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FAO Office of Evaluation (OED)

Questionnaire for evaluation team members to provide feedback on the evaluation process
Introduction

1. This questionnaire will provide information to the FAO Office of Evaluation (OED) aimed at improving the quality of its evaluations. It is intended to assess your opinion over the whole evaluation process from preparation, through management and backstopping, to finalization. The confidentiality of the respondent will be protected. Therefore, you are invited to reply candidly and frankly.
2. The completed form should be returned as an email attachment to: team-assessment@fao.org. The questionnaire will be kept in a protected folder, accessible only by the Director of OED. 
3. This is a qualitative assessment, with three types of questions: closed questions with a yes/no answer; closed questions with a six-point-scale to rank different issues; and open-ended questions. The scoring to be used for ranking is in Box 1 below.
Box 1. Scoring scale

	1
	Very poor

	2
	Poor

	3
	Inadequate/Unsatisfactory

	4
	Adequate/Satisfactory

	5
	Good

	6
	Excellent

	NA
	Not applicable


4. Open-ended questions will allow you to provide further comments on each aspect discussed, as well as on any other point you may wish to raise. You may add as many lines as required for these additional comments.
5. Depending on the type of evaluation in which you participated, it may not be possible to answer all questions. Please answer “NA” for any such question. If you were the Team Leader of the evaluation, please reply “NA” to Q. 4.2. If you took part in one evaluation where the Evaluation Manager was also the Team Leader, please reply “NA” to Questions 4.2 and 4.4. 

Evaluation title 

Please indicate the title of the evaluation you contributed to: ____________________________

1 Preparation for the evaluation
Please answer or score the following:

	N.
	Question
	
	
	Scoring
	
	

	
	
	Yes
	No
	1
	2
	3
	4
	5
	6
	NA

	1.1
	Timeliness of receipt of ToR for the evaluation before starting the assignment.
	
	
	
	
	
	
	
	
	

	1.2
	Quality of the ToR for the evaluation, including clarity and background information.
	
	
	
	
	
	
	
	
	

	1.3
	Did you receive individual ToR, as distinct from those for the evaluation as a whole?
	
	
	
	
	
	
	
	
	

	1.4
	If yes, assess timeliness of receipt of individual ToR before starting the assignment.
	
	
	
	
	
	
	
	
	

	1.5
	If yes, assess quality and clarity of the individual ToR.

	
	
	
	
	
	
	
	
	

	1.6
	Did you have access to background documentation on the initiative to be evaluated before starting the assignment?
	
	
	
	
	
	
	
	
	

	1.7
	If yes, assess timeliness of receipt of background documents before starting the assignment.
	
	
	
	
	
	
	
	
	

	1.8
	If yes, assess completeness and usefulness of background documents.
	
	
	
	
	
	
	
	
	

	1.9
	Did you have queries on the evaluation between confirmation of contract and commencement of the work?
	
	
	
	
	
	
	
	
	

	1.10
	If yes, assess the quality of replies to your queries, including timeliness and completeness.
	
	
	
	
	
	
	
	
	


1.11
Please provide any additional information you wish to complement your replies above and/or any other comment that you consider will be helpful in improving the quality of OED work in preparing evaluations.

2 Organization of the evaluation process
Please answer or score the following:

	N.
	Question
	
	
	Scoring
	
	

	
	
	Yes
	No
	1
	2
	3
	4
	5
	6
	NA

	2.1
	Was there a briefing session by the Office of Evaluation for the team at the beginning of the team work?
	
	
	
	
	
	
	
	
	

	2.2
	If yes, assess the quality and usefulness of the briefing session.
	
	
	
	
	
	
	
	
	

	2.3
	Assess the usefulness of the evaluation tools (evaluation matrix, questionnaires, etc.).
	
	
	
	
	
	
	
	
	

	2.4
	Assess the usefulness of the inception report, if there was one.
	
	
	
	
	
	
	
	
	

	2.5
	Assess the evaluation process in terms of balance of time allocated to various phases and locations, coherence in the sequence of phases, etc.
	
	
	
	
	
	
	
	
	

	2.6
	Assess the balance of time allocated for work at HQ and at country level.
	
	
	
	
	
	
	
	
	

	2.7
	Assess the quality of the organization supporting your work as an evaluator in HQ (meetings, access to documents, support from OED on queries, follow-up, etc.).
	
	
	
	
	
	
	
	
	

	2.8
	Assess the quality of the organization supporting your work as an evaluator at country level (meetings, visits, available documents, etc.).
	
