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INTRODUCTION

Purpose of the Implementation Guide

The purpose of te Organizational Capacity and Viability Assessment D&V AYImplementation

Guideis to provide an external facilitator with the tools and background necessary to lead the OCVAT
capacity assessment process witlsal partner organizatiosare engaged in capacity building activities.
The OCVAT can also be used to assess the readinesalomrganizations to assume responsibilities fro
the implementation of HIV/AIDS prevention, care and treatment programs from international NGOs.

This guide will prepare facilitators to lead the entire process of the OCVAT, including:

V  Preparing the oganization for the selassessment
V Gatheringand processingelfassessmendata
V Directing a validation exercise and facilitating the -8alfessment process-country

While this guide presents the overall steps necessary to conduct @&v&\D Assessmerthere are a

number of additional resources that might be helpful for the successful completion of the assessment
process, including further information on principles of organizational development, facilitation skills, self
assessments and participatorp@roaches. Facilitators are encouraged to seek additional resources as
necessary Additional resources are available froine Elizabeth Glaser Pediatric AIDS Foundation (the
Foundationwww.pedaids.ory and the ICFternational CEDARS Center (sg®@w.cedarscenter.com
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CHAPTER 1: WHAT IS HE OCVAT?

A. Who and what does the OCVAT target?

This version of the OCVAT, as adaptethbyFoundationwas orginally designed to assess local
partners assuming management responsibilities for program activities under Project HEART
applicable to all mediurtarge size organizations implementing health sector improvement programs.
Theassessmenprocess igeared to engage a broad range of staff in discussions around the
2NHIFYyATFGA2yQa OF LI OAGe | ONr&aa GKS RSaiAdaylrGSR O LI
plans that will help the organization prepare for the transition procd$swever, die to the design of

the tool, it is available for broader usage with other local partners to facilitate organizational capacity
building to strengthen management systems

The OCVAT exercise is conducteddnntry with thelocal partner being assesseghdcan be
supplemented by a validation scoring of tReNH | Yy A tapadity Eagfi€ dut bgn externateant.

The role ofexternalscores play a dual function: 1) to provide an external evaluation dbtta partner
capacitywhich can serve as a point cdmparison to the selissessment scores 2) to formally assess the
capacity of thdocal partnerto assumeautonomousresponsibility for implementationf the program

and determine how to allocate resources accordingly.

B. What does the OCVAT assess?

The OCVAT targets 13 specific organizational capacity areas, whisblfaassessed bthe staff of an
organizationand can also be externally assessed by an outside party working closely with the
organization The assessment solicits both quantitative gudlitative input from the participants,
contributing to the determination of strengths and areas of improvement within an organization. When
an organization conducts the OCVAT, it will receive scores that are calculated for each capacity area
through itsselfassessment tools (which indicate areas of strength and areas of needed improvement).
Questions with the highest scores (on a scale-d@fland highest agreement betwedhe self
assessmendndexternal reviewidentify areas of strength, and questi®mvith lowest scores and lowest
agreement identify areas for improvement or further assessment. Qualitative information, which is also
considered an important source of assessment data, is obtained through discsstwritten
recommendations.

Table 1.13 Capacity Areas basured by the OCVAT

Organizational Capacity SuBomponents Focus Areas

Leading/Directing
1 Governance & Legal Structure Legal recognition; governing committee/Board;
Constitution/ bylaws; accountability/integrity;

lProject HEART (Help Expand Anti-retroviral Therapy for Children and Families) focuses on the rapid scale-up of high quality adult

and pediatric HIV care and treatment services and PMTCT services in
Zambia. This program promoted the decentralization and integration of services within primary care systems as key strategies to

improve access and coverage and to ensure local ownership and sustainability of these services. A key long-term goal of this

project was to transition the provision of these services to national organizations or governments. The project was funded by CDC

through a cooperative agreement that started in 2004 and will be completed in early 2012.

2 This external team can be selected by the local partner and should be an entity that has good knowledge and understanding of the

p ar t n eacify and peafgrmance. Chapter 2 discusses this in further detail.
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Organizational Capacity Subomponents Focus Areas

mission and valug transparency of decisien
making; organizational structure and internal
coordination; succession planning/leadership
development; participation in decisiemaking.

2 Program Management Strategic planning; annual organizational workpl
development; cresdepartmental communication
process; participation in decisiemaking (with
Units/Departments); quality improvement systen
annual workplan completion.

Organizing for Implementation

3 Technical Capacity Staff orientation; staff development & training;
system for communicating technical updates;
access to technical resources.

4 Grants & Sulgrantee Management Award, agreement & donor management;
compliance management; grants management;
supportive supervision to sulwardees.

5 Project Management Benefciary targeting; project planning; project
budgeting.
Learning
6 Monitoring & Evaluation (M&E) Resources for M&E; monitoring data collection &

storage; data transformation; M&E data informs
decisions; data quality assurance.

Resources Management

7 Firancial Management Accouning systemgscorporate budgeng
structures donor agreement budgets; financial
reporting.

8 Human Resources HR management capacity; staff roles &

responsibilities; HR policies/ procedures; HR
compliance & essential documentatioddR data
and personnel files; employee relations and staf
welfare/morale; staff satisfaction; remuneration
system; recruitment; new staff choarding;
performance management.

9 Office Operations Procurement systensafety andsecurity; office
space and guipment; communications facilities;
assets management; motor vehicle managemerj
travel management system; filing system;

10 Information Technology (IT) Technological infrastructure; software systems;
software licensing.

Organizational Viability Sul€anponents

11 Communications Branding/messaging; media/public relations:-on
line presence; brochures/collateral materials.
12 Resource Mobilization Identification of funding opportunities; capacity t

develop funding proposals; success rate; resoun
diversification.
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# Organizational Capacity Subomponents Focus Areas

13 Networking Networking with NGOs; collaboration with
government agencies; partnerships for technica
assistance; relations with potential donors for
funding.

C. Nature of the Assessment

The OCVAT fandamentallya selfassessment tool,anplemented by an external element assessment

and a document review. It providesemiquantitativemeasures (scores) assigned by members of the
organization. These scores are, however, triangulated with other sources: external scores and comments
based orverification of documentation, the facilitated discussion of the organization members
themselves, and finally the analyses of the facilitation team, based on all information, quantitative and
gualitative It can provide a good understanding of an orgaiopé capacity across all the necessary
functions of an organization (i.e. highlight the key strengths and weaknesses) but it is not as sensitive as
a traditional survey tool with lists of questions, nor as burdensome as a survey covering the same
breadthof functions would be. One of its advantages is that it serves as a learning tool as well as an
assessment tool when applied as a se&§essment, giving respondents a concrete image of higher levels
of capacity to strive for and a deeper understandifigach other's view of the organization's capacity
through the consensus building process.

The tool is considered semuantitative because indicators are scored on a scale. By providing a
specificW g 2 NR  ddichpficirbiBapacity foeach potential score on the scale for each indicator,
the tool reduces the subjectivity associated with traditional todisdicators and associated scores
(scale from 1 through 10) are clearly defined to reduce
variability between raters and increaseigddility of the Scoring the OCVAT: Five Stages of
results. .The tool assessds3 capacity aregunder each Capacity

capacity area there are a numberggecificindicators listed.

1. No or minimal capacity
Each stage of capacity is broken down into two levels: a loweR. Emerging capacity

range and a higher range. This allows each ppaiit to 3. Minimal acceptable level of
adjust the score up or down within each capacity stage that capacity

the organization falls within for each indicator. The scores | 4. Good level of capacity
range from 1 to 10, corresponding to the five capasibges 5. Excellent level of capayit
and word picturesAssessors are to select the stage they fee
best describes the capacity of their organization for that indicator at the time, even if every word in the
description is noain exact reflectiorof the organization.

The OCVAT exercise serves the purpose of assessing the capacity of an organizadiemtifndg an
2NBIFyATFGA2yQa OF LI OAGe o6dzAif RAyad ySSRao I R
FY2y3 a6l FF NBIAFNRAYy3I GKS adlrasS 2F Fy 2NAIY
within the organization.

RA U A
AT

D. Overview of the Major Phases of the OCVAT
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The OCVAT process involves
sevenmain phases:
preparation, scoring dDCVAT
by external entity foralidation
scoresan autonomy analysis,
conducting the selassessment,

data analysisaction planning,
and followup.

Further detail on each of these
phases can be found in the
following chapters. The chart
below outlinesthe major
activities necessary to complete

Data
Analysis

Autonomy Action

Planning

Preparation

Analysis

Self-
Assessment

each phase of the OCVAT as

well as an estimated

timeframe.

Table 2.Phases of the OCVAT Process

Phae Activities Timeframe
I. Preparation w Selection ofacilitators(2) 4-6 weeks
w Roles and responsibilities of the facilitators and participants { before theself
clarified assessment
w Communicate wittorganizatiorto initiate planning
w Schedule OCVAT dates
w Share agenda
w ShareOCVAT tool and itrsictions on process
w Selection of participants to score each capacity area
w Selection of an individual to coordinate the organizational
capacity building process
Il. External w Selection ofndividuals to conduct an external validation of | Approximately
Validation each capacity area for each country progréamay be the 2-3 weeks
(optional) OCVAT facilitators) before theself
w Orientation ofindividuals conductingxternal validatiorto assessment
OCVAT
w Scoring of OCVAT byternal validators
w Submission of score sheets fxflitators byexternal validators
(at least one week prior to the OCVAT)
w Data Entry oexternal validatiorscores
lll. Autonomy w Selectl to 3 individuals in leadership tmmplete an autonomy| Approximately
Analysis worksheet 1 week before
w Identificationwhether the organization is fully, partially, or noi the self
autonomous in the performance abrefunctions assessment
w Submission of autonomy worksheet to facilitators
w Data Entry ohutonomy scores
IV. Selt w Orientation & overview of the OCVAT process Day 1 othe
10
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Assessment w Guided group discussion, followed by individual scoring for g Self
OCVAT capacity area Assessment
w Input all participant data entry sheet into analysis program | All Participants
V. Data Analysis | The assessment team conducts analyses and produces the first | Day 2 ofSelf
report for feedback to the participants. Assessment
Assessment
Team
VI. Action The OCVAT team reconverte® days after selassessment Day3 of the
Planning meeting to: Self
w Revew results of the selaissessment scores amdternal Assessmentll
validation Participants

w Facilitated discussion on OCVAT outcomes and next steps
w Development of a capacity building action plan

VII. Follow up

Shortterm: The orgarzation that was assessedll schedule
meetings to develop pending capacity building plans on remainin
capacity areas; draft action plans will be shared with facilitators 4
lead capacity buildingoordinator.

Longterm: Approximately 3 months after th@CVAT Meeting, the
facilitator andlead capacity buildingoordinator will contact the
organizatiorto assess the degree to which the organization has
addressed its priority needs. Additional referrals are made as
appropriate for support & assistance.

Immediately
after Self
Assessmen& 3
months after
Action Planning
meeting

11
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CHAPTER 2: PREPARINGOR THE OCVAT

A. Facilitation of the OCVAT Process

As te facilitators will be responsible for organizing and planning all the steps of the OCVAT [irixess,
important that they ensurehat all parties involved are informed and prepared to paratin the

exercise. fey will play a critical role in guiding the discussions during the OCVAT sessions, helping the
participants to take into consideration allle¥ant factors and steering the discussions in order to
generateconcreterecommendations andction points for inclusion in the capacity building pl&he

table below highlights the key players in the OCVAT and their roles:

Table 3. Roles and Responsitids in the OCVAT Exercise

Facilitator(s) Lead the overall OCVAT exercise

Prepare all materials (soft and hard copy, as necessary) for the exercise
Facilitate all sessions so as to encouragedpth discussion by thegpticipants
Guide discussions to ensure the focus remains on the task atdvahthat
concrete and specific recommendations are generated

If more than one person will be facilitating (recommended), while one
facilitator oversees the discussion of the sifieccapacity area, the other
facilitator should take notes on the computer to capture the discussion.
(Usually, it is best if the facilitators rotate between guiding group discussior
and taking notes, since this provides some variety for both the facitgas
well as the participants.)

Answer any questions and respond to any concerns

Provide an objective, weihformed perspective on the capacity of the
organization

Conduct a thorough document review covering all capacity areasgdess
evidence of organizational capacity

Conduct interviews with key country staff

Complete the external validation score sheet and provide data to the
facilitators

wWS@ASs h/ !¢ R20dzYSyida LINA2NI (G2 S
capacity in each of the areas outlined in the OCVAT tool

Actively contribute to the scoring discussions for each of the assigned capg
areas, sharing specific examples that provide a rationale for the proposed
Reflect on findings of OCVAT presentedDay Three and brainstorm critical
actions needed to respond to the capacity issues raised.

Engage in fruitful discussions about how to prioritize the key recommendat
generated

Raise relevant questions as they arise

Organizational Capacity Provide support to OCVAT team in developing organizational capacity buil
Buildirg Leader plan

Check imoughly three months after the OCVAT exert¢sassess the degree
to which the organization has addressed its priority needs.

A Make alditional referrals foisupport & assistance as appropriate.

™ > > D>

>

| >

External Validator

>

>

>

Participant

>

>

™| >

>
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B. Identifying Key Facilitators

The OCVAT exercise requice® to twofacilitators to lead and document the procesbwo facilitators

is ideal because hile one guides the discussions, the other facilitator tadkeiled notes of the
discussions, capturing key quotes and ideas shared by participants during the se3kismsformation

will serve as the basis of the qualitatiata for the OCVAT. These roles can alternate between the two
facilitatorsthroughou the assessment process

In identifying a lead facilitator and dacilitator for the OCVAT process, it is helpful to consider a couple

of key criteria for these facilitation roles. The facilitators should have strong interpersonal,
communication, anddtening abilities. Prior experience with group facilitation, facilitated self
assessments and experience in participatory assessments and methodologies are all key for this type of
exercise. Given the nature of the assessment, it is also helpful if ¢iieefeors have a good

understanding of organizational development dynamics and international development work more
broadly. Multicultural sensitivity and an understanding of confidentiality issues are also very helpful in
ensuring a smooth and open inteion among participants.

C. Selecting Participants

The OCVAT exercise is intended to bring together a diverse group of staff, from all departments and
levels of the organization in order to paint a more complete picture of the reality on the groundly)dea
participation in the OCVAT will include senior level as well as junior level staff and also a good
representation of administrative, program/technical and operations staff. Involvement of key decision
makers in the organization is critical in orderrhove forward with action points agreed upon during the
OCVAT,; the role of highvel staff is in providing organizational leadership throughout this process is
key to the success of this exercise.

