as well.

Each Data Collector should have a control sheet (see Handout 7) where issues will be listed.
Issues/ errors that have been solved in the spot should not be included in the log sheet.

Checking for Consistency

Step 4: Skip Patterns

When the Data Collector finishes an interview, he/she will give the questionnaire back to the
Data Collection Supervisor who is on-site. The Supervisor will then verify if the skip patterns
have been followed correctly.

In case the skip pattern has not been followed, the Supervisor will inform the Data Collector. If
the respondent answered questions that should not have been asked, the supervisor will cross
those using a red pen. If any questions have been jumped and not answered, the supervisor will
send the data collector back to the respondent.

Step 5: Responses
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After completion of the interview, the Data Collection Supervisor will verify on the spot if the
Respondents marked only one answer for all the questions that only admit one response.

The Supervisor will also verify if the responses have been clearly marked. In case it is not clear
which is the response marked, the Data Collector will be sent back to the respondent to clarify
the response. Specific instructions on how to mark a response should be provided to data
collectors before they are sent to the field.

Step 6: Consistent Responses

When verifying the questionnaires on the spot, the supervisor will need to check for
consistency and impossible responses. For example:

e Parents’ questionnaire — household composition
o Check education responses against the age of the children. For example, if a child
is 2 years old, he/she can’t be at school or be literate.
o Check if the information provided in the dropout list matches the information in
the household composition list.
o Check marital status against age. Marital status will only be asked of children
aged 12+.
e Student questionnaire — pregnancy questions
o Check if boys are answering questions about pregnancy (self-related), which
should be asked of girls only.
e Teacher questionnaire — years of experience and age
o Check if the years of experience are compatible with the age of the teacher. For
example, a 25 year old teacher can’t have 15 years of experience (the response is
probably 1.5 year).

For inconsistent or impossible responses, the Data Collector should be sent back to the
respondent to clarify the answer.

Data Cleaning During Entry & Analysis

It is possible that any of the above issues may have been missed by the Data Collection
Supervisor and is noticed during data entry only. Any issues with identification of the
respondent which indicate that this might not be the correct respondent should result in the
respondent’s answers being removed from the database.

Other issues don’t result in removal, but should be noted in a log sheet, such as that in Handout

9, provided to each data entry clerk. The Principal Investigator or M&E Lead should be
immediately informed of such occurrences.
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Handout 9: Sample Data Entry Log Sheet

Name of Data Entry Clerk:

Type of Survey: (For example: student survey, household survey, etc.)

School/Village ID Respondent ID

Issue Identified
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Step 7:

Identify Missing** Data

Copy the database to Excel and go to ‘Data’ — ‘Filter’.

Select ‘Blanks’.

Verify each column for missing information.

In case missing values are found, check responses against the physical questionnaire.

Identify Duplicates

Step 9:

Open the database in SPSS.

Go to ‘Data’ — ‘Identify Duplicate Cases’.

Select the Respondent ID as a variable.

Verify if any duplicates are found. Remove the duplicate and check the remaining line
against the physical questionnaire to ensure that the responses match the values in the
database.

Run Descriptive Statistics

Part A

Open the database in SPSS (you <can do this in Excel as well).
Go to ‘Analyze’ — ‘Descriptive Statistics’ — ‘Crosstabs’.

Select Zone and sex of pupil.

Compare to the expected number of respondents to check for completion.

If you have fewer respondents than expected for a geographic area, then check
manually the database to verify which respondent is missing.

If you have more respondents than expected for a zone, look for duplicates or incorrect
IDs.

Go to ‘Analyze’ — ‘Descriptive Statistics’ — ‘Frequencies’.

Run a full analysis.

For each variable, compare the frequencies for responses with the response options in
the questionnaire. This will identify out of range values (non-existing response options).
Check each case of out of range values against the physical questionnaire.

This step will also help to identify skewed frequencies, which might indicate errors in
data entry. If the frequency for a response answer is very high, spot-check the responses
for that variable in the physical questionnaires to ensure that the responses are indeed
the same.

* Instructions should be given to data entry clerks to use a uniform code for missing data, instead of
leaving a blank (when there is no response option for ‘no response’).
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Step 10: Spot-Check Full Entries

Randomly select 20 respondents of each type (student, parent, teacher — total 60 respondents)
from different schools and zones.

e Carry out a full review of the data entered for each questionnaire. In case incorrect
entries are found for one respondent (columns have been switched or ‘jumped’,
incorrect values were entered), delete the entire line and re-enter the data.

e This step will help to identify errors such as mixing variables (responses for one variable
entered in another column) and incorrect values.

e If cases of mixing variables are found, it is likely that similar errors are found in a larger
number of variables. Carry out a second spot-check with additional 60 respondents (not
the same as the first round).

e In case there were issues with incorrect values in more than 10% of the total 60 spot-
checks, carry out a second spot-check with additional 60 respondents (not the same as
the first round).

e This step can be skipped in case of 100% double data entry.

Tip for Data Cleaning: Each time you make a change to the original database, save the data file
under a new name. This way you can have a history of the changes you make, and you aren’t
stuck if you accidentally delete or change something that shouldn’t be changed.
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Section 3: Data Analysis

3.1 Learning Framework

3.2 Analysis Framework

3.3 Case Studies
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It is likely that your project will have a large amount of data. There are multiple approaches,
each with their advantages and disadvantages, that you can use to shape and decide how you
will analyze your data. There is no universal correct way to analyze data, it all depends on the
guestions you are asking, and the type of data that you have. This section will therefore focus
on ways to shape your thinking and decision making for analysis. For guidance regarding the
actual statistical and analytical methods, please contact your research advisor.

When thinking about how you want to approach your data analysis, one approach is to develop
a learning framework. This is directly influenced by the inputs in Handout 1: Research
Framework, and explores the ways in which you may be able to package the resulting data into
learning opportunities and documentation. Handout 10 provides a matrix for a Learning
Framework.

103





Handout 10: Learning Framework

Learning Question What data you we have to Form of documentation | Audience (refer to advocacy
answer this (refer to the M&E (for example: case targets and purpose)
framework) study, video

documentation, etc.)
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While a Learning Framework provides a way to structure your thinking regarding what you
want to learn from your data, an Analysis Framework provides the details for how this will be
done. Your Analysis Framework includes the finite details regarding the data to be used to
answer each question.  This becomes the guidance that a data analyst can use when
conducting both quantitative and qualitative data analysis. It should be noted that analysis
frameworks are a prescriptive analysis approach; it is suggested that data analysts use an
analysis framework as an initial guide for analysis, but s/he should also engage in open and
exploratory analysis of the data to uncover unexpected findings and themes. Many of these
may emerge through the combination of different sub-group analyses and/or combinations of
different indicators. Handout 11 provides a sample Analysis Framework.
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Handout 11: Sample Analysis Framework

General demographic factors for analysis:

Students Questions A-Q from section XX of Student survey
Parents Questions A-N from section YY of Parent Household Survey
Teachers Questions A-P from Section ZZ in the Teacher Survey
Topic: Gendered perceptions of academic ability
Students Student Survey:

Section 4, questions 4,-10

Section 5, questions 1-8

Student Qualitative focus group discussions

Parents Household survey

Section 2, questions 3-9

Section 6, questions 1-5

Parents Qualitative focus group discussion

Teachers Teacher Survey

Section 3, questions 1-15

Section 5, questions 3-4
Topic:
Students
Parents
Teachers
Topic:
Students
Parents
Teachers
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There are a variety of tools available in this manual and elsewhere to successfully craft and
deliver the message. One of the most common methods is by writing a case study.

Steps for a case study

Research Question and Theoretical Approach

eFeasible scope, measurable, and defined purpose
eQuestion determines approach and cases
\J

‘Case Definition and Selection

eBoundaries of the case: inclusion/exclusion criteria

eSingle case or multiple cases: depth vs breadth
\ J

Data Collection

eDetermine relevant data sources
eUse of qualitative and quantitative methods and data
\J

Data Analysis

eDetailed description of the case and contextual information
eAnalysis of themes within and between cases
\J

Interpretation

e Draw conclusions, make recommendations, and outline
gaps in knowledge or unexpected outcomes
\J

Differences between a human interest story and a case study

Education projects have the ability to addresses issues that are often close to people’s hearts,
and there is a great deal of interest in hearing about the human impact. Brief stories and
interviews from people are common in newsletters and from colleagues. However, these
stories generally fall under the category of human interest stories, which is not the focus of this
section. While the terms case study and human interest story may be used interchangeably
elsewhere, they differ in content and purpose, as Table 9 illustrates.

'® The guidance in this section was written by Amanda McCarthy.
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Table 9: Differences between a Human Interest Story and a Case Study

Human Interest Story

Case Study

Overall purpose

Dramatized/simplified depiction of
an individual’s experiences written
to provoke an emotional or
empathetic response.

