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Overview
Under the New Partnership Initiative (NPI), the USAID Youth Empower Activity is working with up to 12 local youth-led and youth-serving organizations (YLSOs) to strengthen operational and technical capacities for the support of 5,000 youth between the ages of 10-29 in 10-12 of the most volatile communities in Kingston, St. Andrew, St. Catherine, Clarendon, St. James, Hanover, and Westmoreland. The Activity will equip and empower new and underutilized development organizations serving these youth to strengthen and sustain an ecosystem of youth-friendly services and supports at scale.
The following key areas of work will be part of ongoing training and coaching packages for Activity partner staff at all levels: leadership, program management, grant management, sub-grant administration and support, contract negotiation, financial management, management efficiencies, gender equity and social inclusion, collaborating, learning and adapting (CLA), monitoring and evaluation and strategic planning.
To assess each organization and track their operational and development progress over time, EDC has amended the Youth Programming Assessment Tool (Amended YPAT).  This tool will be administered as each Activity partner is onboarded with an approved subaward, and then again at the end of each fiscal year to evaluate progress and measure improvements (specifically, to inform USAID Standard Indicator CBLD-9), and integrate further capacity strengthening into the next year’s strategic work planning.
Youth Programming Assessment Tool (Amended YPAT) Capacities and Sub-Capacities
The Amended YPAT is a customized version of USAID’s Organizational Capacity Assessment (OCA) Tool, designed with EDC Jamaica and Home Office staff to ensure relevance to the goals and objectives of the USAID Jamaica Youth Empower Activity. Feasibility of implementation as well as ensuring that information is targeted to YLSO capacity strengthening is critical to provide valid reporting on indicator CBLD-9. As such, the adaptation of the tool included referencing several assessments described in USAID’s Monitoring and Evaluation TIPS 15
 and other OCA adaptations EDC has developed for organizational capacity development programming in Senegal, Rwanda, and Liberia. Table 1 below provides the core capacities and sub-capacities that are assessed in the Amended YPAT.  
Table 1: Amended YPAT Capacities and Sub-Capacities

	Capacity
	Sub-Capacity
	Illustrative Capacity / Evidence of Capacity

	1. Governance and Legal Structure
	1.1 Vision and Mission
	Documented somewhere

	
	1.2 Organizational Structure
	Organogram is available

	
	1.3 Strategic Plan
	Documented somewhere

	
	1.4 Board Composition
	Documented somewhere; there are youth on the board

	
	1.5 Board Functioning and Governance
	Regular board reports and minutes; decisions indicating how the entity is impacted

	
	1.6 Succession Planning
	Written Succession Plan for leadership transition

	
	1.7 Legal Registration Status
	Registration is current and aligned with type of registration organization would need (registration certificate)

	2. Financial Management
	2.1 Budgeting
	There is a developed budget aligned with the strategic plan that can be shared, includes line items categories. Operational forecast; projectized forecast per specific period



	
	2.2 Cost-Sharing
	There are procedures and policies in place and documented

	
	2.3 Financial Documentation*
	

	
	2.4 Financial Reporting*
	

	
	2.5 Internal Control*
	

	
	2.6 Audits*
	

	3. Administration
	3.1 Operational Policies, Procedures and Systems
	Comprehensive policies and procedures manuals for operational areas (program, finance, procurement, IT,HR); staff trained on policies and procedures, policies and procedures adhered to; frequent review and update of policies and procedures (annually??)

	
	3.2 Information Technology
	Written policies and procedures; regular updates; frequent trainings, skilled IT staff,

	
	3.3 Procurement
	Written procurement policy; regular trainings (including ethics), procurement records

	4. Human Resources
	4.1 Personnel Policies
	There are documented policies in place (e.g. comprehensive employee handbook including safeguarding), annual review report; agenda/registration sheet of review meeting

	
	4.2 Adequacy of Staffing and Job Descriptions
	Organogram is reflective of the positions that are actually there. Should be in HR plan; key management (technical/finance) have relevant qualifications/skills (maybe request to see CVs???)

	
	4.3 Recruitment and Retention
	Recruitment and Retention Policy/Procedures

	
	4.4 Staff and Contractor Supervision
	Written policy/procedure for staff and contractor supervision, annual written workplans or performance goals/appraisals, SoWs

	
	4.5 Staff Diversity
	Board and staff members reflect communities served, including youth and PWD

	5. Program Management
	5.1 Programming for Youth Livelihoods Development
	Landscape analysis, needs assessment, labor market assessments. Skills development packages for identified needs, related TOT and coaching materials. Strategic and operational plans include routine processes for identifying, delivering, monitoring relevant and effective skill building for all youth.

