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DEFINITIONS

For purposes of this Policy:

Accountability means the obligation of ILA to explain, justify, and take responsibility for its
decisions, actions, resource utilization, and programme results to beneficiaries, partners, donors,
government institutions, staff, and other stakeholders.

Activity means a specific task or intervention undertaken to achieve planned outputs.

Baseline Study means the collection of data before implementation of a project to establish
benchmarks against which future performance will be measured.

Beneficiary means an individual, household, institution, or community that directly or indirectly
receives services or benefits from ILA programmes.

Community Feedback Mechanism means formal channels through which communities provide
compliments, complaints, suggestions, or concerns regarding ILA programmes.

Data Quality Assessment (DQA) means a systematic process of verifying that programme data
are accurate, complete, reliable, timely, and have integrity.

Evaluation means the systematic and objective assessment of the design, implementation,
relevance, efficiency, effectiveness, impact, sustainability, and outcomes of programmes or
projects.

Indicator means a measurable variable used to assess progress toward intended results.
Learning means the continuous process of generating, documenting, sharing, and applying
knowledge gained through programme implementation, monitoring, evaluation, research, and
reflection to improve future performance.

MEAL means Monitoring, Evaluation, Accountability and Learning.

Monitoring means the routine and systematic collection, analysis, and use of information to
track implementation progress, outputs, outcomes, risks, and resource utilization.

Outcome means the short-term or intermediate changes resulting from programme interventions.

Output means the direct products or services delivered by programme activities.



Results-Based Management (RBM) means a management approach that focuses on achieving
measurable results through planning, implementation, monitoring, evaluation, learning, and
continuous improvement.

Stakeholder means any individual, institution, community, donor, government agency, partner
organization, or other entity with an interest in or affected by ILA's work.

ACRONYMS

AAP — Accountability to Affected Populations

CHS — Core Humanitarian Standard

CRM — Complaints and Response Mechanism

DQA — Data Quality Assessment

FGD — Focus Group Discussion

GDPR - General Data Protection Regulation (where applicable)
IEC — Information, Education and Communication

ILA — Initiative for Legal Aid

KIl — Key Informant Interview

KPIs — Key Performance Indicators

M&E — Monitoring and Evaluation

MEAL — Monitoring, Evaluation, Accountability and Learning
MIS — Management Information System

NGO — Non-Governmental Organization

OECD-DAC - Organisation for Economic Co-operation and Development — Development
Assistance Committee

RBM — Results-Based Management
SDGs — Sustainable Development Goals

SOP — Standard Operating Procedure



ToC — Theory of Change
UN — United Nations
CHAPTER TWO
INTRODUCTION
2.1 Background

The Initiative for Legal Aid (ILA) is a national non-governmental organization committed to
advancing access to justice, human rights, rule of law, protection, governance, peacebuilding,
legal empowerment, and community resilience in South Sudan. The organization implements
programmes through partnerships with communities, civil society organizations, government
institutions, development partners, and humanitarian actors.

Effective Monitoring, Evaluation, Accountability and Learning (MEAL) is fundamental to
ensuring that ILA programmes achieve intended results, utilize resources efficiently, remain
accountable to stakeholders, and continuously improve through evidence-based decision-making.
A strong MEAL system enables ILA to measure progress, demonstrate impact, strengthen
transparency, enhance institutional learning, and adapt programming to changing contexts and
emerging needs.

This Policy establishes the institutional framework for planning, monitoring, evaluating, learning
from, and reporting on all programmes, projects, operations, and organizational performance
undertaken by ILA. It promotes a culture of evidence, accountability, participation, innovation,
and continuous improvement while ensuring compliance with applicable national laws, donor
requirements, humanitarian principles, and internationally recognized standards.

The Policy applies to all Board members, employees, volunteers, interns, consultants,
implementing partners, and any other persons acting on behalf of ILA. It shall be read together
with ILA's Finance and Accounting Policy, Human Resource and Administration Policy,
Procurement and Asset Management Policy, Safeguarding and PSEA Policy, Data Protection
procedures, and other relevant organizational policies.

This establishes the foundation of a comprehensive institutional MEAL policy. The next chapter
would cover Purpose, Objectives, Scope, Guiding Principles, and the Legal and Policy
Framework, followed by the detailed operational provisions of the MEAL system.



CHAPTER THREE
PURPOSE, OBJECTIVES, SCOPE AND GUIDING PRINCIPLES

3.1 Purpose of the Policy
The purpose of this Monitoring, Evaluation, Accountability and Learning (MEAL) Policy is to
establish a comprehensive institutional framework that governs the planning, implementation,
monitoring, evaluation, accountability, learning, reporting, and continuous improvement of all
programmes, projects, and organizational operations undertaken by the Initiative for Legal Aid
(ILA).
The Policy aims to ensure that ILA:

o Measures progress towards strategic and project objectives using reliable evidence.

« Demonstrates accountability to beneficiaries, communities, donors, partners, government

institutions, and other stakeholders.

e Promotes evidence-based decision-making throughout programme implementation.

« Strengthens organizational effectiveness, efficiency, transparency, and sustainability.

« Encourages continuous learning, innovation, and adaptive management.

« Ensures compliance with donor, legal, contractual, and institutional requirements.

e Promotes a culture of performance management and results-based programming across

the organization.

3.2 Objectives of the Policy
The specific objectives of this Policy are to:
3.2.1 Institutional Objectives
a. Establish standardized MEAL systems across all ILA programmes and departments.

b. Promote consistency in programme planning, implementation, monitoring, reporting,
evaluation, and learning.

c. Improve institutional performance through evidence-based management.
d. Strengthen organizational accountability and transparency.

e. Enhance programme quality through systematic learning.

3.2.2 Programme Objectives

ILA shall ensure that every programme:

o Has clear objectives and expected results.



e Includes measurable indicators.

e Has an approved monitoring framework.

o Maintains quality baseline information.

o Conducts regular progress reviews.

o Undertakes periodic evaluations.

o Documents lessons learned.

e Applies recommendations for programme improvement.

3.2.3 Accountability Objectives
The MEAL system shall ensure that:

o Communities participate throughout the programme cycle.
o Beneficiaries receive accurate programme information.

o Complaints are received safely and confidentially.

o Feedback informs programme improvements.

« Decisions affecting communities are transparent.

o All complaints are addressed fairly and promptly.

3.2.4 Learning Obijectives
ILA shall promote organizational learning through:

o Documentation of best practices.

e Sharing of lessons learned.

« Knowledge management.

o Programme reflection sessions.

« Innovation and adaptive programming.
o Evidence-informed policy development.

3.3 Scope of the Policy
This Policy applies to:
3.3.1 Organizational Scope
The Policy shall apply to:
e Headquarters.
o Field offices.
e Programme offices.
« Satellite offices.

« Emergency response operations.
e Remote programme implementation.



3.3.2 Personnel Scope
This Policy shall apply to:

e Board of Directors.

« Executive Director.

e Senior Management.

e Programme Managers.
e MEAL personnel.

« Finance staff.

e Human Resource staff.
e Project Officers.

o Field Officers.

o Community Mobilizers.
e Volunteers.

e Interns.

o Consultants.

e Temporary staff.

« Implementing partners.
e Sub-grantees.

« Contractors where applicable.

3.3.3 Programme Scope
The Policy applies throughout the programme cycle, including:

o Needs assessments.

« Situation analyses.

e Strategic planning.

e Project design.

o Proposal development.

o Baseline studies.

e Programme implementation.
« Routine monitoring.

e Mid-term reviews.

« Evaluations.

e Learning activities.

e Project closure.

o Post-project assessments.



3.3.4 Geographic Scope
The Policy applies to all areas where ILA operates, including:

e South Sudan.

o Cross-border programmes.

o Regional initiatives.

« International partnerships where applicable.

3.4 Policy Statement

ILA is committed to maintaining a robust, transparent, participatory, and evidence-based
Monitoring, Evaluation, Accountability and Learning system that supports the achievement of its
Vision and Mission while ensuring responsible stewardship of resources and meaningful
engagement with stakeholders.

All organizational decisions relating to programmes shall, as far as practicable, be informed by
credible evidence generated through the MEAL system.

3.5 Guiding Principles
ILA shall implement this Policy in accordance with the following principles:
3.5.1 Results Orientation

ILA shall focus on achieving measurable, meaningful, and sustainable results rather than merely
completing activities.

3.5.2 Accountability
ILA shall remain accountable to:

e Communities.

« Beneficiaries.

e Donors.

e Government institutions.
o Development partners.

« Employees.

e Volunteers.

e The Board of Directors.
e The general public.



3.5.3 Participation
Communities and stakeholders shall actively participate in:

Needs identification.

Planning.

Programme implementation.
Monitoring.

Evaluation.

Learning.

Feedback processes.
Decision-making where appropriate.

3.5.4 Evidence-Based Decision Making
Programme and management decisions shall be based on:

Reliable data.
Research findings.
Monitoring reports.
Evaluations.
Community feedback.
Lessons learned.

3.5.5 Transparency

ILA shall openly communicate programme objectives, selection criteria, available services, and
project performance to relevant stakeholders while safeguarding confidential information.

3.5.6 Integrity of Data
All data collected by ILA shall be:

Accurate.
Reliable.
Complete.
Consistent.
Timely.
Verifiable.
Secure.
Ethical.



3.5.7 Do No Harm
All MEAL activities shall be conducted in a manner that:

o Protects beneficiaries.

e Minimizes risks.

e Prevents discrimination.

e Respects human dignity.

« Upholds safeguarding standards.
o Protects vulnerable populations.

3.5.8 Confidentiality

ILA shall protect confidential information obtained through monitoring, evaluations, surveys,
complaints, investigations, and research in accordance with applicable laws and organizational
policies.

3.5.9 Inclusion and Equality

MEAL processes shall promote meaningful participation without discrimination based on:

o Sex.

e Gender.

o Age.

« Disability.

o Ethnicity.

« Religion.

« Political opinion.
« Nationality.

« Social status.

o Language.

e Any other protected characteristic.
Special efforts shall be made to ensure the participation of women, children, persons with
disabilities, older persons, internally displaced persons, refugees, returnees, minority groups, and
other marginalized populations.

3.5.10 Continuous Learning and Innovation

ILA recognizes learning as a strategic organizational asset and shall encourage innovation,
critical reflection, and adaptive management to improve programme quality and impact.



3.6 Institutional MEAL Commitments
ILA commits to:

1. Allocate adequate financial and human resources for MEAL functions.

2. Integrate MEAL into all programme and project designs.

3. Develop and maintain standardized MEAL tools and procedures.

4. Conduct regular data quality assessments.

5. Undertake independent evaluations where appropriate.

6. Maintain effective complaints and feedback mechanisms.

7. Promote organizational learning and knowledge sharing.

8. Ensure timely, accurate, and transparent reporting.

9. Protect personal data and confidential information.

10. Use evaluation findings and lessons learned to improve future programming.

3.7 Compliance

Compliance with this Policy is mandatory for all persons acting on behalf of ILA. Failure to
comply may result in corrective measures, disciplinary action, suspension of delegated authority,
termination of contractual relationships, or other appropriate sanctions in accordance with
applicable organizational policies and legal requirements.

CHAPTER FOUR

LEGAL AND POLICY FRAMEWORK
4.1 Purpose
This Chapter establishes the legal, regulatory, policy, and institutional framework governing the
implementation of Monitoring, Evaluation, Accountability and Learning (MEAL) within the
Initiative for Legal Aid (ILA). It ensures that ILA's MEAL systems are compliant with the laws
of the Republic of South Sudan, donor requirements, and internationally recognized standards for
humanitarian, development, and human rights programming.
ILA shall conduct all MEAL activities in accordance with applicable national legislation,
contractual obligations, organizational policies, and recognized international principles of
transparency, accountability, participation, ethics, and evidence-based management.

4.2 National Legal and Regulatory Framework

Where applicable, ILA shall implement this Policy in accordance with the laws of the Republic
of South Sudan, including but not limited to:



4.2.1 Constitution

The Transitional Constitution of the Republic of South Sudan, 2011 (as amended),
particularly provisions relating to:

e Human rights.

« Equality and non-discrimination.
e Access to information.

e Good governance.

o Public accountability.

« Protection of vulnerable persons.
« Rule of law.

4.2.2 NGO Regulatory Framework

ILA shall comply with all legal requirements governing the registration, governance, reporting,
and operations of non-governmental organizations in South Sudan, including reporting
obligations to the Relief and Rehabilitation Commission (RRC) and any other competent
regulatory authorities.

4.2.3 Labour Laws
MEAL activities involving staff shall comply with applicable labour laws relating to:

e Occupational safety and health.
e Non-discrimination.

o Confidentiality.

o Employee rights.

« Ethical conduct.

4.2.4 Child Protection Laws

Any monitoring, evaluation, research, interviews, surveys, or assessments involving children
shall comply with applicable child protection laws and ILA's Safeguarding and Child Protection
policies.

4.2.5 Criminal Laws

Where monitoring or accountability activities reveal fraud, corruption, sexual exploitation,

abuse, criminal misconduct, or other unlawful acts, ILA shall take appropriate administrative
action and, where required by law, report such matters to the relevant authorities.



4.3 Organizational Policy Framework
This Policy shall be read together with all relevant ILA policies, including:

e Human Resource and Administration Policy.

« Finance and Accounting Policy.

e Procurement and Asset Management Policy.

o Prevention of Sexual Exploitation, Abuse and Harassment (PSEAH) Policy.
« Safeguarding Policy.

« Code of Conduct.

e Anti-Fraud and Anti-Corruption Policy.

e Risk Management Policy.

« Data Protection and Information Security Policy.
o Partnership Policy.

o Research Ethics Guidelines.

e Communication and Visibility Policy.

« Information Technology Policy.

e Security Management Policy.

Where inconsistencies arise, the Executive Director shall determine the appropriate
interpretation, subject to applicable law and Board oversight.

4.4 International Standards

ILA adopts internationally recognized standards for Monitoring, Evaluation, Accountability and
Learning.

These standards shall guide programme design, implementation, reporting, evaluation, learning,
and accountability.

4.4.1 Results-Based Management (RBM)
ILA shall adopt Results-Based Management by:
« defining clear results at impact, outcome, output, and activity levels;
o establishing measurable indicators;
e monitoring progress against planned results;
e using evidence to improve performance; and
« promoting accountability for achieving intended results.
4.4.2 OECD-DAC Evaluation Criteria

All evaluations conducted or commissioned by ILA shall, where appropriate, assess programmes
against the following internationally recognized criteria:

e Relevance.



o Coherence.

o Effectiveness.
o Efficiency.

e Impact.

o Sustainability.

Evaluation methodologies may also consider gender equality, inclusion, human rights,
environmental sustainability, conflict sensitivity, and value for money, where relevant.