To study social phenomena within the larger
context, from the perspective of people’s
lived experiences, in a systematic and
rigorous way.

Basis Based on story Based on data or research

Focus Focus is on an individual’'s or a | Focus is on systemic issues. Individual
group’s actions in response to | experiences (often from multiple people) are
crisis, change, or an event that | evidence combined with other data sources
provokes an emotional response. to answer research question; meant to

answer why/how or explore outcomes.

Attention to | What brought about that crisis or | The phenomenon of interest is heavily

social, cultural, | event is not a focus. Larger societal | rooted in and in turn affects its context.

historical, and | superstructures or events are | Emphasis is on these interactions.

economic context

ignored or presented as events in
an individual’s life that they react
to.

Observations from participants, as well as
sometimes the researcher, are emblematic
of larger social issues or trends.

How it can be

used

To put a human face to particular
social issues and show the impact
of a program on the life of an
individual.

A way of presenting qualitative and
guantitative research, with distinct data
collection and analysis steps.

Possible audience

Donors, Media, General Public

CARE country offices, policy makers,
advocates, technical specialists, donors

Style

Engaging, portrays likeable or
admirable people, has a story arc,
shows rather than tells, concise

In-depth, strives for objectivity, narrative of
the case or individual supports the overall
interpretation, often grouped thematically
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Examples

Excerpt from “Girl Most Likely To:
Teach Others to Speak Up”:

As the oldest daughter of a poor
family in a rural Indian farming
community, Laxmi, age 12, was
destined to do housework, watch
after her four younger siblings and
marry at age 14.

But she knew she was worth more
than that.

She became the first member of
her immediate family to set foot in
a classroom, enrolling at the CARE-
supported Udaan boarding school.
This accelerated learning program
allows girls who've dropped out or
never been to school complete
grades 1-5 in just 11 months and
prepares them for a mainstream
education...

“Now | feel | can tell anyone that a
girl shouldn’t marry until she is at
least 18,” she says.

And she’s free to dream, hoping to
one day become a teacher herself.
“l want to do as good a job as my
teachers at Udaan.”

Excerpt from  Fighting  Gender-Based
Violence In Malawian Schools: An Analysis of
the Results Achieved by the ACRE Project in
Kasungu:

A member of an Anti-HIV Club described
how a traditional ceremony used to be
conducted in the area: “When a girl reached
puberty, she was locked in the house for five
days and on the fifth day she was carried on
the shoulders by the counselors while her
body was beautified with flour (chigondo) so
that men could see her.” The support of
traditional chiefs resulted in an adapted
model, preventing the participation of nubile
girls. Celebrations and dances were
maintained, but a decree was passed by
chiefs in the area stating that

only married adults are allowed to
participate in masquerades and dances...In
the words of the

girl’s mother, “Our family observed that
others are using a Church practice that
doesn’t keep girls indoor for long. Despite
not having used the Church practice, we
allowed our girl to go out

to school in the morning and return to the
house in the afternoon...”
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Best practices for writing case studies

Formulate research questions: To focus the scope of study, researchers should articulate a
guestion or set of questions to be addressed by case studies. The question may be relatively
broad at the beginning (ex: How is school-related gender-based violence (SRGBV) a barrier to
girls seeking education?) and should narrow down to a more specific question or subset of
guestions (ex: How does community X perceive SRGBV victims? How do the students perceive
them? Are there changes in perception after CARE programs?).

Bind the case: A case may be an individual, a group, an institution/organization, a particular
project, or even an incident or process but it must be clearly defined by the researcher in the
research question. Specifically define the phenomenon being studied (ex: Types of SRGBV? Or
response to SRBGV? Or perceptions of perpetrators and victims?), and specify the time, place,
and population studied.

Use best practices when collecting data for the case study: Other parts of this manual address
how to craft a research question, sampling techniques, and methods for qualitative research
and analysis. Case studies are an appropriate mechanism for the dissemination of these
findings to external audiences. They may utilize only one method (ex: interviews) or may utilize
multiple methods (ex: interviews, participant observations, writing samples, and analysis of
school protocols). The written report should include a description of the research and analysis
methods used in the case study.

Provide background: Individuals are products of their environment; as such, it is important to
provide enough detail about the background and current situation of the country or
community, as well as the pertinent background information about the individual. The purpose
is to contextualize the experiences of an individual so readers are able to understand that the
events described by an individual are not isolated events but rather are a consequence of the
context. In addition, the background information helps clarify the underlying assumptions and
perspective of the researcher when crafting research questions.

Identify themes and trends, then create subsections: Using multiple interviews or sources of
data is important to capture not only multiple perspectives but also identify and detail common
themes or patterns that arise across narratives. Creating a structured written report with
subsections is not only more comprehensible for the reader but also helps the researcher
identify patterns and connections. If the purpose of the case study is to see the impact of an
intervention or to study changes over time, create logical and descriptive subsections
(before/after intervention, every year, major turning points, etc.).

Include relevant findings from other studies: Implementing partners, educational institutions,
and other organizations may have studied and published findings about the topic or population
of interest. Including these findings in the case study can further contextualize individual
perspectives, provide contrasting or supplementary data, and make relevant comparisons to
the data collected. Remember to cite sources appropriately.
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Integrate quantitative data (statistics, graphs, etc.): Quantitative data collected from surveys,
national/regional census, diagnostic tests, longitudinal studies, and case-control studies can
strengthen case studies. While the qualitative data can answer how and why, quantitative data
is used to measure new and prevailing occurrences, make comparisons between groups,
establish association or causation, and quantify change over time.

Focus not on generalizability but on reliability, validity and quality: Qualitative research does
not adhere to statistical significance (and should not). Since case studies are intended to study
complex issues and phenomena that cannot be understood detached from their particular
context, generalizability is not a motivating concern. Instead, use methods like corroboration by
different sources or triangulation to check the reliability of the data. If multiple sources are
saying the same thing, note that in your report (perhaps create a text box that allows you to
group similar quotes or evidence; this will increase readability). If there is disagreement or
divergence of opinion, explore why that might be. Consider differences in experiences or how
the data were collected that may attribute to differences. Speak with the subjects again if
possible or with the person who collected the data. Discuss interpretations of evidence with
experts or peers and compare with the established body of knowledge.

Draw conclusions and recommendations: Based on the in-depth analysis of context and
collected evidence, it is important to craft big-picture conclusions for the reader. In addition,
the research may have revealed additional points of inquiry, unexpected consequences, or
areas of improvement. It is important to discuss these not only for the sake of transparency,
but also to highlight learning moments.
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Section 4: Data, Decision Making, & Uses

4.1 Data in Decision Making

4.2 Data Sharing
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Program Design

One of the primary reasons for conducting research is to better inform program design and
implementation. Although we may think we know what is happening in communities, results
from data may surprise us and highlight things we did not know. An important lesson on using
data to drive decision making, particularly about design and implementation, is that the
possibility always exists that the proposed interventions are not supported by our data. In this
kind of a situation, a close look at data may help shift both expectations and programs, in an
effort to better serve communities.

As you collect information from your projects, this should be regularly analyzed and
interpreted. The results should be reflected upon to inform your program design and activities.
For example, you may learn that there are additional or different barriers that need to be
addressed. You may learn that positive or negative impacts have changed the assumption upon
which your project activities were based. In order to abide by the “Do No Harm” principles,
you should be regularly having conversations with your data: let it inform your decisions and
actions. This will help to identify which activities are having positive impacts, and which may be
good candidates for replication and scale-up.

Advocacy

Many projects base their design on the hope that if proven to result in positive impacts, it may
be replicated by others, scaled-up to other areas, and/or that it may result in policy creation,
change and/or implementation. In order to engage in evidence-based advocacy, you need
quality, valid, and reliable data that corresponds to your advocacy strategy. For more
information on creating an evidence-based advocacy strategy, see the CARE International
Advocacy Handbook.®

8 hitp://www.care-
international.org/UploadDocument/files/C1%20Global%20Advocacy%20Handbook%281%29.pdf
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Influencing
There are many potential audiences for and consumers of data and findings. Below are a few:

e Communities are likely to be quite interested in results. Because there are a wide range
of literacy levels within communities, non-print communication may be most
appropriate (for example, community forums or presentation at school management
committee meetings).

o Colleagues: Although there are required reports that must be written, informal
meetings and presentations also provide excellent opportunities to share findings.

¢ National governments: As noted above, local norms often dictate how research is
communicated to national governments. Country Offices should investigate these
norms when planning to share findings with governments.

e The international development community and partners are likely to be interested in
research findings. Collaborative articles, presentations at international forums and
conferences may be powerful outlets for research results.

