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Box 1.  Monitoring 
Systematic collection 
of data on specified 
indicators to track 
the use of resources 
and progress 
towards the 
achievement of 
stated goals, 
objectives and 
outputs. 

CHAPTER ONE 

 

INTRODUCTION 

 

1.1 Background 
 

Effective service delivery in the Public Service of Ghana is critical for accelerated and 

sustainable socio-economic development. This is contingent on the extent to which    

advisory, consultative, regulatory and supervisory human resource management services are 

provided to all Public Service Organisations (PSOs). 

 

The Public Services Commission (PSC) is an independent body established under the 1992 

Constitution and the PSC Act, 1994 (Act 482). Article 196 of 1992 constitution confers on 

the PSC the oversight responsibility for human resource management (HRM) of the public 

service.  

 

The vision of the PSC is to be a Public Services Commission whose guidelines and advice 

result in a well-managed workforce capable of, and committed to delivering high quality 

services to the people of Ghana.  

 

The Commission’s mission is to safeguard and promote integrity, accountability and 

competence in public service organizations in Ghana through the provision of advisory, 

consultative, regulatory and supervisory services. 

 

In order to achieve the above vision and mission, the Commission is required to develop good 

HRM policies, procedures, regulations, guidelines and standards based on best practice to 

ensure high productivity, through efficient and effective utilization of human resources in the 

public service. 

 

In furtherance of its mandate, the PSC is required to develop, implement, monitor and 

evaluate its Medium Term Development Plan (MTDP) in line with the Ghana Shared Growth 

and Development Agenda (GSGDA II).  

 

The main objectives of the MTDP of PSC (from 2014 to 2017) are to:  

 

 Enhance supervision and productivity in the Public Service  

 Promote and improve effectiveness and efficiency in the Public Service 

 Establish a reliable public service-wide human resource management information system 

 Promote excellence in people management 

 Strengthen public sector management and oversight 

 Improve the working environment and conditions 

 Ensure the reduction of HIV/AIDS/STI/TB 

transmission, its proper management and promote 

healthy lifestyle.  

 

1.2 Purpose of the Monitoring and Evaluation Plan 
 

The main purpose of this Monitoring (Box 1) and 

Evaluation (Box 2) Plan is to enhance PSC’s capacity to 
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Box 2.   Evaluation 
The systematic and 
objective 
assessment of the 
design, 
implementation and 
results of an on-
going or completed 
project, programme 
or policy. 

continuously track and periodically assess the Commission’s progress of implementation of 

the Medium Term Development Plan to enable management take the right decisions. This 

M&E Plan provides a road map for PSC in its M&E work. More specifically, this M&E Plan 

seeks to: 

• Analyse, involve and provide M&E results to stakeholders as part of meeting PSC’s 

accountability and transparency requirements; 

• Determine M&E conditions, needs and skills gaps within the PSC;  

• Assess whether the PSC’s development targets in the Medium Term Development Plan 

are being met; 

• Identify achievements, constraints and failures of the policies, programmes and projects 

of the Commission; 

• Improve allocation of resources and service delivery by the Commission; 

• Contribute to the establishment of quality assurance 

mechanisms for implementation of the projects and 

programmes of the commission; 

• Strengthen the capacity of PSC to be able to document 

performance and provide regular reports on progress 

being made; 

•  Contribute to learning and sharing of knowledge and 

experience and build stakeholders’ confidence in the 

Commission. 

 

1.3 Process of Developing the PSC M&E Plan 
 

A participatory process was used by the Commission to prepare this M&E plan. All staff, 

management, Commissioners including the Chairman and some selected stakeholders 

participated in the preparation of the plan. Staff of the Commission were put into groups to 

deliberate and draft various sections of the plan. The drafts were then presented at workshops 

for discussion and review. Three major workshops were organised in this regard: 

 A first workshop was organised at Miklin Hotel in Accra to review the draft background 

and purpose of the plan; a list of key stakeholders and their M&E responsibilities; and a 

brief write-up on the PSC M&E challenges and recommended solutions. 

 The second workshop was organised in Accra to review key indicators with their 

baselines and targets, M&E matrix, workplan, calendar and budget sections of the plan. 

 A retreat was organised at Dodowa to review the draft sections on data collection, data 

analysis, reporting, dissemination and communication of M&E results, Evaluations and 

Participatory M&E. Key stakeholders from the head of Civil Service and Ministry of 

Local Government Service participated in this workshop. 

The final review was facilitated by resource persons from NDPC at a joint meeting of staff, 

management, and Commissioners.  

 

1.4 Overview of the Plan 
 

The introduction chapter provides some background information and objectives of the PSC 

MTDP. The second discusses the identification and analysis of the stakeholders which PSC 

must involve in its work to achieve the Commission’s goals and objectives. What follows is a 

diagnosis of the PSC M&E functions against its strengths and weaknesses in terms of its 

abilities to produce and use M&E results. It assessed the financial, material and human 

resource requirements for effective M&E at the PSC. It then recommends ways of creating 

the necessary supporting conditions and capacities as well as assigning M&E responsibilities. 
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Chapters four and five present the M&E indicators and Matrix produced from the goals and 

objectives of the PSC MTDP.  This is followed by the work plan, calendar and budget 

covering all the proposed M&E activities of the Commission.   

 

The next chapters placed emphasis on how to collect M&E data, analyse and utilize the 

information generated as well as reporting times, formats and the kind of reports to generate.  

 

The communication strategy in Chapter eleven specifies how the M&E results would be 

disseminated and communicated to all stakeholders to achieve the desired objectives. The last 

two Chapters of the plan specify the evaluations and participatory M&E the Commission will 

to conduct. 

 

 
 A section of participants at the internal review meeting of the PSC M&E Plan 
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Box 3.  A 
stakeholder 
A stakeholder is 
any individual or 
group involved, 
affected or has 
interests 
(positive or 
negative) in a 
policy or 
intervention. 

Box 4.  Primary and Secondary 
Stakeholders 
Primary stakeholders are 
directly involved or affected by 
an intervention. They include 
the initiators, implementers, 
funders, direct beneficiaries as 
well as those adversely affected 
by the intervention. Whereas 
secondary stakeholders are 
indirectly involved or affected 
by the intervention.  

CHAPTER TWO 

 

IDENTIFICATION AND ANALYSIS OF STAKEHOLDERS 

 

2.1 Introduction 
 

Stakeholder (Box 3) analysis is a methodology used to identify, 

classify and analyse groups and individuals who all have  

‘stakes’ in the policies, programmes and projects of the 

Commission. The PSC stakeholder analysis was conducted to 

determine their needs, interests and responsibilities. The process 

also considered relations between stakeholders and any conflict 

of interests amongst stakeholders. One key output of the analysis 

was to determine the appropriate level of participation for 

different stakeholders during the implementation of the M&E 

Plan. This will lead to sustained capacity building, dissemination and the creation of demand 

for M&E results. It will assist the PSC to build partnership and cooperation with all PSOs to 

meet its objectives.  

 

2.2 PSC Stakeholders Analysis 
 

The Commission identified Office of the President, Public Service Organisations, Ministry of 

Finance, NDPC, Commissioners, Management Team and Staff as the primary stakeholders 

(Box 4). The secondary stakeholders include 

Parliament, Civil Society Organizations, 

Academia/ Research/ Management Training 

Institutions/Consultants and the Development 

Partners.  

 

Table 1 below indicates the stakeholders, their 

classification, needs, interests and 

responsibilities as well as the areas of 

involvement in the implementation of the 

M&E Plan.  