	
	5.2 Social Inclusion, Gender and disability responsive programming 
	Ads promoting participation of females and males. Enrolment, attendance and completion data disaggregated by sex.   Early warning systems to prevent dropouts. Disability friendly training locations, sign language translator??

	
	5.3 Monitoring and Supervision
	Supervision tools for each curriculum, program.  Schedule of supervision visits; supervision reports

	
	5.4 Monitoring & Evaluation  (M&E)
	Staffing plan and responsibilities of M&E staff

	6. Project Performance Management
	6.1 Annual Workplans
	Written annual workplan

	
	6.2 M&E Plans and Framework
	Written M&E Plan for each program; M&E Framework for organization

	
	6.3 M&E Tools and Data Collection Systems
	M&E tools (aligned with plan), trained data collectors, DQA, secure electronic data storage

	
	6.4 M&E Data Analysis, Dissemination & Use
	M&E reports; email of report to relevant stakeholders; results used to inform programming

	7. Organizational Management and Sustainability
	7.1 Change Management
	Written change management strategy, system for assessing/monitoring impact of change

	
	7.2 Knowledge Management
	Mentorship Plan; trainings; workshops; knowledge sharing sessions

	
	7.3 Fundraising and New Business Development
	Fundraising and New Business Development Plan; different funding sources in place, access to financing

	
	7.4 Consultation and Decision-making
	Written process for consultation; staff/participant involvement in decision making

	
	7.5 Accountability and Transparency
	Formal process for communicating important decisions; AGMs, townhall meetings

	8. Partnerships, External Relations and Networking
	8.1 Knowledge Exchange and External Linkages
	Documentation of best practices/lessons learned; membership in formal networks, knowledge sharing sessions (hosting/attending)

	
	8.2 Internal and External Communication
	Formal communication strategy; scheduled regular staff meetings - minutes/notes/action items/follow-ups; newsletter; intranet; shared folders; emails. 

	
	8.3 Communication Materials
	Material for different audiences; regular update of materials; consistent look and feel

	
	8.4 Partnerships, Networking and Collaboration
	Knowledge of space, active in networks consultation to prevent duplication in programming; collaboration in program implementation; referral system 

	
	8.5 Advocacy and Influence
	Written evidence-based advocacy priorities (based on local needs); written engagement policy; involvement in policy discussions at different levels

	9. Sub-Grants Management
	9.1 Sub-Grants Management System*
	Grants Manual: grants staff; orientation to manual; grants management tools and templates

	
	9.2 Grant Management Staff*
	Experienced and qualified grants staff – CVs (experience managing donor funded grants; financial, accounting and procurement training)

	
	2.3 Grants Monitoring and Reporting*
	Monitoring plan; performance tracking system; current filing system; scheduled status meetings


Administration and Action Process

The process in which the Amended YPAT is to be administered, acted upon, and monitored, is summarized in Figure 1. 
Figure 1: Organizational Capacity Strengthening Process Using the Amended YPAT
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Frequency of administration:  The Amended YPAT will be administered at baseline (upon initial engagement with the organization) and then again annually to measure the extent to which areas for improvement have improved and met targets, and to measure the extent to which areas that were strong at baseline have remained as such. It is estimated that completion of the tool will be completed during a two-hour meeting with EDC and partner staff working together. 
Roles and responsibilities: For the baseline and end-of-year Amended YPAT process, all technical team members from both EDC and the organization should meet to complete the assessment, which may include the executive director, head of finance, head of programs, head of M&E, and head of training. All individuals are included at this stage because many of the topic areas in the assessment require specific knowledge about what constitutes capacity. For example, one may not fully appreciate what is required for adequate budgeting unless they have a financial management background. 
Time requirements: Prior to the Amended YPAT meeting, partner staff should be given advanced notice of the topics to be covered in the assessment, so that they can gather all relevant materials and mobilize relevant staff (Annex 1). Then, the tool itself will be completed over the course of a two-hour meeting with all relevant EDC and partner staff.  

