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GUIDANCE FOR EVALUATORS 

This short guidance provides Evaluators with information about the conduct of evaluation at IOM and will 

ensure a transparent process leading to quality deliverables.  Prior to starting the evaluation, it is 

recommended to read the reference documents below to ensure clear understanding of IOM’s 

expectations and requirements.  The documents are listed with an explanation of their importance: 

What Why 

Chapter 5 of the M&E 

Guidelines   

Chapter 5 of the M&E Guidelines is the main reference for the work 

of Evaluation in IOM. While it is written from the perspective of 

managing an evaluation, it also contains crucial information pertinent 

to conducting an evaluation.  

Cross-cutting themes in 

Evaluation   

 

This document provides guidance on the cross-cutting themes to 

include in IOM evaluations as an annex to chapter 5, Section 5.3, p. 

255-269 

IOM Guidance for Addressing 

Gender in Evaluations 

This document provides practical guidance for ensuring that gender is 

properly addressed in evaluation and complements what can be found 

in the document referred above. 

IOM Gender and Evaluation 

Tip Sheet 

The Gender and Evaluation Tip Sheet provides a short guide to help 

staff involved in managing and conducting evaluations develop gender-

sensitive M&E scope of work, methodologies and findings.  

UNEG Ethical Guidelines for 

Evaluation 

IOM abides by the norms and standards of the United Nations 

Evaluation Group (UNEG) and expects all evaluation stakeholders and 

the consultant(s) to be familiar with the UNEG Ethical Guidelines for 

Evaluation, which include the Code of Conduct (Annex 1). 

Quality checking of evaluation 

reports 

The following document will be used by the Evaluation Manager to 

ensure that key expectations of the evaluation are met.  These are 

available for review and understanding of basic expectations.  Annex 

5.8: IOM evaluation report components and the UNEG Checklist for 

quality evaluation reports. 

Applying Evaluation Criteria 

Thoughtfully 

This guidance highlights the importance of the criteria definitions and 

their principles for use. It aims to support thoughtful and 

contextualised application of the criteria. The guidance will assist 

evaluators as they consider how to interpret and apply the criteria to 

improve the quality of their evaluations and better support learning 

and accountability. Chapter 5, Section 5.2.1, p. 220-226 
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https://evaluation.iom.int/sites/g/files/tmzbdl151/files/documents/2020%20Ethical%20Guidelines%20for%20Evaluation.pdf
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The following deliverables are expected from the evaluator to complete this evaluation, in line with the 

ToR and instructions from the Evaluation Manager.   

Inception report 

The inception report is the first main deliverable that is provided by the evaluator 

and it should be developed after an initial document review and meeting with the 

evaluation manager or management committee. The document clarifies the 

evaluator(s)’ understanding of the evaluation exercise, how each evaluation question 

will be answered and the intended data collection methods and overall methodology. The 

Inception report template is available in Annex 5.7 of the IOM M&E Guidelines. This template as 

well of the other referenced in this guidance aim at signalling minimum expected content. The 

evaluator is free to apply particular formatting and graphic design styles as long as they remain in 

line with the template requirements.       

Inception reports should always be included as deliverables in the evaluation TOR for 

external consultants. In the case of an internal evaluation, an evaluation matrix may be 

sufficient as contractual requirements and evaluation management defer.  

A key element of the inception report is the evaluation matrix, which is also a tool guiding the 

evaluation exercise by specifying : (a) the evaluation criteria being assessed by the evaluation; (b) the 

questions and sub-questions that will be answered to assess each criterion; (c) the indicators to be 

used to guide the assessment; (d) the sources of data and data collection tools. It does not replace 

a full inception report - see also Annex 5.5: Sample evaluation matrices for a development-oriented 

project and a humanitarian project. 

Progress reports  

Evaluator(s) must regularly report on the progress in conducting the evaluation, so 

the evaluation manager or committee can periodically monitor in particular how well 

data collection is progressing and if the methodologies selected for the evaluation are 

being properly used. The progress is usually assessed through regular exchange of 

information and meetings. 

