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INTRODUCTION

These Facilitation Notes provide supporting Reference Material for the SIPP Process
Monitoring Training Course. Each set of Notes is designed for use as a stand-alone
step-by-step guide to using a process monitoring tool. In addition to the guidance on
using the process monitoring tools, guidance is provided on three other facets of
process monitoring in which process monitors and facilitators ought to be well
versed: holding a meeting, talking notes and understanding different types of
documentation (which are important for recording how processes have occurred).

The Facilitation Notes comprise the following materials:

Name of Section Content

Facilitation Notes 1 — Introduction An introduction to Process
Monitoring and the PM tools

Facilitation Notes 2 - Wealth Ranking A step-by-step guide to using A step-
by-step guide to using TOOL 1:
Wealth Ranking

Facilitation Notes 3 - Report Cards A step-by-step guide to using TOOL
2: Report Cards

el {ola N[0 IR BN [e WARKELS |l A step-by-step guide to using TOOL
3: Field Assessments

Facilitation Notes 5 - Note for the Guidance on how to complete a ‘Note
Record for the Record’

Facilitation Notes 6 - Focus Group A step-by-step guide to using TOOL
Discussions 5: Focus Group Discussions

Facilitation Notes 7 - Case Studies A step-by-step guide to using TOOL
6: Case Studies

Facilitation Notes 8 - Holding a An overview to the principles of

Meeting holding an informal or formal meeting

Facilitation Notes 9 - Taking Notes Guidance on how to take meeting
notes and how to write reports

Facilitation Notes 10 - Documentation  NleJ(-RelgRaY ols:¥e) Welelt] o] [
documentation (e.g. for process
documentation)
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What is Process Monitoring?

Process Monitoring is about looking at how activities are done. It concerns:

e Consciously selecting processes, systematically observing them, comparing
them with others and communicating this to learn how to better steer and shape

the processes

< A management tool to generate information for institutional learning and taking
corrective action in projects that involved a high level of community

participation.

Processes are sets of actions that produce outcomes. Processes are essentially
activities, but the process monitoring is concerned with how the activity is done.

A number of tools are used in Process Monitoring of the SIPP. These are outlined in
the table below. The set of facilitation notes provides more detail about each tool and
provide detailed steps for using the tools.

Tool

TOOL 1: Wealth
Ranking

TOOL 2: Report Cards

TOOL 3: Field
Assessments

TOOL 4: FGDs

TOOL 5: Field
Assessments (Utilities)

TOOL 6: Case Studies

SIPP process monitoring

Purpose When is it used Who uses the
tool?

To monitor changes in At the start of CSO | CSO, then PO,

levels of poverty involvement in the | then READ

village, and two
repeats

Self-assessment of VDCs | Quarterly VDC,

performance facilitated by
CSO/PO;
summaries
used by SDF
MEL (MIS)

Routine monitoring of Quarterly PMA

project processes in

sample villages.

Verification of issues Monthly (District) | PMA

raised during the Field & Quarterly

Assessment visits. (Dhaka)

To monitor the processes | Quarterly PMA

involved implementation

of the utilities

programme

Documentation of better | Quarterly PMA

practices and lessons

being learnt during the

implementation of the

SIPP.
November 2004
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WEALTH RANKING

Wealth Ranking is a tool that is used to identify different socio-economic groups in a
community. The following table summarises how wealth ranking is used in SIPP
Implementation and Process Monitoring. Detailed steps for conducting a wealth
ranking are provided after the table.

Tool

Purpose

When is it used?

How long does it take?

Who uses this tool?

SIPP process monitoring

Wealth Ranking

e To identify the different wealth categories in a village

e To monitor whether there is any change in the
number of poor and very poor households

To verify that the poor and very poor are the main
beneficiaries of the project

At the start of the programme (when first working in the
village) after VDC formation

At two further intervals during involvement with the
programme (steps 2 and 3 only)

4-5 hours plus additional time for reviewing/checking

The Community Facilitators (CF) of the Community
Support Organisations (CSOs) is responsible for carrying

out a wealth ranking at the start and during the
programme.

The Field Facilitators / Social Workers of the Participating

Organisation (POs) are responsible for verifying wealth
rankings in areas where the CSOs have withdrawn.

