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I.

INTRODUCTION TO THE WOMEN IN CONFLICT WITH THE LAW INITIATIVE
AND THE NEED FOR PROJECT INFORMATION
Since mid-1984, the Ministry of the Solicitor General has
made special resources available to address some of the
needs of women who are in conflict with the law.
The aims of
the Women In Conflict with the Law Initiative (WICL) are:
-

to develop, strengthen and expand community programs
and services for women who are, or may be, in
conflict with the law; and

-

to foster information exchange and heighten community
awareness of the needs of these women.

As with other special Ministry initiatives, it is hoped that
activities generated during the limited lifetime of the
funding program will provide the impetus necessary to give
these needs and issues the attention and priority they
require over the long term.
To find out whether the funding program has been successful
in achieving the aims of the Initiative, the Ministry must be
able to describe exactly what was done with the money spent including the number of projects started or expanded to serve
women in conflict with the law, the number of women served,
and the types and number of community awareness activities
undertaken.

Of at least equal importance is the need to collect and share
scarce information about the needs of women who are in
conflict with the law, about innovative services or community
awareness programs which have emerged to address these needs,
and about the problems or successes encountered when
conventional, or well established programs are implemented in
new environments.

V.
1.

The Role of Self-Evaluation in Meeting Information Needs
Using standardized data collection processes is one good way
of ensuring that we can all share and understand what we
learn from the WICL Initiative.
Taking this fairly obvious
strategy one step further and implementing self-evaluation
processes offers a number of advantages to the project
management, to case workers and to others interested in
information on women in conflict with the law.
By regularly using self-evaluation processes, staff and
volunteers can keep track of past, and current activities,and
plan for the future. The self-evaluation process helps in
identifying the strengths and weakneses of the project and it
also helps project personnel make improvement to the project.

I

- 2 The self-evaluation process helps prdject staff to look at
the relationship between the project's objectives and its
daily operations. By doing so, projects can remain on the
rdght track.
For projects which must coordinate their activities with
other agencies or groups, self-evaluation is useful in
assessing the liaison or referral procedures used.
The following types of information can be useful for project
managers:
All projects will want to ensure than an
Case-flow:
adequate number of clients are being served to justify
expenditures of time and money.
So as. to ensure an uninterrupted flow
Referral sources:
of referrals to the project, management requires a
current, accurate, and detailed profile of who is being
referred and by whom.
Resource allocation: Management requires information on
To weigh
the availability of fiscal and human resources.
against availability, information is needed on the
the expenditure and commitment
utilization of resources:
of funds, the utilization of staff/volunteer hours, and
some picture of projected expenditures.
In order to have a clearer picture of
Services provided:
their project, many managers want summary Information on
the services being provided by their agency, e.g., the
number of clients being assisted at court, the number
being counselled, referrals made and so on.
In devising this "Guide.to Self-Evaluation" for projects
funded by the WICL Initiative, the premise has been that to
get the most out of the Initiative, comparable information
from WICL projects needs to be made as widely available as
possible. We sincerely hope that the procedures and
protocols suggested here will help us all to achieve that
goal.

2.

What is Self-Evaluation?
Self-evaluation is an internally executed process to assess a
project's progress in the implementation of planned
This is
activities and in achieving its objectives.
accomplished by the creation of information systems which
enable project managers to monitor, review, update and
As with any other type of
improve their operations.

3
evaluation, project managers can us'e the data to modify
activities and/or objectives when necessary.
The
self-evaluation process involves three major steps which are:

3.

1.

TO WRITE A DETAILED DESCRIPTION OF THE PROJECT.
The
description clearly defines the purpose of the project
and its concrete objectives, planned activities and
operational procedures.
The complete description
therefore becomes the frame of reference for the project
from which project development and changes can be
•
documented and measured.

2.

TO GATHER SYSTEMATIC INFORMATION ON PROJECT ACTIVITIES.
For the purpose of case and project management,
standardized records are kept on each client served.
Information is also collected on other project activities
which may be designed to develop community awareness of a
problem, or to mobilize other community groups to
participate in the development of a joint "solution" to
certain problems.

3.