 

Table 1: PSC stakeholders 

 

Stakeholders Classifica

tion 

Needs/Interests Responsibility Involvement 

Office of the 

President 

Primary Transparency, 

accountability 

and efficiency 

in the delivery 

of public goods 

and services 

Demand and use 

M&E results, ensure 

efficient use of 

resources, provide 

incentive, etc. 

Participation in performance 

review workshops and 

dissemination and 

communication of M&E 

results, inspections, 

preparation of PSC M&E plan 

Parliament Secondary Transparency, 

accountability 

and efficiency 

Exercise oversight 

responsibility. 

approve budget  

Preparation of PSC M&E plan, 

participation in interactive 

meetings and programmes 

with the commission, 

performance monitoring, 
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Stakeholders Classifica

tion 

Needs/Interests Responsibility Involvement 

compliance monitoring, 

dissemination and 

communication of M&E 

results 

Public Service 

Organizations  

Primary Availability of 

relevant 

policies, 

frameworks and 

manuals to 

guide HRM 

practices. 

Timely actions 

on requests for 

advice and 

recommendatio

ns. 

 Consultation, 

collaboration 

and 

cooperation. 

Provision of inputs 

for the development 

of HRM policies, 

frameworks and 

manuals. 

Adoption and 

compliance with 

guidelines.  

Provision of timely 

feedback on the use 

of guidelines etc.  

Preparation of PSC M&E 

Plan, Operational monitoring, 

Participation in meetings, 

annual conferences, 

workshops, and stakeholder 

surveys. 

Data collection and validation, 

dissemination and 

communication of M&E 

Results, diagnostic monitoring, 

beneficiary monitoring 

Ministry of 

Finance 

Primary Effective and 

efficient 

financial 

management. 

Timely 

preparation and 

submission of 

medium term 

budget, 

financial and 

other relevant 

reports  

Provision of 

adequate budgetary 

allocation and 

timely release of 

funds. 

Financial monitoring, 

participations in budget 

hearings, meetings, annual 

conferences, workshops, 

stakeholder surveys, mid-term 

evaluation 

 

NDPC Primary Development 

and 

implementation 

of MTDP in 

line with its 

guidelines. 

Provision of 

guidelines, assisting 

and advising on 

preparation and 

implementation of 

the Plan. 

Monitoring the 

implementation of 

the Plan. 

Reviewing and advising on the 

preparation of PSC M&E plan,  

annual progress report, 

diagnostic monitoring, 

situational monitoring, 

compliance monitoring, 

impact evaluation, PM&E 

Citizen Report Cards etc. 

Development 

Partners 

(CIDA) 

Primary  Transparency 

and 

accountability 

Provision of 

technical and 

financial assistance. 

Ensure efficient and 

effective utilization 

of funds. 

Financial monitoring, 

beneficiary monitoring, 

Participation in project design, 

implementation and periodic 

performance reviews  

Civil Society Secondary Transparency Advocating for Participation in meetings, 
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Stakeholders Classifica

tion 

Needs/Interests Responsibility Involvement 

Organizations and 

accountability. 

Availability of 

reliable and 

valid 

data/informatio

n for advocacy. 

transparency and 

accountability 

conferences, workshops and 

stakeholder surveys. 

Participation in the 

dissemination and 

communication of M&E 

results, evaluations, PM&E - 

Citizens Report Cards 

Academia/ 

Research/ 

Management  

Training 

Institutions/ 

Consultants 

Secondary Availability  of  

reliable and 

valid  

data/informatio

n for decision 

making 

Contribution to 

knowledge and 

application in 

project design, 

implementation and 

building capacity, 

provide consultancy 

services, and 

facilitation of 

workshop 

conduct of PSC evaluations, 

beneficiary monitoring, 

performance monitoring, 

impact evaluation, data 

collection, dissemination and 

communication of M&E 

Results, PM&Es (Citizens 

Report Cards) 

  

Commissione

rs 

Primary Achievement of 

the mandate of 

PSC. 

Provision of 

visionary leadership. 

Demanding 

accountability from 

management and 

staff,  Setting 

strategic direction 

and guidance for 

policy formulation, 

programme and 

project design 

Performance monitoring 

impact evaluation, mid-term 

evaluation, dissemination and 

communication of M&E 

results, beneficiary 

monitoring, impact evaluation, 

PM&E 

 

Management 

team 

Primary Achievement of 

the objectives of 

the Plan. 

Provision of 

effective managerial 

leadership for 

effective 

implementation of 

the policies, 

programmes and 

projects.  

Supporting M&E 

capacity building, 

Monitoring and 

evaluating policies, 

programmes and 

projects. 

 Generating accurate 

and reliable data 

timeously for 

decision making. 

Provision of 

adequate and 

Preparation of PSC M&E 

Plan, quarterly and annual 

progress reports. Performance 

monitoring, operational 

monitoring, situational 

monitoring, mid-term 

evaluation, impact evaluation, 

data analysis, reporting 

participation in M&E 

workshops, dissemination and 

communication of M&E 

Results, PM&E (Citizen 

Report Cards etc. 
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Stakeholders Classifica

tion 

Needs/Interests Responsibility Involvement 

demanding 

accountability from 

staff. 

Staff  Primary Effective 

execution of the 

activities. 

Guidance, 

capacity 

building and 

provision of 

requisite 

resources. 

Timely 

provision of 

feedback on 

performance. 

  

Provision of inputs 

into formulation of 

policies, 

programmes and 

projects. 

Implementation of  

activities in the  

M&E plan,  

Provision of data for 

monitoring, 

evaluation and 

decision making.   

Performance monitoring, 

financial monitoring, 

operational monitoring, 

situational monitoring, 

beneficiary monitoring, 

compliance monitoring, 

impact evaluation, data 

collection, data analysis, 

reporting, dissemination and 

communication of M&E 

results, mid-term evaluation, 

final evaluation, impact 

evaluation, cost benefit 

analysis . 
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CHAPTER THREE 

 

CONDITIONS AND CAPACITIES  

 

3.1 Introduction 

This Chapter assesses the capability (Box 5) of the PCS to prepare and implement the 

Commission’s M&E plan. The analysis is to ensure that the PSC has the appropriate 

incentives, human and material resources for effective monitoring and evaluation of the 

implementation of its Medium Term Development Plan. Using a participatory process staff of 

the Commission assessed if the requisite funds, human and material resources were available 

for effective M&E. The essence of this exercise was to ensure that the appropriate incentives, 

material and human resources were in place for effective   

implementation, monitoring and evaluation of the MTDP. 

 

The M&E process will be managed by the Research, 

Information, Monitoring and Evaluation (RIME) Division. 

Through effective M&E, the Division will be responsible 

for early identification of implementation difficulties of 

the Commission’s MTDP programmes and activities, 

suggesting remedial strategies for consideration and 

implementation to ensure total success of the Plan. 

 

The table below depicts the situational analysis of the necessary conditions and capacities of 

the Commission. 

 

Table 2: Situational Analysis of Conditions and Capacities of the Commission 

Issues Current Situation Constraints Recommendation    

PSC 

Medium 

Term 

Developme

nt Plan 

Draft MTDP is available 

awaiting approval 

Inadequate 

financial 

resources to 

complete the 

review, revision 

and printing of 

the MTDP 

 

Secure financial and 

material resources to 

complete work on the  

MTDP  

Human 

Resource 

Capacity 

The Division which would be 

responsible for the monitoring 

and evaluation activities of the 

Commission is Research, 

Information, Monitoring and 

Evaluation Division (RIME) 

which has been established 

recently.  Even though staff 

have been recruited for the 

Division, it is yet to get its full 

complement. Currently there are 

only  four(4) staff instead of 

eight (8) 

Secondly, the Commission 

lacks skilled personnel in 

various divisions to augment the 

 Inadequate 

human 

resource 

capacity 

 Inadequate 

technical 

expertise 

 Inadequate 

funding for 

training  

 Lack of 

vehicles for 

field work 

  

 

 The PSC shall initiate 

the process of recruiting 

M&E officers to 

argument the staff 

strength of the RIME 

unit. This will ensure 

that the Research, 

Information, Monitoring 

and Evaluation Division 

has its full compliment.   