Human Interest Stories
Human Interest Stories are used frequently to convey individual success stories. The following
are some elements that are included in any story format:

e They give succinct background information on the context/project. Remember, external
readers won’t know about that country, or the project; we have to paint the picture for
them.

e Many compelling stories talk about the “situation before”, something that happened/a
turning point, and the “situation after”

e Include quotes

e Include photos

e Include facts about the project, person, and/or community. It is better to gather too
many details that we can edit later, rather than not getting enough information

e Story quality is more important than story quantity/length

e Do not include development jargon

e Limit the use of acronyms; spell out any acronyms that are used

Pictures are some of the most inspiring and best ways to tell a story. They help people gain
insight into people’s lives and evoke emotions. All stories we gather should include pictures.
When taking pictures, please follow these CARE guidelines and policies.

High quality and high definition pictures are desired. Unfortunately, low quality or low

resolution photos are unable to be used. Additionally, you always need informed consent
before taking any pictures that will later be shared in an external setting.
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For sensitive situations, we may choose to change the person’s name, location, etc. or not to
use a photo of them directly. Examples of when we might use this include if we talk to
someone who has survived violence. Check out the CARE Gender Based Violence
Communication Guidelines on the Village here:
http://thevillage.care.org/policy/Programming%20Policies/Forms/Allltems.aspx .

Note that many child protection policies forbids the use of real names of minors, regardless of
the situation. Therefore, you should use a pseudonym.

For examples of good stories, as well as guidelines for writing a story, please check out the
Human Interest Story Contest website: http://www.care.org/storytellers .
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Story Format Options

Human Interest Story
These are the traditional stories that CARE excels
at telling. For examples of great stories, as well as
guidelines for writing a story, please check out the

. The Undulating Journey of
Human Interest Story Contest website: Anjum

http://www.care.org/storytellers e

cam. ABOUT / NEWSROOM / CONTACT  GETUPDATES: fwofcddiess AN & /f/w/Q

The Undulating journey of Anjum

1am Anjum, a 12-year-old girl from Mewat
of North India. | live in a village which is preq

ge is
re not allowed to step
They only go to

The 2014 Human Interest Story Contest winning
entry can be found here: e e o

siblings. We are unaware of what the outer world looks like

radio or TV even to tell us what our

http//WWW care Org/lmpact/storles/u ndulatlng_ ent s fike. Suc y. The only education we have is of our

H H Unlike the com my father was very loving. He was the one who taught me what my name means. Do

journey-anjum You know the meaning of my name? It means a tar - yes, tat s the meaning of my name. My father
cherished me like | was precious, and he told me often that | was the most beautiful daughter In the worid
and that | would become a star one day. My father Aas Mohammad was the one | loved most.
We were a happy family of five with my mother Zeenat and two elder brothers Istiyaq and Imtyaaz. | was the
only daughter, hence | was the most loved. Unfortunately, this happiness was short Iived. My father lost his

P h oto Essays 10 65 CaricaE whin TWas iaraly i Wears ok ATSarwardl, i otha fouind SOtack 1 B other Hiatriags,

! leaving my brothers and me behind to face life on our own. We never felt as helpless as in this aswe

had no one to look to. We had no food and no peace but were sheer helpless left in despair. In this |

Photo essays are used to tell a story through o enrses
photos and captions on those photos. Think of i iimime i s e e

this as a way to tell a story through the use of pictures- like a comic or a magazine article. Using
this format, you should take multiple photos that illustrate a project/person/etc. and tell a
cohesive story. Each photo is given a caption and those captions become the story in itself.

iness

Examples of what this looks like include:
http://openhighschoolcourses.org/mod/book/tool/print/index.php?id=1730#ch1232
This one-page format is more aligned with what we would do (a long list of
photos, each with captions that together tell a story)
http://time.com/3456085/w-eugene-smiths-landmark-photo-essay-country-doctor/
http://www.thephotoessay.com/chiyin/vl.html

In this format, you use photos and captions to
tell a story, and combine them all into one
page/one view (rather than clicking through, like
some of the online examples). Your entry should
include a brief introduction (2-3 sentences) that
tells the reader what the context is, a sentence
on the project, and what pictures they’re about
to see.

Nurse
Midwife

SEM R CALLEN AN A
TR LIRS e

Guidance on Photo Essays:
http://digital-photography-school.com/5-tips-
for-creating-a-photo-essay-with-a-purpose/
http://photo.journalism.cuny.edu/week-5/
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The content of photo essays can also be easily transferred into a “photo voice” video. See this
example for what that process looks like:
http://www.careclimatechange.org/files/CARE Vietnam CDST EN.pdf

When you’re in the field, it might help to keep a daily journal of bullet points that you want to
highlight. Often, what you capture as a bullet point to remember is the same material that
others would find interesting. You can align these with the pictures.

Short Interviews

FEEDBACK/

It is often interesting to conduct short interviews with
CARE staff as well as project participants (students, NIMIMMNIFAARE®IN
parents, teachers, community members, etc.). In this 3
format, you should pair a high quality photo of the
interview subject with a series of questions. It is
suggested that you ask 10-12 different questions so that
we have 6-8 high quality responses that we can use. We
want to tell a story and give readers insight through an
interview process. This is often done by magazines and
online blogs and provides information in a casual format.
For a pop culture example, check out this article:
http://iheartjiimmy.com/jimmy-fallon/jimmys-interview-
from-bon-appetit-magazine/ Below are some sample
questions for different groups of individuals to get you
thinking, but feel free to come up with your own
guestions. It is suggested that you ask basic background
guestions to start any interview, to make the interviewee
more comfortable.

In this format, it is imperative that you capture:

e the person’s full name

e their title or affiliation (e.g. Fumi is a student in grade 4 in XYZ village; David is a CARE
field advisor for the XYZ project in ABC country, he has worked with CARE for three
years)

e a high quality photo

e Direct quotes from the individual

e List of the questions that you asked

Sample questions for students
e Background questions:
o How many siblings do you have?
o Where do you live?
o What is your favorite game to play?
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o Who do you like to play with?

e Why do you like school?

e What is your favorite thing to do at school?

e What is your least favorite thing about school? [note: for students, especially, you can
get funny answers to this question as well as serious answers, so ask with caution. For
example, they may say their least favorite thing is doing math homework, or they may
say their least favorite thing is being harassed on the way to school]

e Why do you participate in this activity (club, sports, training, extracurricular activity,
etc)?

e Did anything change for you since you start participating in this activity?

e What does your future look like?

e How is your future different from your mom/older sibling/etc?

Sample questions for adults
e Background questions:
o How long have you lived in this village?
o How many children do you have?
o Did you go to school as a child? For how long?
e Why do you send your children to school?
e Why is school important?
e When you were your son/daughter’s age, how was your life different?
e How is your children’s future different from your life?
e What do your children need to learn to be successful in life?
e What hopes do you have for your children?
e What does it mean to have an education? What opportunities does it open?
e How is your community different since CARE started working on education?
e Did you see any changes in your children as a result of their participation in this activity
(club, sports, etc)?

Sample questions for teachers
e Background questions:
o How long have you lived in this village?
o How long have you been a teacher?
o What is your favorite subject to teach?
e How has education changed in this village?
e What changes have you seen in your students since CARE began doing XYZ?
e What inspires you to teach?
e What's your proudest moment as a teacher?
e What does a typical day in your life look like?
e What are the biggest challenges you face?
e What advice do you give your students to inspire them?
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Human Interest Story Example'’

Sreyhung Goes to School
October 14th, 2013
By Amanda Moll, CARE USA

Surrounded by rubber tree plantations, KAO Sreyhung projects
a quiet confidence as she spends the afternoon helping with
household chores and studying for school. Surrounded by her
four sisters and brother, her father single-handedly raises a
growing family. Their mother died giving birth to Sreyhung's
only brother, and at the young age of 12, she calls herself an
aunt twice-over.

Meeting Sreyhung provides a glimpse into the promise and
power that lies within an education, and the struggles that all
too many girls around the world face just to attend school.
According to a 2012 UNESCO report, there are 32 million girls
out of school across the globe. In the remote northeast
Cambodian village where Sreyhung lives, many girls lack the
opportunity to attend school due to high domestic workloads.

Sreyhung is lucky because her father prioritizes her education. However, this has not always
been the case. A few years ago, many girls in her indigenous village in Ratanakiri Province
stayed at home to help with domestic chores and take care of younger siblings. This includes
her older sister.

On a daily basis, girls like Sreyhung travel long distances to gather firewood and food, mostly
local fruits and vegetables. Cleaning the house, cooking meals, collecting water, tending
livestock, and caring for younger siblings make up some of the other many daily activities they
complete to help their families. Waking up before daylight to begin these chores often means
that girls remain engaged in activities when the school bell rings promptly at seven o'clock in
the morning, and miss class. Afternoon chores often extend until sunset, and without any
electricity to power any lights, they cannot complete school exercises or practice reading.