SUMMARIZING ACTIVITIES AND ASSESSING PROGRESS. At this
final stage, the project staff examines the relationship
between the project objectives as initially planned and
the actual functioning of the project as found in the
summary of project actiyities.
Through this comparison,
managers can identify the project's weaknesses and
strengths, and any divergence from the initial plan.
On
the basis of this information, the objectives and
activities for the next period can be outlined.
Certain
new or remedial procedures and activities can be
initiated, or the basic goals and orientation can be
revised (in consultation with the project funders).

Scope of Activities to be Included in the Self-Evaluation
Process
The WICL Initiative funds both entirely new projects and new
components or activities within existing organizations.
In
projects where activities of established organizations have
been broadened as a result of WICL funds, only the new
activity is the focus of self-evaluation. However, it may
also be useful to provide background information to show that
the pre-existing organizations project did, in fact, expand.
or alter its activittes as a result of the WICL funding.

- 4 STAGE 1: PREPARING A PROJECT DESCRIPTION

II.
1.

Introduction
A preliminary project description which outlines the plans
of the project is usually developed at the proposal stage.
If a funded project has agreed to implement self-eval.uation
procedures a formalized project description must be prepared.
This description becomes the frame of reference for the
project, provides guidance in defining how the project is to
operate, and is an essential component of the selfTechnical assistance may be required to
evaluation process.
complete an evaluable project description.
The project description should be reviewed, and if necessary
revised at least every six months. Updated verisons of the
project description can be used in public relations
activities, making funding applications, and For the
information of other persons involved in WICL projects.

2.

What to Include in Your Project Description
2.1

The Title

A short descriptive title is helpful in identifying your
It is useful in developing a shared identity among
project.
members of your organization or group, the staff, and the
volunteers.
2.2

Information on the Sponsoring Organization

An introduction to your project description should include
the following brief information about the sponsoring organization:
-

How long has your organization existed? What are some of
its most significént relevant accomplishments?

-

How does your organization see this project in relation to
its broader goals?

-

Within your organization, who is the contact person for
this project?

-

What support have you received.from other organizations
and individuals who have knowledge of your organization's
program areas? (Attach letters of endorsement as an
appendix ta your project proposal).

.

-52.3

The Statement of the Need or Problem

The problem situation in your community must be defined
clearly and completely. -Statistical information should be
provided if it is available. Some relevant questions to be
addressed under this heading are:
-

What evidence is available to support your assessment of
the problem?

-

Is sufficient information now known about the problem
situation to begin proposing solutions (e.g., actual or
estimated numbers of the persons affected, characteristics
of the target group, agencies responsible, etc.)?

-

How does the proposed project answer the identified need
or problem? How does the project relate to other
governmental (provincial, municipal, band council, etc.)
efforts to address the problem situation?

-

Are other groups, organizations, or programs now involved
in providing similar or related services to a similar
target group in this community?

-

Have any other attempts been made to address this problem
in this community? What were the results? What is the
project's assessment of the reasons for these results?

-

How does your project differ from the other attempts being
made now, or were made in the past, at addressing the
problem situation?

2.4

The Statement of Project Goals and Underlying Philosophy

Goals are general statements of purpose -- the ends that the
project seeks to achieve by its existence and operations..
The project's goals should be directly related to the
statement of the need or problem.
-

What are the general goals of the project? For example, a
project may be intended to reduce the involvement of women
parolees in future criminal activities, or to provide
assistance to women at risk of becoming in conflict with
the law.

Philosophical principles or theoretical orientation and
assmmptions which lie at the base of your proposed solution
should be articulated as clearly as possible. Statements
about your basic assumptions will help orient others to the
overall intent of the project, and will help you to clarify
your objectives and to select appropriate activities.

-62,5

Statement

of Project

Objectives

While goals are general statements of purpose, objectives
should be more specific. Your objectives should be clear
statements of what your project intends to carry out in a
specific period of time.
Objectives should be realistic statements of what the project
If they are not realistic, they can be
hopes to accomplish.
harmful because of the frustration they create among the
Objectives must also be measurable,
persons involved.
otherwise the project has no way of telling if and when they
have been achieved. Wherever possible, the projected
timeframe/ milestones for achieving specific objectives
should be included.
The following are examples of measurable objectives:
-

To recruit and train 10 volunteers in the first 3 months.

-

To develop an advisory board of five native elders and ten
other members of the community.

-

To serve 8 clients a month in a half-way house program for
women.