 The current Division’s 

staff should be sent for 

refresher courses in 

M&E in training 

institutions both in 

Ghana and abroad. The 

Box 5.  Capacity 
Capacity is defined by 
the UNDP as the 
ability of individuals, 
institutions and 
societies to perform 
functions, solve 
problems, set and 
achieve objectives in a 
sustainable manner. 
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situation.  Staff entrusted with 

monitoring and evaluation do 

not have technical expertise in 

the following areas of  

Monitoring and Evaluation:  

 Report writing 

 Project proposal writing 

 Database management  

 Team building 

 Project management 

 Facilitation and dissemination 

skills 

 Research 

training for staff will be 

in the under-mentioned 

courses: 

 Evaluation 

 PM&E 

 Report writing 

 Project proposal writing 

 Database management 

 Team building 

 Project management 

 Facilitation and 

dissemination skills 

 Research 

Funding Budgetary allocation to the 

Commission and for that matter 

RIME is inadequate. Secondly, 

release of funds to the 

Commission is sporadic.  

Inadequate 

funding 

Timely release of funds 

by the MOF.  Assistance 

should be sought from 

Development Partners to 

argument the funding 

position of the 

Commission 

Material 

Resources 

The Commission at the moment 

does not have vehicle for 

monitoring and evaluation.  All 

the vehicles in the pool have 

broken down making it 

impossible for staff to get 

means of transport for M&E 

activities.  

Inadequate 

number of 

serviceable 

vehicles  

The Commission should 

liaise with partners to 

procure vehicles for field 

work 

 

 

 

3.2 PSC Capacity and Management Index 
 

The Capacity and Management Index is a perception index designed to determine the status 

of capacities, management strengths, gaps and performance of PSC at a glance. Staff assessed 

the performance of PSC based on the following indicators; Skills and Knowledge, Staff 

Compliment, Qualification of Personnel, Availability of Funds, Utilization of Funds, Timely 

Access to Funds, Leadership, Management, Motivation and Incentives, Workload, Logistics, 

Equipment and facilities in Table 3. Fifty percent (50%) of the indicators were rated below 

average resulting in a management and capacity index of 4.7. Even though the indicator on 

leadership scored very high, the interpretation of this index is that PSC at the moment has a 

mediocre capacity to prepare and implement its M&E Plan. Management will have to 

intensify its efforts in improving the performance indicators to ensure that the requisite funds, 

material and human resources are available for the implementation of the M&E Plan.  

 

Table 3: Capacity and Management Index of PSC 

Indicators Score = 1-4 

(Low) 

Score = 5-7 

(Average) 

Score = 8-

10 (High) 

Indicator 

average 

Skills & Knowledge  5.3  5.3 

Staff Complement 4.9   4.9 

Qualification of Personnel  5.4  5.4 



PSC  M&E Plan Page 14 
 

 

 

 

Availability of Funds 2.8   2.8 

Utilization of Funds  5.1  5.1 

Timely Access to Funds 1.7   1.7 

Leadership  7.0  7.0 

Management  6.2  6.2 

Motivation & Incentives 2.7   2.7 

Workload  5.7  5.7 

Logistics & Equipment 4.8   4.8 

Facility 4.9   4.9 

Total average score    56.5 

Index 56.5/12 4.7 
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CHAPTER FOUR 

 

MONITORING INDICATORS  

 

4.1 Introduction 
 

Indicators are quantitative and qualitative variables that measure change over time. They 

provide the basis for assessing progress, achievements or performance. To effectively 

appraise the performance of policies, projects and programmes. It is important that indicators 

have baselines and targets. The PSC indicators form the basis for the collection of data on 

performance and progress. The indicators will also be used to demonstrate results and provide 

reference points for monitoring, decision making, stakeholder consultations and evaluations. 

The PSC monitoring indicators further show the linkages between inputs, activities, outputs, 

outcomes and impacts.  

 

4.2 PSC Monitoring Indicators 
 

The Commission has developed the following indicators, namely output, outcome and impact 

indicators (See Table 4) to measure the achievement of the policy objectives stated in its 

MTDP.  

 

Table 4:  PSC Monitoring Indicators  

 

Objectives Output indicators Outcome indicators Impact indicators 

Develop and 

implement HR 

policy framework 

and manual for 

the public service 

# of PSOs that have 

copies of HR Policy 

Framework and Manual 

Proportion of PSOs using the 

HR policy manual 

Proportion of PSOs 

that have met their 

developmental 

goals as a result of 

good HR 

management 

Improve 

performance and 

service delivery in 

the public service 

1) Presence of public 

service performance 

appraisal instrument in 

PSOs 

2) # of requests from 

PSOs for assistance on 

the implementation of 

the PMS 

3) # of PSOs with 

completed performance 

targets set for all their 

staff  

4) # of capacity training 

programmes per year by 

PSOs to enhance 

performance of staff 

5) # of specialized 

training programmes 

organized by PSOs to 

enable individual staff 

1) Proportion of PSO heads who 

have signed performance 

contracts with clear quarterly 

and annual performance 

measures 

2) Proportion of PSOs Boards 

that understand their PMS and 

have shown concrete 

commitment to its 

implementation  

3) # of reforms & innovation 

undertaken by PSOs to improve 

the efficiency and effectiveness 

of service delivery 

4) Proportion of PSOs using the 

performance appraisal 

instruments to assess 

performance of their staff based 

on the PMP principles and 

processes 

Proportion of PSOs 

that have met their 

developmental 

goals as a result of 

a the PMS 
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meet specific demands 

of their jobs 

5) Proportion of PSOs that have 

put in place a transparent PMS 

6) Proportion of PSOs with 

annual appraisal reports 

7) Proportion of staff rewarded 

through incentives, such as 

promotions or pay rise, based on 

exceptional  performance 

appraisal ratings 

8) Proportion of staff sanctioned, 

such as warnings, demotion and 

re-deployment, based on 

unsatisfactory performance 

appraisal ratings 

9) Proportion of PSOs that have 

in place performance 

improvement plans for 

underperformance  

Conduct public 

service promotion 

examinations 

# of promotion 

examinations conducted 

1) Examination pass and failure 

rates  

2) # of newly promoted staff 

with satisfactory performance  

 

Promote and 

improve 

effectiveness and 

efficiency in the 

public service 

# of evaluations 

conducted to determine 

effectiveness and 

efficiency by PSOs 

1) Level of compliance with the 

evaluation recommendations 

by PSOs 

2) % savings made by PSOs as a 

result of efficiency enhancing 

measures 

 

Represent 

Commission on 

External 

Recruitment and 

Promotion 

Interviews 

1) # of representations on 

external interview 

panels 

1) Recruitment and promotion 

pass rates conducted by PSOs 

2) Proportion of newly recruited 

& promoted staff with 

satisfactory performance 

 

Conduct 

Recruitments and 

Promotions for 

Categories ‘A’ and 

‘B’ positions in the 

Public Service 

# of recruitment & 

promotion interviews 

conducted by PSC 

1)  Recruitment and promotion 

pass rates conducted by PSC 

2) Proportion of newly recruited 

& promoted staff with 

satisfactory performance 

 