In order to ensure that discussion groups for scoringdatey’  3S1 6t S | 62dzi SAIKG G2
should be selected for each capacity &ea A Yy Of dzZRAYy 3 | YAE 2F GLINR OARSNAE
deliver on each capacity area and those who use the services within each capacityRagejpants

canbe assigned to more than one capacity area, though each scoring group should be varied enough to

LIN2E BARS || RAGSNEAGE 2F LISNBRLISOGAGSaA gdoadgrdsyof G KS 2 N.
GKS 2NBEFYAT I GA2y Qa Olateh abd shauld Beydbldidniakeantagédiamune@ntsO I LI O
as to the appropriate score. In selecting the participants for each capacity area, it is important to bear in

mind potential biases that may arise, depending on the mix of individuals involved in thegiiswi If

LI NOAOALI yda FNB Fff FNRBY 2yS LINPFSaaAz2ylf 2N 2F°F
2F (KS ¢Sl 1ySaasSa LISNOSAOGSR FNRY 20§KSNJ aOdz Gdz2NBae

understand that the limitation in the numbeaf active participants and scorers has come from the

practicality of having productive discussions in a time bound manner. It comes with the risk of missing

out on important perspectives, and the facilitation team needs to strive to limit the risk oftsiduas

in inviting participants.

% A large organization wishing to produce quantified metrics of employee perspective on capacity, cooperation and
work satisfaction, can opt for another type of tool, where all employeesadnle to score on potentially all
guestions.
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In addition, to avoid another risk during the discussiotise participation biagthe facilitators should

take caution so as to ensure that all

perspectives are taken into account and that
no single participant in thecoring group
dominates the discussion.

The facilitators should emphasize to the
organizatiorthat participation in the two
days of the selhissessment requires a
significant time investment of higlevel staff
(see box), who should be present for the
relevant discussion sessions on day one andg
for the entire morning feedback session on
day three. Itis important to communicate
early on the required time commitment, as it

The Role, Risk and Importance of Organizational Lead
in the OCVAT

Leaders of the organization have a fundamental role in
encouraging positive change. Their role is thus critical i
supporting the OCVAT, participating with transparency
and being eféctors of change based on lessons from an
OCVAT.

The challenge is to keep discussions open and honest,
when senior executives are present. On one hand, thei
absence might allow freer, more critical exchanges; on
the other, their absence would be opposeal huilding

ownership and consensus in engaging capacity building

Ory 06S OKIftSyaayd G()l'l|‘ GOKFy3aSéood

consistent participation. The OCVAT is designed for an organization in which th

principles of transparency exist, and where the
motivation for capacity building is widely recognized,
allowing fruitiul critical discussions.

D. Communicating to the Local
Partner

Aboutsix weeks prioto the OCVAT, the facilitators should send a formal communicétena letter

and/or email)to the country/local partner teamsforming them ofthe OCVAT exercigeee sample

letter in Annex A) This commuigiation will serve not only to invite the teams to select the participants,
but also to give a brief overview of the process and what it entails. Some key pieces of information for
inclusion in the communication are:

Introduction to the OCVAT process amdfsaissessment meeting

Introduction to OCVAT tool and description of domains (share a copy of the OCVAT tool)
Guidance on how to select staff to participate

Preparation for participants (read OCVAT andgwrere each capacity area)

Explanation of procegpurpose of scoring

A copy of the agenda for the twaays of theOCVABRssessment

oD D > D D

E. External Validation Exercise (Optional)

The OCVASeltassessment can be complemented by an external validation step carried out by an
external entity This step allow for a comparison with the self assessment data to address any internal
selfassessment biases that may occur during the assessment process. If the external validation exercise
will be conducted, lte external validation teanneviews country program docuenmts, conducts

interviews with key country staff, etc. as outlined in the validation steps for each capacity area in the
OCVAT todiSee Annex D for a list of documents to be reviewdgfsed on thjghe individual§)

conducting the external validatiorekect the scores for each indicator they feel best represents the
organization's status at the timeExternal validators can be assigned sections to review and score based
on their area of expertise (i.e financial management, M&E, IT, 8ticgexternalvalidation team carries

out this external validation at least a week before the OCVAT exercise in country andsshbinit

scores to the facilitatorprior to the selfassessment exercise-aountry.
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About six weeks prior to the OCVAT, the facilitagirguld also communicate witie external

validation teanregarding the external validation process. HEx¢ernalvalidationteam needs to decide

who will take part in the external scoring for each of the capacity areas. Again, these individuals should
be selected according to their knowledge and expedora particular capacity aredhe

communication tahe external validatorshould include the following:

Introduction to the OCVAT process and ss§essment meeting

Introduction to OCVAT tool and dafption of domains (share a copy of the OCVAT tool)
Explanation of process/purpose ekternalvalidation scoring

Guidance on how to select staff to participate

CGuidance on review of specific evidence, such as key organization documents (include specifi
list of documents to review for each capacity area)

Timeframe within whichexternalscores need to be submitted to the facilitators

I > > >

>

The facilitatorsshouldensure that theeeamwho isscoring the external validation subratheir results

in a timely maner (prior to the selfassessment) Through a formal communication, the facilitators
shouldalso inform theocal partnerof their role in the external validation, specifying which documents
to make availabléor the external validation tearand which saff to prepare for interviews.

F FACILITATORP
Selecting an External Validation Team

It is important that the team identified to conduct the external validation exercise is sufficiently familiar with
organization, its policies and systems, and its paognatic activities so as to be able to make an informed
assessment about the capacity of the organization along the 13 OCVAT capacity areas. However, it is equ
important to ensure that this external entity will be able to make impartial judgments atimibrganization,
YR Syadz2NBE a YdzOK Fa Ll2aaioftsSz +y 202S00GAGS LIS
lie.

F. Conducting the Autonomy Analysis (Optional)

In some settings, the OCVAT has been conducted before a local institution has gained its full autonomy
as an independent organizatiofsince an institution which is not fullydependent may not be

conducting certain management functions, it is important to assess its autonomy in the various capacity
areas to identify where capacity building will need to be targeted for the development of new systems.
Thus, in those cases,dfOCVAT should be coupled witparallel assessment @finctionalautonomy in

the differentcapacity areasf the OCVAT.

In such a situation, the boundaries of the assessment need to be very clearly speltecpatticipants
Participants will have tecore the capacity of their organization as it currently operates, since it is
impossible to assess something that is not (i.e. how their organization would operate without existing
relations tothe parent organizatior) In this situation, the autonomy atysis provides a different type of
information to guide the capacity building plan.
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F FACILITATORP
Instructing Participants Regarding Organizational Autonomy

Where the autonomy analysis will be perfoenh participants should be instructed to score the organization ag
currently functions, not as it should function or would function if it were fully independent. If, for example, t
organization does not have an independent legal registration becidiseerving as a branch of another
organization, the participants should score it accordingly.

To conduct the autonomy analysis, 1 to 3 individuals in leadership positions within the organization
should be selected toompletean autonomy worksheet, where they Witlentify whether the

organization is fully, partially, or not autonomous in the performance of the functions. A sample
Autonomy Analysis Worksheet is provided in Annex J. The autonomy analysis should be carried out
prior to Day 2 of the OCVAT workshopensure that the results can be used in the data analysis
process.

G. Scheduling and Planning the OCVAT Assessment Meeting
Scheduling the OCVAT

Coordination with theorganization being assessedcritical in order to ensure optimal participatian i

the OCVAT exercise by all relevant staff. The facilitators should begin the general dialogue with the
participating organization and external validatitmam at leasttwo months prior to the expected

OCVAT dates in order to allow sufficient time fompliag and preparations.

Thespecificdatesthat need to be agreed on in advance are:

w when communications will go out ® NH | y A $tdff iith n/irrdduction to the OCVAT
process, background materials, introduction to the OCVAT.

w when the deadline wilibe to receive all completed validation scores from external validators

w when you willreceive a confirmed list of ataff participating in the OCVAT meeting

w when the participants will read and consider the scores they will assign prior to the asséssmen
meeting

w when the SeHAssessment meeting will take placedountry (three days)

Planning the OCVAT Agenda

A group discussion of each and every indicator in the OCVAT taken one by one would be unruly,
unmanageable and lead to redundancy in discussionglanning out the daily agenda for the OCVAT
meeting, it will be very helpful to break down all of the capacity areas into secliaide Goutlines a
suggested breakdown of indicators to be reviewed by groups of participants (A, B, C, and D, where
necessary) based on the expected amount of time required to cover each capacity Seeaalso the
sample agenda in Annex B.

Table 4. Suggested Regrouping oélicators for Scoring Sessions
Governance
A | Legal Recognition
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Governing Committee or Board

Constitution / Bylaws

Accountability/Integrity

Mission and values

Transparency of Decisianaking

Organizational Structure and Internal Coordination

Succession Planning/Leadership Development

Gr

Participation in DecisieMaking (Board/SenioLeadership with all staff)
ants and Sulgrantees Management

Award, Agreement and Donor Management

Compliance Management (Donor, Host Country and Internal)

Grants Management

Supportive Supervision to Sub Awardees

Resource Mobilization

Identification and tracking of funding opportunities

Organization has the capacity to develop funding proposals

Success rate in winning bids

Resource diversification

Financial Management

Financial accounts/bookkeeping

Internal Controls

Payroll System

Accounting policies and procedures

Bank account

Record Keeping

Organizational Budgeting and Financial Planning

Development and management of donor agreement budgets

A

Financial reporting/Donor Reporting

Office Operations

Procurement System

B

Security and Safety Management

Physical infrastructure

Technological infrastructure

Assets and Property Management

Motor Vehicles Management

C

Travel Management

Records and Information Management

Human Resources

A | HR Management Capacity (HR staff, plan& Budget
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Staff Roles & Responsibilities

HR Policies & Procedures

HR Compliance & Essential Documentation

HR Data & Personnel Files

Employee Relations & Staff Welfare &Morale

Staff satisfaction

Remuneation System

C

Recruitment

New Staff Orboarding

A

Performance Management

Program Management

Strategic planning

B

Annual Organizational Work plan Development

Annual workplan completion

C

Crossdepartmental Communication Process

Participaton in DecisiofMaking (within Units/Departments)

D

A

Quality Improvement System

Project Management

Beneficiary Targeting

B

Project Planning

Project Budgeting

Networking

Networking to coordinate with other negovernmental implementers

Colaborating with relevant government agencies

Partnerships for technical assistance

A

Relations with potential donors for funding

Technical Capacity

Staff orientation

Staff development and training

System for communicating technical updat

Mo

Access to technical resources
nitoring & Evaluation
Resources and a foundation for monitoring and evaluation systems

Monitoring data collection and storage

Data transformation

M&E data informs decisions

Data Quality Assurance

Information Technology

Technological infrastructure
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= =4

A | Software Systems
Software Licensing

Communications

A | Branding/Messaging
Media/Public Relations

B | Online Presence
Brochures/Collateral Materials

Summary of preparation steps

Identify qualified facilitators with solid organizational development experience.

About six weeks prior to the OCVAT exercise, facilitators should send formal communication (i.e.
a letter and/or email) to the local partner teams inviting the teams to selecptmticipants, but

also to give a brief overview of the process and what it entails.

Local organization leader selects appropriate members of the organization to participate in the
OCVAT exercise, including several figytel decision makers.

Local orgarzation identifies suitable external validation team.No later than one week prior to

the OCVAT, the external validation team should carry out their assessment, including document
reviews and interviews, as necessary; and share documented feedback to tAa @cilitators

at least three days prior to the OCVAT.

About a week prior to the OCVAT, the selected patrticipants should be reminded to review the
OCVAT material in detail and begin to reflect on their scoring decisions and the corresponding
rationale.

Ersure all materials (soft and hard copies, as necessary) are prepared and that all logistical
arrangements are confirmed prior to the 3 day workshop.
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CHAPTER 3: DAY 1CONDUCTING THE SEEASSESSMENT

Chapters three through five provide guidance to the fetors in conducting the three day OCVAT
workshop. Facilitation tips specific to each task are provided throughout these chapters to aid
facilitators in addressing potential challenges and ensuring optimal participation by the entire OCVAT

team.

A.

Intr oducing the OCVAT SeltAssessment Meeting

ObjectivesBy the end of the process outlined in this section, the facilitator will have:

V Reviewed theresentation of theoverall purpose and process dfe OCVAT

Timeframe: 1 hour

Handouts

>

> >

assessmenlvith the participants including:
1 the130OCVAT domain are&s be covered
9 the scoring process and purpose of scoring

List (table) of OCVAT domaifagiefinitions

OCVAT toolshould have been shared wieimd read by participants before the
meeting

If facilitator uses powerpoint, share handouts of presentation

Agenda for Day 1 (See Annex B)

Guidance for Facilitators:

20

A Follow appropriate local protocol. Welcome participants and thank them for tratigipation.

Introduce yourselveffacilitators) and have participants introduce themselves (and their
roles/positions in the organization).

Briefly mention that notes will be taken during the meeting so that all of the ideas discussed are
captured and documented. These notes will inform qualitative aspects of the OCVAT Report, but
not report on personal pinions or persons.

Provide a brief overview of the purpose of the OCVAT and the expected outcomes of this
process. At this point it will also be useful to review the overall OCVAT process/major phases,
and the various domains to be covered.

Review the ograll agenda for the three days of OCVAT-asiessment meeting, only two of

which will require the participation of all staff selected for the exercise as Day 2 will only involve
the facilitation team. (See Annex B for sample OCVAT Schedule.)

Present theperspectives of the assessment: both internal and external perspectives and the
value of each in assessing the capacity for transition.

Clarify the roles of both participants and facilitators and address the issue of maintaining
confidentiality of the décussions. Strict confidentiality cannot be promised with a large group,

but the table below highlights some basic principles of confidentiality and respect to be stressed
at the onset of the exercise. These can be amended and need to be discussed xt.conte
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Potential limitations and boundaries of the OCVAT process:

In some settings, the OCVAT has been conducted éeftwcal institution has
gained its full autonomy. This has required adjustments notably by conducting
parallel assessment of autonomy in the different organizational functions of the
OCVAT. In such a situation, the boundaries of the assessment nbeds&vy
clearly spelled out. Participants will have to score the capacity of their organiza
as it currently operatessinceit is impossible to assess something that is (et
how their organizatiorwould operate without existing relations tthe sypporting
organization or entity) In this situation, the autonomy analysis provides a differe
type of information to guide the capacity building plan.

