FEDERAL TVT INSTITUTE (FTVTI)
COMMUNITY SERVICE DIRECTORATE
MONITORING & EVALUATION (M&E) SYSTEM DOCUMENTS
1. INTRODUCTION
1.1 Purpose of the M&E System

This Monitoring and Evaluation (M&E) System Document is developed to guide the Community
Service Directorate of the Federal TVET Institute (FTVTI) in systematically planning,
monitoring, evaluating, and improving community service programs. The system ensures
accountability, learning, evidence-based decision-making, and alignment with FDRE TVET
Community Service Guidelines.

1.2 Scope of the M&E System

The M&E system applies to all community service projects and programs implemented by
FTVTI, including short-term interventions, ongoing services, and institutional partnerships with
communities and stakeholders.

1.3 Alignment

The M&E system aligns with:
e FDRE TVET Community Service Guidelines
o Institutional strategic and annual plans

2. M&E FRAMEWORK

2.1 Results Framework

Level Description

Input Human resources, budget, tools, equipment

Activity  |[Community service delivery, training, supervision

Output Services delivered, people trained

Outcome |[Improved community capacity and livelihoods

Impact Sustainable community development and institutional relevance




2.2 M&E Objectives

e Track progress of community service activities.

o Measure outputs, outcomes, and impacts.

o Ensure quality and relevance of services.

e Promote learning and continuous improvement.

e Support transparent reporting and accountability.
3. KEY PERFORMANCE INDICATORS (KPIs)
3.1 Output Indicators

e Number of community service projects implemented

o Number of beneficiaries served (disaggregated by gender and age)

e Number of trainees and trainers involved

o Number of technical services delivered
3.2 Outcome Indicators

o Beneficiary satisfaction level

e Improvement in community skills and awareness

o Functionality improvement of serviced facilities
3.3 Impact Indicators

o Sustained use of provided services

o Strengthened community FTVTI partnership

o Contribution to local socio-economic development
4. DATA COLLECTION METHODS AND TOOLS
4.1 Data Collection Methods

« Routine monitoring and supervision

o Beneficiary surveys and feedback forms

o Key informant interviews



e Focus group discussions
e Observation checklists
e Review of reports and records
4.2 Data Collection Tools
o Activity progress reporting formats
« Beneficiary feedback questionnaires
« Impact assessment templates
e Attendance sheets
« Photo and video documentation
5. ROLES AND RESPONSIBILITIES
5.1 Community Service Directorate
e Overall coordination of M&E activities
e Development and revision of M&E tools
« Data quality assurance and reporting
5.2 Trainers and Project Coordinators
e Routine data collection and reporting
e Technical supervision and validation
5.3 Trainees
e Support data collection and documentation
o Participate in reflection and learning sessions
5.4 Institute Management
« Oversight, review, and decision-making
« Resource allocation and policy support
6. M&E IMPLEMENTATION PROCESS

6.1 Planning



o Integrate M&E into community service annual plans
« Define indicators, targets, and responsibilities
6.2 Monitoring
« Continuous tracking of activities and outputs
e Regular supervision and field visits
6.3 Evaluation
e Mid-term and end-term evaluations
e Outcome and impact assessments
6.4 Reporting
e Quarterly, and annual M&E reports
o Management and stakeholder feedback sessions
7. DATA QUALITY ASSURANCE
To ensure reliable and accurate data, the following measures are applied:
« Standardized tools and formats
« Data verification and validation
e Supervisory review and approval
e Secure data storage and documentation
8. LEARNING AND ADAPTIVE MANAGEMENT
o Regular reflection meetings
o Documentation of best practices and lessons learned
e Use of findings for planning and improvement

« Knowledge sharing within and beyond the institute



9. RISK MANAGEMENT IN M&E

Risk Mitigation Measure

Incomplete data Capacity building and supervision
Delayed reporting Clear timelines and accountability
Low stakeholder participation Awareness and engagement

10. M&E REPORTING STRUCTURE
o Activity Progress Reports
e Quarterly M&E Summary Reports
e Annual Community Service Performance Report
e Impact Assessment Reports
11. ETHICS AND CONFIDENTIALITY

All M&E activities shall respect ethical principles, including informed consent, confidentiality,
and responsible use of data.

12. REVIEW AND UPDATE OF THE M&E SYSTEM

The M&E system document shall be reviewed periodically to reflect policy changes, institutional
priorities, and lessons learned from implementation.