Preparation: The partner organization should be sent a copy of this document, highlighting in the main email / through a phone call the persons required to attend the meeting, and the list of supporting documentation required (Annex 1) to prepare relevant documentation in advance, as it will maximize efficiency.
Use of data: After administration of the baseline Amended YPAT with each organization, the capacities and sub-capacities that show room for improvement will be known. With that information, EDC and the organization will work together to prepare an organizational capacity building plan that includes realistic targets and milestones for progress over the next year.  EDC will also work with each organization on establishing monitoring systems to document and track their own progress toward targets, which will be used as evidence in the follow-up meetings. A customized follow-up checklist will be prepared based on the initial findings, which can be used as reference in future meetings, and to document progress. The EDC grants manager will ensure that there are frequent follow-up operational, financial and technical support and status checks from relevant EDC team members who will meet with the relevant persons at the organization. In the first six months of programming, for example, there should be a minimum of 2 meetings with the organization per month to work through key capacity strengthening areas. As such, if there are areas for improvement with budgeting, then together the persons on EDC and the organization’s team with experience in financial management should meet and work through substantive examples and improve tools and processes as needed.  During these meetings, all support provided, along with any evidence of learning and growth (targets and milestones in progress to be achieved), should be documented on provided templates. Other capacities covered on the baseline Amended YPAT noted to be strong will only be re-assessed after one year of implementation, to ensure the capacity strength is maintained as part of implementation of the Activity. 
Assessment Forms
Two forms are included in the tool:
· Form 1: Organization details and persons involved in completing the Amended YPAT

· Form 2: Scoring Rubric, organized by capacity and sub-capacity, to capture scores and comments supporting those scores for each sub-capacity.
This document contains all the items that are to be covered during the assessment, and can be easily printed or emailed for reference. For recording scores and comments, though, the supporting Excel file should be used. This file includes all of the same fields in Form 1 and Form 2 (tabs labeled accordingly), but includes an auto-scoring and visualization feature to enable reflection on results immediately (Summary Scores tab). 
Form 1: Organization Details and Meeting Attendees

During the Meeting: First, complete Form 1 with all persons present at the meeting. The form will capture EDC Staff/ Activity Partner assessors and areas of expertise (per topics on the Amended YPAT such that they can both recognize and verify certain information obtained); Partner/YLSO name; list of organization staff who participate in the Amended YPAT, and the date of assessment.
	Organization Name:
	

	County:
	Choose an item.

	Assessors (EDC Activity Staff)
	Name
	Title
	OAPT topic(s)area(s) of expertise



	
	1. 
	
	
	

	
	2. 
	
	
	

	
	3. 
	
	
	

	
	4. 
	
	
	

	Activity Partner Participants:

(Name, Title, Gender, Contact)
	Name
	Title
	Gender
	Telephone Contact

	
	5. 
	
	
	
	

	
	6. 
	
	
	
	

	
	7. 
	
	
	
	

	
	8. 
	
	
	
	

	
	9. 
	
	
	
	

	
	10. 
	
	
	
	

	
	11. 
	
	
	
	

	Date of Assessment:
	


Form 2: Scoring Rubric Template
During the meeting: For each capacity and sub-capacity, read each of the associated milestones and examples of evidence, and select the checkbox that best articulates the degree to which the organization has met those milestones (not started, emerging, developed but can be improved, fully established and strong). If the information is truly not known despite efforts to determine an answer, check that box. This should be avoided. 
Record detailed comments that explain the reasons given for the rating assigned along with explanation as to what evidence was provided or not to verify the rating. 
Levels: Not started- Level 1; Emerging – Level 2; Developed but can be improved – Level 3; Fully established and strong – Level 4; Not known – Level 0
	1. GOVERNANCE AND LEGAL STRUCTURE

	1.1 Vision / Mission

	a. The organization’s vision and mission statements provide a clear and  specific understanding of what the organization aspires to become and achieve.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Vision is future oriented/ aspirational; mission reflects core program of the organization.  Staff can articulate visions and missions and give examples of how they are achieved.

	Comments (explain the rating including evidence available.)


	b. The vision and mission are understood by staff and consistently used to direct actions and set priorities.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Hard copies are posted prominently.  Staff can articulate vision and mission and how their roles promote them.  Vision and mission are included in staff orientation and strategic planning.

	Comments (explain the rating including evidence available.)


	1.2 Organizational Structure 

	a. The organizational structure is well designed and relevant to the mission/goals, roles and responsibilities of departments.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Organizational organigram includes leadership, staffing and relationships needed to achieve mission and goals of the organization.

	Comments (explain the rating including evidence available.)


	b. Key functions are clearly defined and appropriate, and lines of communication and coordination among departments and/or key functions are clear and functional.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Narrative accompanying organogram includes mandate and function of major departments. 

	Comments (explain the rating including evidence available.)