The Impact Evaluation Agency may use this tool later in
the process to evaluate the impact of different projects. It

may be used to see how many poor people have moved
between different wealth categories (to a high category or
in some cases they may have dropped to a lower
category).

November 2004
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Method

Identifying characteristics of poverty / wealth

People from the community undertake the wealth ranking exercise, with outside
facilitation. This is achieved by first holding a mass gathering of village people (this
normally achieves a 10-20% attendance; approx 1 person per household). At this
gathering, the facilitator divides the gathering according to different geographical
locations or paras. The number of groups depends on the size of the village and
number of paras. The facilitator should try to ensure that each group include a
diverse mixture of people (e.g. different socio-economic status, clan, occupation,
gender, etc.). In order to achieve a balanced representation, there would ideally be a
minimum of 5 people per para group.

Note to facilitator:

A You may want to discuss with the group what criteria they use to identify who are the
heads of households. Such criteria may include the earning capacity of the person, age,
and sex.

Ask each group to identify definitions for the following four categories:

A Rich

A Middle

A Poor

A Very poor / hardcore poor

In the SIPP context, most groups will differentiate levels of poverty between

households using factors such as:

e Amount of land owned;

e Food availability (how many days in a year the household takes 1, 2 or 3 meals a
day);

e Condition of dress;

e Availability and type of employment;

e Type of house;

e Level of indebtedness

Other factors may also be mentioned depending upon the village context and this
should be encouraged. All the factors which are used to identify which households
fall in which of the four categories should be documented.

Note to facilitator:
A four categories are identified as this conforms with the Operational Manual of SIPP and
allows for easier recording and consolidation by the SIPP MIS.

SIPP process monitoring November 2004
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A By whatever criteria the villagers define poverty their definitions should be recorded and
kept with the VDC. These definitions remain the same throughout the life of the project,
even though the definition of poverty nationally or internationally may change. This is
important if like is to be compared with like.

Classification of all village households by poverty status

Each group should write the name of each household in the village on a card [note:
Symbols or objects can be used if literacy levels are low. For example, household x could be
discussed and the main characteristics of the household illustrated in a picture. E.g. they may
have a pond with ducks and this could represent that particular household.]

Then place each household into one of the four groups according to their wealth
status. To do this, take a sheet of paper and separate it into four sections. Write a
wealth category in each section as illustrated in the table below. Now place a card
with the name of each household head in the relevant box. Once the group has
placed all the cards in the boxes complete FORM 1. The Facilitator should also note
down the criteria that were used to assess the wealth ranks.

Very poor / hardcore poor Poor

Middle Rich

Verification of wealth ranks

After the formats have been completed, the para groups come together, and with the
CF of the CSO debate and validate the lists of wealth ranks in a plenary session.
Validation entails reading out the para lists and the rank for each household, and
offering people the opportunity to comment on the validity of these ranks. The
information is then consolidated at the village level into one table of the four socio-
economic categories (FORM 1).

Monitoring changes in wealth/poverty

The original forms should be kept by the villagers then by the VDCs once formed.
The CSOs should send a copy to the SDF MEL unit for incorporation in the MIS.
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The lists of households will then be used to verify whether the very poor and poor
are the major beneficiaries of project activities.

Once the CSO completes its work in any village, and the PO takes over, the PO
should review and revalidate the wealth ranking to ensure that it is working only
with very/ hardcore poor households. This would not necessarily be a repeat of Steps
2 and 3, but smaller PRA exercises and one-to-one checks with households. The
result may be some non-poor households being exclude and some previously missed
very poor households now being included.

Towards the end of the project period, Steps 2 and 3 may repeated by the Impact
Evaluation Agency with a sample selection of villages to assess how many
households from the very poor and poor categories have moved up the poverty
ladder.
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Wealth Ranking Format

Name of facilitator:

Date of ranking:

Village name:

Upazilla:

Total number of
households in the
village:

Wealth category (place a V in the appropriate box)
No. Name of household Very Poor Poor Middle Rich
head

1.
2.
3.
4.
5.
6.
7.
8.

Insert more rows as

necessary .....

TOTALS

The following table should also be completed, to record the poverty criteria used in the
particular village:

Very Poor Poor Middle Rich

A Listcriteriahere | A Listcriteriahere | A Listcriteriahere | A List criteria here
A A A A

A A A A
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