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Appendix #1
	BASELINE ASSESSMENT AND MONITORING TOOL FOR FOR

EMERGING ORGANISATIONS:
ORGANISATIONAL DEVELOPMENT

	This tool is utilized by government officials or non-governmental mentors to assess and monitor development of the organizational capacity of CSOs


	Name of Organisation 


	

	Mentoring organisation
	

	District 


	

	Province
	

	Mentor 
	

	Contact Details 


	Cell



	
	Tel



	
	Fax 



	
	Email




	FOCAL AREA 1: GOVERNANCE

	OUTCOME 1.1: A CLEARLY DEFINED FUNCTIONING GOVERNANCE STRUCTURE 

	Indicator 1.1.1: Official organisational document of board membership 
Indicator 1.1.2: Level of fulfilment of roles and responsibilities

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No governance structure or board  
	No separate board structure
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Separate board is established
	Board members not full time members of the organisation
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Board partly fulfilling its responsibilities.  
	· Quarterly meetings are held
· Members know roles & responsibilities 

· Code of conduct  signed by all members
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Board meets quarterly & fulfils basic responsibilities
	· Board leads in strategic planning & implementation process

· Oversees financial management

· Board leads in obtaining resources for the organisation
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	
	


	OUTCOME 1.2: A CLEARLY DEFINED CONSTITUTION IN LINE WITH ORGANISATIONAL CORE BUSINESS 

	Indicator 1.2.1: Existence of a signed constitution document 

Indicator 1.2.2: Level of alliance with organisational core business  

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No confirmed constitution 
	Constitution not existing or not confirmed at annual meeting
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Constitution developed and includes basics. 


	· Vision and mission

· Organisational structure with clear roles and responsibilities

· Core business, scope and objectives

· Mode of operations including annual general meetings
· Financial arrangements
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Constitution is partially aligned to organisational core business
	At least 50% of the programme / activities are aligned to the constitution
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Constitution is adequately aligned to the organisational core business.
	100% of the programme / activities are aligned to the constitution 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	OUTCOME 1.3:   COMPLIANCE WITH THE NPO ACT 

	Indicator 1.3.1: Certificate of registration as an NPO

Indicator 1.3.2: Level of compliance with NPO act

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No NPO registration  
	No forms submitted to NPO Directorate /Forms submitted but no registration
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Organisation registered as NPO
	Organisation has certificate and NPO number
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Organisation registered as NPO but partly complying with the Act
	Annual progress report submitted to the DSD NPO section
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Organisation registered as NPO and fully complying with NPO Act 
	· Annual progress report submitted to the DSD NPO section

· Annual audited financial statements submitted to the DSD NPO section
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	


	FOCAL AREA 2: ORGANISTIONAL MANAGEMENT AND LEADERSHIP

	OUTCOME 2.1: FUNCTIONAL MANAGEMENT STRUCTURE AND SYSTEM

	Indicator 2.1.1 : Organisational staff structure document  

Indicator 2.1.2: Level of functioning of management structure and systems

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Management structures and system is non existing 
	No organogram or formal structure in place/
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Management structures and system is in existence 
	Organogram illustrating clearly defined structure, clear roles and functions and communication lines 
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Management structures and systems are partially functional
	· Complies with # 1 
· Monthly review and support management meetings 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Management structure, functions and processes adequately functional 
	· Completely complies with  # 1 & # 2 
· Quarterly management reports written and presented to the board at quarterly meetings
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	
	

	FOCAL AREA 3: HUMAN RESOURCES

	OUTCOME 3.1: BASIC HUMAN RESOURCE (HR) POLICY IS DEVELOPED

	Indicator 3.1.1: Organisational human resource policy document   

Indicator 3.1.2: Level of completion of organisational human resource policy document

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Human Resource Policy non existent 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. A draft Human Resource Policy including some HR aspects developed
	· Code of conduct (for all organisational members)
· Volunteer agreement for volunteers

