SHORT ASSESSMENT TOOL

EDUKANS ASSESSMENT TOOL (EAT).
CATEGORY 1: MANAGEMENT AND ORGANIZATION.
Sub-Category 1.1: Vision, Mission and Strategy.
	No
	INDICATOR

	1.1.1.
	Existence and Concept of such a statement. 

What is the organization’s V/M statement? Where written? Check consistency.

	1.1.2.
	Deployment of V/M statement internally and externally.

How is the statement shared, made known to all relevant levels? 

	1.1.3.
	Strategy Plan. 

Is such a plan existing?

	1.1.4.
	Translation of strategy into implementation.

 Is strategy understood and translated into plans/actions?


	 1.1.5.
	External Relations. 

How is the organization seeking for external cooperation to execute and strengthen the implementation of the strategy?


Sub-Category 1.2: Legal Status.
	No
	INDICATOR

	1.2.1
	Registration.

 Is the organization registered? See certificate. Relates to legal entity.

	1.2.2
	Compliance to NGO/other relevant regulatory requirements.

Which requirements have been complied with?

	1.2.3
	Benefits derived from its legal registration status. 

What benefits is the organization entitled to and which of them is it accessing?


Sub-Category 1.3. Membership Policy (if applicable).
	No
	INDICATOR

	1.3.1.
	Membership Policy. 

Does the organization have a formal membership policy? 

	1.3.2
	Membership registration.

Is there a membership register – check 

list.

	1.3.3
	Recruitment of members. 

How is recruitment done?

	1.3.4.
	Involvement of members in organizational activities. 

How are members involved in the activities of the organization?


Sub-Category 1.4: Governance.

	No
	INDICATOR

	1.4.1.


	Existence of a functional board.

In what way does the Board fulfill its mandate as per the constitution? (check minutes). 
Does the Board regularly review the finances and budget of the organization?

	1.4.2.
	Board renewal.

How and when is the Board renewed?

(Elections, nominations, appointment?) 

	1.4.3.
	Selection criteria.

How was the Board constituted? 

	1.4.4.
	Composition of board.

Describe Board composition and member qualifications?

	1.4.5.
	Role of founder.

Describe role of founders?

What is their actual involvement? 

	1.4.6.
	Availability of board members. 

Do board members attend meetings regularly?  Are tasks done on time?

	1.4.7.
	Board involvement in resource mobilization.

Describe Boards actual involvement in fundraising .

	1.4.8.
	Boards involvement in lobbying & advocacy.

Describe Boards actual involvement.


Sub-Category 1.5: Organization.
	No
	INDICATOR

	1.5.1.
	Reporting Structure (management/projects)

Is there a clear structure of reporting, open and well documented?  

	1.5.2.
	Meeting Structure (management). 

How often are Staff Meetings held and documented? Arrangements for follow up of action items?

	1.5.3. 
	Project Execution (implementation); Way of Working.

Clear responsibilities, reporting, authority, review, follow up? 



	1.5.4.
	Organizational Culture and Style. 

How participative is the organization? 



Sub-Category 1.6: Management.
	No
	INDICATOR

	1.6.1
	Appointment of managers.

How are appointments made?

	1.6.2
	Management procedures.

What management style or procedures. does the organization use? Is this known and respected by all relevant stakeholders?

	1.6.3
	Management Culture.
Very bossy or participative? 

	1.6.4
	Competence in management 

How competent is management? 

	1.6.5
	Gender balance in senior management.

 Is there a fair representation of men and women in the organization and sensitization on gender related matters?

	1.6.6
	Communication lines within the organization e.g. meetings, notices, memos, appraisals, reports, one on one meetings.

 Describe how you communicate with each other

	1.6.7
	Process of Continuous Improvements. Are feedback-loops existing to react as management continuously on the need for improvements?


Sub-Category 1.7: Human Resource Management (HRM).
	No
	INDICATOR

	1.7.1
	HRM Policies and Procedures.          What documentation is in place defining personnel policy?



	1.7.2
	Staff recruitment

How is staff recruitment done?  

	1.7.3
	Existence of clear contracts and written job descriptions.

Does each staff member have a clear, signed, documented contract and job description, incl. salary and allowances?

	1.7.4
	Staff capacity & Assessment.

What is the level of qualification of staff with regard to the jobs they have taken up?

	1.7.5
	Staff development and Support (capacity improvement, motivation, performance).

What staff development strategy does the organization have? 



	1.7.6.
	Employee Feedback. 

Does the organization have an ear and eye for the needs of the employees and do they react on it?

	1.7.7.
	Policy DEVELOPMENT regarding Gender needs, HIV/Aids, Disability etc. 

What steps are taken to develop actively a policy and to sensitize staff on cross-cutting issues?

	
	Gender

	
	HIV/AIDS

	
	Disability

	
	Environmental concerns

	
	Security issues (safety)

	1.7.8.
	Policy IMPLEMENTATION; see 1.7.7.

Are credible steps taken to implement relevant policies?


Sub-Category 1.8: Infrastructure.
	No
	INDICATOR

	1.8.1
	Building(s). 

Are buildings in reasonable shape; regular improvements? Think about noise, working space etc.

	1.8.2
	IT-Facilities. 

Are sufficient supporting material/tools available to create  a good working space?

	1.8.3
	Transport. 

What type of arrangements are in place regarding cars/vehicles?


Sub-Category 1.9: Relationship with Edukans/Impulsis.

	No
	INDICATOR

	1.9.1
	Relationship with Edukans

What is the experience of the organisation with Edukans?
Does the organization have any suggestions for improvement?