Conduct Human 

Resource Audit 

# of HR audits conducted  Proportion of PSOs with 

approved establishment ceilings 

 

Develop Public 

Service-wide 

Human Resource 

Management 

Information 

System 

#of PSOs on the  HR 

Management Information 

System 

Proportion of PSOs using the 

HR MIS 

 

Build M&E 

Capacity of Staff 

1) # of  staff who have 

benefited from M&E 

Proportion of staff that have 

shown improvement in their 
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training programmes  performance in M&E activities 

after the training 

Ensure the 

reduction of 

HIV/AIDS/STI/TB 

transmission, its 

proper 

management and 

promote healthy 

lifestyle 

1) # of 

HIV/AIDS/STI/TB 

sensitization programme 

organized for staff 

2) # of PSOs with 

workplace policies and 

programmes on HIV and 

AIDS 

1) Proportion of public servants 

aware of HIV/AIDS/STI/TB 

prevention 

2) Proportion of PSOs staff  

adhering to  HIV/AIDS/STI/TB 

prevention methods 
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CHAPTER FIVE 

 

MONITORING MATRIX 

 

5.1 Introduction 
 

The monitoring matrix seeks to link the MTDP goals and objectives of the Commission to 

GSDA II Policy Objectives and defines indicators, baseline data for each, and targets, source 

of data for, and frequency and responsibility (individuals, institutions, department / agencies 

etc.) for monitoring.  

 

5.2 Indicator Baselines, Targets and Frequency of Monitoring 
 

In order to ensure effective M&E practice at the PSC, baseline data has been collected on the 

selected indicators as a measurement of the situation before a program or activity and is the 

starting point for results monitoring. Starting from the baselines, annul targets have been set 

with the appropriate frequency of data collection. The final target is the situation expected at 

the end of MTDP implementation period in 2017. There could be several milestones that 

corresponding to expected performance at periodic intervals between the baselines and the 

targets. Table 5 depicts the Monitoring Matrix. 

 

Table 5:  Monitoring Matrix 

 
MTDP GOAL:  Improve Human Resource Management Capacity in the Public Service. 

NDPF Policy Objective to Link: Develop  Human Resource Management and Development Policy for  Public Servants 

Objective 1:  Develop and implement HR policy framework and manual for the public service 

Indicators Indicator  

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of PSOs that have copies of HR Policy 

Framework and Manual 

Output  0 0 200 200 200 primary annually  RIME 

Proportion of PSOs using the HR policy 

manual 

outcome  0 0 50% 100% 100% primary annually RIME 

Objective 2:   Improve performance and service delivery in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

Proportion  of public service agencies using 

performance appraisal instrument 

Output 15% 30% 50% 70% 100% primary annually RIME 

# of requests from PSOs for assistance on 

the implementation of the PMS 

Output 10 10 15 20 25 primary quarterly RIME 

# PSO heads who have signed performance 

contracts with clear quarterly and annual 

performance measures 

Outcome 0  20  50 110 200 Primary annually RIME 

# of reforms & innovation undertaken by 

PSOs to improve the efficiency and 

effectiveness of service delivery 

Outcome 0 0 10 15 20 primary annually RIME 

Proportion of PSOs with annual appraisal 

reports 

Outcome 0 0 15% 40% 80% primary annually RIME 

#  of PSOs which have instituted rewards 

and sanction systems 

Outcome 0 0 10 20 50 primary annually RIME 

 # of PSOs that have in place performance 

improvement plans for underperformance 

Outcome 0 0 10 20 50 primary annually RIME 

Objective 3: Conduct public service promotion examinations 
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Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of categories of promotion examinations 

conducted 

Output 5 5 5 5 5 primary quarterly RIME 

Objective 4: Promote and improve effectiveness and efficiency in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

RIME 

% savings made by PSOs as a result of 

efficiency enhancing measures 

Outcome 0 0 10 15 50 primary annually RIME 

Objective 6:  Represent the Commission on external recruitment and promotion interviews 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

Percentage  of external interviews attended 

upon requests  

output 100% 100% 100% 100% 100% primary quarterly RIME 

Percentage of interview participation 

reports submitted by PSC staff 

representing the Commission 

output 0 100% 100% 100% 100% primary  quarterly RIME 

Objective 7: Conduct recruitments and promotions for Categories ‘A’ and ‘B’ positions in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of recruitment interviews conducted by 

PSC 

 output 98 85 96 102 123 primary quarterly RIME 

Objective 8: Conduct human resource audit 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of HR audits conducted output 0 0 1 1 0 primary annually RIME 

MTDP: Establish HR Database for Policy Formulation, Analysis, and Decision-making  

NDPF Policy Objective to Link:  Develop  Human Resource Database Management  for the Public Service 

Objective 9:  Develop public service-wide human resource Management Information System (MIS) 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of PSOs on the  HR Management 

Information System 

output 0 0 8 192 - primary quarterly RIME 

Proportion of PSOs using  the HR MIS Outcome 0 0 60% 100% - primary annually RIME 

MTDP: Strengthening Institutional and Human Capacities of the Public Services Commission to Effectively Perform its Function  

NDPF Policy Objective to Link: Improve the Work Environment  and Build Capacity of Staff to Enable them Function Effectively Towards the Mandate of the 

Commission 

Objective 10  : Build M&E capacity of staff 

 Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of  staff who have benefited from M&E 

training programmes 

output  15 25 25 25 25 primary annually RIME 

Objective 11: Ensure the reduction of transmission of HIV/AIDS/STI/TB and other communicable diseases, its proper management and promote healthy 

lifestyle 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of HIV/AIDS/STI/TB sensitization 

programmes organized for staff 

output 1 0 1 1 1 primary annually RIME 

Proportion of PSC staff aware of 

HIV/AIDS/STI/TB,Ebola and Cholera 

prevention  

Outcome 50% 60% 80% 100% 100% primary annually RIME 

Proportion of PSC staff  adhering to  

HIV/AIDS/STI/TB,Ebola and Cholera  

prevention methods 

Outcome 0 0 50% 80% 100% primary annually RIME 
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Proportion of PSC staff undertaken VCT Outcome 0 0 10% 20% 50% primary annually RIME 
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Table 5:  Monitoring Matrix 

 
MTDP GOAL:  Improve Human Resource Management Capacity in the Public Service. 

NDPF Policy Objective to Link: Develop  Human Resource Management and Development Policy for  Public Servants 

Objective 1:  Develop and implement HR policy framework and manual for the public service 

Indicators Indicator  

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of PSOs that have copies of HR Policy 

Framework and Manual 

Output  0 0 200 200 200 primary annually  RIME 

# of PSOs using the HR policy manual outcome  0 0 200 200 200 primary annually RIME 

# of PSOs that have met their 

developmental goals as a result of good HR 

management 

Impact 0 0 200 200 200 primary bi-annually RIME 

Objective 2:   Improve performance and service delivery in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

