QUALITY STANDARDS CHECKLIST
FOR ASSESSMENTS
What is an assessment? 

We can define an assessment as: 
A carefully structured process of data collection and analysis that we conduct in order to answer specific questions that will inform pre-identified decisions we need to make in our humanitarian or development programming. 

What types of assessment might I need to do?

As the definition above suggests, assessments can come in many designs to survey diverse decision-making purposes.  Some of the most common examples are: 
· Rapid humanitarian needs assessment – in emergency contexts, to inform the design of immediate interventions or project proposals
· Needs assessment for development project design – covers the sectors foreseen within a specific project proposal, to inform the design of the project (including selection of locations, population groups, aid modalities, etc.). In some cases this needs assessment may also be used to collect baseline data on project indicators. 
· Baseline / endline surveys – measure project indicators at the start (baseline) and the end (endline) of the project to understand what change the project has caused in the lives of our beneficiaries.
· Market assessment – captures information about the availability and prices of particular goods and the accessibility and functionality of shops, often to inform the design of cash-based interventions. 
· Viability assessment – examines the technical feasibility of a particular modality or approach by assessing the presence of the required infrastructure, equipment, attitudes, etc. 
· Participatory Vulnerability & Capacity Assessment - assesses both the exposure of a community, household or system to hazards, and how they are able to cope with disasters that occur, in order to inform disaster preparedness and mitigation actions (see dedicated Checklist for more info).
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	YES
	NO
	N/A

	 PROPOSAL WRITING (Inclusion of needs assessment plan in a project proposal)

	1
	Is the assessment included as an activity in the project logframe and proposal narrative? 
	Y
	N
	N/A

	It is not always necessary to include it in this way, especially in emergency projects. However it is good practice to do so, as it ensures proper planning and resource allocation. 

	2
	Does the description in the narrative state the basic purpose (decisions to be informed), scope (sectors or themes to be covered) and geographical coverage (expected area) of the assessment?
	Y
	N
	N/A

	3
	Does the description in the narrative identify which other relevant assessments exist and which project-relevant information gaps this assessment should fill?
	Y
	N
	N/A

	4
	Does it specify which data collection methods will be used?
	Y
	N
	N/A

	5
	Does it state whether it will be a solo or joint assessment with other organisations? 
	Y
	N
	N/A

	6
	Does it explain how the findings will be utilised by the project and shared with local communities (e.g. via community meetings) as well as partners (e.g. via report or fact sheet shared with particular clusters)? 
	Y
	N
	N/A

	 BUDGET PREPARATION

	1
	Have you listed each input (item or service) that you will need to buy (or pay for) for the assessment, and calculated a safe estimate of the cost for each? 
	Y
	N
	N/A

	You may need to budget for external enumerators, tablets for electronic data collection, transport, accommodation and per diems, miscellaneous equipment such as pens and paper, visibility clothing, mobile phones and credit for communication with enumerators, etc.

	 ASSESSMENT DESIGN (in the TERMS OF REFERENCE template)

	1
	Has the Assessment Purpose been defined in such a way that it clearly identifies the programming decisions the assessment will inform or what the data will be used for?
	Y
	N
	N/A

	2
	If it is an assessment to inform a development project proposal, have you created a Problem Tree, setting down on paper your understanding of the main problems, their causes and consequences? 
	Y
	N
	N/A

	The Problem Tree is particularly relevant for development contexts. By identifying the problems, causes and consequences your intervention aims to address in this format, you can check the logic of a foreseen intervention and identify which research questions you need to ask in your assessment to verify that logic and fill important information gaps. M&E or sector advisors can help you prepare the Problem Tree.  

	3
	Will the Research Questions enable you to answer the specific programming decisions identified in the assessment purpose?  Do they accurately verify or cover the key information gaps you found in the Problem Tree? (if applicable)
	Y
	N
	N/A

	4
	Do the Research Questions specifically include questions on needs and perspectives of women, girls and other vulnerable and/or marginalised groups?
	Y
	N
	N/A

	It is highly recommended to conduct a gender analysis for the given sector and area unless it has been done already. Check the Gender Gnalysis Guide.
Vulnerable & marginalized groups are those who are particularly exposed to harm or at higher risk of experiencing harm for various reasons. Poverty, missing education, armed conflict, migration, discrimination and other factors may reduce a person’s ability to enjoy equal access to rights, services and livelihoods, thus making the person more vulnerable and/or marginalised. Individuals/groups can be discriminated against on various grounds, apart from sex (mentioned above), it can be also disability, religion, ethnicity, caste, class, sexual orientation, gender identity and more.

	5
	Has the Geographical Scope of the assessment (area to be assessed) been defined in a way that is realistic given the available time, staff and budget?
	Y
	N
	N/A

	6
	Have you listed the government statistics and reports, and NGO assessments or other data you expect to use when you conduct the secondary data review?  
	Y
	N
	N/A

	7
	Are the primary data collection methods selected appropriate given the types of information you seek, the informants you will speak to, and the time, resources and staff capacity available? 
	Y
	N
	N/A

	Key informant interviews are useful for collecting information from people with a special knowledge of the situation (e.g local administration staff, health staff, teachers, traditional leaders). Focus group discussions provide a description of how the situation is perceived by a particular population group (e.g. mothers of children under 5, or working age men, etc.). A household survey provides statistical data and is needed for measuring typical project indicators. Direct observation can capture behaviour, the condition of facilities, etc.)