4.4.3 Core Humanitarian Standard (CHS)

Where ILA implements humanitarian programmes, it shall be guided by the commitments of the
Core Humanitarian Standard, including:

o appropriate and relevant assistance;

« effective and timely response;

« strengthened local capacities;

e communication and participation;

e accessible complaints mechanisms;

« coordinated assistance;

« continual learning and improvement;

« competent and well-managed staff; and
e responsible resource management.

4.4.4 Sphere Standards

Humanitarian programmes shall, where applicable, be informed by the Sphere Standards to
ensure quality, accountability, and the protection of affected populations.

4.4.5 Sustainable Development Goals (SDGs)

ILA shall align its programmes and MEAL systems, where relevant, with the Sustainable
Development Goals and support national development priorities through measurable
contributions.

4.4.6 Human Rights-Based Approach

ILA shall integrate a Human Rights-Based Approach into programme planning and MEAL by
promoting:

e participation;

e accountability;

e non-discrimination;
e empowerment;

« transparency; and

e legality.



4.4.7 Gender Equality and Social Inclusion

MEAL systems shall ensure that programme data are, where appropriate, disaggregated by:

sex;
age;

disability;

location; and

other relevant demographic characteristics,

to support inclusive analysis and equitable programming.

4.5 Donor Compliance

ILA recognizes that donor-funded programmes may impose specific monitoring, reporting,
evaluation, audit, and accountability requirements.

Accordingly:

1.

2.

All grant agreements shall be reviewed during project inception to identify applicable
MEAL obligations.

Project-specific MEAL plans shall comply with donor requirements without undermining
this Policy.

Where donor requirements are more stringent than this Policy, the higher standard shall
apply, provided it does not conflict with applicable law.

Programme staff shall ensure timely submission of all donor reports and required
supporting documentation.

Any significant deviations from approved indicators, targets, or reporting schedules shall
be promptly communicated to the donor with appropriate justification.

4.6 Ethical Standards

All MEAL activities shall be conducted in accordance with the following ethical principles:

voluntary participation;

informed consent;
confidentiality;

privacy;

impartiality;

independence;

objectivity;

integrity;

respect for human dignity; and
avoidance of conflicts of interest.



No person shall be coerced into participating in surveys, interviews, focus group discussions,
assessments, evaluations, or research activities.

4.7 Safeguarding in MEAL Activities

All staff, volunteers, consultants, and partners conducting MEAL activities shall comply with
ILA's Safeguarding and PSEAH policies.

In particular, personnel shall:

prioritize the safety and dignity of participants;

avoid actions that may expose individuals to harm or retaliation;

report safeguarding concerns through established internal mechanisms;

obtain appropriate consent before collecting personal information or images; and

ensure that complaints relating to safeguarding are referred promptly through confidential
reporting channels.

4.8 Independence and Objectivity

Monitoring and evaluation activities shall be undertaken with professional independence and
objectivity.

Where feasible:

evaluations shall be conducted by personnel who are independent of day-to-day
implementation;

external evaluators may be engaged for strategic, high-value, or donor-funded projects;
evaluation findings shall not be altered, suppressed, or misrepresented; and
management responses to evaluation findings shall be documented and tracked.

4.9 Policy Hierarchy

In implementing this Policy, the following hierarchy shall apply in cases of inconsistency:
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Laws of the Republic of South Sudan.

Binding court decisions and lawful directives of competent authorities.
Grant agreements and legally binding contractual obligations.

ILA Governing Instruments (Constitution, Articles, Board resolutions).

This Monitoring, Evaluation, Accountability and Learning Policy.

Standard Operating Procedures (SOPs), manuals, and operational guidelines.

4.10 Review of Legal and Policy Compliance

The Executive Director, through the MEAL Unit and in consultation with relevant departments,
shall periodically review changes in legislation, donor requirements, and international standards
to ensure that this Policy remains current and effective.



Where significant legal or regulatory changes occur, amendments to this Policy shall be
submitted to the Board of Directors for approval.

CHAPTER FIVE

GOVERNANCE, INSTITUTIONAL ARRANGEMENTS, ROLES AND
RESPONSIBILITIES

5.1 Purpose

This Chapter establishes the governance framework, institutional arrangements, and roles and
responsibilities for the effective implementation of the Monitoring, Evaluation, Accountability
and Learning (MEAL) Policy within the Initiative for Legal Aid (ILA).

Effective governance of the MEAL function is essential to ensuring organizational
accountability, evidence-based decision-making, programme quality, institutional learning, and
continuous improvement. All governance structures and personnel shall cooperate to ensure that
MEAL is integrated into every stage of the programme and organizational management cycle.

5.2 Governance Structure
The governance of the MEAL system shall comprise the following levels:

Board of Directors.

Executive Director.

Senior Management Team.

Monitoring, Evaluation, Accountability and Learning (MEAL) Unit.
Programme and Project Managers.

Programme Officers and Technical Staff.

Finance and Administration Department.

Human Resource Department.

Internal Audit Function (where established).
Implementing Partners and Sub-grantees.

Consultants and Independent Evaluators.

Community Structures and Beneficiary Representatives.

Each level shall have defined responsibilities to ensure effective implementation and oversight of
the MEAL system.

5.3 Board of Directors

The Board of Directors shall provide strategic oversight of the organization's MEAL system and
shall:

a. Approve the MEAL Policy and any substantive amendments thereto.



b. Ensure that MEAL is integrated into the organization's strategic direction and governance
framework.

c. Review organizational performance against the Strategic Plan and annual objectives.
d. Ensure adequate institutional resources are allocated to the MEAL function.

e. Review findings from strategic evaluations, organizational assessments, and major
performance reviews.

f. Monitor implementation of recommendations arising from evaluations, audits, and
management reviews.

g. Promote a culture of accountability, transparency, integrity, and organizational learning.

h. Ensure management addresses significant programme risks identified through the MEAL
system.

i. Require periodic reports on organizational performance, accountability, complaints, and
learning outcomes.

5.4 Executive Director

The Executive Director shall be the overall accounting officer responsible for ensuring the
effective implementation of this Policy and shall:

a. Provide strategic leadership for the organizational MEAL system.

b. Ensure integration of MEAL into strategic planning, programme design, implementation, and
reporting.

c. Approve annual organizational MEAL plans and budgets.
d. Ensure adequate staffing and resourcing of the MEAL function.
e. Promote evidence-based management and organizational learning.

f. Ensure timely implementation of recommendations from evaluations, audits, and performance
reviews.

g. Foster a culture of accountability and continuous improvement across the organization.
h. Present periodic performance reports to the Board of Directors.

i. Ensure donor reporting obligations are fulfilled accurately and on time.



j. Ensure corrective actions are implemented where significant performance gaps are identified.
5.5 Senior Management Team

The Senior Management Team shall:

a. Integrate MEAL into organizational planning and management processes.

b. Review programme performance on a regular basis.

c. Monitor progress towards strategic and operational objectives.

d. Review organizational risks identified through monitoring activities.

e. Support adaptive management and evidence-based decision-making.

f. Promote cross-departmental learning and collaboration.

g. Ensure implementation of agreed management actions arising from evaluations and reviews.
5.6 Monitoring, Evaluation, Accountability and Learning (MEAL) Unit

The MEAL Unit shall serve as the technical lead for all monitoring, evaluation, accountability,
and learning functions within ILA.

The Unit shall be responsible for:

5.6.1 Monitoring

a. Developing organizational monitoring frameworks.

b. Designing monitoring tools and templates.

c. Coordinating routine data collection.

d. Monitoring programme implementation.

e. Tracking indicators and targets.

f. Producing performance dashboards.

g. Monitoring organizational Key Performance Indicators (KPISs).
5.6.2 Evaluation

The MEAL Unit shall:



a. Develop annual evaluation plans.

b. Coordinate baseline, midline, endline, and impact evaluations.
c. Prepare evaluation terms of reference.

d. Support procurement of external evaluators where required.

e. Ensure evaluation quality.

f. Track implementation of evaluation recommendations.

5.6.3 Accountability

The Unit shall:

a. Establish and maintain complaints and feedback mechanisms.
b. Monitor beneficiary satisfaction.

c. Ensure complaints are recorded, investigated, referred, and resolved appropriately.
d. Promote accountability to affected populations.

e. Monitor adherence to organizational commitments and donor accountability requirements.
5.6.4 Learning

The Unit shall:

a. Document lessons learned and best practices.

b. Facilitate learning workshops and after-action reviews.

c. Develop knowledge products.

d. Promote innovation and adaptive programming.

e. Maintain organizational knowledge repositories.

5.6.5 Reporting

The MEAL Unit shall:

e Prepare periodic performance reports.
« Produce organizational dashboards.



e Support donor reporting.
o Conduct data analysis.
o Verify programme data.
« Maintain organizational databases.
o Coordinate Data Quality Assessments (DQAS).
5.7 Programme Managers
Programme Managers shall:
a. Ensure that all projects have approved MEAL plans before implementation.
b. Integrate MEAL activities into work plans and budgets.
c. Supervise project monitoring activities.
d. Ensure timely submission of programme reports.
e. Monitor progress against approved indicators.
f. Facilitate implementation of evaluation recommendations.
g. Promote learning within programme teams.
h. Ensure accountability mechanisms are functional throughout project implementation.
5.8 Project Officers and Technical Staff
Project Officers and Technical Staff shall:
o Collect programme data accurately and ethically.
o Maintain complete project records.
o Verify field data before submission.
e Support community consultations.
« Participate in monitoring visits.
e Report implementation progress.
« Document lessons learned.
o Identify programme risks and emerging issues.

o Participate in evaluations and reviews.
e Maintain confidentiality of programme information.



5.9 Finance Department

The Finance Department shall:

a. Ensure adequate budget allocation for MEAL activities.
b. Track expenditure against approved MEAL budgets.

c. Support financial monitoring of projects.

d. Provide financial information required for programme evaluations and value-for-money
assessments.

e. Participate in financial compliance reviews where necessary.
5.10 Human Resource Department
The Human Resource Department shall:
e Ensure recruitment of competent MEAL personnel.
o Coordinate MEAL-related staff capacity development.
e Incorporate MEAL responsibilities into job descriptions.
e Include MEAL performance indicators in staff performance appraisals.
e Support organizational learning initiatives.
« Maintain records of MEAL training and professional development.
5.11 Internal Audit Function
Where established, the Internal Audit Function shall:
a. Assess the effectiveness of MEAL controls and governance processes.
b. Review compliance with this Policy and related procedures.
c. Verify the reliability of programme performance information.
d. Report significant weaknesses in MEAL systems to management and the Board.
5.12 Implementing Partners and Sub-grantees
All implementing partners and sub-grantees shall:
o Comply with this Policy and any project-specific MEAL requirements.
« Develop and implement agreed MEAL plans.

e Maintain accurate programme records.
e Submit timely and reliable reports.



« Participate in monitoring visits, evaluations, and learning activities.
o Facilitate community feedback mechanisms.
o Cooperate with data verification and audits.

Partnership agreements shall clearly define MEAL roles, reporting requirements, data ownership,
confidentiality obligations, and performance standards.

5.13 Consultants and Independent Evaluators
Consultants and independent evaluators engaged by ILA shall:

o Conduct assignments objectively and impartially.

o Adhere to approved terms of reference.

o Comply with ILA policies, including safeguarding and confidentiality requirements.
o Use appropriate evaluation methodologies.

e Produce evidence-based findings and recommendations.

« Declare any actual or potential conflicts of interest before commencing assignments.

5.14 Community Structures and Beneficiary Representatives

Community leaders, beneficiary committees, and other representative structures shall be
encouraged to:

« Participate in programme planning and monitoring.

o Provide feedback on programme implementation.

e Report complaints or concerns through established channels.
« Validate monitoring findings where appropriate.

e Support community accountability processes.

e Contribute to learning and programme improvement.

Their participation shall be inclusive, voluntary, and respectful of diversity and local context.
5.15 Collective Responsibility

Monitoring, Evaluation, Accountability and Learning is a shared organizational responsibility.
Every staff member, volunteer, consultant, partner, and contractor shall contribute to the
generation of reliable evidence, uphold accountability to stakeholders, and foster a culture of

learning and continuous improvement.

Managers at all levels shall ensure that MEAL considerations are integrated into planning,
implementation, supervision, decision-making, and reporting processes.

5.16 Delegation of Authority



The Executive Director may delegate operational MEAL responsibilities to designated officers.
However, such delegation shall not relieve the Executive Director of overall responsibility for
ensuring compliance with this Policy.

Delegated responsibilities shall be documented, clearly communicated, and subject to
appropriate oversight and periodic review.

CHAPTER SIX
MEAL SYSTEM FRAMEWORK AND RESULTS-BASED MANAGEMENT
6.1 Purpose

This Chapter establishes the framework through which the Initiative for Legal Aid (ILA)
designs, implements, monitors, evaluates, learns from, and improves its programmes and
organizational interventions.

ILA shall operate a Results-Based Management (RBM) approach in which programmes are
designed around clearly defined results, measurable indicators, evidence generation, stakeholder
participation, accountability mechanisms, and continuous learning.

The MEAL system shall ensure that ILA programmes move beyond activity implementation and
demonstrate measurable contribution towards improved access to justice, protection of rights,
legal empowerment, accountability, and social transformation.

6.2 ILA MEAL System Framework
ILA’s MEAL system shall consist of four interconnected components:
6.2.1 Monitoring

Monitoring shall involve the systematic and continuous collection, analysis, verification, and use
of information to assess:

o Whether activities are implemented as planned,;

o whether resources are utilized effectively;

e whether outputs are achieved,;

o Whether risks are identified and managed,;

« whether intended beneficiaries are reached; and

e Wwhether programmes are progressing towards intended outcomes.

6.2.2 Evaluation

Evaluation shall provide an objective assessment of programme performance, relevance,
effectiveness, efficiency, impact, sustainability, and lessons learned.



Evaluations shall support:

« accountability to donors and stakeholders;
o strategic decision-making;

e programme improvement;

e organizational learning; and

e evidence-based policy development.

6.2.3 Accountability
Accountability shall ensure that ILA remains responsible and responsive to:
e communities;

e persons receiving legal aid services;
 rights holders;

e donors;

e government authorities;
e partners;

o staff; and

« other stakeholders.
Accountability shall be achieved through:

« information sharing;

e participation;

o complaints and feedback mechanisms;
o transparency;

« ethical conduct; and

e responsive programme management.

6.2.4 Learning
Learning shall enable ILA to:
« reflect on programme experiences;
 identify successful approaches;
« understand challenges;
e document evidence;
« share knowledge; and
e adapt programmes for improved results.
6.3 Results-Based Management Approach
ILA shall apply Results-Based Management throughout the programme cycle.

RBM requires that all programmes clearly define:



The problem being addressed,;

The desired change;

The results expected;

The interventions required,

The indicators for measuring progress;

The evidence required to demonstrate achievement;
The assumptions and risks affecting success.
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6.4 Results Chain
All ILA programmes shall, where applicable, follow the results chain below:
6.4.1 Impact
Impact represents the long-term and sustainable changes to which ILA contributes.
Examples:

e Increased access to justice.