>

Briefly review the OCVAT tool and key capacity areas being assessed. Ensure that all participants
are clear about what they will be scoring.
Reviewthe instructions on scoringexplaining that

A group ofabout eight to tenstaff from the gganization are selected to score each section.

The facilitatomwill ensure everyone has a proper understanding of the indicators. After reading
the indicators and associated stages of progressh@aember of the group will selettte stage
he/she feds bests describes the current status of the organization for each indicatmre are
five capacity levelsm 0 ab2 2NJ YAYAYIFf OFLI OAGeéE HO G9YSNAHA
f S@St 2F OF LI OrAdeé no0 6aDo2E2CRS of taPAE ed@SEMEEIOf LI OA (@ ¢
capacity is broken down into two levels: a lower range and a higher smgsatscoresare

based on a scaleom 1 to 10(SeeTable Sbelow). For example, the lowest stage ("No or

minimal capacity ") is broken down into typmssible scores, one and two. This allows each

participant tofurther refine their assessment chpacityby adjusingthe score up or down

within each capacity stadger each indicatorThisalsoprovides greater variabilityamongthe

individualscores.

Table5: Excerpt of OCVAT todlustrating scoring scale

Indicator
Names

Indicator
Descriptions

No or minimal
capacity
Not ready for
transition
No chance of
sustainability

Emerging capacity
Transition not
advisable
Little chance of
sustainability

Minimal acceptable
level of capacity
May be considered
for transition
Limited chance of
sustainability

Good level of
capacity
Ready for
transition of
functions
Good chance of
sustainability

Excellent level of
capacity
Ready for full
organizational
independence
Excellent chance of
sustainability

Scores

1] 2

3 | 4

5 | 6

7 | 8

9 | 10

Legal
Recognition

The
organization
is a legally
constituted
entity,
recognized
by the host
country
government

The organization
has no legally
recognized status,
nor any plans to
obtain it. There
have never been
discussions about
obtaining it.

The initial steps
necessary to
obtain legal status
have been
identified and are
actively being
carried out

Most but not all of
the steps necessary
to obtain legal
status are actively
being carried out.

All required
documents
pertaining to the
legal status of the
organization have
been submitted to
the authorities.

The organization
has full legal status.

21
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F FACILITATION TIP
Explaining the Instructions

It is important to ensure that instructions on how $gore are clearly understood by all participants.
Remind participants that the word pictures for each stage of development are only guides for
determining the score for a given indicator. Scorers are to select the stage they feel best describe
capadiy of their organization for that indicator at the time, even if every word in the description doe
not exactly reflect the reality within the organization.

Itis also critical to ensure that participants are aware that they are free not to score @ato which
they feel they do not have enough knowledge about or experience in to assess accurately (they st

A02NB W5YQ T2NJ R2y Qi (y260d ¢KAa gAfft fAYAU
In order to reassure participants and encourage honest and opeinggat is important to remind
participants that their scores will remain anonymous.

22

1 Revew and agree on the ground rules for the OCVATass€éssment meeting. It is important to
establish these general guidelines, so that an environment is created where the participants feel
free and open to discuss their opiniof®equest the participant® define their own ground
rules; record them on a flip chart and post them up in the meeting room where they are visible
to all. If not mentioned by the group, a couple of important suggesti®edind rulescan be
proposed by the facilitator and agreed upbwy the group

9 All opinions are valid and all participants should contribute

f tFENIAOALI yia aK2dzZ R y20 aRSolGSé¢ LRAylGaz
opinions andeaching a common understanding of the measurements and ensuring that
individuals have sufficient information available for scoriR@T about reaching a
consensus

1 The process is about sharing experiences and examples, not about convincing others or
resolving problems.

1 Honest and candid viewpoints are encouraged

1 Confidentialityof group discussionrsvhat is discussed in this meetingcenfidentialand
information from this meeting should stay within the participant group

9 Use critical judgment, common sense, and respect

9 Individuals should be present and active participants (exceil phones or email)

Table 6 below highlights key principles of conduct for all those involved in the OCVAT exercise.

Table 6. Principles of Respect and Confidentiality in then@Quct of the OCVAT

For the Facilitator \ For the Participants For Senior Minagement

- Will focus on principles not | -  Will focus on principles not | - Will focus on principles
personalities personalities not personalities

- Will keep individual names | -  Will be open to critical - Will be open to critical
and opinions confidential in comments referring to comments about the
report OF LI OAGe aAy capacity of the

- Will listen to all and solicit | -  Will be respectful of persong organization
the voice of more reserved when providing critical - Will not take identified
participants insights into organizational weaknesses personally

OCVAT IMPLEMENTATION GUIDE

a A



processes and capacity and will demonstrate
- Will keep individual names transparency
and opinions confidential in| -  Will commit to focus
water-cooler discussions, further discussions and
and keep those focuskon planning on principles
principles and operations and operations rather
than individuals

Lastly, open up the floor torswer any questions the participants may have about@@VAT process

B. Facilitating the OCVAT Discussion and Scoring Sessions

ObjectivesByY the end of the process outlined in this section, the facilitator will have:

Facilitated discussions around each of the 13 OCVAT domains, using guétitigriu
Guided the participants on how to score each domain.

Received scores on each domain from all participants.

Entered initial scores into excel

<<<<

Timeframe:The implementation of the tool for all 13 domains will talggthe majority of day
one. Thecapacity areas are all of varying length, so some may require more time to compl
than others. The shorter capacity areas can be completed in about 20 minutes, while the
longest may take up to 45 or 50 minutes (Sessions expected to rdgsiréime project
management, technical capacity, grants & grant management, IT, office operations,
resource mobilization, communications ; Sessions expected to reopare time M&E,
governance, human resources, program management, and financial management.)

Tods/Handouts

T OCVAT Tool
1 Data entry sheets (soft copies or hard copies)

During this art of the OCVAT meetinthe facilitatorswill be guiding group discussions on 13 capacity
areas and scoring of specific capacity itexithin each area (see Annex.C)

Guidance for Facilitators

1 Review the key definitions of each domain used in the, t@dérring to the OCVAT toand
ensure that participants are clear on the components they are expected to assess.

1 Introduce the first capacity aregsummarizingvhat this capacity area addresses basedtan
introductory paragraph found before each sdtveord pictures and highlight the importance of
this capacity area for the good functioning of the organization

1 Guide the discussions on each capacity area: discussions per capacity area will be carried out for
groups of relatedndicators at onceds siggested inrable 4 inChapter 2. Introduce each
discussion session by describing thg dxdicators in the groups and then ask the participants:
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When you looked at these indicatoirs the previous week and precored the capacity
areas, whichdescript2 y 6Said &AdzZAGSR @2dz2NJ FaaSaavyYSyidkQ

Once the participants have shared their initial responses, then you can probe further to elicit
their reactions (whether they agree or disagree with a statement, whether they scored higher or
lower and why).

AskthegR dzLJ AF Fye 2F GKS&S jdzSadGAz2ya LI NIAOdzZ I NI &
they would like to react to. If so, have the participants share these thoughts and opimitbns
the group.

In guiding these discussions, you shaaithember to:

A Enwourage broad participation and sharing of diverse viewpoints

A Avoid debates (consensus is not neegdadd some issues will not be amenable to
resolution in this forum

A Encourage participants to relate their own experiences to each capacity area (which
can nform scoring), and

A Allow for sufficient time for scoring of all capacity areas

A The discussion time should be long enough to ensure all participants have in mind all
relevant issues and question, but often has to be cut when participants shift to
problemsolving or recommendations since those issues will be addressed on Day 3

A Accept that the first discussions are usually longer than the last.

A Remind participants not to share the exact score they plan to give, but rather share
the reasons they feel the org&ation is weak or strong in certain areas. (Sharing
exact scores tends to influence others to provide the same score without reflecting on
their own perceptions.)

As the dialogue continues, you shotielp the participants discuss the kisguedn eac

capacity aredy targeting or emphasizingertainkeyquestionsthat are emerging as most

important for the organization. For example, if the input indicates that staff have serious

concerns about project start up issues (low scord® facilitatormayaskthe following guiding

guestion to the group for discussion:
GCKAY1AYy3 2F GKS (g2 Yz2al NBOSydGte AyAOGALl GS
types of strategies do you use to facilitate st | & G KS LINRP2SOU &AGSK:

Recording the DiscussionVhile one facilitator oversees the discussion of the specific capacity
area, the other facilitator should take notes on the computer to capture the discuasionto

the extent possible, document key quotes from participafitsese notes are importasb that

you maintain a memory of the themes that arise during the-asffessment and are able to
capture the rationale behind the eventual scores. This qualitative input can later be factored
into the overall analysis of the OCVAT daa can be includeth the final report Usually, it is
best if the facilitatos rotate between guiding group discussion and taking notes, since this
provides some variety fdvoth thefacilitators as well as the participants.

Recording and Collecting Score®nceit appears that all the major issudsr the capacity area
have been raised in th@iscussionthen you shouldnstruct the participants to take a few
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minutes to individually score the capacity area in the OCVAT score sheet. Each person is

encouraged to reflecbn the discussion they just had with their colleagues and their knowledge

of this capacity area as they scofgain, in some instances, participants in a group may have

little to no connection with issue targeted by certain indicators; in such caselse dadilitator

€2dz aK2dZ R AYyFT2N¥ A02NBNE GKIG GKS& OlFy 2L 2d
F2NY |y 2LAYAR2Y 2y GKS A&dadsS yR &akK2dzZ R YINJ] &

Participants should enter their scores in an Excel dateyestteet on the computer after each
discussion session is complet&hta entry can also be done on paper, with a print out of the
data entry shet; when all participants have completed their scoring, they should pass their
OCVAT score sheets inthe fadlitators, who will then enter this data into the analysis sheet
(seeAnnex E).Chapter 4 and Annex F deal specifically with the mechanics of data entry,
processing, and analysis.

When all paticipants are finished scoring, you will repeat this prodesshe rest of the
capacity ares:

Introducethe capacity aregsummarizing what this area involved)
Facilitatediscussioraccording to the indicator groups outlined abowehile one of the
facilitators takes notes on the discussion) forI®minutes

9 Individual (silent) scoring of questions in each capacity fed-5 minutes by rating
statements for each domain in the OCVAT tool.

)l
1

Participants will submit their scores either on hard copies of the score sheets or on soft copies.
Chapter 4, Section Agvides guidance on the collection of soft copies of data. To ensure that
data collection is complete, be sure to collect all data before participants leave he workshop on
Day 1.

F FACILITATOR TIP:
During the SeHAssessment Meeting

1 Participants will ome to this meeting with issues that are deeply important to them. They will w
to share these thoughts early in the process, even if their issues relate to a capacity area othe
the one being discussed. Make of note of their comments and probleduwhen that capacity
I NBF A& RAA0OdZAEASR® ¢KS A&dadzSa dGKIFdG FNBE 0oNZ
important for the organization!

1 Encourage further comments on the topic at haBa notdiscourage the expression of opinion by
being o rigid in your facilitation style.

9 If issues arise during the meeting where you have particular expertise or a strong opinion, refr|
from sharing your thoughts. During the Action Planning session, you can share your feedback
ideas with the participnts.
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CHAPTER 4: DAY 2DATA ENTRY AND ANALS®IS AND PRELIMINARY
FEEDBACK REPORT

ObjectivesBy the end of the process outlined in this chapter, the facilitator will have:

1 Entered participant responses from S@Esessment into the Excel data entry tables and
cakulated averages, median, and distribution graphs for each indicator.

1 Analyzed both quantitative and qualitative-@ountry OCVAT data

1 Prepared presentations and materials for Day 3 of the workshop.

Timeframe:Comprehensive data entgnd analysis takgslace duringlaytwo of the exercise (this

is a free day for the participants). The presentation of overall results will take up the first half o

morning on dayhree, with subsequent group discussions during the second half of the morning

Materials:

SeeAnnex Bor a sample agenda for Day Two.

A. Data Processing

In this first section, we describe how to mechanically handle the data, from data collection ttirigpu
summary tables and graphs in the MS Wogdort template.

T ATTENTIONElectronic scoring files mentioned in this section may be obtained by contacting
Stephanie Calves, Senior Technical Officer, Affiliation and Organizational Development, at the Elizabeth
Glaser Pediatric AIDS Foundatispalves@pedaids.org

The next section will deal with the process of analyzing and understanding the data.
|. Data entry
File naming conventianBefore asking the participants to enter their scores (on paper or eleiciaty),

it is important to have a file naming convention for the files or document they will return. This
convention should be followed for both paper and electronic documents:

A Use the fileOCVAT File Names.ittslist allLJ- NJi A @amied iythdaft@olumn. They are
duplicated automatically on the right side of the file.

A Cut the page in two vertically. Post one half on the wall of the room where the assessment is
conducted. Use the remaining one to cut out individual tags and ask each particigaketthe
tag with his/her name on it.

A Each participant now has a naluplicated name for the file in which s/he will enter his/her
score.
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T Attention: this step may seem trivial, but without it the facilitator could easily end up with duplicated
score shets or miss out on the answers of one participant without knowing it. It is particularly critical
for electronic data entry.

A Each participant should receive the fCVATPartiBlank.xthe day before the assessment.

A At the start of the assessment day, ngithe steps described above, the facilitator will ask each
participant to rename his/her data entry file as shown@@VAT File Names.Xlsow posted on
the wall and cut in tags for each participariile names will now b® CVATPartiXls,
OCVATPartixls, OCVATPartils, etc.

For electronic data entry

A During the assessment exercise, participants will be instructed to enter their individual score in
their individual data entry forms after each session of discussion. (If data entry is done on paper,
the same form should be printed out and will be entered by the assessment team at the end of
the day.)

Il. Transfer of participant scores to the analysis spreadsheet.

Open the fileOCVAT Analysis Blank.dad rename as you see fit.

A Simplycopythedatafrom KS | v a02NB aKSSG FyR LI a&adsS AG 2y
GKS G9EGSNYIf {O2NB¢ O2fdzyy 6/ 2ftdzyy /0o

A Follow the file naming conventions for the participant scores and copy paste each set of scores
in the corresponding column cBCVAT Analysis Blankx 2y G KS ¢2N)J aKSSd a5 Gl
(Column D to AU).

Double check the data to ensure that there are no errors or incomplete entries so that graphs and
adzYYIFNE GlofSa OFy 6S LINRPRdAzZOSR® al1S adaNB G2 al g
at summary tables and graphs produced automatically for you.

Ill. Production of graphs and summary tables

The OCVAT analysis sheet automatically produces a number of variables. While they are available and
can be used by the analysts, only a few are reqlinemost cases. See Annex F for a description of how
to produce and report on the main variables.