2.6

The Taraet Community

The project description shduld describe the characteristics
of the community or area to be served by the project. For
example, is the project located in a Northern Community
Is the project to serve a
(north of the 60th'parallel)?
under
1,000), a small to medium
(population
rural community
urban community (under 100,000), or a large urban community
(100,000 or more)? Are there any other special factors that
should be mentioned?
If a project is to serve more than one community, a summary
description of each should be included.
2.7

Target Group(s)

The project description must identify the potential clients
to be served by the project. The following questions should
be addressed in this section:
-

What is the estimated size of the target group(s)?

-

What are the characteristics (e.g. age, offence history)
of the target group(s)?
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How will clients be selected for inclusion into the
project?

-

What criteria will -be used?

2.8 Referral Sources and Mechanisms
The means of gaining access to the target group(s) should be
clearly stated.
The referral sources in the community should be identified
specifically (e.g., police, social agencies, corrections).
If possible the proposal should include letters from
potential referral sources confirming their willingness to
make referrals.
There-should be a brief explanation of the procedures by
which referrals to the project are to be made.
Is
participation mandatory or voluntary? Does the project have
discretion on final case selection?
2.9

Project Activities

Project activities are the methods used to achieve the
objectives. An important element in the success of any
project is the choice of project activities and the ways in
which they are implemented.
The project description should
in • lude a detailed presentation of all project activities,
and some indication of how each activity will be recorded or
documented.

Service Delivery
The types of services offered by the project should be
described in detail, including what services are provided
by project staff and what services are provided by way of
referral to other câmmunity agencies. Are clients to be
offered: shelter, financial management, life skills,
parenting skills, etc.? What is the expected length of
contact between the project and the client? What follow-up
procedures are planned? For example, if treatment for
alcohol abuse is one planned activity, what agencies in the
community will be used, how were they selected, and what
monitoring will be done by the project to ensure that the
clients are appropriately referred?
The rules related to the services offered should also be
included. For example, what criteria are used for deciding
when a case should be closed, or for accepting or rejecting
repeat clients?

- 8 -

Finally, there should be an explanation of why you believe
the activities that are planned will lead to the
achievement .of the stated objectives of the project. It
may be useful to provide a process flowchart.
Community Involvement
What individuals/groups will participate in the project?
What will their role be? What will be their relationship
to project staff?
To what extent will community volunteers be used? What
activities will they perform? What methods will be used to
recruit, select, train, and supervise both volunteers and
staff? (If training materials have been developed, they
should be attached as an appendix).
Community Education and Awareness
What community educational and information dissemination
efforts will be undertaken, how frequently, what- methods
will be used, and what are the target groups?
2.10

Evaluation Plans

Describe the methods to b'e used in monitoring your project.
It is important to build these methods right into the initial
plans for the project.
If, in addition to the self-evaluation, you are planning to
conduct, or have someone conduct, an impact evaluation of
your project, state the main objectives of this evaluation
and who will carry it out.
2.11

Project Management and Personnel

The membership and role of the board, steering committee,
etc., the number and job descriptions of all staff, the
number and role of volunteers, the reporting relationships
(accountability flowchart), etc. should be included in this
part of the project description.
-

Who will be responsible for the project; how does the
project report on its progess and to whom (e.g., an
independent board, a committee of the sponsoring
organization)?

-

How will the project be managed; what is the day-to-day
method of supervision?

-9- 'Who will be responsible for bookkeeping and disbursement
of funds? What methods of accountability will be
employed?

,s

-

What qualifications and special training will be required
of staff?

-

What will be the locations of the project offices, and
what is the rationale for their selection?

-

What will be the duration of your project; what are the
operating hours?

-

How will the sponsoring organization continue to support
the project after WICL funds are exhausted? What efforts
will be made to develop additional community support?

2.12

Resources

Your budget should include a detailed breakdown of the
following categories:
-

Personnel costs: wages, employee benefits, consultant and
contract fees.

-

Travel costs: mileage; other transportation costs.

-

Office-related expenses:
telephones; professional fees
(e.g., accounting, legal); typing services; photocopying;
equipment and furnituré rental; materials and supplies.

-

Other expenses: specify precisely what these "other"
expenses will be used for.