« Improved respect for human rights.

o Strengthened rule of law.

e Increased community legal empowerment.

e Reduced barriers to justice services.
6.4.2 Outcomes
Outcomes represent the medium-term changes resulting from programme interventions.
Examples:

e Increased awareness of legal rights among communities.

« Improved ability of vulnerable persons to access legal remedies.

o Increased confidence in justice institutions.

« Improved capacity of community justice structures.
6.4.3 Outputs
Outputs are the immediate products and services delivered by ILA.
Examples:

e Number of legal consultations provided.

e Number of community legal awareness sessions conducted.

e Number of cases supported.

o Number of legal documents prepared.
e Number of stakeholders trained.



6.4.4 Activities
Activities are specific actions undertaken to produce outputs.
Examples:

o Conducting legal clinics.

o Providing legal representation.

o Conducting training sessions.

o Carrying out research.

« Conducting advocacy meetings.

e Producing legal information materials.

6.4.5 Inputs
Inputs are resources required to implement activities, including:

e Human resources.

« Financial resources.

o Equipment.

e Technical expertise.

« Partnerships.

« Information resources.

6.5 Theory of Change

ILA shall develop and maintain a Theory of Change (ToC) for its Strategic Plan and major
programmes.

The Theory of Change shall describe:

o the intended long-term change;

o pathways through which change is expected to occur;
« assumptions underlying interventions;

o external factors influencing results;

e evidence required to demonstrate progress.

A typical ILA Theory of Change may be expressed as:

"If vulnerable individuals and communities have increased access to legal information, legal
representation, justice services, and rights-based advocacy, and if justice actors and communities
are strengthened, then access to justice and protection of human rights will improve because
individuals and institutions will have greater capacity to understand, claim, and uphold legal
rights.”



6.6 Logical Framework Approach

All major ILA programmes shall have a Logical Framework (Logframe) or equivalent results
framework.

The Logframe shall include:

Result _ . Means of .
Level Description Indicators Verification Assumptions
Impact Long-term change _Impact Researgh, . External conditions
indicators evaluations, studies
Behavioural or Outcome Programme
Outcome . . " - Surveys, assessments .
institutional change indicators assumptions
Output Direct deliverables _Out_put Reports, records, Implgr_nentatlon
indicators databases conditions
Activities Actions undertaken ACt.'V'ty Activity records Operatlo_nal
indicators assumptions

6.7 Indicator Management Framework

ILA shall establish an indicator management system to ensure that performance measurement is
consistent, reliable, and meaningful.

Each indicator shall have an Indicator Reference Sheet containing:

e Indicator name;

o Definition;

e Purpose;

e Measurement unit;

e Calculation method,;

« Data source;

e Frequency of collection;
e Responsible person;

e Reporting requirements;
o Baseline value;

e Target value;

« Disaggregation requirements.

6.8 Types of Indicators

ILA shall use different categories of indicators, including:



6.8.1 Input Indicators
Measure resources invested.
Examples:
e Amount of funding allocated.
e Number of staff assigned.
o Number of partnerships established.
6.8.2 Process Indicators
Measure implementation progress.
Examples:
« Number of activities conducted.
e Number of monitoring visits completed.
« Number of consultations conducted.
6.8.3 Output Indicators
Measure immediate programme deliverables.
Examples:
o Number of beneficiaries receiving legal services.
e Number of cases handled.
o Number of legal awareness sessions conducted.
6.8.4 Outcome Indicators
Measure changes resulting from interventions.
Examples:
o Percentage increase in legal knowledge among targeted communities.
e Percentage of supported cases successfully resolved.
e Increased confidence in justice mechanisms.
6.8.5 Impact Indicators

Measure long-term contribution.

Examples:



o Improved access to justice among vulnerable populations.
e Increased protection of human rights.
e Improved community trust in justice systems.

6.9 Indicator Disaggregation

Where relevant, ILA shall disaggregate programme data by:

e Sex;

o Age;

o Disability;
e Location;

e Vulnerability category;

e Type of legal issue;

o Case category,

o Other context-specific characteristics.

Disaggregation shall support:
e inclusion;
e equality analysis;
« identification of underserved groups;
e improved programme targeting.
6.10 MEAL Integration Across the Programme Cycle
MEAL shall be integrated throughout the programme cycle as follows:
Planning Stage
MEAL requirements shall include:
e needs assessments;
o stakeholder analysis;
e risk analysis;
e baseline planning;
e indicator development;
« accountability planning.
Implementation Stage
ILA shall undertake:
e routine monitoring;

« data collection;
o beneficiary feedback;



e progress reviews;
e risk monitoring.

Review Stage
ILA shall conduct:

e performance reviews;

o reflection meetings;

o data analysis;

« corrective action planning.

Closure Stage
ILA shall undertake:

« final evaluations where required,;
o documentation of lessons learned,
e sustainability assessments;

e knowledge sharing.

6.11 MEAL Plans
Each programme or project shall develop a MEAL Plan before implementation.
The MEAL Plan shall include:

e programme objectives;
 indicators;

o targets;

o data sources;

« data collection methods;

e monitoring schedule;

e responsibilities;

o evaluation requirements;

e accountability mechanisms;
e learning activities.

No major programme shall commence without an approved MEAL Plan unless authorized by the
Executive Director due to emergency circumstances.

6.12 Adaptive Management
ILA shall use MEAL evidence to adjust programmes where necessary.

Adaptive management may include:



modifying activities;

reallocating resources;

changing implementation approaches;
addressing emerging risks;
responding to beneficiary feedback;
incorporating lessons learned.

Changes shall be documented and justified to maintain transparency and accountability.

CHAPTER SEVEN
PROGRAMME MONITORING SYSTEM
7.1 Purpose

This Chapter establishes the framework for planning, conducting, documenting, and utilizing
programme monitoring activities within the Initiative for Legal Aid (ILA).

Monitoring is a core component of ILA’s MEAL system and shall provide continuous evidence
on whether programmes are being implemented effectively, efficiently, accountably, and in
accordance with approved plans, budgets, agreements, and organizational standards.

ILA shall use monitoring information to:

measure progress towards planned results;
identify implementation challenges;
manage risks;

improve programme quality;

ensure accountability to stakeholders;
inform management decisions; and
promote continuous learning.

7.2 Principles of Programme Monitoring
ILA monitoring activities shall be guided by the following principles:
7.2.1 Systematic Approach

Monitoring shall be planned, structured, and conducted using approved tools, procedures,
indicators, and schedules.

7.2.2 Evidence-Based Practice



Monitoring findings shall be based on reliable and verifiable information collected through
appropriate methods.

7.2.3 Timeliness

Monitoring information shall be collected, analyzed, and reported within appropriate timelines to
allow corrective action.

7.2.4 Participation

Where appropriate, beneficiaries, communities, partners, and relevant stakeholders shall
participate in monitoring processes.

7.2.5 Objectivity
Monitoring shall be conducted impartially and without manipulation of information or results.
7.2.6 Continuous Improvement
Monitoring findings shall be used to strengthen programme effectiveness and quality.
7.3 Types of Monitoring
ILA shall undertake different forms of monitoring depending on programme requirements.
7.3.1 Routine Activity Monitoring
Routine monitoring shall involve regular tracking of programme activities and outputs.
It shall assess:
e activities completed;
« beneficiaries reached;
e resources utilized;
« implementation challenges;
e progress against work plans;
o compliance with programme standards.
Examples:
e Number of legal aid consultations conducted.
e Number of court representations undertaken.
e Number of legal awareness sessions conducted.

e Number of community members reached.

7.3.2 Results Monitoring



Results monitoring shall assess progress towards achieving outputs, outcomes, and strategic
objectives.

It shall examine:

o Whether intended changes are occurring;
« whether interventions are contributing to desired results;
e Whether targets are being achieved.

7.3.3 Field Monitoring

Field monitoring shall involve physical visits by authorized ILA personnel to programme
locations.

Field monitoring shall verify:

e actual implementation;

« beneficiary participation;

o quality of services delivered;

« compliance with procedures;

e accuracy of reported information;

« challenges affecting programme delivery.

Field monitoring may include:

o oObservation;

e interviews;

o focus group discussions;
« document verification;

o beneficiary consultations.

7.3.4 Compliance Monitoring
Compliance monitoring shall assess adherence to:

e donor requirements;

e grant agreements;

« organizational policies;
o safeguarding standards;
e procurement procedures;
o financial procedures;

e reporting requirements.

7.3.5 Financial Monitoring

Financial monitoring shall be conducted in collaboration with the Finance Department to assess:



e budget utilization;

e expenditure patterns;

« financial compliance;

« value for money;

« alignment between financial and programme performance.

7.3.6 Accountability Monitoring

Accountability monitoring shall assess whether ILA is fulfilling commitments to affected
populations and stakeholders.

It shall monitor:

o availability of information;

o accessibility of feedback mechanisms;
o beneficiary satisfaction;

o complaint resolution;

e participation levels.

7.3.7 Risk Monitoring
ILA shall continuously monitor risks affecting programme delivery, including:

e security risks;

« political changes;

« operational challenges;
o safeguarding risks;

« financial risks;

o reputational risks;

e partnership risks.

Risk monitoring shall inform mitigation measures and management decisions.
7.4 Monitoring Frequency
The frequency of monitoring shall depend on:

e programme duration;

e donor requirements;

o risk level;

e operational environment;

e programme complexity.

Monitoring may be conducted:

Daily



For specific operational activities requiring close supervision.
Examples:
o legal clinics;
e emergency response activities;
e beneficiary registration.
Weekly
For:
e activity tracking;
e team progress reviews;
o operational challenges.
Monthly
For:
o programme performance reviews;
 indicator tracking;
« implementation updates;
e budget-performance review.
Quarterly
For:
o strategic performance review;
e donor reporting;
e risk assessment;
o learning reflection.
Annually
For:
e organizational performance assessment;
e Strategic review;
« annual learning exercises.

7.5 Monitoring Planning

Before commencement of monitoring activities, the responsible department shall prepare a
monitoring plan containing:



e monitoring objectives;

« indicators to be assessed,;
o locations;

e methodology;

o tools required;

e responsible persons;

o timeling;

e reporting requirements.

7.6 Monitoring Tools
ILA shall develop and use standardized monitoring tools, including:
7.6.1 Field Monitoring Checklist
Used to assess:

« implementation progress;

e quality of activities;

o compliance;

o challenges;

e recommendations.
7.6.2 Beneficiary Feedback Forms
Used to collect information on:

« satisfaction levels;

e service quality;

e accessibility;

e cCoONCerns;

e suggestions.
7.6.3 Activity Monitoring Reports
Used to document:

e activity details;

e participants;

e achievements;

o challenges;

o follow-up actions.

7.6.4 Indicator Tracking Tables

Used to monitor:



e baseline values;

o targets;

e actual achievements;
e Vvariance analysis.

7.6.5 Monitoring Visit Reports
Each monitoring visit shall produce a report containing:

« date and location;

e persons involved;

e purpose of visit;

o findings;

e evidence collected;

« challenges identified,
e recommendations;

e responsible persons;
« timelines for action.

7.7 Monitoring Data Collection Methods
ILA may use qualitative and quantitative methods, including:
Quantitative Methods

e surveys;
e registration records;

« attendance sheets;

e case management databases;
« administrative records;

« statistical analysis.

Qualitative Methods
e interviews;
« focus group discussions;
e Observation;
e case studies;
e community consultations;
o stakeholder meetings.
7.8 Monitoring Legal Aid Programmes

Given ILA’s mandate, monitoring of legal aid interventions shall consider:

« number and categories of legal cases handled;



« nature of legal assistance provided,;
o beneficiary demographics;

« referral pathways;

e case outcomes;

o timeliness of service delivery;

o beneficiary satisfaction;

e barriers to justice access;

e protection concerns.

Monitoring shall ensure confidentiality of clients and compliance with legal ethics.
7.9 Data Verification During Monitoring
Monitoring personnel shall verify information through:

« review of source documents;

e interviews with beneficiaries;

« observation of activities;

e  cross-checking databases;

o confirmation from responsible staff.

False, incomplete, or misleading reporting shall be investigated and addressed.
7.10 Monitoring Reports

Monitoring reports shall be prepared according to approved reporting schedules.
Reports shall include:

1. Executive summary;
2. Programme overview;
3. Monitoring methodology;
4. Progress against indicators;
5. Key achievements;
6. Challenges and risks;
7. Beneficiary feedback;
8. Lessons learned;

9. Recommendations;
10. Action plan.

7.11 Management Response and Corrective Actions

Where monitoring identifies gaps, responsible managers shall develop corrective action plans
specifying:

o identified issue;



e required action;

« responsible person;

o completion deadline;
o follow-up mechanism.

The MEAL Unit shall track implementation of corrective actions.
7.12 Monitoring Database and Records Management
All monitoring records shall be maintained securely, including:

e monitoring reports;

e tools;

o (datasets;

o photographs (where consent exists);
o attendance records;

o feedback records;

e action plans;

« verification documents.

Records shall be stored according to ILA’s information management and data protection
procedures.

7.13 Quality Assurance of Monitoring
The MEAL Unit shall periodically review monitoring systems to ensure:
e appropriate tools are used;
o (data quality is maintained;
« indicators remain relevant;
e monitoring contributes to programme improvement;
o lessons are captured.

7.14 Monitoring Responsibilities

Activity Responsible
Development of monitoring framework MEAL Unit
Programme-level monitoring Programme Teams
Technical monitoring Technical Leads
Data verification MEAL Unit
Financial monitoring Finance Department
Compliance monitoring Management
Beneficiary feedback monitoring MEAL Unit

Corrective actions Programme Managers



7.15 Monitoring Culture

ILA shall promote a culture where monitoring is viewed not as a control mechanism but as a tool
for:

e improvement;

e accountability;

e learning;

« transparency;

o better service delivery.

All staff shall cooperate with monitoring processes and use findings constructively.
CHAPTER EIGHT
EVALUATION FRAMEWORK
8.1 Purpose

This Chapter establishes the framework for planning, conducting, managing, and utilizing
evaluations within the Initiative for Legal Aid (ILA).

Evaluation is a systematic and objective process used to assess the relevance, effectiveness,
efficiency, impact, coherence, sustainability, and overall performance of ILA programmes,
projects, strategies, policies, and organizational interventions.

ILA shall use evaluations to:

o demonstrate accountability to stakeholders;

o assess whether programmes achieve intended results;
« understand factors contributing to success or failure;
« improve programme design and implementation;

o inform strategic decision-making;

e generate institutional learning; and

e strengthen organizational effectiveness.

8.2 Evaluation Principles
All evaluations undertaken by or on behalf of ILA shall comply with the following principles:
8.2.1 Independence

Evaluations shall be conducted objectively and independently to ensure credible findings and
recommendations.