	1.3 Strategic plan

	a. The organization has an organizational strategic plan that provides clear direction for the organization , decision making process and information on resources to achieve the strategic goal.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: copy of the written strategic plan is available.  

	Comments (explain the rating including evidence available.)



	1.4 Board composition

	a. A board composition document is available with information on  Key functions of the board memebers. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE:  Copy of board members document with inclusion of youth representative as member.

	Comments (explain the rating including evidence available.)



	1.5 Board functioning and Governance 

	a.  Organization has a fully functional Board that meets quarterly, provides direction and support and is accountable for the organization's work
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Regular board reports and minutes; decisions indicating how the entity is impacted 

	Comments (explain the rating including evidence available.)



	1.6 Succession Planning 

	a. The organization is able to continue smooth operations and program management in the event of a loss or change in leadership.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: written succession plan to include identification of and capacity development for future leaders; mentorship of future leaders (trainings, hosting of management meetings, representing the organization at key events)

	Comments (explain the rating including evidence available.)



	1.7 Legal Registration Status 

	a. The Organization is legally registered, is aware of tax status, reporting status and is fully compliant with tax obligations and labor laws.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF  EVIDENCE: Current registration certificate displayed. Copy of tax and reporting status are documented.

	Comments (explain the rating including evidence available.)




	2. FINANCIAL MANAGEMENT

	2.1 Budgeting

	a. There is a developed budget aligned with the strategic plan that can be shared and includes line item categories. operational forecast and projectized forecast per specific period

	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Finance staff can describe the major categories of a budget (personnel, fringe benefits, consultants, travel and transportation, equipment, other direct costs, program activities, sub-grants, indirect Costs/ Negotiated Indirect Costs Rate Agreement (NICRA). Not all organizations have or use the NICRA. So, if there is no NICRA, they must provide explanation as to how the indirect rate used was determined; policy and procedure document for budgeting.

	Comments: (Explain the score including available evidence.)


	2.2 Cost Sharing

	a. The organization has complete and appropriate documented cost-share procedures, updated as necessary, which are known and understood by staff, and which are consistently adhered to, reviewed and updated.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Financial Management Staff can describe what cost share is, what projects have a cost share component and how it is documented; cost share policy/practices are included in Financial Management manual

	Comments: (Explain the score including available evidence.)


	2.3 Financial Documentation

	a. The organization has a routine reporting system for financial information and is able to meet various donors’ financial reporting requirements.
	Not started (1)


	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Financial reports to government, donors; good and secure filing system which has backup; payment and other types of vouchers; petty cash records; and financial staff questionnaires or interviews; recent financial reviews and/or audits. Staff orientation/induction schedule includes documentation procedures, related forms, required signatures. 

	Comments: (Explain the score including available evidence):

	2.4 Financial Reporting 

	a. The organization has systems to track, report, and document expenditure and cost sharing and meet the cost sharing requirement in their agreements with various donors’ regulations 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copies of signed and approved monthly and quarterly financial and cost share reports are available for 3 most recently completed quarters. Reconciliation reports are available; Staff describe their role in providing/preparing financial documents.  

	Comments: (Explain the score including available evidence.)

	2.5 Internal Control

	a. The organization has adequate internal controls to safeguard funds and check the accuracy and reliability of accounting data. updated. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Available documents: monthly bank reconciliations, evidence of cash counts; up to date asset registers.  Staff can describe petty cash procedures, segregation of duties, i.e., who requests, orders, receives, approves payment for goods/services, and related thresholds. Internal controls are described in the FM manual; staff report knowing where to find the internal control procedures and adhering to them. Includes bank reconciliation, asset register, segregation of duties for staff. 

	Comments: (Explain the score including available evidence.)

	2.6 Audits 

	a. The organization has complete and appropriate documented audit systems. Audits are conducted annually and findings are consistently disseminated and addressed. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Most recent annual audit reports, internal and external;  evidence that findings have been cleared, recommendations considered/addressed

	Comments: (Explain the score including available evidence.)



	3. ADMINISTRATION

	3.1 Operational Policies, Procedures and Systems 

	a. Comprehensive policies and procedures manuals for operational areas (program, finance, procurement, IT, HR) are in place.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Administrative Policies and Procedures manual is comprehensive and includes program, finance, procurement, IT, HR, fixed asset control and travel regulations. 

	Comments: (Explain the rating including evidence available.)


	b. Staff know and understand the administrative procedures  and adhere to them. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Administrative handbook is available to staff. Staff are trained on policies and procedures, and they adhere to them; frequent review and update of policies and procedures (annually). 