B. Making Sense of the Information

l. Setting up the analysis process

To initiate the analysis process, firS @A S¢ G KS a6 A3 LA OluighBdoking &t thé KS | 3 &
table andgraph of summary capacity areas and discussing: 1) strengths and weaknesses 2)
surprises/unexpected findings 3) initial questions arising from these findings.

Following this general discussiorxamine the same graph wittivergent externalscores represented
and again discuss any impressions, surprises and additional questions that arise.
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These discussions will help the facilitation team tune in to the key findings from the assessment and will
help guide the subsequent atysis of each capacity area.

Each member of the facilitation team should be assigned responsibility to analyze a couple of capacity
areas (this can also be done in pairs, depending on how many people are on the facilitation team).

Il. Guidance on condudatg the analysis

Overall, in discussing and presenting the analysis, it is important to use the language of capacity
description suggested by the OCVAT scale it&slfacilitators conduct their analysis by capacity area,
they should identify the big, olizus findings first. Priority areas should be determined based on weaker
capacity or lower autonomy for the particular capacity area.

It is fundamental to take the time to discuss and remember the key qualitative findings: comments from
participants, tensins, consensus, and documentation review from the validation exer&8setes assist
in the analysis; they are not the analysis.

Interpreting scores:

From the score data entered in the Excel tables, the facilitators will be able to compare results betwee
capacity areaand identify trends that indicate strengths or opportunities for improvement. The
following principles will provide some conceptual guidelines on what to do with the data, and how to
interpret it.

A Scores that deviate from th@edianand bwer scores are identified as areas where further
discussion or exploration is indicated

A The range of scores provides information on where thesoissensugor not)among the
participantsr YR F2NJ ARSYGATFTe@Ay 3 & ONR ( an@tekplofptanSisi G A 2 y & €
necessary

Definition of Consensu§onsensuss defined in the OCVAT exercise means that there is minimal
discrem@ncy in scores (either amostaff, or betweerthe selfassessment and external revigw
Generally, an absolute diffence in scores of lessan two points indicates overall consensus for a
particular indicator; a difference between two afalr is understood as limited consensus; and a
difference of greater than four points is considered to have a lack of consensuteStagram below
for a visual depiction of these broad definitiofis.

“ Note that the graphic of summary scores presents external scores only if the difference is greater than 1.5. This
is an arbitrary decision, but it means that external scores will be shown even if extensalnsws is high (less than
2.0).
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Definition of Consensus

No Consensus: '
Difference of 4 points or l 1
more 3 4 5 6 7 8 9

Limited Consensus: '
| | ' | | | | |

Difference of more than 2
or less than 4 points 3 4 5 6 7 8 9

High Consensus: ' v
Difference of up to 2 points I L 1 I I I

F FACILITATOR TIP:
Deciding What Data To Report Back to Participants

Not all analytical details need to be reported and shared back to the participants. A key element of leading
OCVAT is turning data into useful information (this is why not all variables of the OCVAT are reported to tl
participants.)

When analyzing the data, note thaithin each capacity area:

A Both internal and external scores shoulddmalyzedlosely

A Indicatorswith the highest scores and the highest levetohsensusndicate areas of
strength

A Indicatorswith the lowest scores indicate areas for further improvement or assessment and
may be considered priority areas for action planning

A Indicators withlow consensus among the scores of the participants indicate areas where
further discussion is necessary to determine relevant issues and potential for action planning.

A Quantitative data (scoring) from participants is complemented by qualitative input
(recommendations & discussion)

In analyzing the various capacity aregsy shouldalsoaddress the following elements:

1 Validation comments Review comments from the external validation regarding the scores for
the external assessment and highlight any geints that may explain divergence (between
external validation and participant scores) or particularly high/low scoles divergence of
scores betweemxternal validatiorand theparticipantswill highlight areas that requireapacity
building.

1 CQualitative data: Selfassessment discussion notdde facilitators should review the notes
from the daily discussions and identify recurring themes that can inform the rationale for the
guantitative scoring. It will be very useful for facilitators to captspecific descriptive quotes
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discussions. Quotes can remain anonymous and simply refer to the relevant capacity area.

Many selfassessment exercises leaxlinflated scors. Given theresulting skewed nature of theata,
take time to pay attention t@xceptiongi.e. minimum scores, as questioning the consehans what
these might indicate about #hcapacity of the organization. Discuss among the asseddsan:

G52 6S KIFI @S ljdzZ f AGFAGABS AYyF2NXIGA2Yy &dza33SaidAay3
Aa AlG 2dzad | GFENRFYyOS Ay AYUGSNIINBGFGAZ2Y |FyR LIS

Once again, the analyses should include triangulation of dateces (internal and external). As a
ASLI NI GS O2YLRYySyil 2F GKS lFylrfearaz GKS FILOAfAGIH
recorded but clearly as such.

C.

Preparing the Feedback

The assessment team should prepare a couple of bullet pointadm eapacity area to present to the
participants on Day Three. The information to be presented includes:

D.

T

1-2 bullets m how the capacity aredaredii 2 R S LBiglpicturé ¢stiengéts, weaknesss,

whether a contentious area or not, etc.

9 Detail on Indiators (andautonomyif appropriate). Create table with all indicators
from the capacity areas you are reviewing, with internal and external scores side by side
and a separate column with the level of reported autonomy. Sample tables are provided

in Annexr.

9 Descriptive Analysisin a few bulletdighlight they key points thahe participants

should remember from these data

0 Strengthsvs. weaknesses in indicatorsova does this explain the overai@ring

of these capacity areas?

0 Refer to your notes and \idation data: Draw poirgthat confirm your analysis,
or put it into questionAs needed present whether there are extreme gaps in

external or internal consensus on any question.

&AAE]I EOAOT O06 #1171 A1 OOETTO

Facilitators should share thainfformed opinbn about the capacity areas they reviewadshort
statements. In developing the conclusions, the facilitators should consider the following questions:

30
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The OCVAT will help establish capacity building priorities. How does the analysis help in this?

What priorities do the facilitatorssee emerging from this?

Whatconclusios can be drawion problematic issues (i.e. divergence between quatitie and

qualtative A Y F2NX I GA2y S S@Sy @It ARAD

&8 2F FTAYRAYIAXOK

The OCVAT is just a tool used to gudpacity buildig efforts The facilitators shouldhareany
guestions / suggestions / puzzlements / encouragemgetserated from theianalysis about

the overall transition exercise.
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Facilitators should share with other members of the facilitation team for criticaweprior to
presenting on Day Three.

E. Preparing for the Feedback Session on Day 3

Once the data analysis is complete, the lead facilitator will then compile all of the inputs into one
presentation for the feedback session. The presentation shouldviged into 2 primary sections

1. t NBaSydalrdAazy 2F NBadAZ Ga yR GKS FTFEOAfAGEFG2NAQ
2. Presentation of capacity building recommendations identified by the facilitators.

The first section will be used early in the day to relate the results of the O©OMKAE participants. The
second section will not be presented until the end of Day 3, after the participants have completed their
own capacity building plans. These recommendations are designed to complement the plans developed
by the participants.

In preparation for Day 3, the facilitators may decide to print out summary sheets of the data for each
capacity area (see template AnnexG).
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CHAPTER 5: DAY 3 FACILITATING THE FEBBACK AND ACTION
PLANNING SESSIONS

A. Feedback Session

ObjectivesByY the end of the process outlined in this section, the facilitator will have:

V Presentedkey findings per capacity area based on data from all sources (participant scg
HQ scores, qualitativiaputs from discussions)

V Highlighted key issues of concern or issues requiring further discussion

V Established a common understanding among participants on OCVAT findings

Timeframe: 45 minutes
Tools/Handouts

A Powerpoint Presentation of analysis and fimg prepared by Facilitators
A See Annex B for sample agenda for Day Three.

I.  Purpose otthe feedback session

The main objective of this session is to clearly present the results o f the OCVaSsesfiment to the
participants in order to assist them to interpret these scores and develop relevant action plans for
internal organizational cageity development. The feedback session is an opportunity for the
participants to get a detailed and comprehensive picture of the results of the organizational self
assessment exercise and to begin identifying key areas for improvement. During thia fessi
facilitators will presensummary data andraphs,and subsequentlguide a discussion around each
capacity area in order to highlight areas of strength and weakndsite singing out indicators with
disparate or low scores.

Il. Facilitating thefeedback session
Ice Breaker

Daythree will begin with an ice breaker that will not only recap what was covered during day one, but
also gear the participants into thinking about key tdl@me messages. The facilitators will guide a
discussion to answegquestions such as

A What did you think of day one?
A Was it as you had expectedWere there any surprises?
A What impressions/key messages about your organization didgyean from the discussions?

The facilitators can capture key comments from the pagstiais on flip chart paper or take detailed

notes for inclusion in the final report. Following this exercise, the facilitators may share some feedback
to the participants about how day one went and frame the discussion aroundimwacoring outcomes

will shape the action planninggctivities. This will be an opportunity for the facilitators to highlight the
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key objectives for the day, review the OCVAT process, if necessary, and also to explain ddertiad
validationscores will be looked at and the yuose behind comparingxternalvalidationand participant

Scores.
M.

CANEBEGET GKS TFIOAtAGIG2NR 6Atf LINBasSyd +y 28SNDA

Overview of assessmenesultsfrom feedback session

capacity areas, p#cularly around areas of strength and areas of weakness in the organiz&tien.
present more specific data on the findings in the various capacity areas.

Externalvalidation scores will also be compared witkcountry selfassessment scores; this egise will
serve to exchange thexternalperspective with theénternal perspective and identify areas of
convergence and divergence. The facilitators will stimulate a discussion among partitipexptore

the areas of strength, (where there is a higfgore, high internal consensus, and high consensus with the
external validatiorscores) and areas of weakness (areas with low scores, low internal consensus, or low

convergence witlexternal validatiorscores) The facilitators will also guide the discoessaroundthe
possible reasons and implicationsarfy diverging scoreghe divergence of scores betwedme external
validatorsand theparticipantswill highlight areas that require attention

The facilitator and assessment team will have to rely on experience to provide useful feedback. Following &
some important principles / lessons learned:

1

F FACILITATOR TIP:
Providing Useful Feedback to Participant

2 Kl 6Qa GKS LRAYGK

Remember that the feedback serves to discuss major strengths and weaknefise®ganization prior
to developing a capacity building plan. The point is not to report numbpesticipants can always read
numbers later. Whats neededduring this session is a presentation of the major lessons learned fron
analysis.

Usethenumb&®& = odzi R2y Qi fSG GKSY aLSF{ F2N &2dzo
The OCVAT provides much more tlast numbers; make use of the qualitative information and your
organizational acumen to present meaningful findings. And in doing so, make use of numbers: Is th
substantial disagrement between the external validation and participants? Is one capacity area notg
weaker than others? Does one indicator in a well scored area stand out because it is much lower th
others? Is there a disconnect between a positive overall score amdnemts you heard on Day 17?

Gh¥ G662 ydzYoSNEX 2yS A& dzadz-fte& 3INBFEIESNHE 65
Scores between indicators is not necessarily comparabtenot report, for example, that HR capacity &
6.4 is greater than financial management capacity at 6.1. Cenbimlv those scores are produced; it

would be very unlikely that two scores would end up being the same, so one will usually be greater
the other. In this example, baring additional information, the capacity for HR and financial managen
assessedimilarly by participants. Do not overstate the precision of the OCWA®.tool is primarily

designed to help develop a common understanding of capacity, not to achieve specific numbers.

Keep both eyes on the process.
In spite of all best efforts, fad@tors will occasionally run into a situation where office politics, issues
trust, context, or biases introduced in preparation for the assessment can derail the exercise. Self

assessment scores can quickly lose reliability in such conditions andtireexercise can be at risk. In
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these circumstances, you will have to use experience and judgment to decide how to proceed, bea
mind your ultimate purpose: help an organization learn about itself and grow.

You will not be able to read through af the data for each capacity area. You should highlight areas
that appear the most significant to the organizatigfor example, which questions revealed the
greatest disagreement between participants and external validators, where there were pattidala
participant scores, where discussions from the-8skessment meeting consistently reinforced that this
is a key capacity area, where you note trends, or where you see-cuttgsy issues between this
capacity area and another.

In the spirit ofa selfassessment exercise, the organization should focus on the OCVAT data that the
participants think is most relevant to their capacity building needs. As a facilitator, you can help the
organization narrow down their priorities by identifying what se& be the most critical issues based
on all the data you have examined.
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B. Development of Capacity Building Plan

Objectives:Byhthe end of the process outlined in this section, the facilitator will lsaygported the
2NBFYATFGA2Y Ay (GKS WwWrhaaSaavYSyid G2 FO0GAz2y(

V Facilitating a priorization exercise to determine three to four key issues to be addresse
during the action planning session

V Introducingthe purpose of the capacity building plan development exercise (serves to
demonstrate how theorganizationwill replicate the capacity blding planning for other
indicators not covered during the exercise)

V  Sharingkey recommendations on how to conduct capacity building planning

V Facilitatingthe development of capacity building plans for the 3 or 4 priority areas identi
by the participats

Timeframe The agenda of group processes needs to be managed with care and flexibility.
Presented timelines arsuggested

A ¢KS LINAR2NRGAT I GAGY LI ORA@GA G &@zAd RIAWE2 t INR P
about 4560 minutes. ThisprdvRS & G KS LJ NIi A OA LI-s¥ firsi Iat ofLINK
recommendations.

A The facilitator can take 280 minutes to summarize the work of the participants and rela
it with the preliminary recommendations of the assessment team.

A The participants wilbe organized in small groups and take the next couple hours to deV
capacity building plans for each of the 3 or 4 priority capacity areas.

A 30-60 minutes should be allotted for sharing feedback to the whole group.

Note: The nature of the group, theapacity building needs, the priorities, the ease with which
capacity building plans can be developed, the level of detail participants are ready to comr
torF ff GKSasS FILOG2N&E Oly FyR gAfft | FFSOU
cursory in planning for a lot of activities, having identified all the activities they want to purs
Other groups may choose to be thorough in working out the details of the very top prioritie
and leave for later further action planning on secondary issues.

Tools/Handouts

c ¢ Endéx cardor stickie notesmarkers and tape. Blank wall space.
Presentation on Recommendations from facilitators
Capacity Building Plan Template

A
A
A
A Flip Chart Paper

I. Purpose of the Session
Thepurposeof this session is to allow for a participasiiven analysis of the assessment results

presentedin the Feedback Session and to give participants an opportunity to playacpve role in
steering the discussions for the action planning session. In this session, participants will agree upon
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three to four priority capacity areas that will be addredsn detail during the action planning session
and for which capacity building plans will be developed.