 

Formal Written Progress reports 

The purpose of a more formal written progress report or message is to ensure that when problems 

are encountered that could adversely affect the quality and issuance of the evaluation (such as the 

cancellation of scheduled meetings, unmet target numbers of interview or survey respondents or 

basic documents not properly reviewed), they are properly recorded and corrective measures are 

proposed and introduced in a timely manner, including possible adjustments to contractual 

requirements. Written progress reports do not need to be lengthy but they need to properly 

https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
https://iomint.sharepoint.com/:f:/s/IOMMEGuidelines-Resources/EnYCqgfj23ROvFd0YmGb4UABjwBdnA9VS3xpyNGdlc7SVg?e=2H5jT8
https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
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highlight the issues at stake, the consequences on deliverables and proposed corrective measures. 

The need for such reports may vary depending on the duration and complexity of the evaluation.   

 

A note about logistical arrangements:  

The evaluation management remains responsible for ensuring that suitable logistical arrangements 

are made for data collection. If circumstances outside of IOM or the evaluator’s control occur (such 

as weather conditions, social or political events that prevent some site visits), the evaluator(s) should 

alert the EM and the evaluation management should examine whether these circumstances will affect 

the quality and credibility of the exercise and in case, discuss relevant methodological and practical 

alternatives.  

Debrief on initial findings 

Initial findings should be presented at the end of the field visits or of the data 

collection phase, providing an opportunity for relevant parties – such as government 

stakeholders, donors, beneficiaries or implementing partners – to identify any 

misinterpretation or factual mistake at an early stage before report writing. This can 

be done in the form of a PowerPoint or short report; it should be added as a 

deliverable if expected.   

Evaluation report  

Final evaluation reports are to be written in one of IOM’s official 

languages as agreed in the TOR. If a donor or government ask for having 

it written in the local or another language, a summary of the findings and 

recommendations should be prepared in one of IOM’s official languages.  

IOM encourages evaluators to use the IOM reporting format, but if for various reasons the IOM 

format is not used, the report should however include the following components:  

• Title page, including the title of the evaluation, date of completion (it can be the date of the 

draft or of the final report) and the name of the evaluator(s) or evaluation firm(s);  

• Executive summary, including an explanation of the project background, an overview of 

evaluation background, a concise description of the evaluation methodology, a summary of  

main findings, conclusions, lessons learned and good practices (some detailed and less 

important findings, conclusions, lessons learned and good practice may be dropped in that 

section to keep it as a summary section) and a summary of all recommendations;  

• Project background, including its objectives and expected results, a brief overview of 

contextual factors and key stakeholders, and a description of the intervention logic and 

funding arrangements;  

https://iomint.sharepoint.com/:w:/s/IOMMEGuidelines-Resources/ETiyp1MfD6BAgwwUDoLVptoB9heny6EHvYGdTr19ED8-dw?e=i18WcM
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• Evaluation background, including an explanation of the purpose of the evaluation, a 

description of the evaluation scope and a list of evaluation clients and main audience for the 

report;  

• Evaluation approach and methodology, including a statement on the evaluation approach, 

questions and criteria (providing a justification for their use or lack thereof), on the 

methodology used, the inclusion of cross-cutting themes, the stakeholder participation, the 

limitations of the evaluation and a brief description of the evaluation norms and standards 

that have been adhered to;  

• Evaluation findings per criteria, requiring that all questions are properly addressed and findings 

aligned with the evaluation purpose, questions and approach, that findings are justified by 

robust evidence and data disaggregated by key variables, that causal factors that led to 

accomplishments and failures are identified, and that the report adequately address IOM 

cross-cutting themes;  

• Conclusions, requiring to be based on and clearly linked to the evidence presented in the 

evaluation findings and that they are objective and well justified;  

• Recommendations, requiring to be relevant, clear, concise and actionable based on findings 

and/or conclusions of the report, and to identify the person(s)/entity responsible for their 

implementation. The multiplication of very detailed recommendations should be avoided;  

• Lessons learned, requiring to be relevant, specific to the context, targeting specific users and 

applicable, keeping in mind that lessons learned are generalizations that abstract from specific 

circumstances to broader situations;  

• Good practices, concisely capturing the context from which they are derived and specifying 

target users, and being applicable and replicable.  