Where appropriate, ILA shall engage external evaluators to strengthen impartiality.
8.2.2 Impartiality
Evaluators shall provide balanced assessments by considering:

e achievements;

o challenges;

e unintended consequences;

o strengths;

o weaknesses;

« contextual factors.

8.2.3 Transparency

Evaluation processes, methodologies, findings, and recommendations shall be documented and
communicated to relevant stakeholders.

8.2.4 Participation

Relevant stakeholders, including beneficiaries, communities, partners, programme staff, and duty
bearers, shall participate where appropriate.

8.2.5 Ethical Conduct
Evaluations shall protect:

o dignity;

e privacy;

« confidentiality;

o informed consent;

o safety;

 rights of participants.
8.2.6 Utilization

Evaluations shall not be undertaken merely for reporting purposes but shall be used to improve
programmes, policies, and organizational performance.

8.3 Evaluation Types

ILA shall conduct different types of evaluations depending on programme requirements and
organizational needs.

8.3.1 Baseline Evaluation



A baseline assessment shall establish the initial situation before programme implementation.
Baseline evaluations shall:

e measure existing conditions;

o establish reference values;

e support target setting;

o inform programme design.

Baseline information shall be collected before significant programme activities commence
wherever feasible.

8.3.2 Mid-Term Evaluation
A mid-term evaluation shall assess programme progress during implementation.
It shall examine:
e progress towards results;
« implementation challenges;
« effectiveness of approaches;
e emerging lessons;
e need for programme adjustments.
Mid-term evaluations shall support adaptive management.
8.3.3 End-Term Evaluation
An end-term evaluation shall assess programme performance upon completion.
It shall examine:
o achievement of objectives;
o effectiveness;
o efficiency;
e outcomes achieved;
e lessons learned,;
« sustainability prospects.

8.3.4 Impact Evaluation

Impact evaluations shall assess the longer-term effects and broader changes associated with ILA
interventions.

They may examine:



e changes in access to justice;

« changes in legal awareness;

 institutional improvements;

e COmMunity empowerment;

e policy influence.
Impact evaluations shall generally be conducted for major strategic programmes.
8.3.5 Process Evaluation
Process evaluations shall examine how programmes are implemented.
They shall assess:

e programme approaches;

e operational systems;

o implementation quality;

« stakeholder engagement;

o compliance with standards.
8.3.6 Real-Time Evaluation

Where ILA responds to emergencies or rapidly changing contexts, real-time evaluations may be
conducted to provide immediate learning and improvement opportunities.

8.3.7 Organizational Evaluation
ILA may conduct organizational evaluations to assess:
 institutional capacity;
e governance;
o systems effectiveness;
e policy implementation;
o strategic performance.

8.4 Evaluation Criteria

ILA evaluations shall, where applicable, apply internationally recognized OECD-DAC
evaluation criteria.

8.4.1 Relevance
The evaluation shall assess whether:

e programmes address identified needs;
e interventions remain appropriate;



e priorities align with community realities;
o approaches respond to changing contexts.

8.4.2 Coherence
The evaluation shall assess:
« alignment with ILA strategies;
e consistency with government priorities;
« coordination with other actors;
« complementarity with existing interventions.
8.4.3 Effectiveness
The evaluation shall assess:
o achievement of objectives;
e quality of outputs;
« contribution to outcomes;
« factors affecting success or failure.
8.4.4 Efficiency
The evaluation shall examine:
o use of financial resources;
o timeliness;
o operational effectiveness;
« value for money.
8.4.5 Impact
The evaluation shall assess:
o intended and unintended changes;
o broader consequences;
« contribution to long-term goals.
8.4.6 Sustainability
The evaluation shall assess whether benefits are likely to continue after programme completion.

Factors may include:

e local ownership;
« institutional capacity;



e partnerships;

« financial sustainability;

e community engagement.
8.5 Evaluation Planning

The MEAL Unit shall develop an annual Evaluation Plan containing:

e programmes requiring evaluation;
o evaluation type;

e purpose;
e methodology;
o timeline;

o estimated budget;
« responsible persons.

The Evaluation Plan shall be approved by senior management.
8.6 Evaluation Terms of Reference (ToR)
Every evaluation shall have approved Terms of Reference containing:

Background;

Purpose of the evaluation;
Evaluation objectives;
Key evaluation questions;
Scope;

Methodology;
Stakeholders;

Ethical requirements;

. Deliverables;

10. Timeline;

11. Required qualifications;
12. Reporting arrangements.
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8.7 Selection of Evaluators
Evaluators shall be selected based on:

« technical competence;

o relevant experience;

« understanding of the sector;
« methodological capacity;

« independence;

o ethical standards.



The selection process shall comply with ILA procurement procedures.
8.8 Evaluation Methodology
Evaluation methodologies shall be appropriate to the programme and may include:
Quantitative Methods

e surveys;

 statistical analysis;

e administrative data review;

« indicator measurement.
Qualitative Methods

o key informant interviews;

o focus group discussions;

e Observation;

e document review;

e case studies.
Mixed Methods

Where appropriate, ILA shall use mixed methods combining quantitative and qualitative
approaches to provide deeper understanding of programme performance.

8.9 Evaluation Participation
Evaluations shall involve relevant stakeholders, including:
o beneficiaries;
e communities;
e programme staff;
e partners;
e government institutions;
« donors where appropriate.
Participation shall be meaningful, safe, voluntary, and inclusive.
8.10 Evaluation Reports
Evaluation reports shall include:
1. Executive summary;

2. Background and context;
3. Evaluation methodology;



Findings;
Analysis;
Conclusions;
Lessons learned;
Recommendations;
Annexes.
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Reports shall clearly distinguish:

e evidence;

o findings;

e interpretation;

e recommendations.

8.11 Quality Assurance of Evaluations
The MEAL Unit shall ensure that evaluations:
e use appropriate methodologies;
e meet agreed standards;
« contain credible evidence;
o address evaluation objectives;
e provide practical recommendations.
Evaluation reports may undergo technical review before approval.

8.12 Management Response

Following completion of an evaluation, ILA management shall prepare a Management Response
Plan.

The plan shall identify:

e recommendation;

o agreed action;

« responsible person;
e timeline;

e resources required;
e progress status.

8.13 Dissemination of Evaluation Findings
Evaluation findings shall be shared with relevant stakeholders through:

e Management meetings;
e learning workshops;



o donor reports;
e programme reviews;
e publications where appropriate.

Sensitive information shall be protected.
8.14 Use of Evaluation Findings
Evaluation findings shall inform:

e programme redesign;

« strategic planning;

e policy development;

« resource allocation;

« capacity strengthening;
e risk management;

« organizational learning.

8.15 Evaluation Records Management
ILA shall maintain records relating to evaluations, including:

e Terms of Reference;

e proposals;

e contracts;

« evaluation tools;

o datasets;

e reports;

e Management responses;
o follow-up records.

Records shall be stored securely in accordance with ILA information management procedures.

8.16 Evaluation Responsibilities

Evaluation Function Responsible Unit
Development of evaluation plan MEAL Unit
Approval of evaluations Executive Director
Technical coordination MEAL Unit
Programme input Programme Managers
Financial oversight Finance Department
Procurement of evaluators Administration/Procurement

Implementation of recommendations Responsible Managers
Strategic review Board and Senior Management



8.17 Evaluation Culture

ILA shall promote evaluation as a learning and improvement process rather than a fault-finding
exercise.

Staff shall view evaluation findings as opportunities to:

e strengthen programme quality;

e improve accountability;

e innovate;

« increase organizational effectiveness.

CHAPTER NINE

ACCOUNTABILITY TO AFFECTED POPULATIONS (AAP) AND STAKEHOLDER
ENGAGEMENT

9.1 Purpose

This Chapter establishes the framework through which the Initiative for Legal Aid (ILA) ensures
accountability to affected populations, beneficiaries, communities, partners, donors, government
institutions, and other stakeholders.

ILA recognizes that accountability is a fundamental organizational responsibility and a core
component of quality programming. The organization shall ensure that people affected by its
programmes have access to accurate information, meaningful participation opportunities, safe
feedback channels, and mechanisms for raising concerns and receiving appropriate responses.

Through this Policy, ILA commits to ensuring that its programmes are:

e people-centred,
« transparent;

e inclusive;
e responsive;
e accessible;

« respectful of human dignity and rights.
9.2 Definition of Accountability
For purposes of this Policy, accountability means the responsibility of ILA to:

o explain and justify its decisions and actions;

e provide information about programmes and services;
« listen and respond to community concerns;

o ensure responsible use of resources;

e uphold commitments made to stakeholders;



o learn from feedback and improve performance.
9.3 ILA Accountability Commitments

ILA shall ensure that all programmes and services are implemented in accordance with the
following commitments:

9.3.1 Commitment One: Providing Appropriate and Relevant Services
ILA shall ensure that:

e programmes respond to identified community needs;

« interventions are based on evidence and consultation;

« legal aid services are accessible to intended beneficiaries;
o services are delivered fairly and without discrimination.

9.3.2 Commitment Two: Timely and Effective Assistance
ILA shall strive to ensure that:

« services are delivered within reasonable timelines;

e urgent protection and legal needs receive appropriate attention;
« delays and challenges are communicated transparently;

« beneficiaries understand available support options.

9.3.3 Commitment Three: Strengthening Local Participation
ILA shall promote meaningful participation by:

« engaging communities during programme design;

o consulting beneficiaries during implementation;

« involving stakeholders in monitoring and evaluation;
e supporting community ownership of interventions.

9.3.4 Commitment Four: Transparency and Information Sharing
ILA shall provide accessible information regarding:

« organizational identity;
e programme objectives;
« eligibility criteria;

o available services;

e beneficiary rights;

e complaint channels;

e programme limitations.



Information shall be communicated through appropriate methods considering:

o language;

o literacy levels;

e accessibility needs;
o cultural context.

9.3.5 Commitment Five: Receiving and Responding to Feedback
ILA shall establish accessible mechanisms through which stakeholders can:
e submit complaints;
e provide suggestions;
e report concerns;
e provide compliments;
e request clarification.

All feedback shall be treated seriously and used to improve programme quality.

9.3.6 Commitment Six: Learning and Improvement

ILA shall use feedback, monitoring information, evaluations, and community perspectives to:

e improve services;

e address weaknesses;

o adapt programmes;

« strengthen accountability.

9.4 Stakeholder Identification and Engagement
ILA shall identify and engage relevant stakeholders throughout the programme cycle.
Stakeholders may include:

o beneficiaries and rights holders;
e community leaders;

e local authorities;

e justice institutions;

e civil society organizations;

e partner organizations;

e donors;

e government agencies;

o traditional leaders;

e women and youth groups;

e persons with disabilities;

o vulnerable and marginalized populations.



9.5 Stakeholder Engagement Principles
All stakeholder engagement shall be guided by:
9.5.1 Respect
ILA shall respect the dignity, opinions, rights, and experiences of all stakeholders.
9.5.2 Inclusion
ILA shall ensure meaningful participation of groups that may face barriers, including:
e WOmen;
« children where appropriate;
e persons with disabilities;
o displaced persons;
e minority groups;
« vulnerable households.
9.5.3 Do No Harm
Engagement processes shall not expose individuals or communities to:
« retaliation;
e stigma;
« discrimination;
e security risks;
« emotional harm.
9.5.4 Confidentiality
Personal information and sensitive concerns shall be handled confidentially.
9.6 Community Participation Throughout the Programme Cycle
9.6.1 Programme Design
ILA shall engage communities through:
e needs assessments;
e consultations;
e interviews;
e community meetings;

o stakeholder discussions.

Community input shall inform programme priorities and approaches.



9.6.2 Programme Implementation

Communities shall be involved through:

awareness sessions;
community monitoring;
feedback processes;
beneficiary consultations.

9.6.3 Monitoring and Evaluation
Communities shall participate through:

« beneficiary satisfaction surveys;
o focus group discussions;

e interviews;

o evaluation processes.

9.6.4 Programme Review and Learning
ILA shall involve stakeholders in:

o reflection sessions;
o lessons learned discussions;
e programme improvement planning.

9.7 Information Disclosure and Communication
ILA shall ensure that relevant programme information is communicated clearly and accurately.
Information may include:

e organization profile;

e programme objectives;

e services provided,;

« eligibility requirements;

e duration of programmes;

« available complaint mechanisms;
e contact information.

Communication methods may include:

e community meetings;
e posters;

e brochures;

e radio announcements;



e social media;
e Websites;
o direct engagement.

9.8 Accessibility of Information
ILA shall ensure information is accessible by considering:

e local languages;

o literacy limitations;

o disability accessibility;
« cultural considerations;
e Security concerns.

Where necessary, information shall be provided verbally or through community representatives.
9.9 Beneficiary Rights
Individuals receiving services from ILA have the right to:

o receive respectful treatment;

e access accurate information;

e participate voluntarily;

e provide feedback;

e submit complaints;

« confidentiality of personal information;
e protection from exploitation and abuse;
e receive services without discrimination.

9.10 Complaints and Feedback Mechanism

ILA shall establish a formal Complaints and Feedback Mechanism (CFM) to enable stakeholders
to safely communicate concerns and feedback.

The mechanism shall:

e be accessible;

« be confidential;

e protect complainants;

e provide timely responses;

e document and analyze trends.
9.11 Types of Feedback

ILA shall receive:



Complaints
Concerns regarding:
e poor service delivery;
« staff conduct;
o discrimination;
o delays;
e Mmisuse of resources;
e programme decisions.
Safeguarding Complaints
Including allegations relating to:
o sexual exploitation;
« sexual abuse;
e harassment;
« child protection concerns;
« abuse of power.
Such complaints shall be handled according to ILA’s PSEAH and Safeguarding Policies.
Suggestions
Ideas for improving programmes and services.
Compliments
Positive feedback regarding staff, services, or programmes.
9.12 Complaint Channels
ILA shall provide multiple channels for receiving complaints, including:
o designated complaint officers;
e suggestion boxes;
e telephone contacts;
e email communication;
e COmMmunity meetings;
o direct reporting to authorized personnel.

Channels shall consider safety, confidentiality, and accessibility.

9.13 Complaint Handling Process



The complaint process shall include:
Step One: Receipt
Complaints shall be received respectfully and recorded.
Step Two: Acknowledgment
Where possible, complainants shall receive confirmation that their complaint has been received.
Step Three: Assessment
Complaints shall be categorized and assessed to determine:
e urgency;
e responsible department;
o referral requirements.

Step Four: Investigation or Referral

Complaints shall be investigated appropriately or referred to competent authorities where
required.

Step Five: Response
A response shall be provided to the complainant where appropriate.
Step Six: Closure and Learning
Complaints shall be closed, documented, and analyzed for improvement purposes.
9.14 Protection Against Retaliation
ILA prohibits retaliation against any person who:
e submits a complaint;
e provides feedback;
e participates in an evaluation;

e reports misconduct.