Il. Prioritization Exercisetnto Action¢ Capacity Building Priorities

Following the feedback sessionketfacilitators will therfacilitate a branstorming session tbelp the

group process the significance of thesults and determine which capacity areas are the most critical to

the transition processThere are many ways to lead such an exercise; the following is one possible
template for leadi@d & dzOK 'y I Ol A @A (Idt¢ActodE OK ¢S KI @S Ol ff SR

What is Into Action?Into Actioncaptures the energy of the group through creating an open space

where all participants will share suggestions for further actions to be taken by the organization. |
serves as an alternative to other group processes that involve listing issues, carrying out a prioritization
exercise (vote, ranking, or other), then develop action plans for the top priorities. It builds on the fact
that many people are actieoriented, rather than concepbriented. Throughinto Actionpriorities and

large themes are inferred from a collective brainstorm of ideas for action (as opposed to deducing
actions to be taken from the definition of priority themes). Although more structured tpen Space
methods,Into Actionborrows from this approach.

Guidancefor Facilitators:

A Before starting the presentation of the feedback from the assessment tgamwill have asked
participants to write down their thoughts about remedies to problems antionsto be taken
to strengthen the organization.

A Immediately after the presentation, request participants to review the notes taken during the
feedback presentation and discussions and ask them to rapidly jot down on an index card what
they believe arémportant, big or small actions for capacity building of their organizati@th
index card should have only one (1) action iteffihis should take no more than five minutes,
although participants have been known to demand more. Remind them that thdirbeviime
to work out the details.) Participanghouldbe encouraged to make specific suggestions, using
158 OGA2Yy @2NRa 04a2K2 R2Sa gKIGKEéOD D

A Post sheets of flip chart paper with the titles of each capacity area (one capacity area per sheet),
and then &k each participanto post their index cards of action points under the corresponding
capacity area

A Read each action point aloud and make any clarifications necessary and proceed to group the
suggested action points into related themes within each capacea.

0 You will then be able to help the group identify the common themes emerging from the
LI NOAOALNI yiaQ &adzZa3SaitArzyaod LOQ&a LINBFSNIof
Of F NATAOFGAZ2Y ljdzSadAz2yao L GOdmexganBditieySa KI
rationale for their recommendation sometimes at some length.

o Little by little, dominant thoughts and recommendations will emerge. Main categories
of recommendationdaving gatheredvith many cards will often represent a high
priority for the group.As the facilitator, you will still have a role to play beyond counting
cards, which is discussed below.

F FACILITATOR TIP:
Keeping Time
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1 The Action Planning group leader needs to keep track of time and decide when it is more importaneto
on to another action area rather than focusing on very detailed steps for an action item. As the facilitg
you can assist with this task.

1 Itis important for the assessment team to take notes on thesewlisions for the final reporas these
commentaries and explanations often represent the more salient conclusions that participants have ta
home about their organizationHowever, therds a delicate balance that needs to be struck by the
facilitators so that fruitful discussions are encouragetiilealso keeping track of the time available.

lll. From Priorities to Action Planning

Now that all the recommended action poinit&ive beerpresented, the facilitators should guide the
participants to prioritize thehree or four capacity areas thaare most critical fothe organizational
development of the local partnerS/he should start by reviewing the themes of the recommendations
that have been posted on the wall per capacity area, and comment not only on their importance in
terms of numberf participantformulated recommendations, but also in terms of qualitative
importance, based on his/her organizational development experience.

This is the time to rapidly present and review the recommendations produced by the assessment team.
Dotheyaliyy oAGK LI NOIAOALI yiaQ O2yOSNYyakK !' NBE GKSNB 3l LJ
and critical thinking.

In many cases, themill bea quick consensus about what actions are most important for the
organizaton to act on, based on thimto Adion activity and the assessment team recommendations. It
is best to let participants seffelect which group they want to contribute to, and to work with
knowledgeable assessment team members to adjust group compaosition on the margins. There are
several @tions on how to divide the participants into groups for action planning:

Each group is given one capacity area to focus leads to more detailed Action Plans

Each group is givenr2capacity areag leads to higher level Action Plans

Select smallegroups to cover more capacity areas

The team may want to extend Action Planning to an additional day to cover more capacity
areas.

PR

The facilitators should make a judgment as to which approach makes the most sense, based on the
number of priority capacyt areas identified, the time available, and other factors agreed upon by
participants or organization leaders.

In some cases, the number of capacity building areas and priorities identified will be too great to address
all of them immediately. In that casan approach that can be used to arrive at an agreement on priority
actions is simple voting in the large group (raising of haassigning -B votes per participant

Another option ido categorize the actions according to those that are eadyardto achieve against

the impact expected (high or low), as shown in the prioritization matrix beldws way, the

organization can maintain a perspective on the amount of resources needed to follow up on a
recommendation, and plan for both shorter and g@m¥term actions

Whatever approach used, it is recommended that Action Planning groups should enter action items
directly into an electronic action plan template to be provided to each group leader. If time permits,
facilitators should prepare handouts @&d of time summarizing the scores, key analysis points and
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comments from the discussions for each capacity area. Hand these out to the group assigned to do
action planning for thespecific capacity area (See the templatéimex G).

Table 7 Prioritization Matrix for Capacity Building Interventions

‘ High Expected Impact Low Expected Impact
Simple to Achieve High priority Low cost and payoff
Difficult to Achieve High cost and payoff Low priority

IV. Overview of Key Steps for Facilitators:
1) Review he emerging themes of the recommendations per capacity area
2) Decide on method for identifying priority areas and highlight emerging priority areas

3) Determine (based on number of priority areas, available time, other suggestions from group)
how to divide intosmaller groups.

4) Allow participants to break into groups and identify one focal person to facilitate the discussion
for each group.

5) Groups develop the action plans on their priority areas.

F FACILITATOR TIP:
Developing Detailed Action Plans

1 The facilitéaors should guide the participants through a process where they think through the steps
necessary to accomplish a recommended action. It is extremely important that realistic steps are outli
for accomplishing proposed actiogsncluding the designatioof a person who is responsible for ensuring
GKFG GKS 2NBIFIYyATFIGA2Y FT2tt2648 GKNRIdZAK gAGK S|t
OSNIIFAY adtSLia oAttt 0SS | O0O02YLX A&aKSRT i K S detadsi
on the progress (See sample Capacity Building Plan below).

1 To assist the participants in developing their proposed action stepgpatikipantsto think about the
following questions:

o0 Which of the OCVAT recommendations/findings do you think evbel easiest to act on?

o0 Which could be done with little or no additional resources?

o Which recommendations/proposed actions fit into what the organization is already planning to
(examples: distributing a procurement policy to all staff that is alredelyeloped, collecting best
practices at a previously planning regional conference)

o Which of the proposed recommended actions would have the greatest positive impact on you
2NBIF YyAT I GA2y Q& OF LI OAGe G2 GNIyaAlGA2YK

0 What steps can be taken to begin to movevards acting on these recommendations?
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It is important to notethat the time allowed for action planning is limited andynot be sufficient for

the participants to fully develop their plan for transition capacity building across all indicators.veilgwe
the facilitators will guide the participants through the action planning process and in daingilso

impart key recommendations for replicating the action planning activity at a later time for the remaining

indicators.

Table 8.Sample Capacity Blgiing Plan

Global and Country Other
Activity Leads Timeframe  Status Comments
Grants Management and Compliance
Improve compliance on USG rulg Internal Audit Director| June2010
and regulations by attending (initial)
relevant training/workshops,
including Fraud awareness
Regular communication new Grants & Contracts | Late June
award information to the rest Manager 2010
of the organization
Sharing of interal audit Internal Audit Mid July
checklist tool by the Foundation 2010
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CHAPTER 6: WRAPPIN@P AND CLOSING THE AT MEETING

A. Discussion of Next Steps for Action Planning

ObjectivesBy the end of the process outlined in this chapteg fhacilitator will have:

V Ensured that focal persons have been identified to lead the development of capacity
building plans for all of the remaining capacity areas not covered during the OCVAT
Workshop

Recapped key guidance points for carrying out capdcitiging plan development
Discussed OCVAT Follow up Steps

Introduced and administered the Patrticipant Evaluation of the OGN@&kshop

Formally closed thevorkshop

<<<<

Timeframe: This section should take no more tha@minutes.
Handouts:

1 OCVAT Evaluatidform

After the action planning session has been drawn to a ciosél] be helpful to:

A Identify participants who will take the lead in carrying out the action planningdevebpment
of capacity building plans for the remaining OCVAT sections

A Share a copy of the notes from trseoringdiscussions with all of the selected focal persons so
that the groups can reflect on the key points raised.

A Establish a timeline within which cagity building plans will be finalized

It is recommended that about three months after the OCVAT a meeting benitbl@ll of the staff
involved in the capacity building activities to discuss progress on implementation of action plans, share
achievementsand challenges, and make any adjustments to the plans, if necessary.

When the &cilitators compilghe report ofthe OCVAT exerciseshould he shared with botthe

external validation teanandthe2 NEHF Yy AT F GA2y Q& h/ ! ¢ ( Slofcapdicly KSf LJ 3d
building plangthis report should be submitted maximum of two weeks after completion of OCVAT)

Annexl outlines the structure of the overall OCVAT report.

B. Participant Evaluation
It is very important and useful to get feedback from fheaticipants on how they felt the OCVAT process
went; their feedback will help inform any modifications that need to be made to improve the process

and will help to gauge the perceived success of the exercise. The facilitators should introduce the
Evaluaion (See Annek)and encourage participants to share their honest and detailed feedback,
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informing them that their comments will be used to make any modifications to the process and improve
the exercise in the future. Reassure them that their feedbatioer anonymous.

It will be useful to capture the feedback from the evaluations in the final report, highlighting aspects of
the OCVAT that worked well, flagging areas for improvement, and formulating any relevant
recommendations for action. The facitibas can calculate out the average of each score and include
interesting quotes from participants on what worked best and what needed improvement, grouping the
guotes into broader recurring themes.

C. Closing the Meeting

The facilitators should thank alf the participants for their active involvement in the OCVAT exercise
and reinforce the importance of this exercise for their transition processes. The facilitators should also
be sure to encourage the participants to follow up on the initial actions tiiey have prioritized,

stressing the importance of meeting and following up on their defined commitments according to the
action plan.
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ANNEX A: SAMPLE COMWUNICATION TOORGANIZATIONFROM
FACILITATORS

January 42012
Dear[Local Partner OrganizatioBlirector:

Greetings from th@OCVAT Facilitatioheamt We are excited tdoe preparing for the implementation afie
Organizational Capacity and Viability Assessment Tool (OCVATVpwitbrganization.

The OCVAT methodology, which was develdpembllaboraion between| CFCEDARS arttie Foundation
includes both an itountry selfassessment process and aptional validation exercise to be conducted by an
external assessment team. This assessment process will:

A provideyourorganization with an objective aisis of its strengths

A highlight areas for improvement that are prequisitefor a sustainedffectiveand efficient program
implementation

A identify key action points to enhance the overall capacity of the organization

An important part of the OCVATGdsllecting input from theorganization itself througlparticipation of your staff in

the assessment exercistn order to do this, a threday meeting will be held at your offices betwegmsert

datesthyt @ RIF&a 2yS I yR (KN&8gapdayinbetvéen o all@nithe talldatoRtod 4> g A (i K
conduct the analysiand prepare for Day Thre®ay One involves discussion and scoring along each of the 13

capacity areas and Day Thrimeuses on a review of the findings, identification of prioritgas for capacity

building, and initiation o€apacity buildinglan development for these priority areas.

Enclosed in this communication is 1) a copy of the meeting schedule, 2) a copy of the OCVAT tool, which outlines
the 13 capacity areas and indicasaslong which your organization will be assessed, and 3) the list of documents
that should be ready for review. Please ensure that the team that will be engaged in the OCVAT exercise has the
opportunity to review and become familiar with the OCVAT tool predscore each of the capacity areas. The
participants will be expected to come to the OCVAT meeting with theispoees in hand to move the discussions
along more efficiently.

Selection of the staff tparticipate in the OCVAT exercise should be done at Braseksin advance. In selecting
staff for each capacity area, it is important to includ® 4 staff working in the relevant departments and/or
familiar with the internal workings of these functis and also about 4 to 6 staff working in other departments,
benefiting and/or contributing to these functions to ensure that a diverse, yet informed group is scoring on each
capacity arealt is critical that higher level decisianakers in the organizath also be engaged.

It is our hope that you and your team will heleto fully participate in this OCVAT processl benefit from the
findings Attached you will find an overview of the OCVAT exercise to assist in preparing for this work (see below).
Thark you in advance for your candid input, which will helghelp youimproveyour2 NBH | Y A tapaiity & he &

future! If you have any question about this process please contact at
Sincerely,
XXX
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Overview of OCVAT ExerciseAMPIE]

l. Objectives in the Context of th€ 2 dzy R I Rrdjegt AIEART Transition

The Organizational Capacity and Viability Assessment Tool (OCVAT) is a participatory assessment process
which fosters honest dialogue across all departments and staff levels acrasgamization and

LINE BARSE  0ANRQAa SeS @GASg 27F |y 2 MHBdlapddidni A2y Qa O
betweenlCFCEDARS&Ndthe Elizabeth Glaser Pediatric AIDS Foundattue Foundatio.

The OCVAT can be used to achi@ewing obgctives:

1. Establish a systematic process for the development of capacity building plans for
organizational development of local partners

2. Create a common vision and understanding amorganizational stafbf the current capacity
of the organizationand piiority areas for capacity building.

Il. Brief Description of the OCVAT Tool
The OCVAT is a sequiantitative assessment tool. It can provide a good understanding of an

organization's capacity across all the necessary management functions (i.e. highligby tteengths

and weaknesses) but it is not as sensitive as a traditional survey tool with lists of questions, nor as
burdensome as a survey covering the same breadth of functions would be. One of its advantages is that
it serves as a learning tool as Wa$ an assessment tool when applied as aasdbssment, giving
respondents a concrete image of higher levels of capacity to strive for and a deeper understanding of
each other's view of the organization's capacity.