	Comments: (Explain the rating, including available evidence.)

	3.2 Information Technology

	a The organization has an appropriate documented IT policy, and procedures and systems are sound.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Written policies and procedures including  data protection Act.; regular updates and frequent back-ups, networked, good hardware, legal software, frequent trainings, skilled IT staff, system for tracking laptops

	Comments: (Explain the score including available evidence.)


	b. Staff know and understand the IT policies and procedures and comply to them.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Document is part of orientation package and training and is included in Human Resource materials, refresher trainings conducted as needed (training agenda, attendance registers)

	Comments: (Explain the score including available evidence.)



	3.3 Procurement

	a The organization has written, sound procurement policies and procedures. Staff understand and comply with policies and procedures.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Written procurement policy; regular trainings (including ethics), procurement records

	Comments: (Explain the score including available evidence.)




	4. HUMAN RESOURCES MANAGEMENT

	4.1 Personnel Policy

	a. The organization has personnel policies which include recruitment,  retention, and staff time management policies and practices and safegarding. The policies correspond with the organization’s practice with regard to HR. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Policies are included in the HR Manual and shared with staff (signed attestation)

	Comments: (Explain the score including available evidence.)


	b. The organization implements a safeguarding policy includng training which outlines reasonable steps to prevent harm, particularly sexual exploitation, abuse and harassment from occurring; to protect staff, including vulnerable adults, and the participant population (adults, youth, and children) from that harm and/or exploitation; and .
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Policies are included in HR Manual and discussed at least annually with staff. Policies address Sexual Harrassment and Exploitation and Abuse (SHEA),  Child protection, Safe working environment and  Disability inclusion. Training modules available for specific policies.  List of staff who have completed trainings.

	Comments: (Explain the score including available evidence.)


	c. The organization has protocols for reporting and responding in a timely and appropriate manner when harm/harrassment occur within the workplace or during beneficiary activities. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: HR Manual includes protocols for reporting and responding to harm/harassment including support services available and potential disciplinary action. 

	Comments: (Explain the score including available evidence.)


	d. Policies include  guidelines for provision of reasonable accommodations for persons with disabilities.  Such accommodations reflect physical infrastructure, technical work, trainings, and communications at minimum. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Included in HR manual

	Comments: (Explain the score including available evidence.)


	e. The personnel policies contain an attestation page which require employees to acknowledge, sign off, and are kept on file. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Filed copies of attestation pages.

	Comments: (Explain the score including available evidence.)


	f. Changes in staff work status, salary and benefits are consistently filed and up to date and available to staff.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Individual personnel files are current and staff is aware of content of file.

	Comments: (Explain the score including available evidence.)


	 g. There is a system for updating personnel policies and manuals.


	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: HR lead can describe circumstances that drive revisions and how often they are routinely updated.  HR and/or Admin policies include frequency of review/update.  

	Comments: (Explain the score including available evidence.)


	4.2 Adequacey of Staffing and job description

	a. Organogram is reflective of the positions that are actually there. Should be in HR plan; key management (technical/finance) have relevant qualifications/skills 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF  EVIDENCE: Copies of job desccriptions are available with staff resume/CV relevant to the existing positions.

	Comments: (Explain the score including available evidence.)



	4.3 Recruitment and Retention

	a. Staff are appropriately trained for the tasks they are assigned and performance is regularly reviewed and they are consistently supervised.  Feedback is provided and turnover is minimal, allowing them to make a significant contribution to the organization.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF  EVIDENCE: Staff resumes match the job requirements; orientation package and other in-house training provided for/attended by/ staff; formal/anecdotal reports by staff and their supervisors. Copies of supervision reports.

	Comments: (Explain the score including available evidence.)



	b. volunteers/interns are appropriately trained for the tasks they are assigned and performance is regularly reviewed and they are consistently supervised.  Feedback is provided and turnover is minimal, allowing them to   contribute to the organization. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Volunteer, Intern resumes match the job requirements; orientation package and other in-house training attended by/provided for volunteers/interns; formal/anecdotal reports by volunteers/interns and their supervisors.
Copies of supervision reports. 

	Comments: (Explain the score including available evidence.)



	c. Each staff member and volunteer has an assigned supervisor who has been trained in supervision.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Organizational chart; job descriptions for staff and volunteers; staff training records; supervision reports. 

	Comments: (Explain the score including available evidence.)