· Contract with job descriptions for employees
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. A draft Human Resource Policy with more HR aspects developed
	· Basic conditions of employment
· Recruitment, appointment & selection
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Minimum package Human Resource Policy in place 
	· Includes all aspects in #1 & #2
· Finalised and Board Approved Human Resource Policy
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	


	OUTCOME 3.2 : MINIMUM HUMAN RESOURCE (HR) POLICY PACKAGE IS IMPLEMENTED 

	Indicator 3.2.1:  Level of implementation of minimum human resource policy

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No implementation of minimum HR Policy package 
	No implementation of HR policy package
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to implement the minimum HR Policy package
	Dissemination of HR Policy to all org members within the organisation  (members are knowledgeable about HR policy)
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Partial Minimum HR Policy package is implemented 


	The organisation complies with # 1 and the following: 

· All org members have signed code of conduct
· All volunteers have volunteer agreements

· 50% of staff have contracts with job descriptions
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Minimum HR Policy package is adequately implemented
	The organisation complies with # 1 & 2 and the following: 

· Transparent, fair and open selection procedures followed 

· 100 % of staff have contracts with job descriptions

· Organisation complies with the basic conditions of service 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	FOCAL AREA 4:  FINANCIAL MANAGEMENT

	OUTCOME 4.1: MINIMUM FINANCIAL MANAGEMENT POLICY IS DEVELOPED

	Indicator 4.1.1: Level of development of organisational financial management policy

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Financial Management  Policy non existent 
	No financial management policy in place.
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. A minimum package draft Financial Management Policy is partly developed
	· Functional manual or electronic accounting system

· Cheque account including three signatories
· Financial controls (income & expenditure) 

· Petty cash control
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. A minimum package draft Financial Management Policy is developed 
	· Monthly  balancing of books, including reconciliation of bank account

· Procurement policy & procedures

· Budgeting (organisation & projects)
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Fully developed minimum package Financial Management Policy in place
	Policy approved by the board.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	


	OUTCOME 4.2 : MINIMUM FINANCIAL MANAGEMENT POLICY IS IMPLEMENTED

	Indicator 4.2.1: Level of implementation of organisational financial  management policy

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No functional financial system in place.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to implement the minimum Financial Management Policy package.

	· Functional manual or electronic accounting system in place

· Cheque account including three signatories
· Financial controls: income & expenditure 
· Petty cash system in place
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Minimum Package Financial Management Policy is partially implemented 
	· Income and expenditure control implemented
· Monthly  balancing of books, including reconciliation of bank account

· Procurement procedures implemented
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Minimum Package Financial Management Policy is adequately  implemented
	· Complies with # 1 and # 2 
· Budgeting & budget control
· Monthly financial reporting 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	FOCAL AREA 5:  STRATEGIC DIRECTION  

	OUTCOME 5.1: STRATEGIC PLAN IS DOCUMENTED 

	Indicator 5.1.1: Strategic plan document is developed

Indicator 5.1.2: Level of completion  of organisational strategic  plan document

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Strategic Plan Document non existent 
	No strategic plan in place / no strategic planning done. 
Strategic plan is older than 2 yrs.
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to develop the Strategic Plan Document 
	An assignment of responsibility to develop the strategic plan document 

· Identification of the task team for this assignment  

· Meetings of the task team 

· Delegation of tasks 
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. A draft Strategic Plan Document is developed at organisational and programmatic level 
	Strategic plan includes the following:

· Strategic objective, including (confirmation of) vision & mission statement

· Targets

· Indicators

· Activities

· Time-frame
· Responsible section
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Fully developed Strategic Plan Document in place
	· Final Strategic Plan is aligned with the constitution

· Final Strategic Plan approved by the board 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	


	OUTCOME 5.2 : STRATEGIC PLAN DOCUMENT IS IMPLEMENTED

	Indicator 5.2.1: Level of implementation of organisational strategic plan

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Strategic Plan Document non existent (or older than 2 years)
	No strategic plan implementation.
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Strategic Plan is partially implemented