Any retaliation shall be treated as misconduct and addressed under applicable organizational
procedures.

9.15 Accountability Data Management

Records relating to complaints and feedback shall be:



e securely stored,;

« confidentially managed;

 restricted to authorized persons;

o analyzed for programme improvement.

9.16 Accountability Monitoring
The MEAL Unit shall monitor:
o number and types of complaints received,
e response timelines;
« resolution rates;
e recurring concerns;
o beneficiary satisfaction trends.

Findings shall inform management decisions.

9.17 Responsibilities

Accountability Function Responsible
Accountability framework development MEAL Unit
Community engagement Programme Teams
Complaint management MEAL Unit/Designated Officers
Safeguarding complaints Safeguarding Focal Person
Corrective actions Programme Managers
Oversight Executive Director
Strategic review Board of Directors

9.18 Accountability Culture

ILA shall promote an organizational culture where accountability is understood as a shared
responsibility. Staff and partners shall recognize that meaningful accountability improves trust,
programme effectiveness, and the quality of services provided to communities.

CHAPTER TEN
COMPLAINTS AND FEEDBACK MANAGEMENT SYSTEM
10.1 Purpose
This Chapter establishes the institutional framework and procedures for the management of
complaints, feedback, concerns, suggestions, and compliments received by the Initiative for

Legal Aid (ILA) from beneficiaries, communities, staff, partners, donors, government
institutions, and other stakeholders.



The Complaints and Feedback Management System (CFMS) is a critical accountability
mechanism designed to ensure that:

« stakeholders have safe and accessible channels to express concerns;
o complaints are handled fairly, confidentially, and promptly;

« affected persons are protected from retaliation;

e programme weaknesses are identified and corrected;

o organizational learning is strengthened.

10.2 Policy Statement

ILA recognizes the right of all stakeholders to provide feedback and raise concerns regarding its
programmes, services, staff conduct, partners, and operations.

ILA commits to maintaining a complaints and feedback system that is:

e accessible;
« confidential;
e impartial;

e responsive;

o transparent;

o safe;

« survivor-centred where safeguarding concerns arise.

No individual shall suffer retaliation, discrimination, intimidation, or adverse treatment for
submitting a complaint or providing feedback in good faith.

10.3 Objectives of the Complaints and Feedback Management System
The objectives of the CFMS are to:

a. Provide accessible channels for stakeholders to communicate concerns.

b. Promote accountability between ILA and communities.

c. Identify and address problems affecting programme quality.

d. Strengthen trust between ILA and stakeholders.

e. Detect misconduct, fraud, abuse, exploitation, and safeguarding concerns.
f. Generate information for organizational learning and improvement.

g. Ensure compliance with donor and humanitarian accountability standards.

10.4 Scope of the Complaints and Feedback System



The CFMS applies to complaints and feedback relating to:

e ILA programmes and projects;

o legal aid services;

 staff behaviour and conduct;

« volunteer actions;

e partner activities;

« contractors and consultants;

e misuse of organizational resources;
o discrimination;

« safeguarding concerns;

o fraud and corruption;

o breaches of organizational policies.

10.5 Principles Governing Complaint Management
10.5.1 Accessibility

ILA shall ensure that complaint mechanisms are available and understandable to all stakeholders
regardless of:

e gender;

e age;

o disability;

o literacy level;
e location;

e social status;
« language.

10.5.2 Confidentiality
Complaint information shall only be accessed by authorized persons.
ILA shall protect:
 identity of complainants;
o identity of alleged perpetrators;
e investigation information;
e sensitive personal data.
10.5.3 Non-Discrimination

All complaints shall be treated equally regardless of:

e complainant status;
« social background,;



« relationship with ILA;
o personal characteristics.

10.5.4 Impartiality
Complaints shall be reviewed objectively without bias or predetermined conclusions.
10.5.5 Timeliness
Complaints shall be acknowledged, assessed, and resolved within reasonable timeframes.
10.5.6 Do No Harm
The complaint process shall not expose complainants or affected persons to additional risks.
10.6 Types of Feedback
ILA shall classify feedback into the following categories:
10.6.1 General Feedback
Includes:
e cOomments;
e suggestions;
e requests for information;
e recommendations.
10.6.2 Service Complaints
Relating to:
e delays;
e poor service quality;
o lack of information;
« inaccessible services;
« dissatisfaction with assistance provided.
10.6.3 Staff Conduct Complaints
Including allegations concerning:
o disrespectful behaviour;
o discrimination;

e harassment;
e abuse of authority;



o professional misconduct.
10.6.4 Fraud and Corruption Complaints
Including allegations of:

theft;

misuse of funds;
bribery;

conflicts of interest;
financial misconduct.

Such complaints shall be handled in accordance with ILA’s Anti-Fraud and Anti-Corruption
procedures.

10.6.5 Safeguarding and PSEAH Complaints
Including:

sexual exploitation;

sexual abuse;

sexual harassment;

child safeguarding concerns;
exploitation of vulnerable persons.

Such complaints shall immediately be handled under ILA’s Safeguarding and PSEAH Policy.
10.7 Complaint Submission Channels

ILA shall establish multiple channels to ensure accessibility.

These may include:

10.7.1 Direct Reporting

Stakeholders may submit complaints directly to:

MEAL Officers;

designated Complaint Focal Persons;

Programme Managers;
Senior Management.

10.7.2 Telephone and Electronic Channels

Where available, complaints may be submitted through:



o telephone calls;
e email;
« official online platforms.

10.7.3 Written Complaints
Complaints may be submitted through:

e complaint forms;
e suggestion boxes;
e written letters.

10.7.4 Community-Based Channels
ILA may use:

e community meetings;

e beneficiary representatives;
e CcOmmunity structures;

e outreach activities.

10.8 Anonymous Complaints

ILA shall accept anonymous complaints where individuals are unwilling or unable to disclose
their identity.

Anonymous complaints shall:

e be recorded,;

e assessed;

« investigated where sufficient information exists;

« handled with the same seriousness as identified complaints.

10.9 Complaint Registration
All complaints shall be recorded in a Complaint Register containing:

« complaint reference number;
o date received;

o location;

e complaint category;

e description;

e action taken;

« responsible officer;

o status;



e closure date.
Sensitive complaints shall be recorded separately with restricted access.
10.10 Complaint Handling Procedure
Stage One: Receipt and Recording
Upon receiving a complaint:
o the complaint shall be acknowledged,;
o essential details shall be recorded;
« confidentiality requirements shall be explained.
Stage Two: Classification and Assessment
The complaint shall be categorized according to:
e seriousness;
e urgency;
o risk level;
e responsible department;
« referral requirements.
Stage Three: Referral

Complaints requiring specialized handling shall be referred to appropriate mechanisms.

Examples:

Complaint Type Referral
Safeguarding/PSEAH Safeguarding Focal Person
Criminal conduct Competent authorities where appropriate
Fraud Management/Internal investigation
Legal matters Legal Department/Authorized Officer

Stage Four: Investigation
Where required, investigations shall:

o follow approved procedures;
e maintain confidentiality;

e collect relevant evidence;

e respect rights of all parties.



Stage Five: Response
ILA shall communicate appropriate responses, including:
e actions taken;
o explanations;
e corrective measures;
« referral information.
Where confidentiality prevents disclosure of details, ILA shall provide a general response.
Stage Six: Closure
A complaint shall be closed when:
e appropriate action has been completed,

o the complainant has been informed where possible;
e records have been updated.

10.11 Complaint Response Timelines

ILA shall strive to observe the following timelines:

Action Timeline
Acknowledgment of complaint Within 5 working days
Initial assessment Within 10 working days
Simple complaints resolution  Within 15 working days
Complex investigations As reasonably required
Safeguarding complaints Immediate referral and action

Timelines may be adjusted depending on the complexity and sensitivity of the matter.
10.12 Safeguarding Complaints
Safeguarding complaints shall:

e receive immediate attention;

e prioritize survivor safety;

e maintain strict confidentiality;

« avoid unnecessary questioning;

o follow survivor-centred principles;
« be handled by trained personnel.



ILA shall not conduct informal mediation for allegations involving sexual exploitation, abuse, or
harassment.

10.13 Complaint Escalation

Where a complaint is not resolved satisfactorily, it may be escalated to:
Programme Manager;

MEAL Manager,

Executive Director;
Board Committee where appropriate.

PonbRE

10.14 Protection of Complainants
ILA shall protect complainants from:

« retaliation;

e intimidation;

e discrimination;

o threats;

e negative consequences.

Any retaliation shall constitute misconduct.
10.15 Complaint Analysis and Learning
The MEAL Unit shall periodically analyze complaint data to identify:

e recurring issues;

e service gaps;

o operational weaknesses;

 staff training needs;

e programme improvement opportunities.

Complaint trends shall be included in management reviews.
10.16 Reporting on Complaints
Periodic accountability reports shall include:

e number of complaints received;
e complaint categories;

« resolution rates;

e response timelines;

e recurring themes;

e corrective actions.



Sensitive information shall not be disclosed.

10.17 Responsibilities

Function Responsible Person/Unit
Overall complaint system management MEAL Unit
Complaint registration Complaint Focal Person
Safeguarding complaints Safeguarding Officer
Investigations Authorized Investigators
Corrective action implementation Responsible Managers
Oversight Executive Director
Governance oversight Board of Directors

10.18 Continuous Improvement

ILA shall periodically review the effectiveness of the Complaints and Feedback Management
System through:

stakeholder consultations;
beneficiary satisfaction assessments;
monitoring reviews;

evaluations.

The system shall be improved based on evidence and lessons learned.
CHAPTER ELEVEN
DATA COLLECTION, DATA MANAGEMENT AND DATA QUALITY ASSURANCE
11.1 Purpose

This Chapter establishes the standards, procedures, and responsibilities governing the collection,
management, storage, protection, verification, analysis, and use of data generated through the
Monitoring, Evaluation, Accountability and Learning (MEAL) systems of the Initiative for Legal
Aid (ILA).

ILA recognizes that reliable and ethical data is essential for:

effective programme management;
evidence-based decision-making;
accountability to stakeholders;
donor reporting;

organizational learning;

strategic planning;

demonstrating programme impact.



ILA shall maintain data systems that ensure information is accurate, timely, secure, relevant, and
used responsibly.

11.2 Data Management Principles
All ILA data management activities shall follow the following principles:
11.2.1 Accuracy

Data shall reflect actual programme performance and shall be free from intentional or accidental
errors.

11.2.2 Completeness
Data records shall contain all required information necessary for analysis and reporting.
11.2.3 Timeliness

Data shall be collected, processed, analyzed, and reported within established timelines.

11.2.4 Reliability
Data collection methods shall produce consistent and verifiable results.
11.2.5 Relevance

Only data necessary for programme management, accountability, evaluation, and learning shall
be collected.

11.2.6 Confidentiality

Personal and sensitive information shall be protected against unauthorized access, disclosure, or
misuse.

11.2.7 Integrity

Data shall not be altered, manipulated, falsified, or misrepresented.
11.3 Data Categories

ILA shall manage different categories of data, including:

11.3.1 Programme Data

Information relating to:



e activities conducted;
e beneficiaries reached;
e services provided,;

e programme outputs;

e outcomes achieved.

11.3.2 Beneficiary Data
Information relating to individuals receiving ILA services, including:

e demographic information;

o legal needs;

e assistance provided;

e Case outcomes.

Beneficiary data shall be collected only where necessary and shall be handled confidentially.
11.3.3 Performance Data
Information used to measure:

« indicators;

o targets;

« organizational performance;

 strategic objectives.

11.3.4 Financial and Resource Data
Information relating to:

e programme expenditures;

e resource utilization;

o value-for-money analysis.
11.3.5 Accountability Data
Information relating to:

e complaints;

o feedback;

« satisfaction levels;

e COmmMunity perceptions.

11.3.6 Learning Data

Information generated through:



o evaluations;

e research;
o lessons learned:;
e reviews.

11.4 Data Collection Standards

ILA shall ensure that all data collection activities are:

e planned;
e Necessary;
o ethical;

e proportionate;
e consistent with programme objectives.

Before collecting data, responsible staff shall determine:

e purpose of collection;
e required information;
o data source;

e collection method,

« responsible person;

« storage requirements;
e intended use.

11.5 Data Collection Methods
ILA may use the following data collection methods:
11.5.1 Administrative Records
Including:
o case files;
o attendance records;
e activity reports;
e service delivery records;
o referral records.
11.5.2 Surveys

Surveys may be used to collect quantitative information relating to:

e beneficiary experiences;
e knowledge levels;



o satisfaction;
e programme outcomes.

11.5.3 Interviews
Interviews may be conducted with:
« beneficiaries;
e community leaders;
e partners;
e justice actors;
« stakeholders.
11.5.4 Focus Group Discussions
FGDs may be used to understand:
e CcOmmMunity perspectives;
e barriers to accessing services;
e experiences and perceptions.
11.5.5 Observation
Observation may be used to assess:
e service quality;
e activity implementation;
« operational conditions.
11.5.6 Digital Data Collection
Where appropriate, ILA may use digital platforms for:
e surveys;
e monitoring forms;
o databases;
e reporting systems.
Digital systems shall comply with data protection requirements.
11.6 Informed Consent and Ethical Data Collection

Before collecting personal information, ILA shall ensure that participants:

« understand why information is being collected,;



e know how information will be used;
« participate voluntarily;
« understand their right to refuse participation.

Consent shall be obtained in a manner appropriate to:
e age;
o language;
o literacy level;
o vulnerability.
11.7 Confidentiality and Privacy
ILA shall protect confidential information by:
« limiting access to authorized personnel;

 using secure storage systems;
e anonymizing data where appropriate;

« avoiding unnecessary collection of personal information;
« maintaining confidentiality agreements where required.

11.8 Data Protection in Legal Aid Services

Given ILA’s legal assistance mandate, special measures shall apply to client information.

Legal case information shall:

o be treated as confidential;
« only be accessed by authorized personnel;

« not be shared without lawful justification or client consent;

« comply with professional legal obligations.

Monitoring and reporting shall use aggregated or anonymized information whenever possible.

11.9 Data Quality Assurance (DQA)

ILA shall establish Data Quality Assurance procedures to ensure that reported information is

credible and reliable.
DQA shall assess:
11.9.1 Validity
Whether data measures what it is intended to measure.

11.9.2 Accuracy



Whether data correctly represents actual performance.
11.9.3 Completeness
Whether all required information has been captured.
11.9.4 Consistency
Whether data remains consistent across different reporting periods and sources.
11.9.5 Timeliness
Whether data is available when required for decision-making.
11.9.6 Integrity
Whether data has been protected from unauthorized alteration.
11.10 Data Verification Procedures
ILA shall verify data through:
« review of source documents;
« field verification visits;
o beneficiary confirmation;
o database checks;
o comparison of multiple data sources;
e SUpervisor review.
Verification shall occur:
« routinely during implementation;
o before major reports;
e during evaluations;
e when inconsistencies are identified.
11.11 Data Quality Assessment Process
The MEAL Unit shall conduct periodic Data Quality Assessments.
A DQA shall include:
Selection of indicators for review;
Review of data sources;

Verification of reported figures;
Identification of weaknesses;
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5. Development of corrective actions;
6. Follow-up monitoring.