Villagers see this trend slowly changing, thanks to CARE's Bending Bamboo project. Through a
series of village-level household bargaining discussions, the importance of girls' and boys' equal
education brought about active and positive dialogues. Village members also discussed the
disproportionately heavier workload burden that challenges many girls.

Y Source: http://campaignforeducationusa.org/blog/detail/sreyhung-goes-to-school
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As a result, parents like Sreyhung's began to distribute workload across all family members and
ensure that their school-aged children not only attend school, but take time to study, too. Her
father now encourages his daughter to attend school so that she can have a bright future. To do
this, he makes certain that Sreyhung not only attends school, but protects enough time after
school to study, too.

Sreyhung's story is remarkable in itself, but what is even more remarkable is that she
represents the changes that girls across Ratanakiri Province are exhibiting. Over the past three
years, CARE's work is helping to bring about noticeable change as the distribution of workloads
is starting to become increasingly shared amongst boys and girls.

Looking into the future, Sreyhung envisions a bright future for herself. No longer limited in her
possibilities, she plans to complete school and become a teacher. Sreyhung's determination
and commitment to staying in school means that other boys and girls not only see her as a role
model, but she is positioned to be the first one in her family to complete her education. The
exciting part: Sreyhung represents just one of the many girls and boys who are now realizing
their right to education!
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Short Interview Example

Traveling to remote northeast Cambodia, | recently
had a chance to meet some extraordinary students
who are transforming what education means for
themselves, their families, and their communities.
One of these students was Sreyhung — a 12 year old
girl who is redefining her future.

Sreyhung has benefitted from a bilingual education
project led by CARE Cambodia. This project has
enabled hundreds of students who speak a minority
language to effectively learn and stay in school.

| had a chance to talk with Sreyhung and ask her a
few questions:

Me: Can you tell me about your family?

Sreyhung: | live with my dad, who is a farmer. My
mom died when giving birth to my younger brother.
| have 3 older sisters and 1 younger sister; in
addition to my younger brother. Two of my older sisters left school and got married early.

Me: What do you like about school?
Sreyhung: | like learning. | want to stay in school and become a teacher; it is my future.
Me: How does your family help you to stay in school?

Sreyhung: My dad tells me to stay in school and to study. He says that if | don’t go to school,
life won’t be good and | can’t earn money. Even though | have chores to do at home, my dad
makes sure that still go to school and study. He even helps me with some of my chores so that |
have time for school.

Me: How is school different for you than it was for your sisters [who dropped out of school
early]?

Sreyhung: The adults [the Village Womens’ Committee and the School Support Committee]
now support both boys and girls going to school. Also, my teacher teaches in both Kumai [the
national language] and my language. | can understand my teacher, and my dad can talk with
my teacher.
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Photo Essay Example

The journey that some students take to attend school is more difficult than other students.
Recently, | was able to meet a student in Cambodia, Sreyhung, who shared with me her story.

Meet Sreyhung, a 12-year-old girl living in
the remote northeast of Cambodia. Her
family lives in one of the indigenous villages
where CARE has worked for over a decade.

In her village, houses are built on stilts so that
family livestock have a shady place to stay
during the warm afternoons. This ground floor
is also does its open-fire cooking and where
families and neighbors meet with each other.
=4 At the house in the picture, you will see a large
Ty clay pot on the ground: this is where the family
B keeps their water supply. They even have a
pipe to help gather rainwater from the roof and
help fill the water pot.

It is common for women and girls, especially, to have the task of gathering water and firewood
for the family. Sreyhung’s dad makes sure that chores at home don’t get in the way of her
attending school, or doing homework after school.

Wl : P’ (v,‘.’-\‘\'*
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Her village is surrounded by rubber
plantations, where rubber trees are grown
and tapped for rubber.

At her school, Sreyhung benefits from a
bilingual education. CARE introduced a
bilingual curriculum so that now teachers in her
community teach in both the national
language, as well as the local language spoken
within her village. This has helped students like
Sreyhung learn more effectively, and for
parents to feel comfortable and motivated to
send their children to school
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Section 5: Additional Resources

5.1 CARE Resources

5.2 Evaluation Resources

5.3 Case Study Resources
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Common Indicator Framework: The Common Indicator Framework, CIF, toolkit is a guiding
framework for design and evaluation of field projects, and is based on an extensive analysis of
previous frameworks applied to gender analysis in education and quality of education. It
measures change across four domains: educational quality, attainment, equality, and
empowerment.  http://www.care.org/sites/default/files/documents/CARE-CIF-Toolkit-FINAL-
WEB.pdf or http://bit.ly/1zSt7EX

Community Score Card: “The Community Score Card is a citizen-driven accountability measure
for the assessment, planning, monitoring and evaluation of service delivery. The CSC can be
used to gather feedback from service users and improve communication between communities
and service providers. As such, it is designed to complement conventional supply-side
mechanisms of accountability by bringing together service users and service providers first to
identify the underlying obstacles to effective service delivery, and then develop a shared
strategy for their improvement. The CSC is simple to use and can be adapted to any sector
entailing service delivery.”
http://governance.care2share.wikispaces.net/The+Community+Score+Card+CoP or
http://bit.ly/1MOSCtC

Gender Equitable Index (GEIl): The Gender Equitable Index, GEI, toolkit allows for the
longitudinal measurement of changes in aggregate perceptions of gender
equity.  http://www.care.org/sites/default/files/documents/CARE-GEI-Toolkit-FINAL-WEB.pdf
or http://bit.ly/1FO1HNng

Gender Toolkit: “The website toolkit presents options and reflections on analysis of gender
and power. It is not a 'how-to' guide, but rather a toolbox of methods with discussion on tried
successes, struggles and lessons on gender analysis.”

http://gendertoolkit.care.org/default.aspx

Inner Spaces, Outer Faces Toolkit: “Tools for learning and action on gender and sexuality”
http://www.care.org/sites/default/files/documents/MH-2008-ISOFI-Toolkit 2008.pdf or
http://bit.ly/INwrsLg

Program Quality Digital Library: “A strategic, although dated, subset of the many documents,
manuals, thought papers, and studies” produced and/or referenced by CARE.
http://pqdl.care.org/default.aspx or http://bit.ly/1WScSbqg

Social Analysis & Action: “A process for stimulating reflection and dialogue with communities
on gender and social norms and how they may facilitate or inhibit healthy behaviours and
outcomes. In this way, SAA seeks to enable women and their communities to identify linkages
between social factors and health challenges and then determine how to address the
challenges as well as support more equitable practices.”
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http://www.care.org/sites/default/files/documents/social analysis manual.pdf or
http://bit.ly/1j0KNfb

Situational Analysis Manual: “A guide which aims to support the work of program planners and
implementers as they organize and conduct a situational analysis.”
http://pqdl.care.org/CuttingEdge/Perspectives%20Using%20a%20Broad%20Based%20Approac
h%20t0%20conduct%20a%20Comprehensive%20Situational%20Analysis%201st%20Edition%20
January%202008.pdf or http://bit.ly/1SPRiyl

WEIMI (Women's Empowerment Impact Measurement Initiative): “WEIMI was launched by CARE USA
and from 2010 to 2012 provided technical support to select country offices (COs) to operationalize key
women’s empowerment and gender-sensitive high-level indicators, in the context of their long term
programs (LTPs). The initiative was designed to build on CARE's Strategic Impact Inquiry (SIl) and the P-
shift efforts. The initiative worked with technical teams in 6 COs to support efforts to build coherent
systems which link rigorous initiative-level monitoring and evaluation to impact measurement systems.”
http://gendertoolkit.care.org/weimi/introduction.aspx

WE-MEASR: (Women’s Empowerment — Multidimensional Evaluation of Agency, Social Capital
& Relations) Is designed for use with women and consists of 20 short scales that measure
women’s empowerment in domains critical to sexual, reproductive and maternal health.
http://familyplanning.care2share.wikispaces.net/Measuring+Women+Empowerment

Youth Leadership Index (YLI): The Youth Leadership Index, YLI, toolkit allows for the
longitudinal measurement of changes in self-perceptions of leadership among
youth. http://www.care.org/sites/default/files/documents/CARE-YLI-Toolkit-FINAL-WEB.pdf or
http://bit.ly/1IGHWWkQ
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American Evaluation Association (AEA): “An international organization devoted to the
application and exploration of program evaluation, personnel evaluation, technology, and many
other forms of assessment.” http://www.eval.org/

Better Evaluation: “An international collaboration to improve evaluation practice and theory by
sharing and generating information about options (methods or processes) and” approaches.
http://betterevaluation.org/

