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Monitoring and Evaluating your Work 

Purpose 
Monitoring and evaluation (M&E) help organisations track progress, assess impact, and 
improve services. They are essential for accountability, learning, and demonstrating value to 
funders and stakeholders. 

Definitions 
- Monitoring: Ongoing tracking of activities against targets or milestones (e.g., attendance 
numbers, outputs delivered) 
- Evaluation: Assessing effectiveness and impact, identifying lessons learned, and improving 
future delivery 

Why M&E Matters 
- Demonstrates progress and impact 
- Supports funding applications and compliance 
- Improves decision-making and service quality 

Approaches to Monitoring 
- Collect quantitative data (e.g., attendance lists, service usage) 
- Track progress against milestones and KPIs 
- Maintain accurate records for reporting 

Approaches to Evaluation 
- Gather qualitative feedback (e.g., surveys, interviews, focus groups) 
- Use case studies and observation 
- Collect baseline data at project start and compare at key milestones 
- Consider creative methods for specific groups (e.g., smiley faces for children) 

Data Collection Methods 
- Questionnaires and surveys 
- Feedback forms 
- Attendance registers 
- Interviews and focus groups 
- Video diaries or pictorial feedback 
- Case studies 

Best Practice Tips 
- Collect only relevant data to avoid survey fatigue 
- Ensure methods suit your audience 
- Use mixed methods for richer insights 
- Review findings regularly and share with stakeholders 
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Implementation Checklist 
Action Responsible Person Completion Date 
Define what you need to 
measure and why 

  

Set clear indicators and 
milestones 

  

Collect baseline data   
Choose appropriate data 
collection tools 

  

Train staff and volunteers 
on M&E processes 

  

Analyse and report 
findings 

  

Use results to improve 
services 

  

Monitoring and Evaluation Planning Template 
Indicator Data Source Frequency Responsible 

Person 
Number of 
beneficiaries 
reached 

   

Participant 
satisfaction score 

   

Attendance at 
events 

   

Impact on 
wellbeing (survey) 

   

Volunteer 
engagement levels 

   

Useful UK Resources 
- NCVO: https://knowhow.ncvo.org.uk/how-to/how-to-develop-a-monitoring-and-evaluation-
framework  
- Small Charities Coalition: https://www.smallcharities.org.uk/impactmeasurement  
- CIB: https://www.wsfunding.org.uk/uploads/publications/28.pdf  
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