	8
	Have you prepared the sampling frame and defined the size of the sample for the assessment?  
	Y
	N
	N/A

	The sampling frame describes which distinct groups within the population will be studied (hosts/IDPs, man-/woman headed HH, etc.) and location types (urban/rural etc.) you want the assessment to tell you about.  If the sample is not broken down into sub-groups, you can calculate how many interviews need to be conducted using sample size calculator available at www.surveysystem.com/sscalc.htm preferably with 95% confidence interval and 5% margin of error)? You can learn more about sampling from  Rapid Guide (https://www.indikit.net/userfiles/files/Rapid%20Guide%20to%20Survey%20Sampling_FINAL.pdf)..

	9
	Have you prepared a timetable for the implementation of the assessment?  
	Y
	N
	N/A

	This should include time to design the tools, test the tools in the field, train the data collectors on data collection methods and tools, conduct data collection and analysis and write the report, and circulate findings.

	10
	Have you described how the data analysis will be conducted, for both qualitative and quantitative data?  
	Y
	N
	N/A

	11
	Have you specified in what format the findings will be shared, with whom, and when? 
	Y
	N
	N/A

	You might provide a full report internally, hold a meeting to discuss the findings, and prepare a fact sheet of key findings to be shared with the local community, cluster, etc.)

	ASSESSMENT IMPLEMENTATION 

	1
	Secondary data review: Have you collected statistics and reports that relate to the themes and geographical area of your assessment, analysed it and listed remaining information gaps that should be filled by your assessment? 
	Y
	N
	N/A

	Relevant secondary data to review might include ministry statistics at national, regional or municipal levels, local population data, UN agency and NGO assessment reports, etc.) 

	2
	Refining research questions: Have you adjusted your assessment questions (if needed) based on the findings and gaps identified in your secondary data review? 
	Y
	N
	N/A

	3
	Tool design: Do your data collection tools (questionnaires/discussion guides/observation checklists) capture the information needed to answer the research questions and (if relevant) any project indicators? Do the questions in the tool specifically explore different perspectives and needs of both men and women (boys and girls)? And of other vulnerable groups like people with disabilities, ethnic, religious and other minorities? 
	Y
	N
	N/A

	Some basic questions related to the household profile are usually required, and it is also important to include a question explaining the purpose and confidentiality of the interview and asking for the respondent's consent to continue. It is important to consult the relevant technical advisor to make sure the questionnaire includes all important questions. 

	4
	Testing the tools: Have you asked a staff member to conduct several practice interviews with each questionnaire in the field to check that the questions are clear?  Have you carefully tested how the questionnaire works on a tablet with Kobo? 
	Y
	N
	N/A

	5
	Training the enumerators: Have you trained the responsible data collectors in how to conduct key informant interviews, focus groups, household surveys or observations (as needed) using role-plays?  
	Y
	N
	N/A

	You can read through the household questionnaire with the enumerators and ask several pairs of enumerators to model questions in front of the group, highlighting and correcting any misunderstandings.  All enumerators can practice the questionnaire in pairs and share their comments and questions with the group=

	6
	Practical preparations: Have you organised transport and accommodation, [downloaded the questionnaire onto all tablets, charged the tablets], provided the enumerators with everything they need (e.g. paper, pens, mobile phone, charger, visibility clothing, maps etc.)?  
	Y
	N
	N/A

	7
	Data collection: Have you gained permission from local authorities to conduct the assessment? 
Have you arranged a meeting at the end of each day with data collectors to check the quality of data and discuss any issues? 
	Y
	N
	N/A

	8
	Data cleaning: Have you looked through the household survey data (if relevant) that you downloaded into Excel [from Kobo] to check carefully for obvious data entry errors (e.g. much higher or lower figures)?   
	Y
	N
	N/A

	9
	Data analysis: [Have you used [ORG] standard tools for focus group preparation/facilitation, note-taking and coding?] Have you checked that your quantitative data analysis methods are correct? (M&E Advisors can provide these documents and advise on analytical methods). Does your analysis explore the different needs of women and men (girls and boys) and of other vulnerable groups identified?
	Y
	N
	N/A

	The data should be presented in the report in thematic sections (e.g. "coping strategies"/ "hygiene practices", not by data collection method "Household survey"/focus group discussions"). Each time you present a finding, identify the data source(s). When presenting focus group data, be careful to record the extent of agreement and any differentiation between perspectives of different participants/groups. When presenting household survey data, keep the text as short as possible, providing only a short analysis of the most telling data and letting the graphs speak for themselves. Formulate concise, clear key findings that can be understood and acted upon by the decision-maker.

	11
	Writing the Key Findings section: Have you structured the Key Findings section of the assessment report in sections for (1) the problem and (2) its underlying causes? (ideally taken from your Problem Tree)? 
	Y
	N
	N/A

	Within project proposals, the needs assessment section (sometimes called context analysis/needs analysis), should present the key data from the needs assessment and should be structured in a way that shows the donor that the logframe you are proposing for a response fits the situation perfectly. By structuring the Key Findings section of the assessment report in line with a logical analysis of the problem and its causes (ideally based on your Problem Tree, if you have created one), you can demonstrate a clear logical understanding of how the responses in each sector are inter-related and how they address the problem. Your Key Findings section should: Identify the core problem and provide data that backs it up; then describe the underlying causes to that core problem, and provide data that backs it up. 

	12
	Storing the data and report: Have you saved the data and the report in one folder and sent that to the relevant staff and saved it [in Knowledge Management platform]
	Y
	N
	N/A

	UTILISATION OF ASSESSMENT FINDINGS 

	1
	Have you circulated the assessment report to the relevant [ORG] staff and organised a meeting at which, based on the assessment data, very specific decisions and follow-up actions are determined and assigned to specific people with clear deadlines? 
	Y
	N
	N/A

	2
	Have you shared the findings with members/representatives of the local community? 
	Y
	N
	N/A

	3
	Have you shared the key findings (perhaps in one-page “fact sheet” form) with partners in the relevant cluster? 
	Y
	N
	N/A
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