The tool is considered semuantitative because indicators are scored on a scale. By providing a

specific description of capacity for each potential score on the scale for each indicator, the tool reduces
the subjectivity associated with traditional tools which ask respondents to rateaitoigon a scale (i.e.

from 1-10 with 1 and 10 generally defined) and increases reliability (less variability between raters).
However, the descriptions are considered only a guide. Assessors are to select the stage they feel best
describes the capacityf their organization for that indicator at the time, even if every word in the
description is not true of the organization.

TheOCVAT assesses thirteen capacity areas. Under each capacity area there are a number of indicators
listed. For each indicat, five stages of progress are defined.

M. The OCVAT Implementation Process
The OCVAT assessment will be conducted in two stages, an extgidationassessment and a self

assessment conducted through the OCVAT-Asdessment Workshop.
A. The Exteral Validation Assessment:

The OCVASeltassessment will be complemented by an external validation step carried out by an
external entity This step allows for a comparison with the self assessment data to address any internal
seltassessment biases thatay occur during the assessment process.
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For each capacity area in the OCVAT, an external validation team will conduct a repregram
documents, interviews with key country staff, etc. as outlined in the validation steps for each capacity
area in tre OCVAT to@5ee Annex D for a list of documents to be reviewdgBsed on thjghe

individual€) conducting the external validation select the scores for each indicator they feel best
represents the organization's status at the timexternal validatos will be assigned sections to review
and score based on their area of expertise (i.e financial management, M&E, Tl review will be
conductedat least a week before the OCVAT exercise in country and saiteiit scores to the
facilitatorsprior to the selfassessment exercise-gountry.

B. The SeHAssessment
Selection of Participants:

Prior to the assessment, the organization being assessed will determine which staff members will

participate in the scoring and discussions for each capacea. For logistical reasons, it is

recommended that the capacity areas be grouped with each group inclueincpPacity areas. Each

group of capacity areas will then be scored by the same group of staff members. Each scoring group

should ideally inlude 812 participants (a few more or less is fine). The participants in each scoring

group should includd to 6 staff working in the relevant departmerdad/or familiar with the internal

workings of these functions and 4 to 6 staff working in othgvatéments, benefiting and/or
O2YyNROdziAY3d (2 (KSaS FdzyOliAzyada o0APSd ftAY1SR Ay |

Furthermore, to the extent possible there should be a balancgeafor leaders/managers and-iime
staff. If the organization has field offices, iteasommended to include some representatives from the
field offices in some or all scoring groups.

Please note that grouping capacity areas often means that not everyone in the room is familiar with all

the functions they will be scoring. This is petfieine and even encouraged as much learning occurs

F2N) SOSNE2YS RdZNAYy3I GKS RAAOdzaaAzya Fa GK2AaS gK2
FyagSNI 0KS 20KSNBRQ ljdzSadAizyao 5dzZNAy 3 aO02NRAyYy 3 (K2
certain indicators will have the option to not enter a score.

Prior to the Workshop:

A few days prior to the start of the workshop, all scorers will be provided with hard and soft copies of
the OCVAT tool and an Excel based scoring template. Scoreld skalithrough the capacity areas

they will be scoring/discussing and begin thinking about the stage of progress they believe the
organization is in at the time for each indicator (i.e. the score they would select). They should come to
the first day of he workshop with any questions or clarifications they want on the indicators.

Workshop Facilitators:

The seHassessment workshop will be facilitated by an external facilitator, who has been trained in
conducting OCVAT assessments. For assessmd@BRGINIZATION NAMEhe lead facilitator will be
[NAME] The lead facilitator will be assisted INAME] as a céacilitator. The cefacilitator will not only
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support the lead facilitator during the workshop sessions but will also participate in planmisgssions
and the analysis of scores.

Workshop Day 1:

The day will be divided into scoring sessions withéapacity areas being scored in each session as
mentioned above (see Selection of Participants). In each scoring session, the facilitatotscimwoe

capacity area at a time, review the indicators to ensure proper understanding, and allow a brief
discussion aiming at establishing a mutual understanding among the participants of the organizations
processes surrounding the indicators. Once dismn is closed, participants enter their scores for each
indicator under the capacity area they are scoring. The process is repeated for each capacity area being
scored by that group.

Scores are compiled into an automated table which produces summalgstahd graphs with scores

for each indicator and composite scores for each capacity area. The facilitators analyze the scores to
identify capacity areas/indicators with significantly disparate scores (determined by a formula) in
addition to identifying aeas of relative strengths vs. need for capacity development.

This schedule will be reviewed and discussed with the team prior to the assessment, in order to ensure
that it is appropriate based on staff availability and overall objectives.

Workshop Day 3

The facilitators present the results of the safsessment highlighting the strongest and weakest

capacity areas/indicators. If there are any indicators which received significantly disparate scores
ORSGSNNYAYSR @Al | F2 NlXalizint the faciit@&ors aré KoSable tNEbtreftXob it G A 2 y Q
(i.e. by removing a single outlier, etc.). The facilitators will lead a discussion to explore the reasons for

the disparate scores and bring the group to a consensus.

After a break, during whichng new seHassessment consensus scores are entered, the facilitators
present the results of the external assessment compared with theassiissmentlf there are any

capacity areas/indicators with significantly disparate scores between the externakdiratsessments,

the facilitators will lead the group in a discussion to understand the reasons resulting in the disparate
scores. At least one representative from the external assessment team must be present during this
discussion. If consensus is maisily reached through the discussion, the lead external facilitator will
determine the final score based on his or her assessment of the discussion and the evidence presented.

The day ends with the facilitators leading a participatory process to sefecity capacity areas for the
development of capacity building plans. During the workshop, the participants divide into groups to
begin developing the capacity building plan for each capacity area. It is not expected that that all the
groups will completly finish the planning process in the time allotted. Each group will go as far as
possible. After the OCVAHQundationstaff will follow up with relevant staff of the transition partner to
finalize the plans and discuss the implementation of the phadhettail.

An example of a schedule for Da3g bf the OCVAT Workshop is as follows:
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DAY 1{DATE]

TIME ACTIVITY PARTICIPANTS
8:30 am Welcome and Introductions Facilitator:
Agenda Review, Ground Rules Participants: All Selected for Scoring

OCVAT Overview presentation

9:30 am Scoring Sessioncl Participants: TBD
Project Management, Grants Management,
Technical CapacitiM&E

11:15am | BREAK

11:30 am | Scoring Sessionc2 Participants: TBD
Governance & Organizational Magement

1:00 pm LUNCH BREAK

2:00 pm Scoring Sessiong3 Participants: TBD
Financial Management, HR Management, and

3:40 pm | BREAK

3:55 pm Scoring Sessiond Participants: TBD
OfficeOperations, Resource Mobilization,
Networking, and Communications

5:20 pm Review of Agenda for Wednesday Facilitator.
Participants:All

5:45 pm CLOSE OF THE DAY

DAY 2{DATE]

Review of data collected from Day 1 8og sessions and planning for Day 3. This only requires the
participation of the facilitators for the assessment.

DAY 3{DATE]

TIME ACTIVITY PARTICIPANTS
8:00 am Review Agenda of the Day Facilitator:
Debrief on Day 1: Participants:All

1 What did you think of Day 1?

1 Were there any surprises?

1 What impressions/messages about you
organization did you take home?
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8:30 am OCVAT Results Presentation Presentes: TBD
1 Summary of Scoresexternal vs.
internal comparison
1 Key Strengths and Weaknesses
10:00 am BREAK
10:15 am | Detailed Review of Priority Capacity Areas ang Facilitators:TED
Discussion
1 Indicator scores, spread of High vs. Lo o
Scores Participants:Small Groups Per
{ Consensus on results Capacity Area (Divided as for Day 1
1 Identify Key Capacity Building Needs a Scoring)
Develop Plans
12:00 pm | LUNCH BREAK
1:00 pm Continue Detailed Review of Priority Capacity | Small Groups
Areas and Discussion
3:00 pm BREAK
3:15 pm Presentdion on Capacity Building Plans Presenters Small Group
Spokespersons
4:15 pm Review Next Steps for Implementation of All
Capacity Building Plan
4:45 pm Evaluation of OCVAT Exercise All
5:00 pm CLOSE OF DAY
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ANNEX B(HANDOUT): OCVAT SCHDULE

8:30 am Welcome and Introductions

8:45 OCVAT Overview, Agenda Review, Ground Rules

9:30 Discussion/Scoring SessiorgIGovernance, GrantglanagementResource

Mobilization

11:15 - BREAK

11:30 Discussion/Scoring Sessior;FinanciaManagement Office Operations, HH

1:00 - LUNCH BREAK

2:00 Discussion/Scoring Sessi® ¢ Program Management, Project Management
and Networking

3:40 - BREAK

3:55 Discussion/ Scoring Sessiorg 4 echnical Capacity, M&H,
Communications

5:20 Prewieof Objectives/Agenda for DayCBscussion

5:45 Close of the Day

Day 2: Analysis and Preparation of feedback session
(by OCVAT Facilitation Teaomly)

8:30 am Produce Main Analytical Tables / Graphs (Lead Facilitator)
9:30 WSOASBAQUAZNEQ ¢23SUKSNI k ¢ 1S b2
10:10 Guidelines for Analysis / Assignments (Lead Facilitator / All)
10:30 Write analytical summaries; Discuss with colleagues (Per Analysis Tean
1:00 - LUNCH BREAK
1:30 Analysis Team continue to write analytical summaries
2:30 Joint Review of All Analytical Summaries (All)
[Time allowing: consolidated scores] _
3:30 CIL OAf AGLI GA 2 ypriorities BIR& LINR L2 4 SR
16:00 Consolidate / Finalize Summaries into PPT (Lead Facilitator)

8:30 am Overview & Objectives for the Day;
LOSONBI 1 SNY akokDayil? Wdrdthel aryzsutpisas? Wh
AYLINBaaAr2yakYSaal 3Sa | o2dzi @2 dzNJ |
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9:00 am Overview of Assessment Results by the Facilitators
a. Overall findings
b. Relative Strengths and Weaknesge£apacity Areas (big trends)
c. Rapid eview of each capacity ardhandouts: pages from the

preliminary report)

9:45 am Into ActiorCapacity Building Priorities. [Whole Group Activity]

1045 - BREAK

11:00 Discussions on priority areas identified by participantsy 2 4 6 A ( K
recommendations

11:30 Set up Small Groups for Transition Planning
Start group work

1:00 -- Lunch Break-

2:00 Groupwork continues on priority capacity building areas

3:15 -- Break--

3:30 Group presentations and discussions

4:30 Overview of Follow up Steps to OCVAT

5:00 Evaluatiorof OCVAT exercise

5:15 Close of Meeting
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ANNEX C (HANDOUT): HE 13 CAPACITY AREABIEASURED BY THE
OCVAT

# | SubComponents Focus Areas
Organizational Capacity

1 Governance & Legal Structure Legal recognition; governing committee/BdaConstitution/
by-laws; accountability/integrity; mission and values;
transparency of decisiemaking; organizational structure
and internal coordination; succession planning/leadership
development; participation in decisiemaking.

2 Program Managemen Strategic planning; annual organizational workplan
development; crosslepartmental communication process;
participation in decisionmaking (with Units/Departments);
quality improvement system; annual workplan completion.

3 Technical Capacity Staff orieration; staff development & training; system for
communicating technical updates; access to technical
resources.

4 Grants & Sulgrantee Management | Award, agreement & donor management; compliance
management; grants management; supportive supervision
sub-awardees.

Project Management Beneficiary targeting; project planning; project budgeting.
Monitoring & Evaluation (M&E) Resources for M&E; monitoring data collection & storage;

data transformation; M&E data informs decisions; data
quality assurance.

7 Financial Management Accounting systemsorporate budgdhg structures donor
agreement budgets; financial reporting.
8 Human Resources HR management capacity; staff roles & responsibilities; H

policies/ procedures; HR compliance & essential
documenttion; HR data and personnel files; employee
relations and staff welfare/morale; staff satisfaction;
remuneration system; recruitment; new staff droarding;
performance management.

9 Office Operations Procurement systensafety andsecurity; office spacand
equipment; communications facilities; assets managemen
motor vehicle management; travel management system;

filing system;

10 Information Technology (IT) Technological infrastructure; software systems; software
licensing.

11 Communications Brandirg/messaging; medial/public relations; dine

presence; brochures/collateral materials.
Organizational Viability

12 Resource Mobilization Identification of funding opportunities; capacity to develop
funding proposals; success rate; resource diversificati
13 Networking Networking with NGOs; collaboration with government

agencies; partnerships for technical assistance; relations \
potential donors for funding.
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ANNEX D (HANDOUT):LIST OF DOCUMENTS FOREVIEW BY CAPACITY
AREA

Capacity AreaGovernance

Legal RecognitionThe organization| Certificate of Registration/

is a legally constituted entity, Incorporation

recognized by the host country Receipt for submission of documents

government

Governing Committee or Bard: Minutes from the last two Governing Board meetings

Organization has a governance bo
that meets and makes decisions th
guide the organization's
development

Constitution / Bylaws: Organization| Articles of Associatioand bylaws for the organization
has a written constitution and/or
bylaws accepted andpproved by
the governance body

Accountability/Integrity: Conflict of interestpolicies/procedures (ex. Staff Code of
Organization has Conduct)
policies/procedures in place to Conflict disclosure forms for members of governance body

minimize conflicts of interest amon
leaders and staff through disclosur
of conflicts.

Mission and valuesOrganization Review statements of mission, vision and values
has a mission and set of values Organizational strategic plan

which are clearly understood,
agreed and approved by all the
members of the organization and
these are used

Transparency of Decisiemaking: | Guidelines/rules of accountability and transparency
There is a systematic process so th
decisions are made by senior leade
and the governance bgdn a way
that all in staff are aware of them
and understand

Organizational Structure and Organizational Chart
Internal Coordination:There is a
clear organizational structure in
place, with clearly defined roles an
effective coordination and
communication among
departments.
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Succession Planning/Leadership
Development:There is a systematic
process for developing and choosir
new leaders on a periodic basis

Performance management system and whethegyt include
leadership development elements

Participation in DecisiorMaking
(Board/Senior Leadership with all
staff): Everyone in organization feel|
that they have been sufficiently
consulted and their concerns
addressed for important decisions

Standard Qerating Procedure (SOPS)

Capacity Area: Human Resources (HR)

HR Management Capacity (HR sta]

Staffing structure

plan& Budget: The organization has
an adequately resourced HR
function, with professional qualified
HRM staff, and clear plans &
budgets for HR activitiehi¢ HR
function plays a valued &strategic
role.