Most Significant Change: “MSC is a form of participatory monitoring and evaluation. It is
participatory because many project stakeholders are involved both in deciding the sorts of
changes to be recorded and in analysing the data collected. It is a form of monitoring because it
occurs throughout the program cycle and provides information to help people manage the
program. It contributes to evaluation because it provides data on impact and outcomes that
can be used to help assess the performance of the program as a whole.”
http://mande.co.uk/special-issues/most-significant-change-msc/

My M&E: “My M&E is an interactive Web 2.0 platform to share knowledge on country-led M&E
systems worldwide. In addition to being a learning source, My M&E facilitates the
strengthening of a global community, while identifying good practices and lessons learned
about monitoring and evaluation in general, and country-led M&E systems in particular.”
http://www.mymande.org/

Outcome Harvesting: “Outcome Harvesting is an evaluation approach in which evaluators,
grant makers, and/or programme managers and staff identify, formulate, verify, analyse and
interpret ‘outcomes’ in programming contexts where relations of cause and effect are not fully
understood.” http://betterevaluation.org/plan/approach/outcome harvesting

127



http://www.eval.org/

http://betterevaluation.org/

http://mande.co.uk/special-issues/most-significant-change-msc/

http://www.mymande.org/

http://betterevaluation.org/plan/approach/outcome_harvesting



Colorado State University has created an open access learning environment called the Writing
Center, available online at Writing@CSU. The Writing@CSU Guide to Case Studies includes
sections on designing, conducting, and writing case studies:
http://writing.colostate.edu/guides/guide.cfm?guideid=60 or http://bit.ly/1Lh1tK1

Pamela Baxter and Susan Jack from McMaster University in Ontario published a brief paper
describing different case study types, design, conceptual frameworks and key issues, along with
examples from the literature in “Qualitative Case Study Methodology: Study Design and
Implementation for Novice Researchers” within The Qualitative Report (Vol. 13, No. 4, Dec
2008). Available online at:  http://www.nova.edu/ssss/QR/QR13-4/baxter.pdf  or
http://bit.ly/1Qka0fl

Matthew Keil's wiki page at Texas A&M University discusses case studies as they relate to
education issues, including types of case studies (single instrumental, collective, and intrinsic),
steps for conducting a case study, and additional resources. Available online at:
https://wikis.tamu.edu/display/qualiwiki/Case+Studies+-+Issues+in+Education or
http://bit.ly/10KoPvo

VIDEO: Detailed 3-part series by Graham R Gibbs at the University of Huddersfield explaining
case study purpose, design, and planning. Part 1: Discusses what a Case Study is and what the
focus is. Also gives types of case studies with classic examples. Available online at:
https://www.youtube.com/watch?v=gQfoq7c4UE4 or http://bit.ly/10KoQzx

VIDEO: Brief animated clip by ChrisFlipp defining key terms (case, bounded system, data
sources), types of case study, steps of a case study, and limitations. Available online at:
https://www.youtube.com/watch?v=FuG8AzK9GVQ or http://bit.ly/1Lfm1Pj
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Arsham, Hossein. (2010) Statistical Thinking for Managerial Decisions. University of Baltimore
and National Science Foundation. http://home.ubalt.edu/ntsbarsh/Business-
stat/opre504.htm (Accessed December 2014)

Barton, Tom. (1997). CARE Uganda: Guidelines to Monitoring and Evaluation. Kampala: CARE
International in Uganda. http://padl.care.org/Practice/DME%20-
%20CARE%275%20Monitoring%20and%20Evaluation%20Guidelines%20%28English%29.pdf
or http://bit.ly/1IN3wK6E (Accessed December 2014)

CARE USA (2007). Social Analysis & Action: Ideas & Action: Addressing the social factors that
influence sexual and reproductive health.
http://www.care.org/sites/default/files/documents/social _analysis manual.pdf or
http://bit.ly/1jOKNfb (accessed 7 October 2015)

CARE USA. (2008) Perspectives: Using a Broad-Based Approach to Conduct a Comprehensive
Situational Analysis. A Field Guide Based on Lessons Learned and Advice from CARE Offices
Implementing Programs to Address the Marginalization of Girls. Atlanta: CARE USA.
http://pqdl.care.org/CuttingEdge/Perspectives%20Using%20a%20Broad%20Based%20Approach%20
to%20conduct%20a%20Comprehensive%20Situational%20Analysis%201st%20Edition%20January%2
02008.pdf or http://bit.ly/1SPRiyl (accessed 7 October 2015)
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The stakeholder interviews are an exciting opportunity to gather information relating to
innovative approaches to education for marginalized girls. The following guidelines should be
followed when interviewing children and adolescents under age 18 in order to ensure that the
interviews are a positive experience for all involved. They would be relevant in any information
collection activity involving children or adolescents under age 18. Please read these guidelines
in advance of conducting any interviews or data collections with children and youth, and
bring them with you to the field for reference.

1. Children’s participation™®

Children must have the opportunity to express their views about activities that affect their
welfare, and these views should be respected.

In order to adhere to the basic ethical principle of respect for persons, children and adolescents
must be treated with honesty and integrity. Their opinions provide a valuable perspective that
should be respected and responded to in an age-appropriate way. Investigators have a
responsibility to identify appropriate opportunities and roles for young people to express their
views about the information-gathering activity in ways that are appropriate to their age.

Children and adolescents can provide crucial information about their needs and how to respond
to them. For example, they can review questionnaires and advise investigators if the proposed
techniques for gathering information are appropriate or likely to be reliable or if any questions
might cause distress and should be changed. They can also help to collect information from
other children and assist with the interpretation and communication of the results.

Children’s participation helps improve methods for gathering information, thus enhancing the
accuracy and usefulness of the findings. Involving children in age-appropriate decision-making
may also have other benefits, including providing opportunities to improve their self-esteem
and support of each other. Promoting the participation of children and adolescents recognizes
their potential to enrich decision-making processes, to share their perspectives, and to
participate as active citizens.

In addition, it is unethical to prevent children and adolescents from participating in decision-
making about things that affect their lives. The principle of children’s participation affirms that

18 The guidance and text in this section is taken from:
Horizons Population Council, IMPACT, and Family Health International. Ethical Approaches to Gathering Information
for Children and Adolescents in International Settings: Guidelines and Resources. Section 2.
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children and adolescents have the right to express their views in all matters affecting them. It
requires that their views be heard and given due weight according to their age and maturity, in
accordance with human rights conventions. Participatory approaches must also be designed to
ensure that information gathering supports inclusion of minority voices, such as those with
disabilities, is nondiscriminatory, and is age-appropriate.

Investigators must pay careful attention to balancing the two distinct roles that children and
adolescents may play in the information-gathering activity:

A Children and adolescents as participants in the information-gathering activity.

Participatory approaches that promote the inclusion of input from children and
adolescents in the design, development and/or collection of information-gathering
activities are an important way to recognize young people’s views and should be used to
the maximum extent possible.

B  Children and adolescents as respondents in the information-gathering activity.

Information gathering on sensitive topics can be upsetting and should be regarded as
intrusive. To protect children from harm, the use of information-gathering methods should
be kept to the strict minimum required to gain appropriate information on sensitive issues,
in accordance with the basic ethical principle of beneficence.

Giving children and adolescents the maximum opportunity to express their views must be
balanced with protecting their best interests and safeguarding them from potential harm by
minimizing intrusion. Children and adolescents must have the opportunity to express their
opinions without compromising their safety and wellbeing.

2. Considerations for especially vulnerable children®’

Children who are in especially vulnerable situations require additional safeguards to protect
their welfare.

Maintaining ethical standards is particularly important for children and adolescents without a
parent or guardian, or those who are not protected by an effective legal system because of
displacement, refugee status, or social marginalization. Approval from a child’s parent or
guardian is required whenever possible, but many vulnerable children and adolescents may not

19 The guidance and text in this section is taken from:
Horizons Population Council, IMPACT, and Family Health International. Ethical Approaches to Gathering Information
for Children and Adolescents in International Settings: Guidelines and Resources. Section 5.
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have a legally responsible adult to look after their interests.

Orphaned, separated, and unaccompanied children and adolescents require special
considerations to avoid being exploited. For example, in the United States, children and
adolescents who have been separated from their parents and close family members, including
those in the care of agencies, may be included in a study only if it is:

e Specifically related to their status as separated children; or

e Conducted in schools, camps, hospitals, institutions, or similar settings in which all
children are included as participants.

Children and adolescents living in circumstances of armed conflict, severe poverty, famine, or
other destabilizing events face increased risks with no guarantee of safety. Adults working with
children and adolescents in these particularly insecure settings, where infrastructures are weak
or populations are mobile, face many challenges when collecting accurate information. For
example, it is often harder to provide follow-up services to meet children’s needs and the
information revealed may be particularly sensitive.