11.12 Data Storage and Management
ILA shall maintain organized data storage systems including:

« electronic databases;

o secure cloud systems where available;
o physical records;

e programme files.

Data storage systems shall include:

e appropriate access controls;
e backup arrangements;

e Security measures;

e retention procedures.

11.13 Data Access and Authorization
Access to MEAL data shall be based on:

e job responsibilities;
« confidentiality requirements;
« legitimate organizational needs.

Unauthorized access, sharing, copying, or alteration of data is prohibited.
11.14 Data Analysis and Interpretation
ILA shall analyze data to generate meaningful information for:

e programme improvement;
o performance tracking;

e decision-making;

e reporting;

e learning.

Analysis may include:

e comparison against targets;
o trend analysis;

e demographic analysis;

e Outcome assessment;

o (ualitative interpretation.



11.15 Data Visualization and Reporting
Where appropriate, ILA shall use:

o dashboards;
performance tables;
charts;

maps;

summaries.

Visual reporting shall support:

e management decisions;
« donor communication;
« stakeholder engagement.

11.16 Data Retention and Disposal
ILA shall maintain records according to:

o legal requirements;
e donor requirements;
e organizational retention schedules.

When data is no longer required, disposal shall be conducted securely to prevent unauthorized
recovery or disclosure.

11.17 Data Breach Management
A data breach includes:

e unauthorized disclosure;

o loss of data;

e Unauthorized access;

e accidental exposure;

e destruction of information.

Where a breach occurs:

The matter shall be reported immediately.

Access shall be restricted.

The impact shall be assessed.

Corrective measures shall be implemented.

Relevant stakeholders shall be informed where necessary.

orwdPE
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Data Management Function Responsible Unit
Development of data systems MEAL Unit

Data collection Programme Teams
Data verification MEAL Unit
Data storage MEAL/ICT Support

Confidentiality compliance  All Staff
Client information protection Legal Services Team

Data analysis MEAL Unit
Data quality reviews MEAL Unit
Oversight Executive Director

11.19 Data Quality Culture

ILA shall promote a culture where accurate data is considered a shared organizational
responsibility.

All staff shall:
o collect information honestly;
o report accurately;
e protect confidential information;

e use evidence responsibly;
e support continuous improvement.

CHAPTER TWELVE
LEARNING AND KNOWLEDGE MANAGEMENT FRAMEWORK

12.1 Purpose
This Chapter establishes the framework through which the Initiative for Legal Aid (ILA)
generates, captures, shares, applies, and institutionalizes knowledge derived from programme

implementation, monitoring, evaluations, research, stakeholder feedback, and organizational
experience.

ILA recognizes learning as a strategic function that enables the organization to improve the
quality, relevance, effectiveness, and sustainability of its interventions.

Through this Policy, ILA commits to building a learning culture where evidence, experience,
reflection, and innovation inform organizational decisions and programme adaptation.

12.2 Learning Policy Statement

ILA shall promote continuous learning at all levels of the organization by:



« reflecting on programme experiences;
e documenting successes and challenges;
« sharing knowledge internally and externally;
o applying lessons learned to future programming;
e encouraging innovation and improvement.
Learning shall be integrated into:
« strategic planning;
e programme design;
e implementation;
e monitoring;
o evaluation;
e reporting;
« decision-making.
12.3 Objectives of Learning and Knowledge Management
The objectives of ILA’s learning system are to:
a. Strengthen evidence-based programming.
b. Improve institutional performance.
c. Capture and preserve organizational knowledge.
d. Promote innovation and adaptive management.
e. Encourage staff reflection and professional development.
f. Share knowledge with communities, partners, donors, and stakeholders.
g. Ensure lessons from past interventions inform future strategies.
12.4 Principles of Organizational Learning
ILA’s learning approach shall be guided by the following principles:

12.4.1 Learning as a Continuous Process

Learning shall not be limited to evaluations but shall occur throughout the programme cycle.

12.4.2 Evidence-Based Learning



Learning shall be based on:
e monitoring data;
e evaluations;
e research;
o feedback;
o operational experience;
o stakeholder perspectives.
12.4.3 Inclusive Learning
ILA shall ensure that learning includes perspectives from:
« beneficiaries;
e communities;
e programme staff;
e partners;
« stakeholders.
12.4.4 Knowledge Sharing

Useful knowledge shall be shared across departments and programmes to prevent duplication
and strengthen institutional capacity.

12.4.5 Application of Learning

Learning shall only be considered successful when it results in improved decisions, policies,
systems, or programmes.

12.5 Sources of Organizational Learning
ILA shall generate learning from multiple sources, including:
12.5.1 Monitoring Findings
Routine monitoring shall identify:
e implementation successes;
o challenges;
e trends;
e opportunities for improvement.

12.5.2 Evaluations

Evaluation findings shall provide evidence on:



« effectiveness;

e impact;

e sustainability;

« lessons for future programming.
12.5.3 Complaints and Feedback
Community feedback shall provide insights into:

« beneficiary experiences;

e service quality;

e unmet needs;

e areas requiring improvement.
12.5.4 Research and Studies
Research activities shall contribute to:

o legal knowledge;

e policy advocacy;

« understanding justice challenges;

e evidence generation.

12.5.5 Staff Experience

Staff knowledge and field experience shall be recognized as important sources of institutional
learning.

12.5.6 Partnerships
Lessons from partnerships shall inform:
o collaboration models;
e coordination approaches;
e capacity strengthening.
12.6 Learning Processes
ILA shall establish structured learning processes, including:
12.6.1 After-Action Reviews

After significant activities or interventions, ILA may conduct After-Action Reviews to assess:

e what was planned;
e what happened,;



o what worked well;
o what challenges occurred;
e what should be improved.

Examples include:
e emergency responses;
e major legal campaigns;
o strategic events;
e community interventions.

12.6.2 Reflection Meetings

Programme teams shall conduct periodic reflection meetings to discuss:

e progress;
e evidence;
o challenges;

o adaptations;
e emerging lessons.

Reflection meetings may occur:

e monthly;
e quarterly;
o annually;

o at key programme milestones.
12.6.3 Learning Workshops
ILA shall organize learning workshops to:

o analyze findings;

« share experiences;

o develop solutions;

e improve programming.
Participants may include:

o staff;

e partners;

e communities;

e technical experts.

12.6.4 Communities of Practice



Where appropriate, ILA shall establish communities of practice around thematic areas such as:

e legal aid;

e human rights;

e gender justice;
e protection;

e governance;

e peacebuilding;

e access to justice.

These platforms shall promote:
e experience sharing;
« technical discussions;
e innovation.
12.7 Lessons Learned Management

ILA shall establish systems for identifying, documenting, and applying lessons learned.

A lesson learned record shall include:

Element Description
Context Situation in which learning occurred
Issue Challenge or opportunity identified
Experience What happened
Evidence Supporting information
Lesson Key learning identified
Recommendation Suggested improvement
Application How learning will be used

12.8 Knowledge Products
ILA shall develop and maintain knowledge products, including:

e evaluation reports;
e research papers;

e policy briefs;

e case studies;

e success stories;

« training materials;
e manuals;

e learning briefs;

e programme reports.



Knowledge products shall be developed in accessible formats suitable for intended audiences.
12.9 Research and Evidence Generation

ILA may conduct or support research activities to strengthen understanding of legal, social, and
governance issues.

Research activities shall:

« have clear objectives;

« follow ethical standards;

e protect participants;

e obtain necessary approvals;

« ensure responsible use of findings.

Research findings may inform:

o advocacy;

e programme design;

e policy engagement;
 institutional strategy.

12.10 Innovation and Adaptive Management
ILA encourages innovation in programme approaches, systems, and service delivery.
Innovation may involve:

e new legal service models;

o digital solutions;

e improved community engagement methods;

o alternative dispute resolution approaches;

e improved monitoring systems.
Innovations shall be assessed based on:

e relevance;

o feasibility;

o effectiveness;

e sustainability;

o ethical considerations.

12.11 Knowledge Sharing and Dissemination

ILA shall share relevant knowledge through:



Internal channels:

 staff meetings;

« internal reports;

o learning sessions;

e knowledge repositories.

External channels:

o donor reports;

e publications;

« conferences;

e partner meetings;

e community forums;
e policy dialogues.

Sensitive information shall not be disclosed without authorization.

12.12 Organizational Knowledge Repository

ILA shall maintain a knowledge repository containing:

e programme documents;
« evaluation reports;

o research findings;

o lessons learned;

e best practices;

e policies;

« training materials.

The repository shall be managed to ensure:

o accessibility;

e Security;

« version control;

« proper classification.

12.13 Learning Responsibilities
Learning Function

Responsible

Development of learning framework MEAL Unit

Documentation of lessons
Knowledge management systems
Research coordination
Application of lessons

Learning dissemination

Programme Teams
MEAL/ICT
MEAL Unit

Management and Programme Teams

Communication/MEAL



Learning Function Responsible
Strategic learning oversight Executive Director

12.14 Management Use of Learning
Senior Management shall use learning evidence to inform:

strategic decisions;

programme adjustments;
resource allocation;
organizational policies;
capacity development priorities.

Learning findings shall be considered during:

annual planning;
budgeting;

strategy reviews;
programme development.

12.15 Learning Culture
ILA shall promote an environment where:

staff are encouraged to share experiences;

mistakes are treated as opportunities for improvement;
evidence is valued,;

innovation is supported,;

knowledge is preserved and shared.

Learning shall be regarded as a collective responsibility of all staff and partners.
CHAPTER THIRTEEN

REPORTING, PERFORMANCE REVIEW AND INFORMATION USE
13.1 Purpose
This Chapter establishes the framework for reporting, reviewing, analyzing, and using
Monitoring, Evaluation, Accountability and Learning (MEAL) information within the Initiative
for Legal Aid (ILA).
Reporting and performance review are essential components of effective governance, ensuring

that reliable information generated through MEAL systems is transformed into actionable
decisions, improved programming, accountability, and organizational learning.



ILA shall maintain reporting systems that are:
e accurate;
e timely;
e transparent;
e evidence-based,
e responsive to stakeholder requirements.
13.2 Reporting Policy Statement

ILA shall ensure that all programme, operational, financial, accountability, and performance
reports are prepared based on verified information and submitted within approved timelines.

Reports shall:
e demonstrate progress towards planned results;
« identify achievements and challenges;
e explain variances;
e highlight risks;
o document lessons learned,
e support management decisions.
13.3 Reporting Principles
ILA reporting shall be guided by:
13.3.1 Accuracy
All reports shall reflect verified and reliable information.

13.3.2 Completeness

Reports shall include sufficient information to demonstrate performance and support decision-
making.

13.3.3 Timeliness

Reports shall be prepared and submitted according to approved schedules.
13.3.4 Transparency

Reports shall honestly present both achievements and challenges.

13.3.5 Consistency

Reporting formats and indicators shall be applied consistently across programmes.



13.3.6 Confidentiality

Sensitive information, particularly legal client information and safeguarding matters, shall be
protected.

13.4 Types of Reports

ILA shall prepare different categories of reports.

13.4.1 Activity Reports

Activity reports shall document individual programme activities.
They shall include:

activity title;

date and location;
participants;
objectives;
methodology;
achievements;
challenges;
recommendations;
supporting evidence.

13.4.2 Monthly Programme Reports
Monthly reports shall provide updates on programme implementation.
They shall include:

activities completed;
progress against work plans;
indicator updates;
beneficiary reach;
challenges;

risks;

corrective actions.

13.4.3 Quarterly Performance Reports
Quarterly reports shall assess broader programme performance.
They shall include:

e progress against targets;



 indicator analysis;

« financial-performance relationship;
« accountability information;

e lessons learned,

e management actions.

13.4.4 Annual Organizational Performance Report
ILA shall prepare an annual performance report covering:

o strategic objectives;

programme achievements;
institutional performance;
financial performance summary;
MEAL findings;

accountability outcomes;
learning achievements;

future priorities.

13.4.5 Donor Reports
Donor reports shall comply with:

e grant agreements;

e donor templates;

e reporting schedules;

e contractual obligations.

Donor reports shall accurately reflect:

e programme progress;
financial utilization;
challenges;

risks;

sustainability measures.

13.4.6 Evaluation Reports
Evaluation reports shall document:

e methodology;

o findings;

e conclusions;

e recommendations;



e lessons learned.
13.4.7 Accountability Reports
Accountability reports shall provide information on:

o complaints received;

« feedback trends;

e response rates;

o beneficiary satisfaction;
e corrective actions.

13.5 Performance Review Framework

ILA shall establish structured performance review processes to assess progress and identify
improvements.

Performance reviews shall occur at:

e project level;

e programme level;

e departmental level;
e organizational level.

13.6 Monthly Programme Review Meetings
Programme teams shall conduct monthly review meetings to assess:

o implementation progress;
« indicator achievement;

o challenges;

e resource utilization;

e emerging risks;

e required adjustments.

Minutes and action points shall be documented.

13.7 Quarterly Management Reviews

Senior Management shall conduct quarterly reviews to assess:
e organizational performance;
e strategic progress;
e programme effectiveness;

« financial performance;
e risks;



o compliance;
e learning.

The MEAL Unit shall provide performance information to support decision-making.
13.8 Annual Strategic Performance Review
ILA shall conduct an annual strategic review to assess:
e progress against the Strategic Plan;
« achievement of organizational objectives;
e programme impact;
« institutional strengths and weaknesses;
e emerging priorities.
The review shall inform:
« annual planning;
e budgeting;
e programme development;
o strategic adjustments.
13.9 Performance Dashboards
ILA shall maintain performance dashboards where feasible.

Dashboards may present:

e Kkey indicators;

o targets;

e achievements;
e trends;

o risks;

e complaints;
« evaluation findings.

Dashboards shall support timely management decisions.
13.10 Indicator Performance Analysis
Performance reports shall analyze:

e planned targets;

o actual achievements;

e percentage completion;
e reasons for variance;



e corrective measures.
Where targets are not achieved, reports shall explain:
e  Causes;
o implications;
e proposed solutions.

13.11 Variance Analysis

ILA shall undertake variance analysis to identify differences between planned and actual
performance.

Variances may relate to:

e activities;

e indicators;
e budgets;

o timelines;

o beneficiary reach.
Management shall determine appropriate corrective measures.
13.12 Evidence-Based Decision Making
ILA shall use MEAL information to inform:

e programme adjustments;
 strategic decisions;

« resource allocation;

e risk management;

e policy development;

e capacity strengthening.

