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	A field checklist


The following checklist is designed to assess how you are doing on involving beneficiaries in your programmes throughout the project cycle. Just tick the boxes to answer the questions and note down how you could improve!

	
	Principle and activities
	Yes
	No
	How to improve?

	1
	Involve people at every stage
	
	
	

	A
	Are beneficiaries consulted from the start about their needs and aspirations and their desired changes?
	
	
	

	B
	Do beneficiaries and communities continue to be regularly consulted in the design or redesign of projects and activities? (Including discussing: the project plans and proposed activities of the agency, the targeting and entitlements of the beneficiaries, their level of participation?)
	
	
	

	C
	Do beneficiaries regularly receive public information about the agency work (including: agencies plans, information about relief assistance entitlements?)
	
	
	

	D
	Does the agency regularly check that beneficiaries – in particular the most vulnerable ones – are regularly and properly consulted?
	
	
	

	E
	Does the agency use participatory methodologies for identifying change people want to see, set a baseline and understand changes? Are people informed about the methodology and its limitations?
	
	
	

	2
	Profile the people affected by the emergency
	
	
	

	A
	Has a profile (a basic description) of affected people and related communities been established from the start of the response?
	
	
	

	B
	Is the response taking into account the different needs of different groups?
	
	
	

	C
	Have the most vulnerable groups been identified? Is the response prioritizing them? Is the response tailored to suit their needs and aspirations?
	
	
	

	3
	Identify the changes people want to see
	
	
	

	A
	Were beneficiaries involved in identifying the project objectives, from the earliest stages of the response? Do project objectives correspond with the “changes people want to see”?
	
	
	

	B
	Is consultation about change an ongoing process, based on timely communication of information and real participation of people?
	
	
	

	C
	Does consultation involve different groups, and does it adequately listen to the most vulnerable?
	
	
	

	D
	Is consultation happening through different modalities, allowing triangulation of findings?
	
	
	

	4
	Track changes and make feedback a two-way process
	
	
	

	A
	Is the project adequately keeping track of its activities and achievements? Is it tracking inputs and outputs against desired change?
	
	
	

	B
	Do all beneficiaries and local population receive clear and timely information about the project intended objectives and actual progress on them? Is this information shared in accessible formats? (For example through mechanisms like informal discussions, community meetings, notice boards, videos, etc?)
	
	
	

	C
	Does the information publicly shared include financial information, to enable people to judge is money is well spent and increase accountability?
	
	
	

	D
	Can beneficiaries and community “talk back”? Do they have opportunities to openly discuss with agencies what difference the project is making to their lives? (for example through regular meetings or evaluations). 
	
	
	

	E
	Are feedback mechanisms in place – from the start of the response? Can all beneficiaries and local population give feedback or complain with the organization (including: regular consultations, suggestion boxes, hotlines, direct access to the agency). Are such modalities of giving feedback accessible, ongoing, safe for people and easy to use?
	
	
	

	G
	When monitoring / feedback systems are not exhaustive, is the agency capable to be transparent about this and explain why is it so?
	
	
	

	5
	Use feedback to improve project impact
	
	
	

	A
	Is monitoring / feedback from beneficiaries and communities used regularly and proactively to identify gaps and improve project impact?
	
	
	

	B
	Has the agency adapted and evolved its programme in response to the feedback received? 
	
	
	

	C
	Is all information collected on progress project / feedback analyzed and used? Are findings communicated back to all relevant stakeholders, including beneficiaries? 
	
	
	

	D
	Are beneficiaries consulted when a project / programme is redesigned? 
	
	
	

	E
	Does the agency take urgent action when needed? Are agencies ready to promptly address issues of poor quality, safety risks, corruption, abuse, exploitation that might emerge from monitoring / feedback mechanisms?
	
	
	

	F
	Did the agency then inform beneficiaries about the change made or why change was not possible? 
	
	
	

	G
	Is the agency capable to capture lessons learned for future emergencies (and are them validated by community feedback?)
	
	
	


Source: Silva Ferretti
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The Good Enough Guide Training Module
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