Program managers struggling to meet the basic needs of war-affected populations may be
unable to perform even routine monitoring and evaluation of their services. In such
circumstances, investigation teams must be extremely sensitive to the nature of their activities
and question whether it is appropriate to contact children. When it is possible to enter such
communities, investigators face the difficult task of anticipating consequences that threaten
the safety of children, their families, and their communities. This requirement extends
throughout the activity, including attention to collecting data anonymously or keeping records
of disclosed personal information confidential long after the activity is complete.

3. Ethical Standards for Research with Children®
The following principles would entail a minimum set of standards for research with children.

Principle 1. NON-HARMFUL PROCEDURES: The investigator should use no research procedure
that may harm the child either physically or psychologically. The investigator is also obligated at
all times to use the least stressful research procedure whenever possible. Psychological harm in
particular instances may be difficult to define; nevertheless, its definition and means for
reducing or eliminating it remain the responsibility of the investigator. When the investigator is
in doubt about the possible harmful effects of the research procedures, consultation should be
sought from others. When harm seems inevitable, the investigator is obligated to find other
means of obtaining the information or to abandon the research. Instances may, nevertheless,

The guidance and text in this section is taken from:
Society for Research in Child Development. (2012). Ethical Standards in Research. Retrieved November 5, 2014
from http://www.srcd.org/about-us/ethical-standards-research.
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rise in which exposing the child to stressful conditions may be necessary if diagnostic or
therapeutic benefits to the child are associated with the research. In such instances careful
deliberation with relevant research governing body should be sought.

Principle 2. PARENTAL CONSENT: The informed consent of parents, legal guardians or those
who act in loco parentis (e.g., teachers, superintendents of institutions) similarly should be
obtained, preferably in writing. Informed consent requires that parents or other responsible
adults be informed of all the features of the research that may affect their willingness to allow
the child to participate. This information should include the profession and institution affiliation
of the investigator. Not only should the right of the responsible adults to refuse consent be
respected, but also they should be informed that they may refuse to participate without
incurring any penalty to them or to the child.

Principle 3. INFORMED CONSENT: Before seeking consent or assent from the child, the
investigator should inform the child of all features of the research that may affect his or her
willingness to participate and should answer the child's questions in terms appropriate to the
child's comprehension. The investigator should respect the child's freedom to choose to
participate in the research or not by giving the child the opportunity to give or not give assent
to participation as well as to choose to discontinue participation at any time. Assent means that
the child shows some form of agreement to participate without necessarily comprehending the
full significance of the research necessary to give informed consent. Investigators working with
infants should take special effort to explain the research procedures to the parents and be
especially sensitive to any indicators of discomfort in the infant. In spite of the paramount
importance of obtaining consent, instances can arise in which consent or any kind of contact
with the participant would make the research impossible to carry out. Non-intrusive field
research is a common example. Conceivably, such research can be carried out ethically if it is
conducted in public places, participants' anonymity is totally protected, and there are no
foreseeable negative consequences to the participant. However, judgments on whether such
research is ethical in particular circumstances should be made in consultation with a relevant
research governing body.

Principle 4. ADDITIONAL CONSENT: The informed consent of any persons, such as
schoolteachers for example, whose interaction with the child is the subject of the study should
also be obtained. As with the child and parents or guardians informed consent requires that the
persons interacting with the child during the study be informed of all features of the research
which may affect their willingness to participate. All questions posed by such persons should be
answered and the persons should be free to choose to participate or not, and to discontinue
participation at any time.

Principle 6. DECEPTION: Although full disclosure of information during the procedure of
obtaining consent is the ethical ideal, a particular study may necessitate withholding certain
information or deception. Whenever withholding information or deception is judged to be
essential to the conduct of the study, the investigator should satisfy research colleagues that
such judgment is correct. If withholding information or deception is practiced, and there is
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reason to believe that the research participants will be negatively affected by it, adequate
measures should be taken after the study to ensure the participant's understanding of the
reasons for the deception. Investigators whose research is dependent upon deception should
make an effort to employ deception methods that have no known negative effects on the child
or the child's family.

Principle 7. ANONYMITY: To gain access to institutional records, the investigator should obtain
permission from responsible authorities in charge of records. Anonymity of the information
should be preserved and no information used other than that for which permission was
obtained. It is the investigator's responsibility to ensure that responsible authorities do, in fact,
have the confidence of the participant and that they bear some degree of responsibility in
giving such permission.

Principle 8. MUTUAL RESPONSIBILITIES: From the beginning of each research investigation,
there should be clear agreement between the investigator and the parents, guardians or those
who act in loco parentis, and the child, when appropriate, that defines the responsibilities of
each. The investigator has the obligation to honor all promises and commitments of the
agreement.

Principle 9. JEOPARDY: When, in the course of research, information comes to the
investigator's attention that may jeopardize the child's well-being, the investigator has a
responsibility to discuss the information with the parents or guardians and with those expert in
the field in order that they may arrange the necessary assistance for the child. Researchers
need to be aware that they may obtain findings suggesting that a child's health and well-being
might be in jeopardy, that these findings may include false positives, and they should be
knowledgeable about current human subjects procedures and regulations for informing
families of incidental findings.

Principle 10. UNFORESEEN CONSEQUENCES: When research procedures result in undesirable
consequences for the participant that were previously unforeseen, the investigator should
immediately employ appropriate measures to correct these consequences, and should redesign
the procedures if they are to be included in subsequent studies.

Principle 11. CONFIDENTIALITY: The investigator should keep in confidence all information
obtained about research participants. The participants' identity should be concealed in written
and verbal reports of the results, as well as in informal discussion with students and colleagues.
When a possibility exists that others may gain access to such information, this possibility,
together with the plans for protecting confidentiality, should be explained to the participants as
part of the procedure of obtaining informed consent.

Principle 12. INFORMING PARTICIPANTS: Immediately after the data are collected, the
investigator should clarify for the research participant any misconceptions that may have
arisen. The investigator also recognizes a duty to report general findings to participants in terms
appropriate to their understanding. Where scientific or humane values justify withholding
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information, every effort should be made so that withholding the information has no damaging
consequences for the participant.

Principle 13. REPORTING RESULTS: Because the investigator's words may carry unintended
weight with parents and children, caution should be exercised in reporting results, making
evaluative statements, or giving advice.

Principle 14. IMPLICATIONS OF FINDINGS: Investigators should be mindful of the social, political
and human implications of their research and should be especially careful in the presentation of
findings from the research. This principle, however, in no way denies investigators the right to
pursue any area of research or the right to observe proper standards of scientific reporting.

Principle 15. SCIENTIFIC MISCONDUCT: Misconduct is defined as the fabrication or falsification
of data, plagiarism, misrepresentation, or other practices that seriously deviate from those that
are commonly accepted within the scientific community for proposing, conducting, analyzing,
or reporting research. It does not include unintentional errors or honest differences in
interpretation of data. Vigorous leadership will be provided in the pursuit of scientific
investigation that is based on the integrity of the investigator and the honesty of research. The
presence of scientific misconduct will not be tolerated.

4. INTERVIEWING?

A. The questionnaire
1. The questionnaire content and language should be sensitive to the language, needs and
feelings of the age group to be interviewed and their capabilities.

2. The questionnaire language should be kept as simple as possible and not be patronizing.

3. The research should avoid questions which might result in a child or young person
making unreasonable demands on a parent or guardian.

4. The questionnaire must also avoid classification questions that are unnecessarily
intrusive or are difficult for the child or young person to answer. Where consent is being
sought, it may be preferable for some classification questions to be asked of the parent
or responsible adult, rather than the child or young person.

B. The interview
1. Itis not normally necessary for the responsible adult to be present during the interview.
Where their presence would be undesirable for technical reasons - e.g. if it could
introduce bias - this must be explained and consent sought to interview the child alone.

L The guidance and text in this section is taken from: MRS, Conducting Research with Children and Young People,
March 2006.
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2. The child/young person must be reminded of their right to withhold answers to
particular questions.

3. Any disclosure of a confidential nature which may be potentially harmful to the child or
young person must be dealt with in a sensitive and responsible manner.

4. Care must be taken to avoid any physical contact with the child/young person.

C. Research venues
1. Research should only be conducted in safe and appropriate environments.

2. If the research is conducted in the clients’ domain, the client must share equal
responsibility with the researcher for providing a safe and appropriate venue.

3. If a child is recruited in the street and taken into a central (hall test) location, there must
always be another adult present in the same room throughout the interview.

4. It is advisable for research carried out in the home of the child/young person, either in
person or by telephone,that an adult remains on the premises -- though not necessarily
in the same room -- throughout the interview.

5. Checklist for operationalization

The following tables operationalize the principles in these guidelines into a checklist format for
ease of reference during research and information collection.