Decisions based on MEAL findings shall, where appropriate, be documented.
13.13 Reporting Quality Assurance
Before reports are submitted, responsible persons shall ensure:

« information is accurate;

e indicators are correctly calculated,;

e supporting evidence exists;

o confidential information is protected,;
e conclusions are supported by evidence.



The MEAL Unit shall review programme reports for quality assurance.
13.14 Data Visualization and Communication
ILA shall use appropriate methods to communicate performance information, including:
e cCharts;
« tables;
o dashboards;
e summaries;
e presentations.

Information shall be presented in a manner appropriate to the intended audience.

13.15 Reporting Responsibilities

Reporting Function Responsible
Activity reporting Programme Officers
Programme reports Programme Managers
Indicator verification MEAL Unit
Financial information Finance Department
Donor reports Programme Management/MEAL
Organizational reports Executive Director

Strategic performance reports Senior Management

13.16 Report Retention and Records Management
ILA shall maintain copies of all reports, including:

e programme reports;

« donor reports;

o evaluation reports;

e monitoring reports;

o performance reviews;
« accountability reports.

Records shall be stored securely according to organizational information management
procedures.

13.17 Use of Reporting Information for Learning

Reporting shall not only serve compliance purposes but shall contribute to learning by
identifying:

e successful approaches;



o implementation challenges;
e emerging opportunities;
e improvements required.
13.18 Management Accountability
Managers at all levels shall be responsible for ensuring that:
e reports are submitted on time;
« information is accurate;
e recommendations are implemented;
e performance gaps are addressed.
Failure to provide accurate reporting information may result in corrective action.

13.19 Continuous Improvement of Reporting Systems

ILA shall periodically review reporting systems to ensure they remain:

e practical;
e relevant;
« efficient;

« aligned with organizational and donor requirements.
Improvements shall be introduced based on lessons learned and stakeholder feedback.
CHAPTER FOURTEEN
RESEARCH, ASSESSMENTS AND EVIDENCE GENERATION
14.1 Purpose

This Chapter establishes the framework governing research, assessments, studies, and evidence-
generation activities undertaken or supported by the Initiative for Legal Aid (ILA).

ILA recognizes research and evidence generation as essential tools for understanding community
needs, improving legal aid services, strengthening advocacy, informing policy engagement, and
contributing to knowledge on access to justice, human rights, governance, and rule of law.

This Chapter ensures that all research and assessment activities conducted by ILA are:

e ethical;

o relevant;

« methodologically sound;
e participatory;

e evidence-based,



e protective of participants’ rights.
14.2 Policy Statement
ILA shall conduct and support research and assessments that contribute to:
« improved understanding of legal and justice-related challenges;
e stronger programme design;
o evidence-based advocacy;
 institutional learning;
e policy development;
o improved service delivery.
All research activities shall uphold principles of:
e integrity;
e independence;
« confidentiality;
« informed consent;
e respect for human dignity;
e protection of vulnerable persons.
14.3 Objectives of Research and Evidence Generation
ILA’s research function shall aim to:
a. Generate reliable evidence on justice and human rights issues.
b. Identify barriers affecting access to justice.
c. Inform programme design and strategic decisions.
d. Strengthen advocacy and policy engagement.
e. Evaluate the effectiveness of legal interventions.
f. Document community experiences and perspectives.
g. Contribute to broader legal and development knowledge.
14.4 Types of Research and Assessments

ILA may undertake or support the following:

14.4.1 Needs Assessments



Needs assessments shall identify:

e community priorities;

o legal needs;

e protection concerns;

e service gaps;

e barriers to accessing justice.
They shall inform programme planning and resource allocation.
14.4.2 Baseline Studies
Baseline studies shall establish initial conditions before programme implementation.
They shall support:

o target setting;

« indicator measurement;

e comparison of progress over time.

14.4.3 Legal Research

ILA may conduct legal research relating to:

laws and policies;

e judicial practice;

e human rights issues;

e justice systems;

e legal reforms;

e access to legal remedies.

14.4.4 Policy Research
Policy research shall examine:
o legal frameworks;

« institutional practices;
e governance issues;

e policy gaps;
« reform opportunities.
Findings may support advocacy and engagement with decision-makers.

14.4.5 Thematic Studies

ILA may conduct studies on specific issues, including:



e gender justice;

« child protection;

o land disputes;

e detention and criminal justice;
o displacement;

e customary justice systems;

« human rights protection.

14.4.6 Operational Research
Operational research shall examine ways to improve:

e programme delivery;

e Case management;

e community engagement;
e oOrganizational systems.

14.5 Research Planning
All major research activities shall have an approved research plan containing:

e research purpose;

e objectives;

e research questions;

e methodology;

e participants;

o timeling;

e budget;

« ethical considerations;
« dissemination plan.

The MEAL Unit shall coordinate research planning in collaboration with relevant departments.
14.6 Research Proposal Development
A research proposal shall, where applicable, include:

Background and justification;
Problem statement;

Research objectives;
Research questions;
Literature review;
Methodology;

Sampling approach;

Data collection methods;
Data analysis plan;
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10. Ethical safeguards;
11. Expected outputs.

14.7 Research Methodologies
ILA may use:

14.7.1 Quantitative Methods

Including:
e surveys;
« statistical analysis;
o administrative data analysis;
« indicator measurement.

14.7.2 Qualitative Methods
Including:

interviews;

focus group discussions;
observation;

case studies;

document review.

14.7.3 Mixed Methods

Where appropriate, ILA shall combine quantitative and qualitative approaches to obtain
comprehensive evidence.

14.8 Ethical Research Standards
All research conducted by ILA shall comply with ethical standards.
Researchers shall ensure:
14.8.1 Informed Consent
Participants shall:
e understand the purpose of the research;
« voluntarily agree to participate;

« understand their right to withdraw.

14.8.2 Confidentiality



Research information shall be protected through:
e anonymization;

e Secure storage;
e restricted access.

14.8.3 Protection of Vulnerable Groups
Special safeguards shall apply when engaging:
e children;
« survivors of violence;
« persons with disabilities;
o displaced persons;
e vulnerable communities.
14.8.4 Do No Harm
Research activities shall not expose participants to:
e security risks;
e stigma;
« discrimination;
e psychological harm;
 retaliation.

14.9 Research Approval Process

Before commencing research, approval shall be obtained through the appropriate institutional
process.

The approval process shall consider:

o relevance to ILA’s mandate;

o ethical risks;

e methodology;

e resource requirements;

« legal considerations.
Major research projects shall require approval from the Executive Director.
14.10 Data Collection and Management

Research data shall be managed according to ILA’s data protection requirements.

Researchers shall:



e collect only necessary information;
e protect personal data;

e maintain accurate records;

e secure research materials;

« follow confidentiality requirements.

14.11 Use of External Researchers

ILA may engage external researchers, consultants, academic institutions, or research
organizations.

Contracts shall specify:

e research objectives;

e methodology;

« confidentiality obligations;
« ownership of findings;

e publication rights;

o deliverables.

External researchers shall comply with ILA policies.
14.12 Research Quality Assurance
The MEAL Unit shall ensure that research activities:
e use appropriate methodologies;
e produce credible evidence;
e meet ethical standards;
o address intended objectives.
Quality assurance may include:
o technical review;
e methodology review;
o data verification;
e peer review.
14.13 Research Outputs
Research outputs may include:
e research reports;
e policy briefs;

o legal analysis papers;
e case studies;



o advocacy materials;
e academic publications;
e presentations.

Outputs shall be prepared in formats suitable for intended audiences.
14.14 Publication and Dissemination
ILA may disseminate research findings through:

e organizational publications;
o stakeholder forums;

e policy dialogues;

« conferences;

e Wwebsites;

e donor communications.

Publication shall consider:
« confidentiality;
e participant protection;
o reputational risks;
« legal obligations.
14.15 Ownership of Research Data and Findings
Unless otherwise agreed by contract:
e ILA shall retain ownership of research materials developed using organizational
resources;
o donor-funded research shall comply with donor intellectual property requirements;
o participant confidentiality shall always be protected.
14.16 Evidence Use in Advocacy and Programming
ILA shall use research findings to strengthen:
o legal advocacy;
e policy recommendations;
e programme strategies;
e cOmmunity interventions;
 institutional reforms.

Evidence shall support constructive engagement with:

e government institutions;



e justice actors;
e civil society;
o development partners.

14.17 Research Responsibilities

Function Responsible
Research planning MEAL Unit
Technical research design MEAL and Programme Teams
Ethical review Management
Data collection Assigned Researchers/Teams

Data quality assurance  MEAL Unit
Research dissemination  Management/Communication
Application of findings  Programme Teams

14.18 Research Records Management

ILA shall maintain research records, including:

e proposals;

o tools;

o datasets;

« consent records;
e reports;

e publications;
o dissemination materials.

Records shall be securely maintained in accordance with information management procedures.
14.19 Learning from Research
Research findings shall be integrated into organizational learning processes and shall inform:
 strategic planning;
e programme improvement;
o advocacy strategies;

e capacity development;
o future research priorities.



CHAPTER FIFTEEN

RISK MONITORING, ADAPTIVE MANAGEMENT AND PROGRAMME QUALITY
IMPROVEMENT

15.1 Purpose

This Chapter establishes the framework through which the Initiative for Legal Aid (ILA)
identifies, monitors, analyzes, manages, and responds to risks affecting programme
implementation, organizational performance, accountability, and achievement of intended
results.

ILA recognizes that operating environments, particularly in contexts affected by conflict,
displacement, legal uncertainty, governance challenges, and humanitarian needs, require
effective risk monitoring and adaptive management.

The MEAL system shall provide evidence necessary to identify emerging risks, assess
programme performance, and support timely corrective actions.

15.2 Policy Statement

ILA shall maintain a proactive approach to risk monitoring and programme quality improvement
by ensuring that:

risks are identified early;

evidence informs decision-making;
programmes are adapted when necessary;
quality standards are maintained;
corrective actions are implemented,;
lessons are documented and applied.

15.3 Objectives of Risk Monitoring and Quality Improvement

The objectives of this Chapter are to:

a. Strengthen ILA’s ability to anticipate and manage programme risks.

b. Ensure that programmes remain relevant and effective in changing contexts.
c. Improve programme quality through continuous assessment.

d. Promote accountability through transparent risk management.

e. Support evidence-based adaptation of interventions.

f. Reduce negative impacts on beneficiaries and stakeholders.



15.4 Risk Management Principles

ILA risk monitoring shall be guided by the following principles:

15.4.1 Proactive Risk Identification

Risks shall be identified before they negatively affect programme delivery.
15.4.2 Evidence-Based Assessment

Risk decisions shall be based on:

monitoring information;

contextual analysis;

stakeholder feedback;

evaluations;
operational experience.

15.4.3 Shared Responsibility
Risk management shall be the responsibility of:

Board of Directors;
management;
programme teams;
support departments;
partners.

15.4.4 Continuous Monitoring
Risks shall be reviewed regularly throughout the programme cycle.
15.4.5 Proportionate Response
Risk responses shall correspond to:
o likelihood;
e Severity;
e potential impact.
15.5 Categories of Programme Risks

ILA shall monitor different categories of risks, including:

15.5.1 Strategic Risks



Risks affecting achievement of organizational objectives, including:

e changes in priorities;
« failure to align programmes with needs;
o reduced relevance of interventions.

15.5.2 Operational Risks
Risks affecting programme implementation, including:

e delays;

« inadequate resources;
« staffing challenges;

« logistical constraints;
e weak coordination.

15.5.3 Security Risks

Including:
e insecurity;
e restricted access;
e Violence;

« threats against staff or beneficiaries.
15.5.4 Financial Risks

Including:

budget shortfalls;

misuse of funds;

financial reporting weaknesses;
funding uncertainty.

15.5.5 Compliance Risks
Including:
« violation of laws;
e donor non-compliance;
« breach of organizational policies.

15.5.6 Safeguarding Risks

Including:



exploitation;

abuse;

harassment;

harm to vulnerable persons.

15.5.7 Reputational Risks
Including:

e negative public perception;
« misinformation;
e misconduct by staff or partners.

15.6 Risk Identification Process
Risks may be identified through:

programme monitoring;
field visits;

staff reports;

beneficiary feedback;
complaints mechanisms;
evaluations;

audits;

security updates;
stakeholder consultations.

15.7 Risk Register
ILA shall maintain a Risk Register for significant programmes and organizational functions.

The Risk Register shall include:

Risk Element Description
Risk description Identified risk
Category Type of risk
Likelihood Probability of occurrence
Impact Potential consequence
Risk rating Overall severity

Mitigation measures Actions to reduce risk
Responsible person Risk owner
Review date Monitoring schedule

15.8 Risk Monitoring Through MEAL Systems



The MEAL Unit shall integrate risk monitoring into:

e monitoring plans;

o field visits;

e programme reviews;

e accountability mechanisms;
o evaluations.

Monitoring findings shall identify:
e emerging risks;
o implementation barriers;
e required adjustments.

15.9 Early Warning and Escalation

Where monitoring identifies significant risks, responsible staff shall promptly report them
through established management channels.

High-risk issues shall be escalated to:

Programme Manager;

Senior Management Team;

Executive Director;

Board of Directors where appropriate.
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15.10 Adaptive Management Framework

ILA recognizes that effective programmes require flexibility to respond to changing
circumstances.

Adaptive management involves using evidence to modify:

e programme activities;

o implementation approaches;
« resource allocation;

e timelines;

e partnerships;

e strategies.

15.11 Triggers for Programme Adaptation
Programme adjustments may be required where there is:

« failure to achieve expected results;
« significant changes in context;



emerging community needs;

security challenges;

beneficiary feedback indicating gaps;
evaluation findings;

donor requirements;

policy changes.

15.12 Adaptive Management Process
The process shall include:
Step One: Identification of Issue
Evidence identifies a challenge or opportunity.
Step Two: Analysis
The responsible team assesses:
e Causes;
o implications;
« available options.
Step Three: Decision Making
Management determines appropriate action.
Step Four: Implementation
Approved changes are implemented.
Step Five: Monitoring
The impact of changes is monitored and documented.
15.13 Programme Quality Standards
ILA shall maintain programme quality by ensuring:
15.13.1 Relevance
Programmes address actual needs and priorities.
15.13.2 Effectiveness

Activities contribute to intended results.



15.13.3 Efficiency
Resources are used responsibly.
15.13.4 Participation
Stakeholders are meaningfully involved.
15.13.5 Accountability
Beneficiaries can provide feedback and raise concerns.
15.13.6 Sustainability
Programme benefits can continue beyond project completion where possible.
15.14 Quality Assurance Reviews
ILA may conduct quality assurance reviews to assess:
e programme compliance;
e service standards;
« implementation quality;
o beneficiary experience;
« documentation quality.
Reviews may be conducted by:
e« MEAL Unit;
e management;
o technical specialists;
o external reviewers.