% of PSOs using the new performance 

appraisal instrument to assess 

performance of their staff based on the 

PMP principles and processes 

output 15 30 150 180 200 primary quarterly RIME 

# of requests from PSOs for assistance on 

the implementation of the PMS 

output      primary quarterly RIME 

# of PSOs with completed performance 

targets set for all their staff 

output 0 30 150 180 200 primary annually RIME 

# of capacity building training programmes 

per organized per year  by PSOs to enhance 

performance of staff 

output Data not 

available 

    primary annually RIME 

# of PSO heads who have signed 

performance contracts with clear quarterly 

and annual performance measures 

outcome Data not 

available 

    Primary annually RIME 

% of PSOs Boards that understand their 

PMS and have shown concrete commitment 

to its implementation 

outcome Data not 

available 

    primary annually RIME 

# of HR reforms & innovation undertaken 

by PSOs to improve the efficiency and 

effectiveness of service delivery 

outcome Data not 

available 

    primary annually RIME 

% of PSOs that have put in place a 

transparent PMS  

outcome Data not 

available 

    primary annually RIME 

% of PSOs with annual appraisal reports outcome Data not 

available 

    primary annually RIME 

 # of staff rewarded through incentives, 

such as promotions or pay rise, based on 

exceptional  performance appraisal ratings 

outcome Data not 

available 

    primary annually RIME 

% of staff sanctioned, such as warnings, 

demotion and re-deployment, based on 

unsatisfactory performance appraisal 

ratings 

outcome Data not 

available 

    primary annually RIME 

% of PSOs that have in place performance 

improvement plans for underperformance 

outcome Data not 

available 

    primary annually RIME 

% of PSOs that have met their 

developmental goals as a result of PMS 

impact Data not 

available 

    primary bi-annually RIME 

Objective 3: Conduct public service promotion examinations 
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Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of promotion examinations conducted output 3 3 3 3 3 primary quarterly RIME 

Interview pass and failure rate outcome Data not 

available 

    primary quarterly RIME 

% of newly promoted staff with 

satisfactory performance 

outcome Data not 

available 

    primary quarterly RIME 

Objective 4: Promote and improve effectiveness and efficiency in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

RIME 

# of evaluations conducted to determine 

effectiveness and efficiency by PSOs 

output Data not 

available 

    primary  bi-annually RIME 

# of PSOs  complying with the evaluation 

recommendations 

outcome Data not 

available 

    primary   annually RIME 

% savings made by PSOs as a result of 

efficiency enhancing measures 

outcome Data not 

available 

    primary annually RIME 

Objective 6:  Represent the Commission on external recruitment and promotion interviews 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of representations made by PSC staff  on 

external interview panels 

output 106 97 97 102 113 primary quarterly RIME 

# and categories of  staff Interviewed 

annually for promotion pass  

output Data not 

available 

    primary  quarterly RIME 

% of categories of staff passing promotion 

interviews annually 

outcome Data not 

available 

    primary  quarterly RIME 

Satisfaction level with jobs  of newly 

promoted or recruited staff 

impact Data not 

available 

    primary  annually RIME 

Objective 7: Conduct recruitments and promotions for Categories ‘A’ and ‘B’ positions in the public service 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of recruitment interviews conducted for 

categories A & B staff by PSC 

 output 98 85 96 102 123 primary quarterly RIME 

Proportion of newly recruited/promoted 

staff with satisfactory performance 

outcome Data not 

available 

    primary quarterly RIME 

Objective 8: Conduct human resource audit 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of HR audits conducted output 0 1 0 0 0 primary annually RIME 

MTDP: Establish HR Database for Policy Formulation, Analysis, and Decision-making  

NDPF Policy Objective to Link:  Develop  Human Resource Database Management  for the Public Service 

Objective:  Develop public service-wide human resource Management Information System (MIS) 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of PSOs on the  HR Management 

Information System 

output 0 9 (70%) (30%)   primary quarterly RIME 

Proportion of PSOs using  the HR MIS outcome 0 200 200 200 200 primary annually RIME 

MTDP: Strengthening Institutional and Human Capacities of the Public Services Commission to Effectively Perform its Function  

NDPF Policy Objective to Link: Improve the Work Environment  and Build Capacity of Staff to Enable them Function Effectively Towards the Mandate of the 

Commission 

Objective : Build M&E capacity of staff 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of  staff who have benefited from M&E output  15 25 25 25 25 primary annually RIME 
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training programmes 

Proportion of staff that have shown 

improvement in their performance in M&E 

activities after the training 

outcome  Data not 

available 

    primary annually RIME 

Objective 2: Ensure the reduction of HIV/AIDS/STI/TB transmission, its proper management and promote healthy lifestyle 

Indicators Indicator 

Type 

Baseline 

2013 

Target 

2014 

Target 

2015 

Target 

2016 

Target 

2017 

Data 

Sources 

Monitoring 

Frequency 

Responsibility 

# of HIV/AIDS/STI/TB sensitization 

programme organized for staff 

output 1 0 1 1 1 secondary annually Ghana Aids 

Commission 

# of PSOs with workplace policies and 

programmes on HIV and AIDS 

output Data not 

available 

    secondary annually Ghana Aids 

Commission 

Proportion of public servants aware of 

HIV/AIDS/STI/TB prevention 

outcome Data not 

available 

    secondary annually Ghana Aids 

Commission 

Proportion of PSOs staff  adhering to  

HIV/AIDS/STI/TB prevention methods 

outcome Data not 

available 

    primary annually D(RIME) 
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CHAPTER SIX 

 

MONITORING AND EVALUATION WORK PLAN 

 

6.1 Introduction 

 

The PSC M&E work plan is a costed action plan for M&E. It contains all the M&E activities 

envisaged for the four-year period of the MTDP and indicates activities, timeframe, 

responsibility and budget as shown in Table 6. Some of the core M&E activities captured in 

the work plan include the following: 

1. Monitoring activities -through administrative data collection, field visits, inspections and 

supervisions etc. to assess: situation and operations, performance and challenges, use of 

funds, compliance, beneficiaries, etc.  

2. Data collection – quantitative and qualitative from primary and secondary sources 

through the use of data collection instruments (e,g.; conduct of census, surveys, baseline 

studies, interviews, etc.).  

3. Data Processing and analysis - to verify the credibility of data collected and  to derive 

useful information  

4. Evaluations – Ex-Ante, Mid-Term, Terminal, Ex-Poste, etc. by Internal or External 

evaluators to assess operations and performance to determine relevance, efficiency, 

effectiveness, impacts and sustainability as well as identify the intended and unintended 

consequences of policies, programmes and projects. 

5. Participatory M&E – Using PRA, CRC, CSC, etc. methods 

6. Reporting on M&E Results – writing reports from motoring exercises, evaluations 

conducted, progress reports, on-demand reports, exception reports, completion reports; 

etc., 

7. Dissemination and communication of M&E Results - distribution of M&E reports (e.g. 

quarterly and annual progress reports). 

8. M&E Meetings, workshops and seminars to update key stakeholders on progress, 

performance, etc.; to review progress (planned versus actuals); to review annual progress; 

to present and discuss draft evaluation reports and findings 

 

6.2 PSC M&E Work Plan 
 

Table 6 presents the PSC M&E work plan from 2014 to 2017. 