More detailed guidance for each evaluation report component is provided in Annex 

5.8: IOM evaluation report components. A template for reporting is provided in 

Annex 5.9: IOM evaluation report template.   

Evaluation brief 

An evaluation brief must be developed by the evaluator(s) after the final report has 

been completed. A Microsoft Publisher template will be provided by IOM. The brief 

provides a short overivew of the evaluation, ensuring also that conclusions, 

recommendations, lessons learned and good practices are properly captured and 

included. Guidance for the evaluation brief is provided in Annex 5.10: Evaluation 

brief template and guidance.  

https://iomint.sharepoint.com/:w:/s/IOMMEGuidelines-Resources/EchpBosVKqRNjWdDz82sdQ8BuQKsPnLsBo2NAWPp35NKLA?e=z0V9qa
https://iomint.sharepoint.com/:w:/s/IOMMEGuidelines-Resources/EchpBosVKqRNjWdDz82sdQ8BuQKsPnLsBo2NAWPp35NKLA?e=z0V9qa
https://iomint.sharepoint.com/:w:/s/IOMMEGuidelines-Resources/ETiyp1MfD6BAgwwUDoLVptoB9heny6EHvYGdTr19ED8-dw?e=i18WcM
https://iomint.sharepoint.com/sites/IOMMEGuidelines-Resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FIOMMEGuidelines%2DResources%2FShared%20Documents%2FChapter%205%2FEvaluation%20Brief%20Template%20and%20Guidance&p=true&originalPath=aHR0cHM6Ly9pb21pbnQuc2hhcmVwb2ludC5jb20vOmY6L3MvSU9NTUVHdWlkZWxpbmVzLVJlc291cmNlcy9FbFVwNjM2TVBDTk1vS3pIc2FHV1h3TUJMM1dCUXVPU0dQUXdQdGNXVktpVFhBP3J0aW1lPUpBZmNUX3BjMlVn
https://iomint.sharepoint.com/sites/IOMMEGuidelines-Resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FIOMMEGuidelines%2DResources%2FShared%20Documents%2FChapter%205%2FEvaluation%20Brief%20Template%20and%20Guidance&p=true&originalPath=aHR0cHM6Ly9pb21pbnQuc2hhcmVwb2ludC5jb20vOmY6L3MvSU9NTUVHdWlkZWxpbmVzLVJlc291cmNlcy9FbFVwNjM2TVBDTk1vS3pIc2FHV1h3TUJMM1dCUXVPU0dQUXdQdGNXVktpVFhBP3J0aW1lPUpBZmNUX3BjMlVn
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Final presentation of the evaluation 

A final presentation of the evaluation may be organized, which would provide an 

overview of the key elements of the evaluation,its findings, conclusions and 

recommendations. Other deliverables presenting the evaluation, such as a 

PowerPoint presentation or infographic, may also be requested from the 

evaluator(s). Such deliverable should ideally be included within the deliverable 

section of the evaluation ToR, but they can also be decided during he conduct of 

the evaluation if an interest for such presentation is becoming evident and useful for 

dissemination of evaluation results.  

Management response matrix  

Evaluator(s) should prepare a draft management response matrix by inserting the 

recommendations, the party to which the recommention is addressed, and indicative 

time frame or deadline for implementation. The draft matrix will then be shared with the 

evaluation manager, who will liaise with relevant IOM management and staff to complete the 

matrix. The drafting of the management response matrix should be part of the evaluator’s 

deliverables.  

For more information regarding the management response matrix, see chapter 5, section 5.4, p. 

242-243 A management response matrix template is also available under IOM Evaluation Webpage 

-  Management Response and Follow-up on IOM Evaluation Recommendations.  

 

https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
https://publications.iom.int/books/iom-monitoring-and-evaluation-guidelines-chapter-5
https://evaluation.iom.int/sites/g/files/tmzbdl151/files/documents/evaluation-guidance-management-response-jan2020_0.pdf

