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Evaluation Databases Overview 

and Work Flow
This is just an overview of the work flow surrounding the evaluation database.  Actual how-to sheets and other information hand-outs are provided separately.  The name of a document that has further instruction is printed in italic bold
Quick Overview of Infrastructure
The Evaluation and Research Database on the Internet and Intranet contains evaluations that have passed the Evaluation Report Standards and select studies and surveys.  It is intended to be a learning tool for staff and partners.  The Internet and Intranet sites are almost identical - reports that are deemed sensitive in nature by the office that commissioned the report will not be posted on the Internet.  An upcoming Executive Directive regarding the Evaluation Committee details the requirements for labeling a report internal only.  Occasionally, reports that are still in draft form but access for all staff is needed are placed on the Intranet only.  Once the final report is received, it is then also placed on the Internet.

The Evaluation Reports Submission (http://www.intranet.unicef.org/epp/repsubwebsite.nsf)
This website is the place where Country Offices submit evaluation reports and IMEPs to the NYHQ Evaluation Office. It lists what reports were indicated as complete in the Annual Report and which of those reports have already been received. A simple data entry screen allows COs to send new reports to NYHQ.

For Regional and Headquarter Offices, this website can serve as a key planning and tracking tool. It contains a list of all evaluations, studies and surveys conducted from 2000 onwards. Staff can research any evaluation/study/survey that has been conducted in any office regardless of whether the report has been received yet by NYHQ.

For evaluation rating and feedback, CO can see all of their own evaluation reports — including reports that did not met the UNICEF Evaluation Report Standards. RO and HQ see every country on this website. Comments are provided that identify the exact areas in which the reports were lacking helping offices to identify their training and capacity building needs. 

NYHQ staff can link to the full copy of each report which is stored in Ramp-Trim. For other staff, the EO can provide copies upon request.
Additionally, there is an editor function accessible from Lotus Notes.  In Lotus Notes, the Database Manager and Editor can change information, edit reports and maintain the Website.  It contains the same views as the Website but has the additional feature of being able to make changes and updates.  
Workflow
Report is Received in NYHQ

Evaluations, studies and surveys (jointly called “reports”) are sent by the COs to NYHQ using the Evaluation Reports Submissions Website on the intranet.  This website records the title and the Executive Summary.  Then the actual report is either attached electronically or send via pouch. 

· If the report was received electronically, it is attached to RAMP/TRIM later on in the process.
· If the report was received as a hard copy, a date received is recorded in Lotus Notes.  After the report has been registered in RAMP/TRIM, a label is printed and attached and the report is filed in the Conference Room.  If it is an evaluation (not a survey or study) it is also scanned into RAMP/TRIM. 

Sometimes CO send a TOR.  If this is the case, the TOR is kept with the report - either attached in RAMP/TRIM or filed in the Conference Room. 

Additional Information - When a Report is Received, RAMP-TRIM Training Manual, Procedure to Add Electronic Document to RAMP/TRIM Record from Scanner

Person – Database Manager 
Time – ongoing, tend to be peaks and troughs in report submissions corresponding to our reminder emails

Report is Reviewed

A list of reports received is obtained from Lotus Notes.  Staff can sort reports for Year, Type, or MTSP, among other criteria.  This allows staff to set priorities for their work. 
The Editor applies the Evaluation Report Standards to each evaluation.  If the report is considered acceptable for the Evaluation and Research Database, the Executive Summary provided by the CO is reviewed and edited in Lotus Notes.  Currently, CO tend to send Executive Summaries that are too short and vague that need to be rewritten. 
The new Executive Summary is referred to as the “HQ Exec Summary.”  Staff check off the appropriate fields in Lotus Notes that the report was reviewed.
Additional Information - When a Report is Reviewed, How to Write an Executive Summary, Field Definitions for Data Entry
Person – Editor
Time – ongoing as reports are received

Report is Posted
A list of reports reviewed but not posted can be obtained from Lotus Notes.  It is recommended that a different staff member proof reads the HQ Exec Summary to check for typos, spelling, etc.

The report is posted on the Intranet and the Internet (if not sensitive) by cut and paste. 
Note: there are currently plans to eliminate this section.  After the next IT upgrade, once the report is reviewed it will automatically be posted to the Intranet.  A staff member will still need to cut and paste for the Internet.
Additional Information - When a Report is Posted

Person - Database Manager or Editor

Time – ongoing as Editor finishes reviewing

Report is Moved to RAMP/TRIM

At the end of each quarter, the reports that have been received in the last three months are registered in RAMP/TRIM through a export procedure.  The report is exported to Access, a few fields are converted using automated queries, and then imported to RAMP/TRIM. 
The electronic copy of the report has now been deleted from Lotus Notes to keep the database to a manageable size.  The title and other meta-data remain in Lotus Notes for searches.

Additional Information -  Registering a Report in RAMP/TRIM
Person - Database Manager or Editor

Time -  can be done at the same time as posting or every two weeks to once a month depending on the number of reports sent by COs

Annual Reports Submitted

In the first quarter, all the Annual Reports are gone through to see what evaluations the CO have completed in the following year.  This is Section Six of the Annual Report which can be found on the intranet document depository.  Staff go through country by country.  They check to see that reports listed as “completed” or “ongoing” are in Lotus Notes.  If the report is not, they add it.  Reports listed as “planned” are kept on a separate spreadsheet and analyzed for trends but are not included in Lotus Notes. 
Additional Information – Entering Annual Reports
Person – Database Manager
Time – once a year
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