	4.4 Staff and Contractor Supervision 

	a. The organization has a process for assessing staff and contractor performance that includes objective setting, listing of responsibilities/tasks, assessment of performance on past activities, supervision and professional development. It is conducted for all staff at a minimum of once a year, and contractors as agreed in TOR.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF  EVIDENCE: HR Manual includes Performance management process, tools, responsibilities and schedule.   Staff report completion of Performance Management process within past year. TOR/SoW for contractor including specifications 

	Comments: (Explain the score including available evidence.)


	4.5 Staffing Diversity 

	a. Diversity of the community is reflected in the composition of the Board and staff.  The organization has equal gender representation at all levels of staffing.  



	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Board and staff members reflect communities served, including youth, PWD, genders, language, ethnicity, geography; records.

	Comments: (Explain the score including available evidence.)


	b. The organization demonstrates  proactive recruitment of women and persons with disabilities.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Recruitment announcements and channels are diversified to maximize broad reach; job descriptions; referral network for potential candidates.

	Comments: (Explain the score including available evidence.)


	5.  PROGRAM MANAGEMENT

	5.1 Programming for Youth Livelihoods Development 

	a. The organization identifies youth-tailored and market-driven skills for improved livelihoods, inclusive of gender and disability considerations

	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Landscape analysis, needs assessment, labor market assessments. Skills development packages are available or under development for identified needs, as are related TOT and coaching materials. Strategic and operational plans include routine processes for identifying, delivering, monitoring relevant and effective skill building for all youth. 

	Comments: (Explain the score including available evidence.)


	b. The organization has curricula related to youth livelihood development That incorporate gender and disability considerations. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copies of effective curricula and related training materials are available and accessible to staff.   

	Comments: (Explain the score including available evidence.)


	c. The organization has skilled trainers to deliver youth livelihood program trainings.  Trainers  equitably represent males, females, and persons with disabilities.


	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Lists of staff who have completed TOT and/or are certified to deliver each curriculum and related support activities to enrolled youth.  Pre- and post-tests indicate that youth have mastered competencies specified in curriculum.  Training of trainers’ programs are available or under development for all curricula. 

	Comments: (Explain the score including available evidence.)

	d. The organization has staffing, tools and procedures to  to collect program activity data and prepare required reports.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: M&E staff are adequate and adequately trained to define data to be collected, set up systems for collection, storage, analysis and use of qualitative and quantitative data for projects and across the organization.   Copies of M&E plans, data collection tools, data flow charts, and data quality standards are available.  Reports available from data review meetings in which M&E and program staff discuss data, including results, learning and any proposed adaptations.    Technical reports include quantitative and qualitative data, analysis and implications. 

	Comments: (Explain the score including available evidence.)

	e. The organization engages with the private sector through partnerships linking youth to training and employment opportunities. (Private sector engagement strategy, MOUs, etc). Partnerships promote diverse social inclusion,  
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Private sector partnerships are inclusive of people with disabilities, all genders, ethnic groups and other marginalized groups.  Copies of private sector engagement strategy is available.  Copies of current partnerships/MOUs for youth training and employment are available.  Staff can describe current efforts and successes in private sector partnerships in the past 6 months

	Comments: (Explain the score including available evidence.)


	5.2 Social Inclusion, Gender and disability responsive programming 

	a. The organization promotes access, participation, and completion of programs by both females and males in its recruitment, selection and retention strategies.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Posters, radio announcements promote participation of females and males. Enrolment, attendance and completion data disaggregated by sex. Early warning systems to prevent dropouts.

	Comments: (Explain the score including available evidence.)

	b. The organization promotes access, participation, and completion of programs by persons with disabilities.  
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Training is conducted in locations that are disability friendly; large print or braille materials are developed as appropriate; assistance available for hearing impaired persons.

	Comments: (Explain the score including available evidence.)


	5.3 Monitoring and Supervision

	a. There is a supervision system that includes tools with related instructions and/or training to track project implementation activities and results; description of roles and responsibilities;  frequency of supervisory visits; and how findings are documented, discussed and tracked for staff performance improvement.   
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Supervision tools aligned with each curriculum, program.  Schedule of supervision visits; supervision reports, documenting findings, discussions and agreed on next steps. Supervision reports filed efficiently so they can be accessed for subsequent supervision visits.  Supervision results are reflected in annual performance reviews. Supervisors report adequate training to perform this function. 

	Comments: (Explain the score including available evidence.)

	5.4 Monitoring & Evaluation  (M&E) 

	a. The organization has  dedicated M&E personnel responsible for providing Monitoring, Evaluation, and reporting functions. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Staffing plan and responsibilities of M&E staff, including shared responsibilities with other team members complete.   