15.15 Corrective Action Plans

Where quality gaps or risks are identified, responsible managers shall prepare corrective action
plans.

Plans shall include:

e identified issue;

e required action;

e responsible person;

o timeline;

e required resources;

« follow-up arrangements.



15.16 Learning from Risks and Adaptations
ILA shall document:

« significant risks encountered;
e response measures;

o effectiveness of mitigation;

e lessons learned.

These lessons shall inform future programme design and organizational planning.

15.17 Responsibilities

Function Responsible
Risk identification All Staff
Risk monitoring framework MEAL Unit
Programme risk management Programme Managers
Operational risk management Senior Management
Financial risk monitoring Finance Department
Safeguarding risks Safeguarding Focal Person
Strategic risks Executive Director/Board

15.18 Integration with Other Organizational Systems
Risk monitoring shall be coordinated with:

« Finance and Accounting systems;
e Procurement systems;

e Human Resource systems;

« Security management;

o Safeguarding systems;

o Internal audit processes.

15.19 Continuous Quality Improvement Culture
ILA shall promote a culture where:

« risks are reported openly;

o challenges are addressed constructively;

e evidence informs improvement;

o staff learn from experience;

e programme quality remains a shared responsibility.



CHAPTER SIXTEEN

MEAL CAPACITY BUILDING, STAFFING AND RESOURCE ALLOCATION

16.1 Purpose

This Chapter establishes the framework for ensuring that the Initiative for Legal Aid (ILA) has
adequate human, technical, financial, and institutional capacity to effectively implement its

Monitoring, Evaluation, Accountability and Learning (MEAL) system.

ILA recognizes that a strong MEAL function requires competent personnel, appropriate tools,

sufficient resources, continuous capacity development, and organizational commitment.
This Chapter provides guidance on:

MEAL staffing structures;

staff competencies;

training and professional development;
resource allocation;

partner capacity strengthening;
sustainability of MEAL systems.

16.2 Policy Statement
ILA shall invest in strengthening MEAL capacity as a strategic organizational function.
The organization shall ensure that:

MEAL responsibilities are clearly assigned;

staff possess relevant skills and competencies;

adequate resources are allocated,;

learning and professional development opportunities are provided;
MEAL systems are maintained and improved over time.

16.3 Objectives of MEAL Capacity Building

ILA’s MEAL capacity-building objectives are to:

a. Develop staff competence in monitoring, evaluation, accountability, and learning.
b. Strengthen evidence-based programme management.

c. Improve data quality and reporting standards.

d. Promote accountability-oriented programming.



e. Ensure sustainability of MEAL systems.
f. Strengthen the capacity of partners and stakeholders where applicable.
16.4 MEAL Organizational Structure

ILA shall establish an appropriate MEAL structure based on organizational size, programme
scope, and available resources.

The structure may include:
16.4.1 MEAL Function Lead
The MEAL Lead shall be responsible for:

overall coordination of MEAL systems;
development of MEAL plans;

quality assurance;

evaluation coordination;

reporting oversight;

learning facilitation.

16.4.2 MEAL Officers
MEAL Officers shall support:

data collection;

monitoring Visits;

indicator tracking;
beneficiary feedback systems;
data entry;

analysis;

reporting.

16.4.3 Programme Staff
Programme staff shall be responsible for:

collecting accurate programme data;
implementing monitoring activities;
documenting results;

applying learning.

16.4.4 Accountability Focal Person

The Accountability Focal Person shall support:



o complaints management;
o feedback systems;

e community engagement;
e accountability reporting.

16.4.5 Safeguarding Focal Person
The Safeguarding Focal Person shall ensure coordination of:

« safeguarding reporting;

o referral mechanisms;

e protection-sensitive monitoring.
16.5 MEAL Competency Requirements
ILA shall ensure MEAL personnel possess competencies in:
Technical Skills
Including:

e monitoring frameworks;

« indicator development;

e logical frameworks;

« theory of change;

« evaluation methods;

« data collection techniques;

o data analysis;

e reporting.

Data Management Skills
Including:

o database management;

o (data quality assurance;

e information security;

« digital data collection tools.
Accountability Skills
Including:

e community engagement;

o feedback mechanisms;
o complaint handling;



e participatory approaches.
Learning Skills
Including:

o documentation;

o facilitation;

« knowledge management;
o lessons learned processes.

16.6 Recruitment and Selection of MEAL Personnel

Recruitment of MEAL personnel shall follow ILA’s Human Resource and Administration
Policies.

Selection shall consider:

o education qualifications;

« relevant professional experience;

o technical competencies;

« understanding of legal aid and development programming;
o analytical ability;

e communication skills.

16.7 Staff Training and Professional Development
ILA shall provide continuous MEAL-related training to strengthen staff capacity.
Training areas may include:

o results-based management;
e monitoring methodologies;
« evaluation approaches;

o data collection and analysis;
e accountability standards;

o safeguarding integration;

e reporting requirements;

e learning practices.

16.8 Induction Training
All new staff shall receive orientation on:

e ILA MEAL Policy;
e reporting responsibilities;



« (data protection requirements;
e accountability commitments;
o feedback mechanisms;

« ethical standards.

16.9 Continuous Learning and Mentorship
ILA shall encourage:

e peer learning;

e coaching;

e mentorship;

« technical exchanges;

e participation in professional forums.

16.10 Partner Capacity Strengthening
Where ILA works with implementing partners, it shall support partner capacity in:

e monitoring systems;

e reporting requirements;

e accountability mechanisms;
o data quality standards;

« safeguarding integration.

Partner capacity assessments may be conducted to identify training needs.
16.11 MEAL Tools and Systems
ILA shall maintain appropriate MEAL tools, including:

« MEAL plans;

 indicator tracking tables;

« monitoring checklists;

o evaluation templates;

« data collection tools;

o feedback forms;

e complaint registers;

e reporting templates;

o learning documentation tools.

Tools shall be periodically reviewed and updated.
16.12 MEAL Budgeting and Resource Allocation

ILA shall allocate adequate resources for MEAL activities.



MEAL budgets may include:

e personnel costs;

e training;

e monitoring visits;

o evaluations;

o data collection;

o digital systems;

e research;

e accountability mechanisms;
o learning events.

MEAL costs shall be integrated into programme budgets.

16.13 Technology and Digital Capacity

Where appropriate, ILA shall use technology to strengthen MEAL systems through:

o electronic databases;

o digital surveys;

o data dashboards;

e secure information systems;
« online reporting platforms.

Technology adoption shall consider:
o cost effectiveness;
e Security;
« staff capacity;
e sustainability.
16.14 Institutionalization of MEAL Responsibilities
MEAL shall not be the responsibility of the MEAL Unit alone.

All departments shall contribute to:

e accurate data collection;

e reporting;
e accountability;
e learning;

e programme improvement.
Managers shall ensure staff understand and fulfill MEAL responsibilities.

16.15 Performance Assessment of MEAL Function



ILA shall periodically assess the effectiveness of its MEAL system.
Assessment areas may include:

quality of data;

usefulness of reports;

effectiveness of feedback mechanisms;
implementation of learning;

staff capacity;

system efficiency.

16.16 Sustainability of MEAL Systems
ILA shall promote sustainability by:

integrating MEAL into organizational systems;
maintaining institutional knowledge;
documenting procedures;

developing staff capacity;

investing in appropriate tools;

strengthening internal ownership.

16.17 Roles and Responsibilities
Function Responsible
MEAL system development MEAL Unit
MEAL staffing decisions Executive Director/HR
Staff capacity development  HR Department and MEAL Unit

Programme monitoring Programme Teams

Data quality MEAL Unit

Resource allocation Management/Finance

Partner capacity strengthening Programme and MEAL Teams
Strategic oversight Board of Directors

16.18 Review of MEAL Capacity Needs
ILA shall periodically review MEAL capacity requirements based on:

programme growth;

strategic priorities;

donor requirements;
organizational learning;
changes in operating context.

The organization shall adjust MEAL structures and resources accordingly.



16.19 Commitment to MEAL Excellence

ILA recognizes MEAL as a critical component of organizational effectiveness and
accountability.

The organization shall continuously strengthen its MEAL capacity to ensure that legal aid
programmes are:

evidence-based;
accountable;
responsive;
effective;
sustainable.

CHAPTER SEVENTEEN

IMPLEMENTATION, COMPLIANCE, MONITORING AND REVIEW OF THE MEAL
POLICY

17.1 Purpose

This Chapter establishes the mechanisms through which the Initiative for Legal Aid (ILA) shall
implement, enforce, monitor, review, and continuously improve this Monitoring, Evaluation,
Accountability and Learning (MEAL) Policy.

The effectiveness of this Policy depends on its integration into ILA’s governance structures,
programmes, operations, partnerships, and decision-making processes.

ILA shall ensure that MEAL principles and practices are institutionalized throughout the
organization and applied consistently by all staff, volunteers, consultants, partners, and relevant
stakeholders.

17.2 Policy Implementation Statement
ILA shall implement this MEAL Policy through:

organizational planning processes;
programme management systems;
staff responsibilities;

monitoring frameworks;
accountability mechanisms;
evaluation processes;

learning systems;

management oversight.

All departments shall cooperate to ensure effective implementation.



17.3 Implementation Responsibilities
17.3.1 Board of Directors
The Board shall provide strategic oversight by:

e approving the MEAL Policy;

e ensuring organizational commitment to accountability and learning;
e reviewing major evaluation findings;

e monitoring institutional performance;

e ensuring management accountability.

17.3.2 Executive Director
The Executive Director shall be responsible for:

« overall implementation of the Policy;

e ensuring adequate resources for MEAL functions;

e promoting a culture of accountability and learning;

e approving major evaluations and organizational reviews;
e ensuring corrective actions are implemented.

17.3.3 Senior Management Team
Senior Management shall:

« integrate MEAL into organizational planning;
o review performance information;

o address implementation challenges;

e support evidence-based decision-making;

« ensure compliance with MEAL requirements.

17.3.4 MEAL Unit
The MEAL Unit shall serve as the technical lead responsible for:

e coordinating implementation of this Policy;
o developing MEAL tools and procedures;

e supporting programme teams;

« conducting monitoring activities;

e coordinating evaluations;

e managing accountability systems;

o facilitating learning processes;

e ensuring data quality.

17.3.5 Programme Departments



Programme teams shall:

e implement MEAL requirements;

o collect accurate data;

e maintain programme records;

e participate in monitoring and evaluation;

o apply learning to programme improvement.

17.3.6 Finance and Administration Department
The Finance and Administration Department shall support MEAL implementation through:

e budget allocation;

e resource tracking;

e compliance support;

o documentation systems.

17.3.7 Human Resource Department
HR shall support by:

« incorporating MEAL responsibilities into job descriptions;
e supporting staff capacity development;
« facilitating training.

17.3.8 All Staff and Representatives
All ILA personnel shall:

« comply with MEAL requirements;

e provide accurate information;

« protect confidential data;

e participate in learning activities;

e support accountability commitments.

17.4 Integration of MEAL into Organizational Systems
ILA shall integrate MEAL requirements into:

e strategic planning;

e project proposals;

e budgets;

« implementation plans;

o staff performance objectives;
e partnership agreements;

e reporting systems;



e risk management processes.

No major programme shall be implemented without appropriate monitoring and learning
arrangements.

17.5 MEAL Implementation Tools
To operationalize this Policy, ILA shall maintain appropriate tools and procedures, including:

e« MEAL Framework;

e Programme Logical Frameworks;
e Theory of Change;

o Indicator Tracking Tables;

e Monitoring Plans;

o Evaluation Plans;

o Data Collection Tools;

e Accountability Mechanisms;
o Complaint Registers;

e Learning Logs;

e Reporting Templates.

These tools may be updated administratively without requiring amendment of the main Policy.
17.6 Compliance with the MEAL Policy
Compliance with this Policy shall be mandatory for:

o employees;

e volunteers;

e consultants;

e interns;

e implementing partners;

« contractors where applicable.
Failure to comply may result in:

e corrective action;

o additional training;

o disciplinary measures;

« termination of partnerships or contracts where appropriate.
17.7 MEAL Compliance Monitoring

ILA shall monitor compliance through:

e programme reviews;



« internal assessments;

o (data quality assessments;
e audits;

e evaluations;

e Management reviews;

o stakeholder feedback.

17.8 Internal MEAL Audits and Assessments
ILA may conduct periodic internal assessments to determine whether:

« MEAL systems are functioning effectively;
o data quality standards are being followed,
e accountability mechanisms are accessible;
« lessons are being applied;

e reporting requirements are met.

Findings shall inform improvement actions.
17.9 Management Review of MEAL Performance
Senior Management shall periodically review MEAL performance, including:
e progress against indicators;
« evaluation findings;
e accountability trends;
e risks;
e learning priorities;
« implementation challenges.
Management decisions arising from reviews shall be documented.
17.10 Policy Review and Updating
This Policy shall be reviewed periodically to ensure continued relevance and effectiveness.
The review shall consider:
e organizational changes;
e programme expansion;
o stakeholder feedback;
e donor requirements;
o legal and regulatory developments;

o lessons learned.

17.11 Review Frequency



The MEAL Policy shall ordinarily be reviewed:

o every three (3) years; or
« earlier where significant changes occur requiring revision.

17.12 Policy Amendment Process
Amendments to this Policy may be proposed by:

« Executive Director;

« MEAL Unit;

e Senior Management Team;

o Board Committees.

Proposed amendments shall be reviewed to assess:

e necessity;

e impact;

e consistency with organizational objectives.
Major amendments shall require approval by the Board of Directors.
17.13 Document Control
The controlled version of this Policy shall include:

e policy title;

e version number;

o approval date;

o effective date;

e review date;

e approving authority.

Only approved versions shall be used for organizational purposes.

17.14 Communication and Awareness
ILA shall ensure that this Policy is communicated to:
o staff;

o volunteers;
e partners;



« relevant stakeholders.
Awareness activities may include:

staff induction;
refresher training;
programme meetings;
partner orientations.

17.15 Relationship with Other ILA Policies
This MEAL Policy shall be implemented together with other organizational policies, including:

« Safeguarding and Prevention of Sexual Exploitation, Abuse and Harassment (PSEAH)
Policy;

Human Resource and Administration Policy;

Finance and Accounting Policy;

Procurement and Asset Management Policy;

Anti-Fraud and Anti-Corruption Policy;

Data Protection and Information Management Policies;

Code of Conduct.

Where conflicts arise, applicable laws, professional obligations, and approved organizational
policies shall guide interpretation.

17.16 Effective Date

This Policy shall become effective upon approval by the Board of Directors of the Initiative for
Legal Aid.



17.17 Approval and Authorization

Approved by:

Board of Directors

Initiative for Legal Aid (ILA)

Policy Title: Monitoring, Evaluation, Accountability and Learning (MEAL) Policy

Version: 1.0

Effective Date:

Review Date:

Board Chairperson: W

=N
Executive Director: c\w@
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