-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

CATEGORY 2: FINANCIAL CONTROL.
Sub-Category 2.1: Financial Management (FM).
	No
	INDICATOR

	2.1.1
	FM Principles and Procedures. 

Check existence.

	2.1.2
	Are the procedure for approval and authorization of transaction documented and well defined?

	2.1.3
	Internal control environment. 
Are management actions taken upon exceptions, errors, omissions and irregularities documented?

	2.1.4
	Budgeting and budgetary control. 

How is this done? 
Who defines and approves the Budget?

	2.1.5
	Financial reporting. 

How is record keeping and reporting to stakeholders done?

	2.1.6
	Reliability of financial reporting.

How reliable is the reporting?

	2.1.7
	Supportive Tools (if applicable).   

Check whether figures in different admins/programs are identical (e.g. salary administration).

	2.1.8
	Authorization. 

Is (financial) authorization well described and adhered to?

	2.1.9
	Compliance with government Regulations. 

Are applicable regulations adhered to?

	2.1.10
	Banking transactions. 

How are these controlled? 

	2.1.11
	Confirm monthly bank reconciliation are done and reviewed by senior personnel and that variances/anomalies are followed up.

	2.1.12
	Book keeping system. 

Are books of accounts up-to date?

	2.1.13
	Confirm that the petty cash management and control is performed as in the manual.   

Check whether the cash is kept in a lockable, safe place and who have access to these place.

	2.1.14
	Confirm weekly cash counts are done and reviewed by senior personnel and that variances are recorded and followed up.

	2.1.15
	Stock/Inventory Control (if applicable). 
Is this done and updated regularly?

	2.1.16
	Filing System. 

Confirm that the filing system is systematic, well sorted and easy to cross reference.

	2.1.17
	Procurement of goods and services
Is there a policy/procedure document in place?  Adherence to the policy/procedure in day to day operations. 

What about value for money?


Sub-Category 2.2: Financial Audits.

	No
	INDICATOR

	2.2.1
	Internal audit. 

Does the organization have an internal audit function? 

	2.2.2
	External audit. 

Are external audits carried out? What’s the frequency, by whom?  

	2.2.3
	Review last / previous audit recommendations, implementations and follow up. 

Does the organization follow up on audit findings?


Sub-Category 2.3: Relationship with Edukans.

	No
	INDICATOR

	2.3.1
	Relationship with Edukans

What is the experience of the organisation with Edukans?
Does the organization have any suggestions for improvement?


-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

CATEGORY 3: PROJECT MANAGEMENT.

Sub-Category 3.1: Organization.

	No
	INDICATOR

	3.1.1
	Documentation of Project Approach and Execution.

	3.1.2
	Selection criteria for Project Manager. 

Are criteria applied against available resources?

	3.1.3
	Authority and responsibility of Project Manager. 

Any documentation available? 

	3.1.4
	Partnership agreement with Edukans

Are your familiar with the partnership agreement between your organisation and Edukans (result agreements) and are you responsible for monitoring and reporting about the progress made?

	3.1.4
	Financial management of project. 
Resources/support available from financial experts?

	3.1.5
	Ongoing Reporting; Planning, Monitoring & Evaluation (PME). 

Clear attention for effective PME?

	3.1.6
	Final reporting. 

Clear final reporting incl black book= lessons learned?


Sub-Category 3.2: Program Planning.
	No
	INDICATOR

	3.2.1
	Needs identification , situation analysis.

Are the identified needs valid and felt among the intended target group?  

	3.2.2
	Target group.

Is there a clear specification of the target group?

Is this known to all stakeholders, including the target group themselves?

How does the project ensure it addresses the intended target group? 

	3.2.3
	Strategy for Capacity Building (CB)
What is your strategy for CB?

	3.2.4
	Strategic planning.

Does the project have a strategic plan including a plan of operations?

	3.2.5
	Service accessibility for marginalized groups (e.g. cultural gender, disabilities) 
How does your organization improve access for these groups?

	3.2.6
	Link between program/activities and V-M.

 Explain the linkage? Who/how many (board, management, staff) understands this linkage?

	3.2.7
	Action Plans. 

Which action plans are in place in the organization?

	3.2.8
	Strategies for sustainability of project results. 

Which strategies are in place for sustainability of project results 

	3.2.9
	Phase-out strategy

Is there a phase-out strategy in place?


Sub-Category 3.3: Project Monitoring and Evaluation.
	No
	INDICATOR

	3.3.1
	Baseline information.

Does the organization have baseline data for all aspects of project intervention ?

	3.3.2
	Existence of performance indicators

Does the project have a comprehensive list of SMART indicators ? 
Are these indicators relevant for the stakeholders ?

Are these  indicators qualitative only or also qualitative formulated

	3.3.3
	Existence and use of a quality monitoring plan.

Does the organization / project have a monitoring plan? 

	3.3.4
	Collection of monitoring data.

Is monitoring data collected and used to improve project work? 

	3.3.5
	Documentation and report writing.

Is the organization able to handle all documentation and report writing internally?

	3.3.6
	Evaluation. When was project last evaluated? How regular?  When is the next one scheduled?

	3.3.7
	Involvement of beneficiaries in evaluation 
Are project beneficiaries involved in project implementation and monitoring ?

Are project beneficiaries involved in project evaluation?

	3.3.8
	Using lessons learnt

How does the project respond to lessons arising from its experiences ?. 


Sub-Category 3.4: Relationship with Edukans.

	No
	INDICATOR

	2.3.1
	Relationship with Edukans / EEC
What is the experience of the organisation with Edukans / EEC?
Does the organization have any suggestions for improvement?
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