 

Table 6: PSC M&E Work Plan 

M&E Activities Timeline 

2014-2017 

Responsibility Actors Budget 

 (GH¢) 

M&E Plan Preparation 

Prepare a schedule of 

M&E activities for the year 

Every 1ST 

quarter 

D(RIME) All Directors 5,368.00 

Organize validation and 

review meetings 

Every 4TH 

quarter 

D(RIME) Commissioners, staff and  

key stakeholders 
61,705.16 

Implementation Monitoring 

Data collection Every 

quarter 

D(RIME) All Directors  and selected 

staff of the Commission 
85,888.00 
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Data analysis Every 1ST 

quarter 

D(RIME) RIME, selected staff of 

the Divisions 
32,046.96 

Preparation of progress 

reports 

Every 1ST 

quarter 

D(RIME) RIME, selected staff of 

the Divisions 
46,846.54 

Review Meetings Quarterly D(RIME) RIME, selected staff of 

the Divisions 
48,183.17 

M&E Annual Report 

Preparation of annual 

progress reports (APR) 

Every 4TH  

quarter 

D(RIME) RIME, selected staff of 

the Divisions 
46,846.54 

Internal review of APR Every 1ST 

quarter 

D(RIME) RIME, selected staff of 

the Divisions 
20,103.16 

Printing of APR Every 1ST 

quarter 

D(RIME) RIME, selected staff of 

the Divisions 
52,214.54 

 

Dissemination and Communication of M&E Results 

Organize APR 

dissemination 

workshops 

Every 2nd  

quarter 

D(RIME) RIME, selected staff of 

the Divisions 

46,830.43 

Distribution of APR Every 2nd  

quarter 

D(RIME) RIME, selected staff of 

the Divisions 

6,710.00 

Stakeholder 

engagement on APRs 

Every 2nd  

quarter 

D(RIME) RIME, selected staff of 

the Divisions 

40,260.00 

Participatory Performance Evaluation 

Prepare for 

Participatory 

Performance Evaluation 

with Stakeholders 

Every 2 

years   

D(RIME) RIME, selected staff of 

the PSC 

46,658.66 

Train Personnel to 

conduct participatory 

performance evaluation 

Every 2 

years   

D(RIME) RIME, selected staff of 

the PSC 

61,592.43 

Conduct Participatory 

Performance Evaluation 

Every 2 

years   

D(RIME) PSC and Stakeholders 61,608.54 

Evaluation 

Terminal evaluation At the end 

of the 4-

year Plan 

period   

D(RIME) RIME, selected staff of 

the PSC and external 

evaluators 

50,000.00 
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CHAPTER SEVEN 

 

MONITORING AND EVALUATION CALENDAR 

 

7.1 Introduction 
 

The PSC M&E calendar is an annual implementation schedule with specific time periods for 

all M&E activities. It stipulates specific dates within a week, month or quarter for M&E 

activities. Table 7 shows an example of an M&E calendar.  

 

7.2 PSC M&E Calendar 
 

The M&E Calendar is presented in Table 7. 

 

Table 7:  PSC Monitoring and Evaluation Calendar 

M&E Activities Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 

M&E Plan preparation 

Prepare a schedule of 

M&E activities for 

the year 

7th             

Organize a retreat on 

indicator review 

           14-

18th 

Implementation Monitoring 

Data collection   3rd    3rd   3rd   3rd  

Data analysis   31st    30th     30th    16th   

Preparation of 

progress reports 

13th    10th    13th    12th    

Review Meetings 29th    24th    30th    28th    

M&E Annual Report 

Preparation of annual 

progress reports 

(APR) 

            23rd  

Internal review of 

APR 

 19th            

Printing of APR   11th           

Dissemination and Communication of M&E Results 

Organize APR 

dissemination 

workshops 

     10-

12th  

      

Distribution of APR      25th        

Stakeholder 

engagement on APRs 

     11th        

Participatory Performance Evaluation  

Prepare for 

Participatory 

Performance 

Evaluation with 

Stakeholders [Every 

Two (2)Years] 

         7th    
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Train Personnel to 

conduct participatory 

performance 

evaluation [Every 

Two (2)Years ] 

      7th       

Conduct Participatory 

Performance 

Evaluation [Every 

Two (2)Years] 

           21st 

Evaluation 

Terminal evaluation 

[at the end of the  4-

year Plan period] 

           22nd 
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CHAPTER EIGHT 

 

MONITORING AND EVALUATION BUDGET 

 

8.1 Introduction 
 

Inadequate funding for monitoring and evaluation activities had been identified as one of the 

main issues affecting effective monitoring and evaluation in the Commission. Due to 

inadequate releases to the commission over the last few years, activities earmarked for 

monitoring and evaluation had not been implemented. The Commission would mobilize 

enough financial resources to enable it undertake it’s identified activities as contained in the 

monitoring and evaluation work plan. 

 

8.2 PSC M&E Budget 
 

The PSC M&E budget in Table 8 shows the main items, activities and the costs over the 

planning period (2014 to 2017).  

 

Table 8:  M&E Budget for 2014 to 2017 

M&E Activities Inputs Qty. or # 

of Persons 

Freque

ncy 

Unit Cost 

GH¢ 

Amount 

GH¢ 

M&E Plan Preparation 

Prepare a schedule of M&E 

activities for the four year 

planned period through the 

preparation of M&E Plan 

Stationery    10 4 1,000.00 

 

40,000.00 

Organize annual reviews on 

selected indicators 

Conference 

Materials, Local 

consultancy Fee, 

Sitting allowance  

3 

Facilitators 

33 Persons 

4 11,495.00 45,980.0 

Implementation Monitoring 

Data collection   4 16,000.00 64,000.00 

Data analysis    4 5,970.00 23,880.00 

Preparation of draft progress 

reports 

 

Stationery  

 4 8,727.00 34,908.00 

Review Meetings   16 2,244.00 35,904.00 

M&E Annual Report 

Preparation of annual 

progress reports (APR) 

  4 8,727.00 34,908.00 

Internal review of APR   4 3,745.00 14,980.00 

Printing of APR   4 9,727.00 38,908.00 

 Petrol and oil  

lubricants 

2 vehicles 16 1,500.00 24,000.00 

Dissemination and Communication of M&E Results 

Organize APR dissemination 

workshops 

   

4 

 

8,724.00 

 

34,896.00 

Distribution of APR   4 1,250.00 5,000.00 

Stakeholder engagement on 

APRs 

  4 7,500.00 30,000.00 
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Participatory Performance Evaluation  

Prepare for Participatory 

Performance Evaluation with 

Stakeholders 

   

4 

 

8,692.00 

 

34,768,00 

Train Personnel to conduct 

participatory performance 

evaluation 

   

4 

 

11,474.00 

 

45,896.00 

Conduct Participatory 

Performance Evaluation 

   

4 

 

11,477.00 

 

45,908.00 

Mid-Term Evaluations Conference 

Materials, Local 

consultancy Fee, 

Sitting Allowance 

  

 

1 

 

 

5,000.00 

 

 

50,000.00 

Terminal Evaluation Conference 

Materials, Local 

consultancy Fee, 

Sitting Allowance 

  

 

1 

  

 

50,000.00 

TOTAL GH¢ 619,168.00 
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Box 7: PSC Programme/Project Register 
Format (Adapted from NDPC M&E 
Guidelines) 

1.  Programme/Project Name 

2.  GSGDA II Thematic Area 

3.  PSO 

4.  Project description 

5.  Project location 

6.  Consultant 

7.  Budget, source and type of 
funding 

8.  Date started 

9.  Expected completion date 

10.  Contract sum 

11.  Expenditure  to date 

12.  Project implementation status 
(include videos & pictures if 
available) 

13.  Remarks 

 

Box 6: Quantitative & Qualitative 
Data 
There are two types of data, both 
of which are essential for 
providing a clear picture of 
progress towards the SMTDP 
objectives. 
 Quantitative data have a 

numerical value attached to 
them, e.g. number of boreholes 
drilled. 

 Qualitative data reflect people’s 
observations, judgments, 
opinions, perceptions and 
attitudes of a given situation or 
subject e.g. reasons why a 
borehole is underutilized.   

CHAPTER NINE 

 

DATA COLLECTION AND ANALYSIS   

 

9.1 Introduction 
 

Data collection is a crucial activity during the implementation of the PSC MTDP. The data 

gathered shall be both quantitative and qualitative (Box 6). Data collected from both primary 

and secondary sources include: 

 Input data e.g. materials and funds from 

Internally Generated Fund (IGF), 

government transfers and other 

transfers from development partners, 

MDAs, NGOs, etc. 

 Process data e.g. staff appraisal reports 

tendering and contract awards, 

compliance with audit 

recommendations, etc. 

