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Preamble

This Standoard Operating Procedure {SOP) was compiled by the Research Unit within the

Directorate: Research, Population and Knowledge Management. The purpose of this SOP is to

provide for a standardized step-by-step guide on the process to follow when commissioning and

conducting evaluation research within the Department. The SOP also describes the key roles,

responsibilities and actions of officials in the evaluation process.
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1. Infroduction

1.1.  Definition of terms

Monitoring: Involves collecting, analyzing and reporting data on inputs, activities, outputs,
outcomes and impacts. Monitoring aims to provide managers, decision makers and other
stakeholders with regular feedback on progress in implementation, results and eatly indicators of
problems that need to be corrected. It usually reporis on actual performance against what was

planned or expected!,

Evaluation: The systematic collection and objective analysis of evidence on public policies,
programmes, projects, functions and organizations to assess issues such as relevance,
performance (effectiveness and efficiency). value for money, impact and sustainability, and to

recommend ways forward?,

Evaluation research: Research undertaken to see whether a programme or activity is meeting or

has met the objectives set forit.

Evaluator: A specialist in evaluation methods who has primary responsibility for developing the

evaluation proposal, conducting the siudy and reporting results.

Final report: For the purposes of this SOP, a final report is a publicly available report produced

consequent 1o the interim or final findings of evaluation research.

Evaluation Steering Committee (internal)} / Project Team: Consists of DSD staff who provide an
oversight system for all evaluation research carried out by the Department. The committee or
project team's responsibilities include reviewing all research proposals and methods, and where
appropriate, drafts and final research products. The internal evaluation steering committee will
also provide technical and procedural advice throughout the evaluation research process as
required. The overall objective of the steering committee is to take responsibility for ensuring the

quality of the evaluation and the approval of evaluation reports?,

Primary data: the creation of new data via first-hand collection.

Secondary data: information gathered from pre-existing sources or databases.

! Policy Framewaork for the Government-wide Monitoring and Evaluation Systeam
2 Department: Performance Monitoring and Evaluation. Nalional Evouation Policy Framework. 23 November 2011.
2 DPME guidelineg for evaluation steering commitiee
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1.2. Background and overview

The Policy Framework for the Government Wide Monitoring and Evaluation {GWMA&E) System,
published in 2007 by the Presidency, emphasizes the importance of monitoring and evaluation in
realising a more effective government. When designed ond implemented well, evaluations can

provide a wealth of information on the performance and impact of government interventions.

This Standard Operating Procedure has been written in accordance with the DPME guidelines for
evaluation research. It aims to assist the Department in implementing evaluations, widening the
use of evaluations, promoting a culture of evaluation and to initiate steps to institutionalize the
evaluation function in the Department. This SOP outlines the process for commissioning and
conducting evaluation research within the Department. It includes detdils and plans of all stages

of the process; from planning, design and inception to the use of findings.

The main objectives of the SOP are as follows:
1. To provide contextual clarity on the strategy for commissioning and conduciing
evaluations in the Department of Social Development.
2. To clearly articulate the roles and respensibilities of each official in the evaluation process;
thereby, reducing ambiguity and allowing for the interaction of all siakeholders.
3. To provide information about essential requirements and delailed processes for each siep
within the evaluation process.

The evaluation research processes within the Department will be continually developed and
amended. It is therefore proposed that this SOP is reviewed annually.

2. Types of Evaluation

According to the DPME Guidelines for Evaluation, there are five (5) different types of evaluation
that could be requested. These five types of evaluations are lisied below, before looking at the
different phases and steps involved when commissioning and conductiing an evaluation in the
Department.

Diagnostic Evaluafion: Preparctory research to ascertain the cument situation prior to an

intervention, and to inform intervention design. It explores the current situation, the problems and

5|
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oppertunities to be addressed, causes and consequences, including those that the intervention is
unlikely to deliver, and the likely effectiveness of different policy options?.

Design Evaluation: A rapid precautionary exercise conducted after an intervention has been
designed, but ideally before it has been implemented. This type of evaluation analyses the theory
of change, and consistency of a programme, either before a programme siorls, or during
implementation to see whether the theory of change appears to be working. It can also be used

for existing programmes as part of an implementation evaluation to check on the designs,

Implementation Evaluation: This type of evaluation provides an assessment of programme
delivery, strategies, procedures and processes. An implementation evaluation can answer
questions about what is happening in practice, how it is happening, and why it is happeningé.

Impact Evaluation: Impact evaluations seek to understand the changes brought about by an
intervention, at outcome and impact level. Impact evaluations should be conducted late enocugh

for impacts, or longer-term outcomes, to be evident?,

Economic Evaluation: The process of systematic identification, measurement and valuation of the
inputs and outcomes of two alternative activities, and the subsequent comparative analysis of
these. The purpose of economic evaluation is to identify the best course of action, based on the
evidence available. An economic evaluation takes non-monetary welfare impacts into account,

such as improved health, reduced accident risks, congestion and pollution.

* DPME Guideline 2.2.10 Diagnostic Evaluation

5 DPME Guideline 2.2.11 Design Evaluation

¢ The National Evaluation Policy Framework {2011)
7 DPME Guideline 2.2.13 impact Evaluation
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Figure 1: The major stages of managing and conducting evaluation research

Stage 1:
Planning,
Design &
Inception

Stage 2:
Evaluation
Preparation

Stage 3: Data
Collection &
Analysis

Stage 4. Report
Writing &
Dissemination

Stage 5: Use of
Findings

15|



DSD - Social and Evaluation Research - Standard Operaling Procedure - August 2018

Annexure 1: Concept Note

Part A: Key contact details

Name of proposed | Year proposed to

evalvation be implemented

Directorate / Programme

proposing evaluation

Directorate / Programme
who will be the custodian
(and will implement the
improvement plan arising
from the evaludlion)

Programme Manager Title

Telephone Email

MEE Person/Officer Title

Telephone i Email

Other key 1 a | ]
Departments/agencies

involved in the

Intervention

Part B: Background to the intervention being focused on

Specific unit of analysis of the evaluation (eg.

Policy, plan, programme or project)

Give some background to the intervention

Summary description of the intervention

The problem or opporiunity the intervention
focusses on

Key components of the intervention

' Duralion and timing of the intervention

16 |
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Part C: Detdails on the evaluation proposed

Key tocus of the evaluation

for example, the evaluation may only focus on
part of a programme cr policy

Type of evaluvation

What are the main evaluation questions that you would ilike the evalugtion to answer?

1.

2
3
4.
5

17| F
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Annexure 2: Template for evaluation project plan

FActivity / deliverable’
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Annexure 3: Management response to an evaluation report

Date

Reference
Enquiries : Gavin Miller/ Petro Brink
Telephone 1021 483 4168/ 021 483 4512

Name of requester

Name of Directorate/Programme
Department of Social Development
Cape Town

8000

Dear XXX

Management Response o the Evaluation of XXXOOOOCKXX

Please find attached the final reports in respect of the ‘(Name of evaluation study)’ as requested by
your Chief Directorate,

1.

Your co-operation, with the compilation of the formal Management Response to the report, is
requested. In order to achieve this, please find attached the Management Response template which
contains the recommendations of the reports attached to this comrespondence.

In order to finalise this response, please con you indicate your written agreement or disagreemeni
next to each recommendation and return the Management Response template to Gavin Miller,
Director: Research, Population and Knowledge Management within 30 days: as per the National
DPME Guidelines.

Following the return of the Management Response, discussions regarding the formulation of the
Implementation Plan can commence.

Yours sincerely

Gavin Miller
Director: Research, Population and Knowledge Management
Date:

19 |
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