Principle Observed | Comments

Principle 1. Non-Harmful Procedures

Principle 2. Parental, Legal Guardian or in loco
parentis Consent

Principle 3. Informed Consent Child

Principle 4. Additional Consent

Principle 6. Necessary Use of Deception Methods
Reviewed

Principle 7. Anonymity of Information in
Institutional Records

Principle 8. Mutual Responsibilities between
Investigator, Parents, Guardians, those acting in
loco parentis, Children

Principle 9: Disclosure of Research or
Information Uncovered Jeopardizing to the Child
(if applicable)
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Principle 10. Unforeseen Consequences
Mediated

Principle 11. Confidentiality of Information

Principle 12. Duly Informing Participants of
Information

Principle 13. Reporting Results Judgment
Exercised

Principle 14. Use and Presentations of Findings
Mindful of Potential Implications

Principle 15. Scientific Misconduct Prevented

Questionnaire

Principle

Observed

Comments

Content and language sensitive to language,
needs and feelings of age group interviewed

Language simple and not patronizing

Avoid questions that might make unreasonable
demands on parent/guardian

Avoid classification questions unnecessarily
intrusive or difficult for child/youth to answer

The interview

Principle

Observed

Comments

If responsible adult present undesirable for
technical reasons, this is explained and consent
sought

Child/young person reminded of their right to
withhold answers to particular questions

Disclosure of confidential nature potentially
harmful to the child or young person dealt with in
a sensitive and responsible manner

Care take to avoid any physical contact with child
or young person

Research venue(s)

Principle

Observed

Comments

Research conducted in safe and appropriate
environment

If conducted in clients’ domain, the client shares
equal responsibility with the researcher for
providing a safe and appropriate venue
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If child recruited in the street and taken into a
central location, another adult present in the
same room throughout the interview

If carried out in the home of the child/young
person (in person or telephone), an adult remains
on the premises throughout the interview
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Annex B. Stories and Images Consent Policy

POLICY FOR CONSENT TO USE STORIES AND IMAGES
Explanation of Policy

Effective Immediately (March 15, 2008) for CARE USA-based Staff,
CARE USA regionally-based Press Officers, and
Materials-Gathering Contractors

A cross-divisional team representing CARE USA’s Program Division, the Communications &
Marketing Department, the Office of General Counsel and others have been working together
since late 2006 on a policy to obtain, from all persons who are photo or story subjects
(“Subjects”), consents for the use of their stories and likeness in promoting CARE’s work and in
commercial ventures with CARE partners.

Uses. CARE uses the photos and stories of Subjects in our marketing and communications
publications, on our Web site, in direct mail appeals and in other ways. In addition, we may
provide photos and stories to corporate partners for their communications about CARE. On
occasion, CARE’s story and photo assets have been used by corporate partners promoting their
relationship with CARE on candy boxes, office printers and other products. The level of
business risk may be a bit different between CARE uses and commercial uses, but the legal and
ethical issues are essentially the same.

What the Policy Requires. The policy requires that all Subjects be told, in a manner that aims
to ensure that they understand, how their materials may be used. In the case of CARE uses, the
consent may be oral, but written consent is strongly preferred. If the materials might be used
by a corporate partner, the consent must be in writing. A written consent will always be
required if the Subject is a child or otherwise vulnerable, such as people living with HIV/AIDS,
participants in female genital cutting, internally displaced persons, victims of gender-based
violence and others who, if their identity were revealed, could be subject to harassment,
discrimination or other negative consequences. If a group of Subjects consent, they can all sign,
or just mark one signature page (with an “X,” along with the photographer adding a note about
group approval). Each Subject should receive a Certificate of Appreciation or other form of
nominal consideration in exchange, symbolizing CARE’s acknowledgement of and appreciation
for the use of the Subject’s story/images.

Why Obtain Consents?

Respect for Subjects. A key reason to obtain consents from Subjects, such as program
participants/beneficiaries, is to ensure that we take the time to explain what we are doing and
listen to what the Subject wants. For example, when a photographer requests consent orally or
by gesture, it is not always clear what permission the Subject is giving for use of the photo. The
consent form required by this policy covers possible uses and allows the Subject to object to
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certain uses or to edit out parts of her story. For example, though a Subject may be okay with
CARE using her photo generally, she may not be okay with having her HIV status widely known.

Business Need. CARE’s corporate partners often want to use our photos and stories, and either
require written consents at an absolute minimum, or else obligate CARE to indemnify the
corporate partner from future claims by the Subject regarding the use of likeness and story. No
corporate partner wants to stumble into a legal claim from unreleased photos, and such a
problem could torpedo the corporate relationship. Accordingly, it is easier to actively promote
CARE’s stories and pictures to prospective corporate partners when we have consents. Peer
nonprofits, such as Mercy Corps, Plan International and Save the Children, currently have
policies requiring consents, perhaps placing CARE at a competitive disadvantage with
prospective corporate partners.

Marketing Flexibility. There is more flexibility to use CARE photos and stories if they are
accompanied by consents. A variety of released photos can be offered for different purposes
by CARE or corporate partners. Photos and stories may be unusable for certain purposes if
there is no written consent.

Children. The Stories and Images Consent Policy builds on CARE’s February 2005 policy around
the use of children in advocacy and public relations efforts, which requires consents from
minors. This latest, newer policy provides specific guidance on how to obtain consents from
children.

Public Relations. A public dispute over a Subject’s consent could embarrass CARE. Even if the
dispute is just about a CARE publication, it could be characterized as lack of respect if CARE has
not obtained a Subject’s consent to the use of her likeness or story. Further, it is likely that if a
corporate partner faced a claim arising from use of CARE’s photos or stories, they would expect
CARE to defend them and fight the claim. This would put CARE in an uncomfortable position
between the program participant/beneficiary and the corporate partner, and could damage
both relationships.

Legal Risk. Many countries protect the use of a person’s name, likeness or story without their
consent, and allow them to sue if their personal information is misused. Although CARE hopes
that a beneficiary won’t object to using materials gathered, it may not be clear whether the
Subject actually has consented and what content is okay. A peer NGO dealt with this issue
when a beneficiary saw a calendar with her image hanging on the NGO’s office wall. The NGO
settled the case with the beneficiary for an undisclosed sum. It is even less clear if the Subject
understands, and would approve of, a commercial use of her likeness. As mentioned earlier,
whether or not the agreement requires it, corporate partners will expect CARE to defend them
against these types of claims. Managing legal claims is expensive and threatens public
exposure.
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CARE’s Stories & Images Consent Policy aims to minimize legal risks, but cannot eliminate it
entirely. This policy tries to balance practical and business considerations with legal and public
relations risks. For instance, because of practical and business considerations, the consent form
is brief and, where possible, allows Subjects to simply mark consent. It demonstrates that CARE
has made the effort to ask for and understand the Subject’s wishes and any limits on the
consent provided. Making this good faith effort can help protect against a legal claim and head
off public relations issues both for CARE and for our partners.

Another example of the balancing between practical and business considerations with legal risk
is the requirement that a Certificate of Appreciation or other consideration be given to the
Subject. U.S. law generally requires something be given to the Subject in exchange for his/her
consent. Some laws may require a more detailed release or something of greater value be
exchanged. For this reason, some corporate partners may insist that CARE provide a small gift
of thanks, such as a celebration, to the community photographed. CARE’s policy requires a
Certificate of Appreciation — or a comparable, nominal form of acknowledgement and gratitude
—as a minimum for being granted consent for the use of materials.

Please carefully review the following contents of this document:

THE STORIES & IMAGES CONSENT POLICY OVERVIEW (pages 4-7)

QUICK STEPS: A SHORT GUIDE TO IMPLEMENTING THE POLICY & WHAT TO HAVE READY (pages
8-9)

Attached separately are:
CONSENT FORMS:
- APPENDIX A: FOR ADULTS
- APPENDIX B: FOR MINORS
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CARE USA STORIES & IMAGES CONSENT POLICY OVERVIEW
Effective March 15, 2008
(Policy Last Revised 3/10/2008)

Effective March 15, 2008, this CARE USA Stories & Images Consent Policy will be in effect for all
CARE USA-based Staff and for overseas-based Press Officers, and for contractors representing
CARE, regarding the collection and use of human interest stories and associated images of our
project participants/beneficiaries. The same policy will go into effect for CARE USA Country
Office Staff at a subsequent date.