 Output data (goods and services 

produced) e.g. documents produced, 

training conducted, etc.  

 Outcome/impact data e.g. implementation of PSC guidelines, manuals and appraisal 

forms, changes in work related attitudes, etc. 

 

9.2 Data on Programmes and Projects 
 

The PSC shall compile a register 

(database) of all its ongoing 

programmes and projects. This 

register shall be regularly updated 

with details on each activity such 

as start-time, costs, location, 

source of funding, expected 

completion date, status of project, 

etc. Box 7 shows a programme 

/project report format adapted 

from the NDPC M&E 

Guidelines.  

 

In order to have efficient, 

reliable, credible and valid data 

for decision making, PSC shall: 

 Address any ethical concerns 

related to the personal data it 

collects 

 Prepare written guidelines for 

how the personal data was collected; 

 Train data collection team(s) before data is collected  

 Pre – test data collection instrument and procedures. 
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9.3 Analysis of Indicators 
 

Each monitoring indicator shall be examined based on the results collected and the 

appropriate actions taken to address the findings.  The analysis will show the progress of each 

indicator towards meeting the goal, objectives and targets of the MTDP. The data shall be 

analysed in a systematic way so that lessons learned can be fed into the PSC action plans. If 

the results of an indicator gives reasons for concern, further investigations shall be conducted. 

The methods to be used for collecting and analysing the data on the indicators are shown in 

the matrix in Table 8. The matrix also shows the source of data, frequency of collection and 

the responsibility. 

 

Table 9:  Data Collection Matrix 

Indicator (1) Data collection 

period (2) 

Data collection 

methods (3) 

Data 

disaggregation 

(5) 

Results 

(From 5) 

# of PSOs that have copies of HR 

Policy Framework and Manual 

July every year Interviews  MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs using the HR 

policy manual 

August every 

year 

Interviews/focus 

group 

discussions 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs that have met 

their developmental goals as a 

result of good HR management 

September 

2015 & 2017 

Evaluation MDAs 

RCCs 

MMDAs 

 

Presence of public service 

performance appraisal instrument 

in PSOs 

1st Week of 

every quarter 

Interviews/desk 

review  

MDAs 

RCCs 

MMDAs 

 

# of requests from PSOs for 

assistance on the implementation 

of the PMS 

2nd Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of PSOs with completed 

performance targets set for all 

their staff 

December 

Every year 

Interview/Focus 

Group 

Discussion 

MDAs 

RCCs 

MMDAs 

 

# of capacity training programmes 

per year by PSOs to enhance 

performance of staff 

January of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of specialized training 

programmes organized by PSOs 

to enable individual staff meet 

specific demands of their jobs 

February of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

 Proportion of PSO heads who 

have signed performance 

contracts with clear quarterly and 

annual performance measures 

March every 

year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs Boards that 

understand their PMS and have 

shown concrete commitment to its 

implementation 

April of every 

year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 
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# of reforms & innovation 

undertaken by PSOs to improve 

the efficiency and effectiveness of 

service delivery 

May of every 

year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs using the 

performance appraisal 

instruments to assess performance 

of their staff based on the PMP 

principles and processes 

June of every 

year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs that have put 

in place a transparent PMS  

July of every 

year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs with annual 

appraisal reports 

August of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

 Proportion of staff rewarded 

through incentives, such as 

promotions or pay rise, based on 

exceptional  performance 

appraisal ratings 

September of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs that have in 

place performance improvement 

plans for underperformance 

October of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs that have met 

their developmental goals as a 

result of PMS 

September 

2015 & 2017 

Evaluation MDAs 

RCCs 

MMDAs 

 

# of promotion examinations 

conducted 

3rd Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Interview pass and failure rate 3rd Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of newly promoted 

staff with satisfactory 

performance 

3rd Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of evaluations conducted to 

determine effectiveness and 

efficiency by PSOs 

September 

2015 & 2017 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Level of compliance with the 

evaluation recommendations by 

PSOs 

October of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

% savings made by PSOs as a 

result of efficiency enhancing 

measures 

November of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of representation on external 

interview panel 

4th Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 



PSC  M&E Plan Page 35 
 

# of interview reports that indicate 

participation of PSC staff 

4th Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Interview and promotion pass 

rates 

4th Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of recruitment interviews 

conducted by PSC 

1st Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of newly recruited & 

promoted staff with satisfactory 

performance 

1st Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of HR audits conducted January of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of PSOs on the  HR 

Management Information System 

1st Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of PSOs using  the 

HR MIS 

1st Week of 

every quarter 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

# of  staff who have benefited 

from M&E training programmes 

February of 

every year 

Interviews/desk 

review 

MDAs 

RCCs 

MMDAs 

 

Proportion of staff that have 

shown improvement in their 

performance in M&E activities 

after the training 

November of 

every year 

Interviews/desk 

review 

Male 

Female 

 

# of HIV/AIDS/STI/TB 

sensitization programme 

organized for staff 

March of every 

year 

Desk review Male 

Female 

 

# of PSOs with workplace 

policies and programmes on HIV 

and AIDS 

March of every 

year 

Desk review Male 

Female 

 

Proportion of public servants 

aware of HIV/AIDS/STI/TB 

prevention 

March of every 

year 

Desk review Male 

Female 

 

Proportion of PSOs staff  

adhering to  HIV/AIDS/STI/TB 

prevention methods 

March of every 

year 

Desk review Male 

Female 
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Box 8 Quarterly and Annual Progress Format in the NDPC 
Sector M&E Guidelines  

 
Title Page 
 Sector  
 M&E Report for (time Period) 

 
Introduction 
 Status of implementation of SMTDP 
 Purpose of the M&E for the stated period 
 Processes involved and difficulties encountered 
 

M&E Activities Report 
 Programme or Project status for the quarter or Year 

 Update on disbursements from funding sources 
 Update on Indicators & Targets 
 Update on Critical Development and Poverty Issues 
 Evaluations conducted; their findings and 

recommendations 

 Participatory M&E approaches used and the results 
 
The Way Forward 
 Key issues addressed and those yet to be addressed 
 Recommendations 

 

CHAPTER TEN 

 

REPORTING 

 

10.1 Introduction 
 

The PSC will compile the information it generates from data collection into the following 

reports: 

1) Inception Reports – at  the commencement of any evaluation or project 

2) Progress Reports – quarterly or annual reports on progress and comparing planned 

targets with actuals 

3) Exception Reports – reports on critical  incidence or high deviations 

4) On Demand Report 

– special reports upon 

request 

5) Completion Reports 

– final report after the 

completion of each 

project 

6) Evaluation Reports  

– draft and final 

reports from 

evaluations 

7) Participatory M&E 

reports – on from 

both participatory 

monitoring and 

evaluations 

The primary purpose of these 

reports is to ensure that all 

stakeholders are formally 

informed of the 

Commission’s activities and 

progress with emphasis on 

corrective actions on operations, delivery and challenges. 

 

10.2 PSC Progress report and format 
 

Box 8 presents the NDPC progress report format that will be used to write the PSC’s 

quarterly and annual progress reports. These reports will provide the basis for performance 

assessment of the MTDP.  

 

10.3 PSC Field Trip Report Format 
 

All field visits to PSOs and project sites shall result in a short report that will follow this 

format:  

1) Objectives of the field trip  

2) People and groups met and sites visited  

3) Methods used to collect and analyse the data  

4) Findings 
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5) Comparison of findings with those of 

earlier visits – to show trends and 

consistency 

6) Conclusions  

7) Recommendations for action  

 

10.4 PSC Evaluation Report Format 
 

The PSC will use the evaluation format in 

Box 9 for the evaluations it conducts. 