HR plan & budget

Staff Roles & ResponsibilitiesStaff
roles and responsibilities are clearly

Job descriptions for at least 5 employees

written and well understood

Staff understandingf roles & responsibilities

HR Policies & Procedurethe
organization has detailed formal HF
policies & procedures

HR policy manual & employee handbook

HR Compliance & Essential
Documentation:The organization is
fully legally compliant, and meets
donor &local legatompliance
&documentation requirements

Compliance review reports arldR files

HR Data & Personnel FileEhe

Peasonnel files

organization has upo-date,
accurate & protected employee

Existence of a signed personnel file checklist for each file

data, and maintains an electronic
human resource information

HRIS

system.

Ability of organization to generate detailed HR reports. HR
policies/procedures

Employee Relations & Staff Welfarg
&Morale: The organization has

Grievance & disciplinary procedures

mechanisms to promoteapd
employee relations and ensure higl
staff morale.

Climate / morale surveyand records of managerial trainings

Staff satisfaction:Staff feel satisfied

and well treated by the organizatioy

Process/procedures fassessing staff satisfaction
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Remuneration SystemA formal
remuneration policy, job
classification &salary scale is in
place.

Remuneration policgnd slary scale

Recruitment: There are effective

Recruiment policy & procedures

systems to support high quality sta
recruitment.

Recruitment files / documentation

New Staff Orboarding: There are
effective onboarding procedures in
place to orient staff to the office an(
general operational procedures of
the organization.

Documents describing emoarding procedures

Performance ManagementThe
organization has formal systems fo

Policy and procedures documents describing performance
management process, templatés employee appraisals

performance management.

Devdopment plans of randomly seltsd staff

Capacity Area: Project Management

Beneficiary TargetingEach project
formally defines its beneficiaries.
There is a systematic process to
ensure that all beneficiaries receive
the outputs of the projects.

Written record and plans/procedures thatitlines: defining
beneficiary by project, beneficiary involvement in program,
how beneficiaries are targeted

Project PlanningOrganization plang
for and maps out individual projects
that fall under the overall
organization work plan

Project managemenbols (i.e. timelines/GANTT charts,
budgets, after action review notes, etc)

Project BudgetingOrganization
practices projectlevel budgeting,
monitoring and evaluation.

Project management tools (i.e. timelines/GANTT charts,
budgets, after action reeiv notes, etc)

Capacity

Area: Monitoring & Evaluation (M&E)

Resources and a foundation for
monitoring and evaluation systems

M&E framework with indicators, targets, and sources of date
new staff orientation package

There are secure resources (staff,

Program's strategic plan

tools, etc.) to carry out M&E
activities and a monitoring and

Annual M&E workplan

evaluation strategy with indators

CVs of M&E staff

and targets has been established.

Organizational charts of tHél&E staffing structus

M&E needs assessment results

Training curricula for M&E personnel

Professional development activities/workshops related to M¢

Monitoring data collection and

Database strutire mechanisms that ensure data quality
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storage: Data are regularly and

Methodologies for monitoring timely data submission

systematically collected and

SOPs for data collection and aggregation

maintained.

Repository for data storage (database or other types of
systems)

Indicator definitions

Data flow chart

Standadized registers and monthly aggregation forms

Mechanism for confidential storage of patient files

Data transformation: There is
capacity to process and tabulate ra
data into information that can be

Mechanisms to transform data, whether from databases or
paper sources, into aggregate level information

used for decisiommaking and for
reporting to donas.

Reports produced by databaséharts, graphs, and tables

Mechanisms that allow data to be automatically formatted in
"ready-to-use" ways

Datause plan

Data analysescentlyconducted

Management reports and other reports produced that includ
data

Mechanisms to distribute and discuss data at site, district, a
other relevant levels (e.g., PowerPoint presentations)

M&E data informs degions:
Monitoring and evaluation data are
systematically used to inform

Notes on program performance data at country office, sites,
other relevant levels

program and management

Abstracts/papers from conferences

decisions.

Workplan

Data Quality Asgrance Data

Data quality checklists

guality is measured systematically

Audit/assessmenprocedures

and on a routine basis and quality
issues identified are rectified.

Documents on data quality issues/outcomes

Notes from supportive supervision Vi

Indicator definitions

SOPs

Documents regarding followp on data quality issues

Capacity Area: Financial Management

Financial accounts/bookkeeping:
Organization keeps accounts of
money that can be presented on
demand

External/Internal Audit

Complianceeview report

Internal Controls: Organization has

Review Accounting Policies and Procedures
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designed appropriate internal

External/Internal Audit

controls and controls are operating
effectively

Complianceeview report

Payroll System:Organization is able
to correctly calculate payroll as wel

Payroll Policies and Procedures

as remit all appropriate amounts to
employees and to the taxing

External review by payroll consultant auditor

authority

Internal audit reports

Accountingpolicies and procedures

Accounting Policies and Procedures.

Organization has documented all
applicable policies and procedures

External/Internal Audit

Complianceeview report

Bank account:Organization has a

Last three bank statements

secure bank account to hold its
funds

External/Internal Audit

Last three bank statements. External/Internal Audi

Record Keepingdrganization

Accounting File

maintains organized and
standardized supporting

Records maagement policies and procedures (may be part ¢
Accounting Policies and Procedures)

documentation for every
expenditure

External/Internal Audit and/ocompliance review report

Organizational Budgeting and

Complianceeview report

Financial PlanningOrganization
prepares, monitors, and updates its

Corporate budget

corporate budgt on a regular basis|
with input from all departments

Budgetary information and financial plan as submitted to the
Board of Directors

Strategic Plan and linked budget

Development and management of
donor agreement budgets:

Complianceeview report

Organization prepares, reviews, an
updates donor agreement budgets
consistently and accurately.

Budgets for Agreements and pipeline reports

Financial reporting/Donor
Reporting:Organization provides

Financial reporting policies and procedures

high qudity and timely financial
reports as required

Last two financial reports submitted to donor

Capacity Area: Technical Capacity

Staff orientation: Organization has

Job descriptions

a systemic process for orienting ne|
staff ard preparing for their new
responsibilities.

Orientation procedures

Staff development and training:
The organization has formal systen

Training & development plan

& processes for staff training

Documented Activities
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&development

System for communicating
technical updates:Organization has
an established system for
communicating pertinent technical
updates to all staff: examples
include emails to staff, discussion
groups, internal newsletters, etc.

Written process for providing tectical updates to staff

Access to technical resourceall
technical/program staff have and
use access to technical resources
necessary for their work.

Mechanisms to provide staff with technical resources

Capacity Area: Office Operations

Procurement Sysim: Organization

External audit report

has a procurement system that
maximizes competition, obtains bes

Internal audit reports

value, and observe compliance
requirements.

Procurement policies/procedures

Security and Safety Management:

Internal/External audit reports

Organization hs a security system
that effectively identifies and
manages all physical and staff

Compliance Review Reports

security.

Security policies/procedures, business continuation plan,
communication trees and evacuation plans

Physical infrastructure buildings
and office space: Organization has

Tour of office space

sufficient office space, meeting
space, and equipment for handling
its business.

Physical infrastructure

Technological infrastructure

Tour of office space

telephone/fax: Organizen has
sufficient telephone and fax facilitie

Availability of telepones/fax for staff

which allow for efficient and
effective communication.

Availability of mobile phones/pagers

Assets and Property Management:
Organization hs a system and
process in place to manage and

Inventory Log

protect assets and property: There
are no documented.

Inventory/property management policies and procedures

Internal/External Audit Reports and Compliance Review
Reports

Motor Vehicles Mamgement:

Vehicle Use policy/procedures

Organization has a system that

Vehicle logs
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manages, protects and controls
motor vehicle usage.

Internal/External Audit Reports and Compliance Review
Reports current vehicle insurance policies.

Travel Managemet Organization
has a travel management system
that efficiently manages both

domestic and international travel.

Internal/External Audit Reports and CompliarRayiew
Reports

Travel policies/procedures

Internal/external audit report@nd @mpliancereview reports.

Records and Information
Management:Organization has a

Filing system§uaper based and electronic).

management system that manages
records filing, retention and
archiving, observing legal and
compliance requirements.

Records retentiompolicies and conduct spathecks of 10 files.

Capacity Area: IT

Technological infrastructure
computers, applications, network
and internet facilities: Organization

Internal / external audit reports, complianceviewreports,
and self administered capacity assessment reports

has state of the art fully networked
and integrated computing resource

Self administered capacity assessment reports

Organization raintains servers for
key applications either #house or

Availabiliyy ofinternet connection

via a hosted service

Computing resources esite for functionality and
organizational website

Software SystemsSystems are in
place which allow the organization

Internal / external audit reports

to track, report, and transform

Compliance reports

Contracts & Grants and Program
data. Organization is usirgformal

Review relevant Internal / external audit reports, compliance
reports

accounting system.

Self administered capacity assessment reports

Electronic versions of business systems for actognM&E,
budgeting, contracts/grants management and other relevant
areas

Name and title of staff interviewed on usability of systems ar
availability of support

Software Licensing Organization is
current (updated version) and keep
a list of all stiware licenses which

Internal / external audit reports, complianceviewreports

can be presented on demand.

Self administered capacity assessment reports

List of software licenses

Capacity Area: Communications
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Branding/MessagingOrganization
has an official name, a mission
statement, a logo, and clearly
defined messages to communicate
its mission to the public.

Mission statement, logo, and messages for conrnsgs and
clarity

Media/Public Relations:
Organization has a media strategy,

Templates for press releases and other media materials

including a process to identify and
communicate with media (including
print, broadcast/radio, and online),
respond to media requests, and
produce press releases/ statementt

Lists of media contacts

Online Resence:Organization has
an engaging, fully functional Web

Review website forigual appeal and clarity of message

site, and can communicate with a
variety of audiences through
targeted online and enail
communi@tions.

Webste should have statracking tool to evaluate number and
length of site visits

Brochures/Collateral Materials:
Organization has a wellesigned set
of collateral materials for marketing
purposes, and the capacity to
produce reports and other
publications when needed.

Brochures/mateials for visual appeal and clarity of message

Capacity Area: Program Management

Strategic planning:Organization

Strategic plan document

has a strategic plan (an-all
encompassing document that guide
its programming and aspirations)

Departmental worklans that may be linked to the strategic
plan

Annual Organizational Work plan
Development: Organization plans
the development of its activities,
involving all relevant staff and
stakeholders

Organizational and departmental work plans and note the dz
on which it was last updated

Crossdepartmental
Communication Process :

Internal communication plan or meeting agendas

Organization has systems in place
for holding regular cross
departmental meetings and
communication of information
across departments.

Communication strategies (i.e. distribution lists)

Participation in DecisiofMaking
(within Units/Departments):
Everyone in unit/ department feels
that they have been sufficiently

consulted and their concerns

SOPs
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addressed for important unit and
departmert decisions

Quiality Improvement System: Recordoutlining the QI processes/qgsns
There is a process to use
informatiorrdriven approaches to - |'Reprdsoutlining the QI processes/sgans QI cycles that have
improve organizational learning an{ peen undertaken

performance (at all leveldechnical,
programmatic, etc).

Annual workplan completionThe | Latest project reports (annual report, seamnual repot, data
organization regularly checks available) to workplan for the year

progress against the workplan and
revises plan as necessary.

Capacity Area: Grants & Stgrantees Management

Award, Agreement and Donor External audit repds, CTO written feedback, Internal audit
Management: Organization has a | reports, Complianceeviewreports

well functioning monitoring system
for managing its agreements and
incoming awards

Complianceeviewreports

Donor and self administered capacity assessment reports
subgrantee policies/procedures.

Sample of aailable awards on file

Compliance Managemer(Donor, Policies/procedures related to compliance reviews
Host Country and Internal):
Organization has a well developed | External audit reprts, Internal audit reports, Compliance
and functional system to identify, | reviewreports

operationalize and evaluate Donor and self administered capacity assessment reports
adherence with various compliance
requirements.

Grants Management:Organization | Policies/procedures on subgrant management
has a well functioning monitoring
and support system for achieving
technical and programmatic targets Templates for subgrants, p@vardee assessments, and
and gals as stated in donor subgrant monitoring

agreement, as well as procedures
for compliant selection, stanp,
monitoring, support, and closeut.

Supportive Supervision to Sub External audit reports
Awardees:Organization has a well
system for supportive supervision
and capacity building to help sub
awardees meet technical and Internal audit repots and @mpliancereviewreports

programmatic targets. Donor and self administered capacity assessment reports

Financial reports from grantees

Capacity Area: Resource Mobilization

Identification and tracking of Documentation on internal process for tracking and
funding opportunities The disseminating funding opportunities
organization has a systematic
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manner of identifying and tracking
new funding opportunities in order
to make strategic decisions.

Database or other searchable mechanism utilized to track
funding opportunities

Organization has the caeity to
develop funding proposaltsThere is
satisfactory capacity to write,
budget, partner and manage the
proposal development process.

Existing project proposalsyearded Grans

Success rate in winning bids:
Organization has been successful i
raisingdonor funds.

Board or ED memorandurfinancing opportunities tracking
plan (or at list of sources of funding examined / web sites)

Resource diversification:
Organization relies on a diversified
resource base.

Cuidelines for resource diversificatipAnnual financial report
demonstrating broad portfolio of funding sources

Capacity Area: Networking

Networking to coordinate with
other non-governmental
implementers:Organization has
relations with other implementers
to include CBO's and community
based ators in order to coordinate
service delivery and avoid
duplication of services.

Partnership agreements

Collaborating with relevant
government agenciesOrganization
has relations with government
entities, for coordinated
implementation and/or advocacy fo
policy change

MOUs with Government agencies

Partnerships for technical
assistanceQrganization has
partnerships for provision of
technical assistance from agencies
that include: UN agencies, large
NGOs, local universities, and other,

MOUs with techical partners

Relations with potential donors for
funding: Organization maintains
relations with a diverse set of
potential donors and keeps them
informed of its work, so that it can
efficiently take advantage of fundin|
opportunities as they arise

Donor relations strategy document
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ANNEX E (HANDOUT): KCERPT OF PARTICIPANOCVAT SCORE SHEET
& EXTERNAL VALIDATION SCORE SHEEKSEE ACCOMPANYING EXEL
FILES FOR HANDOUTYS)

OCVAT Score Sheet Excerpt

Capacity Area (Sample)indicators Score

Governance Missionand values:Organization has a mission and g
of values which are clearly understood, agreed and
approved by all the members of the organization and
these are used

Governing Committee or BoardOrganization has a
governance body that meets and makéecisions that
guide the organization's development

Human HR Management Capacity (HR staff, plan& Budget:
Resources The organization has an adequately resourced HR
function, with professional qualified HRM staff, and
clear plans & budgets fdiR activities the HR function
plays a valued &strategic role.