The two consent forms attached hereto as Appendix A (Consent to Use My Likeness and Story:
ADULT) and Appendix B (Consent to Use My Likeness and Story: CHILD) should be used in
conjunction with this Policy.

e Subjects Must Consent. All subject(s) must agree that we may use their story,
descriptive facts, images or audio recording — although they may stipulate specific
exceptions (see next bullet below). We strongly recommend that written consent to use
a subject’s image be obtained whenever the subject is clearly identifiable. We
recognize, however, that there will be circumstances when it may be impractical or
impossible to obtain written consent from every subject, particularly when there are
several subjects captured in a single photo. In such cases, there is a risk that failure to
obtain written consent may render the image unusable per Section 3(f) below. As such,
it is strongly recommended that decisions not to obtain written consents from subjects
who are clearly identifiable be limited to exceptional circumstances. Descriptive facts
include elements such as the subject’s name, age, location and other information about
his/her situation, including state of illness, abuse or other conditions, as well as his/her
connection with CARE’s programming.

e Vulnerable Populations. It is especially important for “vulnerable populations” to
understand that their story/image may be made public. This might include, but is not
limited to, people living with HIV/AIDS, participants in female genital cutting, internally
displaced persons, victims of gender-based violence and others who, if their identity
were revealed, could be subject to harassment, discrimination or other negative
consequences.  Minors should automatically be considered part of vulnerable
populations.

e Ensure Privacy, Respect and Dignity. The explanation about the use of the
stories/images by CARE or third parties in a manner that ensures that the subject
understands the consent and the subject’s actual consent are the most critical
components of this policy, which is intended to protect the subject’s rights to privacy,
respect and dignity, and to ensure that CARE is being open and transparent about our
potential use of these elements. It is helpful if the CARE staff or photographer can have
a sample of publicity material so that the beneficiary can visualize the planned use.

143





1)

a)

b)

d)

2)

a)

USES ONLY BY CARE. The requirements below apply when CARE alone will use the
image, story or descriptive facts.

Explanation. It must always be explained to project participants and understood by
them that stories/images collected may be used by CARE to illustrate to the public
our emergency and long-term poverty-fighting programs, for the purpose of
soliciting support of our mission. These stories/images may appear in CARE
publications, press releases, advertisements in any medium, our Web site,
audiovisual materials and/or other communications channels.

Written Consent. In most circumstances, a signed release will be required
documenting the subject’s understanding of CARE’s potential use of his/her
story/image and consent. Consents should be read and explained to the subject if
s/he cannot read it. If necessary, it should be translated orally into the subject’s
language.

Practical Exceptions Documented. If use of the release is not practical — for
example, the subject and/or community authorities are wary of the document but
still understand and consent to CARE’s use of the story/images — a CARE
representative may document this fact separately from the release form, briefly and
clearly explaining the situation, and dating and signing the document.

Consideration. CARE’s policy is to provide each subject a Certificate of Appreciation
or comparable form of nominal consideration, in exchange and thanks for the use of
the subject’s story/images at the time the consent is obtained. Depending on
various factors, such as the number of photos taken and the prominence of the
subject in the material, CARE may determine that additional benefit should be
provided to the subject and/or his/her community -- for example, through
programmatic uses of the funds or other activities, such as arranging a celebration.

USES BY THIRD PARTIES. The requirements below apply when a CARE partner may use
the image, story or descriptive facts.

b)

Written Consent Required. If the story/images may be used by a third party, a
written release is required. The subject(s) must consent to CARE permitting a third
party to use the story/images, understanding that only companies with an official
alliance with CARE would use the materials. The subject should understand that the
material might be used to promote the third party’s products or services. These
releases must be supported by consideration as described below.

Consideration. If the story/images may be used by a third party, consideration must
be offered to that subject’s community in cash or in-kind as compensation. Since
the use of the materials typically will not be known until after the story/images are
collected, CARE will give each subject a Certificate of Appreciation or other form of
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3)

c)

b)

c)

d)

e)

nominal consideration at the time the consent is obtained. Depending on various
factors, such as the number of photos taken and the prominence of the subject in
the material, CARE may determine that additional benefit should be provided to the
subject and/or his/her community, after the fact — for example through
programmatic uses of the funds or other activities, such as arranging a celebration.

Use to Promote CARE Mission. The consent allows partners to use the story/images
to promote the CARE mission. CARE’s mission includes educating the public to the
need overseas. We do not currently anticipate that a planned third party use will be
for an entirely commercial purpose unrelated to CARE’s mission. However, if a
purely commercial purpose is planned, the CARE USA Legal Department should
revise the form of release.

GENERAL REQUIREMENTS — ALL SITUATIONS

Record Keeping. When it is predominantly photographs that are collected, the release
should accompany the film or digital submission, and will be filed and maintained by the
Photo Library at CARE USA Headquarters. When it is predominantly audiovisual
materials, the release should accompany the raw elements, and will be filed and
maintained by HQ's Media Production Unit.

Refusals. If the subject declines CARE’s use of any information s/he provides, or
includes other stipulations , these should be specified on the consent and CARE will
abide by those wishes. For example, if an HIV-positive individual agrees to our use of
his/her story and image, but does not want his/her name or precise location revealed,
that must be clearly indicated on the release, and the story submission itself must also
reflect this (in the example above, the original story submission should omit the
individual’s name/location or use a pseudonym, with the omission clearly noted).

Subject’s Copy. Upon request, the subject should be provided a blank copy of the
consent s/he signed, if practicable translated to a language the subject can read.

Signatures or Marks. In situations where the subject cannot sign his/her name, s/he
should write a mark or provide a fingerprint on the release form. In addition, the name
and signature of the person who explained CARE’s potential use, read the release and
witnessed the subject’s mark should also sign and print his/her name on the form.

Minors. If the subject is a minor (considered under age 18, under United States law), the
child’s parent or legal guardian must sign on behalf of the minor, in addition to the
minor’s signature, as the minor’s signature alone is not adequate. If a parent or
guardian is not available, another adult in authority (such as teacher, mentor,
community elder, etc.), who is believed to have the minor’s best interests in mind, may
sign instead, in addition to the minor’s signature, including clear indication of his/her
role.
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f) Failure to Secure Release. Failure to secure a proper release or other documentation
(as described above) may leave CARE unable to use the material. CARE reserves the
right to reject any photo, story or other work obtained without a proper
release. Images not supported by releases may only be used after an evaluation of
potential risks and sign off by appropriate managers. It is also CARE’s policy to inform
third parties who indicate an interest in using an image or story that has been obtained
without a release of the fact that a release has not been obtained for that image/story.
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INSTRUCTIONS: CONSENT TO USE STORIES AND IMAGES
QUICK STEPS

1. Before leaving to obtain stories/photos.
a. Bring with you:

i. Many copies of the Consent (enough to leave blank copies if requested).

ii. Sample(s) of possible uses (annual report, advertisement, IAP Magazine, etc.).

iii. Pens and stamp pads.

iv. Certificates of Appreciation or whatever will be given to the Subjects as thanks.

v. A person who speaks the local language (a translator).

b. Read the Consent. Absorb the main points:

i. What the subject will release (photo, story).

ii. Forany use.

iii. By CARE or others.

iv. Something goes to the Subject as thanks (e.g., Certificate of Appreciation).

v. Sensitive information (e.g., HIV status) requires special consent.

vi. Consents involving children require extra steps (consent from an adult, etc.).

c. Have the translator absorb the main points.
2. At the story collection/photo shoot.
a. You and/or the translator:

i. Read the consent and explain it to all potential Subjects.

ii. Answer any questions.

iii. Write down any sensitive information the Subject is okay with CARE/third parties
using, such as HIV/AIDS status, victim of gender violence, internally displaced, female
genital cutting, etc.

iv. The person who explained the form signs that they did that.

v. Gather signatures or thumb prints.

vi. Hand out Certificates of Appreciation (or other form of thanks).

vii. If any Subjects want a copy of the consent, give a blank copy to them.

b. If the Subject:

i. Refuses all photos, stories: Do not take their photo/story.

ii. Provides only oral consent (does not sign): Only CARE can use photo/story. Mark
that they consented orally and what permissions they gave (e.g., use name but not HIV
status).

iii. Disapproves certain uses (e.g., photo okay, but not identification as HIV-positive;
or no corporate uses): Mark that on the consent.

iv. Provides a Thumbprint: You spell or print their name (phonetic spellings okay).

v. Is a Minor: Ask who their parent is. Get a parent’s signature as well. If there is
no parent, ask knowledgeable community member to identify who should sign as
guardian/representative.

vi. Is alarge group consenting: They can all sign one consent.

A. If some use thumbprints, spell or print their name near the print.

B. If some decline parts of the consent, use a separate form for them.

3. After the story gathering/photo/video shoot.
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a. Send all consents to the Photo Library at CARE USA Headquarters, along with photos,
captions, story information, etc. Note: CARE may not be able to use photos or stories
that do not have consents.

b. Send a copy of consents, story information, cross-referencing photos, etc., to the PSI Unit
at CARE USA Headquarters.

c. Send video and related consents to the Media Production Unit at CARE USA
Headquarters.
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Annex C: Open Data Kit Manual

Coming soon!
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