	Comments: (Explain the score including available evidence.)

	b. The organization has a comprehensive M&E plan that has been approved as required. Data on program activities are available, are up to date, and the data is regularly used for follow-up monitoring, program adjustments and planning and determining progress towards achieving targets as well as shared with relevant stakeholders.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copies of approved M&E plans for projects and for the organization.   Program staff can describe their roles in the M&E process, from quality data collection through reflection, learning and adaptation.  Recent quarter update on targets, quantitative and qualitative data are readily available, minutes of data review meetings including next steps.  

	Comments: (Explain the score including available evidence.)



	6. PROJECT PERFORMANCE MANAGEMENT  

	6.1 Annual Workplans

	a. The organization has a written annual workplan that indicates specific goals and objectives for a particular program or programs within a specific timeframe (one year). It includes a detailed plan outlining activities to be accomplished.
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: A copy of the annual plan is available. 

	Comments: (Explain the score including available evidence.

	6.2 M&E Plans and Framework

	a. The organization has a written M&E Plan for each program and a M&E Framework for the organization. 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: A copy of the M&E plan and Framework are available.

	Comments: (Explain the score including available evidence.)

	6.3 M &E Tools and Data Collection Systems

	a. The organization has a M&E tool (aligned with plan), trained data collectors, DQA, secure electronic data storage
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: A copy of the M&E tool developed by the organization, samples of training materials used for training data collectors, and a functioning database for data entry and storage.

	Comments: (Explain the score including available evidence.)


	6.4 M&E Data Analysis, Dissemination & Use

	a. The organization has M&E reports; email of report to relevant stakeholders; results used to inform programming
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copies of the M&E reports and written communication of how the data is used to inform programming

	Comments: (Explain the score including available evidence.)



	7. ORGANATIONAL MANAGEMENT AND SUSTAINABILITY   

	7.1 Change management

	a.  Organisation has a written change management strategy/plan and a system for assessing/monitoring impact of change.

	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copy of the written change management strategy/plan.

	Comments: (Explain the score including available evidence.)



	7.2 Knowledge Management

	a. Organization has Mentorship Plan; trainings; workshops; knowledge sharing sessions
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: copies of mentorship training plan, training reports, knowledge sharing sessions held

	Comments: (Explain the score including available evidence.)



	7.3 Fundraising and New Business Development

	a. Organization understands the local funding environment and has a resource mobilization strategy which is being implemented. Organization has a diverse funding base
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE:Resource mobilization strategy,  database or a software used for management, monitoring and reporting on awarded grants, positive net income over 2 years, at least 3 funding sources 

	Comments: (Explain the score including available evidence.)



	7.4 Consultation and Decision-making

	a. The organization has a written process for consultation; staff/participant involvement in decision making
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: documented consultation process, copies of communication with staff and participant involvement in decision making

	Comments: (Explain the score including available evidence.)



	7.5 Accountability and Transparency

	a. The organization has a formal process for communicating important decisions; AGMs, townhall meetings
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Documented process for informing stakeholders of important decisions, AGMs, townhall meetings, community meetings, copies or reports of communication dissemination

	Comments: (Explain the score including available evidence.)




	8. PARTNERSHIPS, EXTERNAL RELATIONS AND NETWORKING  

	8.1 Knowledge Exchange and External Linkages

	a.  Organisation has written document detailing the organisation’s procedure for documenting best practices/lessons learned.

	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Documentation of best practices/lessons learned; membership in formal networks, knowledge sharing sessions (hosting/attending)

	Comments: (Explain the score including available evidence.)



	8.2 Internal and External Communication

	a. Organization has formal communication strategy; scheduled regular staff meetings 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: documented communication strategy, minutes/notes/action items/follow-ups; newsletter; intranet; shared folders; emails.

	Comments: (Explain the score including available evidence.)



	8.3 Communication Materials

	a. The organization has material for different audiences; regular update of materials; consistent look and feel
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE:copies of materials disseminated (newsletter; emails.)

	Comments: (Explain the score including available evidence.)



	8.4 Partnerships, Networking and Collaboration

	a. Organization is knowledgeable about the strategies and work of other organizations, consults when planning/ implementing and collaborates with partners
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Knowledge of space, active in networks consultation to prevent duplication in programming; collaboration in program implementation; referral system

	Comments: (Explain the score including available evidence.)