	
	
	
	
	
	
	
	


2.9
Please provide any additional information you wish to complement your replies above and/or any other comment that you consider will be helpful in improving the quality of OED work in terms of organization of the evaluation process.
3 Wrap-up and report writing
Please answer or score the following:

	N.
	Question
	
	
	Scoring
	
	

	
	
	Yes
	No
	1
	2
	3
	4
	5
	6
	NA

	3.1
	Did all (or most) of the team members meet to discuss together findings and recommendations for the report?
	
	
	
	
	
	
	
	
	

	3.2
	If yes, assess the usefulness of the team meeting/discussion for the finalization of the report.
	
	
	
	
	
	
	
	
	

	3.3
	If no, assess the quality of the consultation process for the finalization of the report.
	
	
	
	
	
	
	
	
	

	3.4
	In your view, to what extent were your opinions and suggestions taken into account in the final report?
	
	
	
	
	
	
	
	
	

	3.5
	Was there a formal debriefing to present preliminary findings and recommendations to key stakeholders in FAO HQ or in the country?
	
	
	
	
	
	
	
	
	

	3.6
	If yes, did you take part in the debriefing session?


	
	
	
	
	
	
	
	
	

	3.7
	If yes, how useful was the formal debriefing for the finalization of the report?
	
	
	
	
	
	
	
	
	

	3.8
	Was there an Expert Panel for this evaluation?


	
	
	
	
	
	
	
	
	

	3.9
	If yes, assess the quality and usefulness of the consultation process and advice of the Expert Panel.
	
	
	
	
	
	
	
	
	


3.10
Please provide any additional information you wish to complement your replies above and/or any other comment that you consider will be helpful in improving the quality of OED work on finalization of evaluations.

4 Roles and responsibilities in the evaluation

Please answer or score the following:

	N.
	Question
	
	
	Scoring
	
	

	
	
	Yes
	No
	1
	2
	3
	4
	5
	6
	NA

	4.1
	To what extent were the roles in the team - team leader, evaluation manager and team members - clearly defined and respected throughout the evaluation process?
	
	
	
	
	
	
	
	
	

	4.2
	To what extent did the Team Leader and the Evaluation Manager effectively coordinate their respective roles?
	
	
	
	
	
	
	
	
	

	4.3
	To what extent did the evaluation manager provide support and advice along the evaluation process?
	
	
	
	
	
	
	
	
	

	4.4
	Was the Evaluation Manager a full-time team member?


	
	
	
	
	
	
	
	
	

	4.5
	If yes, how useful was the participation of the Evaluation Manager as a team member for the evaluation process?
	
	
	
	
	
	
	
	
	


4.6
Please provide any additional information you wish to complement your replies above and/or any other comment that you consider will be helpful in improving the roles and responsibilities in the evaluations managed by OED.

5 Administration and logistics
Support by OED

Please answer or score the following:

	N.
	Question
	Scoring

	
	
	1
	2
	3
	4
	5
	6
	NA

	5.1
	Quality of the information provided - including clarity, comprehensiveness, etc. - about the contractual arrangements for the assignment when first contacted by OED.
	
	
	
	
	
	
	

	5.2
	Support received for travel arrangements, including visa if relevant.

	
	
	
	
	
	
	

	5.3
	Support received for Travel Expense Claim preparation and submission.

	
	
	
	
	
	
	


Support by other FAO units

Please answer or score the following:

	N.
	Question
	Scoring

	
	
	1
	2
	3
	4
	5
	6
	NA

	5.4
	Timeliness of the confirmation of the appointment before starting the process.
	
	
	
	
	
	
	

	5.5
	Timeliness of payment after submission of TEC.

	
	
	
	
	
	
	


Please indicate how long it took between:

	N.
	Question
	Scoring

	
	
	1 week or less
	1-2 weeks
	2 weeks-1month 
	More than a month 

	5.6
	Submission of TEC and finalization of payment of the TEC.
	
	
	
	
	
	
	

	5.7
	Submission of your report and payment of honorarium.

	
	
	
	
	
	
	


5.8
Please provide any additional information you wish about your replies above and/or any other comment that you consider will be helpful in improving the quality of OED and FAO work on administration of evaluations.

6 Other comments and suggestions
Please provide any other comment that you consider will be helpful in improving the quality and effectiveness of OED’s work.

Office of Evaluation





Food and Agriculture Organization of the United Nations

















Food and Agriculture �Organization of the �United Nations





Questionnaire for evaluation team members to provide feedback on the evaluation process





November 2011





OED guidelines