	· Strategic plan is 20% implemented according time-frames, targets or deliverables  (a small part of the strategic plan is implemented)

· Delegation of tasks
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Strategic plan partially implemented
	Strategic plan is 50% implemented according time-frames, targets or deliverables 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Strategic plan is adequately  implemented
	· Strategic plan is 80% implemented according to time-frames, target & deliverables 

· Strategic plan is annually reviewed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	FOCAL AREA 6: OPERATIONAL MANAGEMENT  

	OUTCOME 6.1: OPERATIONAL PLANS ARE DEVELOPED

	Indicator 6.1.1: Existence of operational plans 

Indicator 6.1.2: Level of development of operational plans  

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Operational Plan documents are non-existent  
	No operational plans, i.e. project or programme planning done on paper.
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.   Attempt to develop the Operational Plan document  for each programme/ project.
	· An assignment of responsibility to develop the operational plans document for each programme/project 

· Meetings of the operational teams  

· Delegation of tasks  
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. A draft annual Operational Plan document for each programme/ project) is developed 
	Project/Programme plans includes the following:  

· Objective        - Indicators

· Targets           - Activities

· Means of verification

· Time-frame

· Responsible person(s)

· Budget 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Fully developed Operational Plan document for each programme/project is in place
	· Final operational plans are aligned with the strategic plan

· Final operational plans approved by the management committee


	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	


	OUTCOME 6.2 : OPERATIONAL PLANS ARE IMPLEMENTED

	Indicator 6.2.1: Level of implementation of operational plans

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No implementation of Operational Plans for any project or programme  
	No implementation of project plans.
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to implement the Operational Plan for each programme/

project
	· An assignment of responsibility to implement the operational plan document 

· Delegation of tasks 


	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Operational plans partially implemented


	Operational plans are  implemented for at least 50% of the projects/programmes according time-frames, targets or deliverables 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Operational plans are adequately  implemented
	Operational plans are  implemented for ALL programmes and projects according to time-frames, target s or deliverables 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	FOCAL AREA 7:  INFORMATION MANAGEMENT, MONITORING AND EVALUATION

	OUTCOME 7.1: BASIC MONITORING & EVALUATION AND REPORTING IS UNDERTAKEN

	Indicator 7.1.1:  Level of execution of monitoring, evaluation and reporting 

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No basic Monitoring, Evaluation and Reporting done in the organisation  
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to do basic Monitoring,  Evaluation and Reporting  in some projects/
programmes
	· Prescribed data collection tools are utilised
· Data is collected 
· Data is captured
· Data is stored
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Basic Monitoring Evaluation and Reporting is undertaken in some projects/

programmes

	· Data collection tools are developed

· Data is collected 

· Data is quality assured

· Data is captured 

· Data/ information is stored

· Data is analysed 

· Quantitative reports are compiled  
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Basic Monitoring, Evaluation and Reporting is undertaken in all the projects/ programmes 
	· # 2 & #3 

· Qualitative & qualitative (narrative) reports are written 

· Reports are utilised to evaluate the performance of projects, programmes & the organisation

· Findings informs future planning
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	FOCAL AREA 8:  ORGANISATIONAL COMMUNICATION AND EXTERNAL RELATIONS

	OUTCOME 8.1: COMMUNICATION PLAN IS IMPLEMENTED

	Indicator 8.1.1: Existence of a communication plan 

Indicator 8.1.2: Level of implementation of a communication plan

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. Communication Plan does not exist  
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Basic communication plan is developed
	Basic communication plan contains the following:
· Objectives (specific)

· Target audiences & key messages

· Strategies & tools: i.e. branding, logo, org stationary, brochures/pamphlets, dissemination of annual reports,  etc.
· Budget

· Implementation plan with accountabilities, priorities and timetable
· Plan is approved by Board
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Attempts to implement basic communication plan
	Communication plan is partially implemented:

· Branding, including logo has been developed

· Organisational stationery with logo

· Brochure/pamphlet about the organisation is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Full implementation of basic communication plan
	· Compliance to # 2 