	8.5 Advocacy and Influence

	a.  Organization is actively involved in advocacy and policy engagement at different levels (e.g. community, national or international).
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Copies of written evidence-based advocacy priorities, engagement policy; involvement in policy discussions 

	Comments: (Explain the score including available evidence.)




	9.SUB-GRANTS MANAGEMENT

	9.1 Sub-Grants Management System

	a.  The organization has a grants management manual/handbook containing policies, procedures, and standards (tools, database) for 
implementation/administration/monitoring of awarded/approved grants.

	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: manual and guidance are available; annual, quarterly or monthly plans for grant activity implementation for current year is available. 

	Comments: (Explain the score including available evidence.)


	9.2 Grant Management Staff

	a. The organization has dedictated and adequately trained staff with  knowledge of the local context and donor regulations  to manage the grants cycle (RFA, review committee, applications screening and review, grant agreement, grant negotiation, grant close out ect.)
 
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Trained grants staff (resumes/CVs), adherence to donor regulations

	Comments: (Explain the score including available evidence.)


	9.3 Grants Monitoring and Reporting

	a. The organization has a database or a software for efficient management, monitoring and reporting on awarded grants (M&E reporting, periodic and final financial reporting and other reports required per signed agreements).
	Not started (1)
	Emerging

(2)
	Developed but can be improved

(3)
	Fully established and strong

(4)
	Not known



	EXAMPLES OF EVIDENCE: Inclusive database that has been updated within last year. Reports  that are  accessible for programming planning, which  have been  used in past year for program planning. 

	Comments: (Explain the score including available evidence.)



ANNEX 1: Initial Documents to be Gathered by Partners to Facilitate Amended YPAT

1. Governance & Legal Structure

· Vision and Mission Statements

· Organigram 

· Strategic Plan

· Terms of Reference for Board

· Schedule for Board Meetings

· Minutes of last three Board meetings

· Succession Plan

· Company Registration

· Letter of Good Standing from Companies’ Office of Jamaica

2. Financial Management 

· Organization’s Budget/template

· Negotiated Indirect Cost Rate Agreement (NICRA)

· Policy and Procedure Document re Budgeting

· Cost Share Policy

· Financial Management Manual

· Copies of signed and approved monthly and quarterly financial and cost share reports for 3 most recently completed quarters.

· Last 2 years financial audits

· Staff Orientation Schedule

· Monthly Bank Reconciliations for last 6 months

· Updated Fixed Asset Register

3. Administration

· Administrative Policies and Procedures Manual (including program, finance, procurement, IT, HR, fixed asset control and travel regulations)

· Administrative Handbook for Staff

· Data Protection Policy

· Inventory Assignment Form

4. Human Resources Management

· HR Manual

· Safeguarding Policy

· Employee Attestation Page/Sheet

· Job Descriptions and related CVs

· Staff Orientation Package

· Supervision Reports/Performance Appraisals

· Job advertisement (on different media)

5. Program Management

· Needs Assessment

· Labour Market Assessment

· Youth Livelihood Curricula

· M&E Plan (for organization and youth projects) and Data Collection Tools

· M&E Report for last 3 quarters 

· Private Sector Engagement Strategy

· MOUs for Youth Training/Employment

· Advertisements for participation in youth programs/trainings

· Attendance Registers for youth programs/trainings

· Supervision Training Reports for youth programs/trainings

· Minutes of Data Review Meetings

6. Project Performance Management

· Annual Workplan

· M&E Plan and Framework

· M&E Tools

· Training Materials used to train data collectors

· M&E Report for last 3 quarters

7. Organizational Management and Sustainability   

· Change Management Strategy/Plan

· Mentorship Training Plan

· Training Reports

· Resource Mobilization Strategy/Plan

· Consultation Process

· Communication Strategy/Plan

8. Partnerships, External Relations and Networking  

· Process for documenting Best Practices

· Membership Document in formal networks

· Communication Strategy/Plan

· Staff Meeting Schedule

· Minutes of last 3 staff meetings

· Publications developed for the organisation (pamphlets, newsletters, brochures)

· Referral Process/Document

· Advocacy Priorities/Engagement Policy

9. Sub-Grants Management

· Grants Manual

· Annual, Quarterly or Monthly plan for grant implementation for current year

· Grants staff training

· Example project showing completed grants cycle (Solicitation through to closing)

· Grants Management Tracker/Database

USAID Performance Monitoring and Evaluation TIPS 15:  Measuring Institutional Capacity, https://pdf.usaid.gov/pdf_docs/Pnadw115.pdf 
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