 

Box 9. Evaluation Report Format 
adapted from the NDPC M&E 
Manual 
1. Title page   
2. Table of Contents   
3. Acknowledgments (optional)   
4. Executive Summary   
5. Introduction 
6. Evaluation Objectives, Design 

and Scope 
7. Methodology  
8. Findings  
9. Recommendations   
10. Lessons Learned  
11. Appendices   
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CHAPTER ELEVEN 

 

DISSEMINATION AND COMMUNICATION 

 

11.1 Introduction 
 

All the reports by the Commission will be shared with stakeholders through dissemination 

and feedback sought from them through communication (Box 10).  

 

11.2 PSC Dissemination and Communication Strategies 
 

The PSC reports will be disseminated using a number 

of mechanisms targeting various key audiences as 

indicated in Table 10. 

 

Table 10: PSC Dissemination and Communication 

Strategies 

Target 

Audience 

Key Message Dissemination / Communication 

Strategies 

Office of the 

President, 

Parliament 

Achievements, challenges, policy 

implications   

Policy Briefs, Information Papers, 

Formal Reports 

Public Service 

Organizations  

Achievements, challenges, policy 

implications, implementation, the 

way forward  

Workshops, Seminars, Newsletters, 

Circulars, One-on-one interactions, E-

dissemination, Formal Reports 

Ministry of 

Finance 

Achievements, challenges, financial 

implications   

Policy Briefs, Information Papers, 

Formal Reports, Workshops, Seminars, 

Newsletters, E-dissemination 

NDPC Achievements, challenges, policy 

implications   

Workshops, Seminars, Newsletters, 

Circulars, One-on-one interactions, E-

dissemination, Formal Reports 

Development 

Partners 

Achievements, funding and 

technical challenges, way forward 

Briefs, proposals, formal reports, 

presentations 

Civil Society 

Organizations 

Achievements, challenges, policy 

implications, issues for advocacy, 

way forward 

Workshops, Seminars, Newsletters, 

Circulars, E-dissemination, Formal 

Reports 

Academia, 

Research,  

Consultants 

Policies, capacity needs, 

implications for research 

Workshops, Seminars, Newsletters, E-

dissemination, Formal Reports, 

presentations 

Commissioners Achievements, challenges, policy 

implications, implementation, the 

way forward 

Workshops, Seminars, Newsletters, E-

dissemination, Formal Reports, 

presentations, working meetings 

Management 

team 

Achievements, challenges, policy 

implications, implementation, the 

Workshops, Seminars, Newsletters, E-

dissemination, Formal Reports, 

Box 10: Dissemination and 
Communication checklist 
1. What is the best time to 
disseminate and 
communicate M&E results? 
2. Who is the audience?  
3. What is the message? 
4. What is the best way to 
communicate? 
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way forward presentations, meetings 

Staff  Achievements, challenges, policy 

implications, implementation, the 

way forward 

Workshops, Seminars, Newsletters, E-

dissemination, Formal Reports, 

presentations, durbars, meetings 
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CHAPTER TWELVE 

 

EVALUATION 

 

12.1 Introduction 
 

One of the key objectives of PSC is to produce M&E research results on human resource 

management-related issues. There is therefore a strong commitment by the Commission to 

conduct evaluations. The Commission shall assess the need for evaluations every quarter and 

come up with the relevant human resource challenges that demand some research. In addition 

to the specific evaluations to be conducted, the Commission shall conduct the following 

evaluations: 

1) Mid-term and terminal evaluations of the MTDP shall be conducted. 

2) Ex-ante and ex-post evaluations of all projects 

3) Thematic evaluations 

4) Impact evaluations 

 

12.2 PSC Evaluation Process  
 

The Commission shall conduct all evaluations following the steps outlined below:  

1) Assess the need for an evaluation (provide the background).  

2) Develop clear ideas on the rationale and objectives of the evaluation 

3) Determine the type of evaluation to undertake 

4) Specify the methods, scope and timing of the evaluation 

5) Identify and analyze stakeholders 

6) Consider the costs involved – draw a budget 

7) Prepare the Terms of Reference (TOR) and contractual agreement  

8) Discuss the TOR with key stakeholders. The Commission shall always have a broad 

consultation and agreement on the TOR that will form the basis of each evaluation 

9) Recruit a consultant or a team in accordance with the provisions of the Procurement 

Act, Act 663 of 2003. 

10) Commission the evaluation 

11) Constitute a technical committee to review the work and reports of the consultant 

12) Disseminate the results and act on the findings and recommendations 

 

12.3 Adhering to Evaluation Norms and Standards  
 

The Commission shall ensure that basic principles, norms and standards are followed to 

guarantee the quality, reliability and validity of all evaluations commissioned. The following 

are some of the criteria the Commission shall use to ensure that evaluations conducted meet 

minimum quality standards: 

1) Independent – The Commission will not impose restrictions on the scope, content, 

comments and recommendations of any evaluation report  

2) Transparent - The rationale for an evaluation shall be clear from the onset (no 

hidden agenda). Meaningful consultation with stakeholders will be done to enhance 

the credibility and utilization of the evaluation results. 

3) Ethical – The Evaluators must respect the rights of institutions and individuals to 

provide information in confidence.  

4) Impartial – The evaluation shall be free of any biases and deliberate distortions.  
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5) Timely - The evaluation shall be designed and completed in a timely fashion so as to 

enhance the usefulness of the findings and recommendations 

6) Relevance – The evaluation information must be relevant, and written in a simple 

way. 

7) Value for money - The cost of the evaluation has to be proportional to the overall 

cost of the initiative. The evaluators must avoid using expensive methods for data 

collection when less expensive means could be used. 
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Box 11.  Participatory 
M&E 
PM&E consists of a 
collection of largely 
qualitative and flexible 
methods used to 
involve stakeholders in 
the entire M&E 
process, beginning 
with planning and 
design to 

implementation. 

CHAPTER THIRTEEN 

 

PARTICIPATORY MONITORING AND EVALUATION 

 

13.1 Introduction 
 

Participatory Monitoring and Evaluation (Box 11) refers to the practice where all key 

stakeholders are directly involved in the M&E design and implementation processes. The 

methodology used determines the scope and level of 

participation. To accomplish this, the Commission shall 

involve stakeholders in the selection of indicators, data 

collection and analysis, implementation of the findings and 

dissemination of the results. 

 

PM&E is a valuable tool that the Commission shall use to 

capture perceptions and assess whether interventions have 

met expectations. A key purpose of PM&E is to build the 

capacity of PSOs to track their own progress and take their 

own decisions about: 

 What is working well; 

 What is not working well; and 

 How to proceed. 

 

13.2 PSC Guidelines for carrying out PM&E 
 

The Commission shall follow the following steps when conducting PM&E: 

1) Decide on the need for PM&E 

2) Decide on the PM&E method to use 

3) Identify the key stakeholders 

4) Identify a lead facilitator 

5) Determine the performance questions 

6) Determine the resources and time available 

7) Define a TOR for the lead facilitator or consultant 

8) Train the team to carry out the PM&E 

 

13.3 PM&E methods to be used by PSC 
 

All PM&E approaches to be used by the Commission shall recognize the importance of 

insider knowledge in promoting the successful human resource development of the PSOs. 

They should also create a positive learning environment, deepen consultation, and provoke 

thinking and positive actions by PSOs. They also should help release creativity in people and 

enable people to take a more active role in the public service. 

 

The following PM&E methods shall be used by the Commission monitor and evaluate 

service delivery by the PSOs: 

 Citizen Report Card 

 Participatory Public Expenditure Tracking Surveys (PETS) 

 Etc. 

 