· Participation in at least one local forum 

· Annual report  is compiled, printed and distributed to stakeholders
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	FOCAL AREA 9:  RESOURCE MOBILISATION (FUNDRAISING)

	OUTCOME 9.1 : FUNDRAISING STRATEGY/PLAN IS DEVELOPED

	Indicator 9.1.1: Existence of a fundraising strategy/plan 

Indicator 9.1.2:  Level of development of a fundraising strategy/plan

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No Fundraising Strategy/Plan exists 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Attempt to develop the Fundraising Strategy/Plan document 
	· Identification of the fundraising team for this assignment  

· Meetings of the task team 

· Delegation of tasks
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. A draft Fundraising Strategy/Plan document is developed 
	· Analysis of the funding environment  including a list of current and potential funders 

· Select methods of fundraising (there should be mix)
· Org income/expenditure budget divided into operating costs, project costs, special costs and future funding needs/plans
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Fully developed Fundraising Strategy/Plan document in place
	· Final Fundraising Strategy/Plan document is aligned with strategic plan 

· Final Fundraising Strategy/Plan document approved by the board 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	


	OUTCOME 9:  RESOURCES MOBILISED  

	Indicator 9.1:  Rate of resource mobilisation

	Progress Markers
	Details
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	0. No implementation of the Fundraising Strategy/Plan 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.  Attempt to implement the Fundraising Strategy/Plan document 
	· Meetings of the fundraising team 

· Delegation of tasks 

· A draft generic funding proposal is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Fundraising Strategy/Plan is partially implemented 
	· Generic funding proposal is approved by the management committee  

· Application for funding is made to at least five prospective funders (grant makers, trusts, corporates or government)
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Fundraising Strategy/Plan is adequately implemented.
	· Application for funding is made to at least ten prospective funders (grant makers, trusts, corporates or government)

· Initiate or participate in at least one income-generating activity or fundraising event. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Notes

	
	

	
	

	
	


SUMMARY OF ACHIEVEMENTS  (Record the rating for each month that you use the tool)
Date of baseline
 ……………………………… (Record the date of the baseline assessment.  Month 1 will be the month after the baseline in order for you to identify the month you are in on the 12 point index)
	Focal Area 1: Governance 

	 Outcome
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Outcome 1.1: A clearly defined functioning governance structure
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 1.2: A clearly defined constitution aligned with organisational core business
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 1.3: Compliance with the NPO Act
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 2: Organisational Management and Leadership

	Outcome 2.1:  Functional management structure and system
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 3: Human Resources

	Outcome 3.1: Human resource (HR) policy is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 3.2: Minimum human resource policy package is implemented
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 4: Financial Management 

	Outcome 4.1 Minimum Financial Management Policy is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 4.2 Minimum Financial Management Policy is implemented
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 5: Strategic Direction

	Outcome 5.1 Strategic Plan Document is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 5.2: Strategic Plan is implemented

	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 6: Operational Management

	Outcome 6.1: Operational plans are developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 6.2: Operational plans are implemented
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 7: Information Management, Monitoring and Evaluation

	Outcome 7.1: Basic monitoring & evaluation and reporting is undertaken
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 8: Organisational Communication and External Relations

	Outcome 8.1: Communication plan is implemented
	
	
	
	
	
	
	
	
	
	
	
	
	

	Focal Area 9: Resource Mobilisation / Fundraising

	Outcome 9.1: Fundraising Strategy/Plan is developed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Outcome 9.2: Fundraising Strategy/Plan is implemented
	
	
	
	
	
	
	
	
	
	
	
	
	


SUMMARY OF RATINGS
	Number of outcomes rated as 
	Baseline
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Not applicable (N/A)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Unmet (0)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Slightly met (1)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Partially met (2)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Met (3)
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL SCORE (Maximum score = 48)
	
	
	
	
	
	
	
	
	
	
	
	
	


	DSD
	11