Staff Roles & ResponsibilitiesStaff roles and
responsibilities are clearly written and well understog

Performance ManagemeniThe organization has
formal systems for performance magement.

Project Beneficiary TargetingEach project formally defines it

Management beneficiaries. There is a systematic process to ensu
that all beneficiaries receive the outputs of the
projects.

Project PlanningOrganization plansof and maps out
individual projects that fall under the overall
organization work plan

Project BudgetingOrganization practices projedevel
budgeting, monitoring and evaluation.

Monitoring & Resources and a foundation for mdoring and
Evaluation evaluation systems:There are secure resources (staf
tools, etc.) to carry out M&E activities and a monitoril
and evaluation strategy with indicators and targets hg
been established.

Monitoring data collection and storageData are
regularly and systematically collected and maintaine
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Etc. for all capacity areas and all corresponding indicators.

External Validation Score Sheet Excerpt

Capacity Indicators Score| Documents Viewed/ Justifiation
Area viewed, People Interviewed
interviewed
Governance| Legal RecognitionThe Certificate of
organization is a legally Registration/
constituted entity, Incorporation.
recognized by the host
country government Receipt for
submission of
documents.
Governing Committee Minutes from the
or Board Organization last two Governing
has a governance body Board meetings.
that meets and makes
decisions that guide the
organization's
development
Constitution / Bylaws: Articles of
Organization has a Association.
written constitution Bylaws for the
and/or bylaws accepi organization.
and approved by the
governance body
Accountability/Integrity: Col
Organization has policies/procedureg
policies/procedures in (ex. Staff Code of
place to minimize Conduct).
conflicts of interest Conflict disclosure
among leaders and staff forms for members
through disclosure of of governance
conflicts. body.
Mission and values: Review Mission
Organization has a statement .
mission and set of value| Organizational
which are clearly strategic plan.
understood, agreed and Name and title of
approved by althe staff interviewed
members of the on mission and
organization and these values:
are used Name and title of
staff interviewed
on mission and
values
62

OCVAT IMPLEMENTATION GUIDE



Etc. for all capacity areas and all corresponding indicators.
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ANNEX F: PRODUCTIORF GRAPHS AND SUMMARTABLES

The OCVAT Tool itself presents all available variables on the Introduction worksheet of the full OCVAT
scale description with details wariables on the OCVAT Analysis spreadsheet Introduction worksheet.

a. Producing The OCVAT Summary Graph in Excel

1 Go to theSummaryTab of the OCVAT Analysis spreadsheet

9 Select: Graph Table [cells 11:K14; in yellow highlight]

f Sort: Making surethe entiretdbS A a aSf SOGSRX a2Nli o6& GKS O2f dzy
smallest

1 Select the Summary Graph in Excel

. Copy

LA

T D2 (2 G4KS 22NR 520dzySyid wSLENI>X FyR LI adsS 6AGK
(If you paste normally, the entire spreadsheet willdzested each time you paste a graph,
leading to a huge and cumbersome Word document.)

b. Using Capacity Area Groups to start breaking down the data and organize the report

Given the number of capacity areas and indicators, it is often useful to first cotiside8 Wo A 3 LJA O dzN
the organizational assessment. This starts with displaying and commenting on the Summary Data (see

above). Another useful intermediary step before diving into each capacity area and indicator, is to

consider the Capacity Area Groups.

¢CKS flad drokeg2N]akKSSGi Ay GKS !'ylteara aLINBI RaAKSS
capacity area under five groups:

- Leading

- Managing Resources

- Organizing Implementation
- Learning and

- Viability.

Once the summary data have been provided, thége groups allow to structure the presentation of
the data in the Word document. The Capacity Area Groups worksheet offers summary graphs which can
be used in the report, simply:

1 Copy the appropriate graph, and
9 Paste/Special, as a graphic into the Wdottument.
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c. Producing Summary Tables per Capacity Area in Excel

TheOCVAT Analysis Blank.dpreadsheet has one worksheet per capacity area.

For each capacity area, the following procedure needs to be followed:

1 Go to the worksheet of the area you are wargion in the OCVAT report (MS Word document).
f LY GKS G2L) £t STFd O2NYySNI 2F (KS

FYR GAYUGSNylrt al0O2NBiod
I Then go to the Word document and paste in the appropriate space as follows:

G2N] = O2L®R

Indicator Name External | Internal
Score Score

Legal Recognition 1.0 2.0

Governing Committee/Board 1.0 2.0

Constitution/Bylaws 1.0 2.0

Accountability/Integrity 1.0 2.0

Mission and values 1.0 2.0

Transparency of Decision

making 1.0 2.0

Organizational Structure and

Internal Coordination 1.0 20

Succession Planning/Leadersh

Development 1.0 20

Participation in DecisieMaking

(Board/Senior Leadership with

all staff) 1.0 20

T ¢2 SyKFIyOS GKS LINBaSydalidazys aStsSOol (&S
obtain the following result:

Indicator Name External Score | Internal Score

Legal Recognition 1.0 2.0
Governing Committee/Board 1.0 2.0
Constitution/Bylaws 1.0 20
Accountability/Integrity 1.0 2.0
Mission and values 1.0 2.0
Transparency of Decisianaking

1.0 2.0

Organizational Structure and Internal Coordination 1.0 20
Succession Planning/Leadership Development 1.0 2.0
Participation in DecisieMaking (Board/Senior

Leadership with all staff) 1.0 20
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ANNEX G (HANDOUT): KAMPLE FOR SHARINGHEDBACK BY CAPACITY
AREA

Capacity Ared&roup: Viability
Capacity Area: Networking

Capacity Areas in Decreasing Order of Self-Assessment Score

10.0
9.0
8.0
7.0
6.0
5.0
4.0
3.0
2.0
1.0

9.0 - 8.0
7.5

50 -

3.0 -

1.0 T T T 1
Networking to Collaborating with Partnerships for Relations with
coordinate with other relevant government  technical assistance potential donors for
non-governmental agencies funding
implementers

M Internal Score
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Detail on Indicators:

Median Autonomy
Indicator Name Participant | Consensus| (whois involved in
Score decision making)
Networking to coordinate with other nen o Sub Oﬁ'C?
: 6 Limited Country Office
governmenal implementers
Headquarters
Collaborating with relevant government - Sub Office
: 8 Limited :
agencies Country Office
Partnerships for technical assistance 6 - Country Office
Relationships with potential donors for fuimg) 7.5 Limited Country Office

Analysis:
In this capacity area, one of the indicators that scored the lowest was networking with other

implementers and partnerships for technical assistance, and staff felt we could be doing a lot more.

Increased and/omhproved communication with other implementers will be key to reduce duplicatio
efforts.

n of

The other indicator that scored somewhat lower, at the minimal acceptable level for transition, was

partnerships for technical assistance. The participants diszlibow they could probably be doing mo

re

to build relationships with otheorganizations There was no consensus on this in the scoring, however.

Discussion Highlights:

On Networking to coordinate with other norgovernmental implementerso ¢ K A &  {nprdeedRThéreSis no
place we can go to share the things we do, leading to a duplication of efforts. We are doing a TB training thi
FYR aL)221S8S G2 Fy20KSNJ bDh YR F2dzyR 2dzi GKS& KIR

On Collaborating with releant government agenciest 2 S & KIF N8 2dzNJ LX ' ya A (K
specific things, there not a lot of sharing. This goes the other way around as well; they just go ahead with pl
R2y QG S0 dza (y26dé

On Relations with potential dones for funding:d2 S KIF @S 3I22R NBf I iA2ya 6A0K
LINB @A 2dzda SELISNASYOS 6AGK GKSYZ o0dzii 2dzNJ NBf A2y 4

s week

R2Yy S

CFHOAtAGHG2NBEQ /2yOtdaA2YAY

In order to successfully transition tonew independent organizian, the subofficewill need to build its

capacity for networking with other NGOs, government agencies, and potential donors. Key priorities

include:

91 Developing a list of potential partners for collaboration, networking, and technical assistance.

1 Developng SOPs for engagement of and collaboration with these potential partners.
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ANNEXH (HANDOUT): OCVAT PARICIPANT EVALUATIONFORM

For the following questions, please read the sentence and then show much you agree. If you circle a 1 it
means that you complely disagree. If you circle a 2 it means that you disagree less strongly and so on
until 5, which means that you completely agree.

Do not agree A Agree
1. |think that OCVAT sedssessment is important and useful 2 3 4 5
2. lunderstand viny the OCVAT sdlfissessment is done 1 2 3 4 5
3. | feel that | was able to actively contribute to the OCVAT
discussions 1 2 3 4 5
4. | feel that overall the outcomes of the OCVAT scores reflect
the reality of my organization. 1 2 3 4 5

5. | feel that he discussion groups effectively conducted a
dialogue to score our organization along the various capacity

areas 1 2 3 4 5
6. |feel that the OCVAT tool captures the most critical aspects

of capacity building for our organization 1 2 3 4 5
7. lundergand the next steps in the action planning process 1 2 3 4 5
8. | am confident that the action plans developed are feasible

and relevant. 1 2 3 4 5
9. | feel that the facilitators were effective and helpful in guiding

the OCVAT discussions 1 2 3 4 5

We would like your honest answers for the last two questions. This will help us to improve the OCVAT
exercise in the future.

10. The part of the OCVAT that | liked best was:

11. My suggestions for improving the OCVAT are:
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ANNEX I: OUTLINE OB CVAT REPORT (TO BBEREPARED BY
FACILITATORS)

The following outline serves as a guide for the overall content of the assembled OCVAT report:

I. Introduction Background
A.Background on organization
B.Objectives of OCVAT Meeting

Il. Implementation
A.Summary of OCVAT Inpasd Preparation
B. Overall implementation description

I1l. OCVATFindings
A. OCVAT Assessment Results Overview
B.General Trends by Capacity Aféxternalvs.Selfassessmenand $rengths/weakneses)
C. Priority Areaklentified
D. Specific Findings by Capacity A@aups

1) Viability (includes Resource Mobilization, Networking, and Communications)

2) Leadership(includes the capacity areas of Governance/Legal Structures and Rrogra
Management)

3) ResourcedManagement(includes a number of important capacity areas: Financial
Management, Human Resource Management, Office operatoddnformation
technology

4) Organizing Work and Learnin@ncludes: Technical Capacity, Project Mzaraent,
Grants Management and M&E)

Detailed Findings per Capacity Area Group:

*Summary Scores on Capacity Area Grouplzardccharts to illustrateveralltrends by
technical capacity area

* Detail on indicators per Capacity Area: internal and externakescand sefassessed
level of autonomy

*Key omments from theexternal validation team

*Key comments fronstaff discussion®n scoring and action planning

*Facilitator Analysis and Conclusions

IV.List of annexgto the OCVAT Report (a sample of eaaltasghed)
- Annex 1: OCVAT Agenda and List of Participants
- Annex 2: OCVAT Introductory Presentation
- Annex 3 : OCVAT Findings Presentation
- Annex 4: Lessons Learned on the OCVAT
- Annex 5: Participant Evaluation of the OCVAT

The final reporshouldbe sharel with thelocal partner organizatiowithin two weeks otompletion of
the OCVAT exercise.
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ANNEX J: AUTONOMY AALYSIS WORKSHEET

SCORING DEFINITIONS

0 = No Autonomy:The organization does not perform any of the activities or functions described in the
indicator independently.

1 = Partial AutonomyThe organization performs some, but not all, of the activities or functions
described in the indicator independently.

2 = Full AutonomyThe organization performs all of the activities or functions describede indicator

independently.

Domain

Indicators

Autonomy

Governance Governing Committee or Board

Governance Constitution / Bylaws

Governance Accountability/Integrity

Governance Mission and values

Governance Transparency of Decisiamaking
Organizational Structure and Internal

Govetnance Coordination

Governance Succession Planning/Leadership Developmer
Participation in DecisieMaking (Board/Senior

Governance

Leadership with all staff)

Human Resowes

HR Management Capacity (HR staff, plan&
Budget

Human Resources

Staff Roles & Responsibilities

Human Resources

HR Policies & Procedures

Human Resources

HR Compliance & Essential Documentation

Human Resources

HR Data & Personnel Files

Human Resources

Employee Relations & Staff Welfare &Morale

Human Resources

Staff satisfaction

Human Resources

Remuneration System

Human Resources

Recruitment

Human Resources

New Staff Ofboarding

Human Resources

Performance Management

Project Beneficiary Targeting
Management
Project Project Planning
Management
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Domain

Project
Management

Technical Capacity

Indicators
Project Budgeting

Autonomy

Resources and a foundation for monitoring ar
evaluation systems

Monitoring data collection and storage

Data transformatio

M&E data informs decisions

Data Quality Assurance

Financial accounts/bookkeeping

Internal Controls

Payroll System

Accounting policies and procerces

Bank account

Record Keeping

Organizational Budgeting and Financial Planr]

Development and management of donor
agreement budgets

Fnancial reporting/Donor Reporting

Staff orientation

Technical Capacity

Staff development and training

Technical Capacity

System for communicating technical updates

Technical Capacity

Access to technical resources

Operatins Procurement System

Operations Security and Safety Management

Operations Physical infrastructure

Operations Technological infrastructure

Operations Assets and Property Management

Operations Motor Vehicles Management

Operations Travel Maagement

Operations Records and Information Management
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Domain Indicators Autonomy
T Technological infrastructure

IT Software Systems

IT Software Licensing

Communication

Branding/Messaging

Communication

Media/Public Relations

Communication

Online Presence

Conmmunication

Brochures/Collateral Materials

Strategic planning

Annual Organizational Work plan Developme

Crossdepartmental Communication Process

Participation in Desion-Making (within
Units/Departments)

Quiality Improvement System

Annual workplan completion

Subagreement Award, Agreement and Donor Management
Management
Subagreement Compliance Management (Dond1ost Country
Management and Internal)
Subagreement Grants Management
Management
Subagreement Supportive Supervision to Sub Awardees
Management
Resource Identification and tracking of funding
Mobilization opportunities
Resource Organizatiorhas the capacity to develop
Mobilization funding proposals
Resource Success rate in winning bids
Mobilization
Resource Resource diversification
Mobilization
: Networking to coordinate with other nen
Networking governmental implementers
72

OCVAT IMPLEMENTATION GUIDE



Domain Indicators Autonomy

: Collaborating with relevant government
Networking agencies
Networking Partnerships for technical assistance
Networking Relations with potential donors for funding
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