Make sure the budget is clearly set out, and that it reflects
as accurately as possible the projected expenses.
If this is a multi-year project, a first year budget should
be prepared, and projections for the budget for subsequent
years should also be included.
Finally, list all other potential sources of funds -- for
example, the provincial/territorial government, in-kind
contributions of staff, private foundations, and donations.
Indicate what funds are being requesting from other sources,
what has been granted to date from each funding source, and
if the funds are to be directed towards specific budget items
(e.g., an existing organization may provide the project with
$4,000 in-kind office space).

- 10 -

III. STAGE 2:
1.

COLLECTING INFORMATION ON DAILY ACTIVITIES

Introduction
WICL projects often differ in their objectives, the target
groups they are directed toward, and the methods they use to
achieve their goals.
This creates different needs for
information, however most projects have activities which
emphasize one or both of the following approaches:
(a)

The delivery of services to clients; and

(h) Community development and public awareness approaches
that attempt to mobilize - or to provide information to
- selected groups within the community or the community
as a whole .
Self-evaluation of the service delivery approach requires the
collection of background information on the number and type
of clients served and the assistance they received.
Self-evaluation of the community development/public awareness
approaches requires information related to the methods used
to mobilize the community or ta disseminate information.
Of course some projects will have elements of both
approaches.
For example, a project may plan to deliver
services to a target group after first finding out their
needs through a community development approach.
Project staff need to identify the information which is most
relevant to the project's objectives and activities.
Guidelines for this process are described below.

2.

Service Delivery Projects or Activities
Service delivery projects provide direct assistance to
clients.
The target group may be either female offenders or
women who are at risk of coming into conflict with the law.
The target group should be identified in the project description.
The nature of the assistance to clients will also vary
in each project and should be carefully described in the
project description.
Despite different orientations, all service delivery projects
share s- orne similar information needs. We include in
Appendix A, draft standardized data collection instruments to
process information on service delivery projects for Women in
Conflict with the Law. Project staff need only review their
information needs and adjust the sample forms to reflect

- 11 -

their particular project's objectives and activities.
In
.
addition-to identifying key information items which project
staff may choose to collect for their management purposes,
these forms highlight •the information which the Ministry
would like to collect where applicable.
These sample forms
are accompanied by a Users Manual to explain how they are
filled out.
2.1

General Guidelines For Adjusting The Client Data
Collection Form To Suit Your Project

The following steps should be carried out by the project
manager to ensure that data collection forms accurately
reflect the project's information needs:
1.

Determine the Type of Information You Require:

Using the objectives listed in your project description,
make a list of the types of information you require. In
most cases, you should consider your information needs in
the following areas:
-

what kinds of background information about the clients
who will be referred to the project will be needed?
This could include "tombstone." data, such as age, ethnic
origin, and marital status; offence data, such as
current offence and previous offence history; other
pertinent social and economic characteristics;

-

what kinds of client processing information is required?
You need to consider how clients will be referred or
contacted by the prbject; which clients will be accepted
by the project; which clients will be rejected;

-

what information Will be required concerning service
delivery? This could include client need assessment
information and information concerning the service(s)
which will, be offered to meet those needs;

-

what information will be needed about staff and volunteer activities? For example, you may need to know the
number of hours each staff or volunteer spends in
service delivery versus other activities, such
administration, supervision, community liaison and so
on.

Finally, you should consider how each information item
relates to the project description and the plans for
analysis.
The key questions are:
-

Will the information item be useful for case management
purposes?

- 12 -

-

Will the information be useful to the on-going development cif the project?

-

Will the information help you to assess your project's
progress?

Particular attention should be paid to creating meaningful
categories in which to place the information needed by your
project. For example, if a project provides vocational
training, detailed information may be required on the
client's educational level.
Necessary information required by all program sponsors
should be incorporated into the form.
2.

Determine how each information item will be collected:

Once you have identified the information items you require,
you should plan how each information item will be
collected. For each information item, you need to assess
the following:
-

the accuracy and reliability of the information source
you plan on using;

-

at what stage the information will be collected;

-

who will record the information; and

-

what provision will have to be made concerning the
privacy and confidentiality of the information you
collect.

With respect to information items which will be obtained
directly from the client, you especially need to consider
the following:
-

Will the accuracy of the information item be sufficient,
or will there be a need to verify information provided
by clients by using official sources?

-

At what processing stage will each information item be
collected?

-

Who will be responsible for obtaining the information
from the client? How should the question(s) which will
be posed to clients be phrased?

-

How will clients be informed that the information
received will be confidential to the project, and that
it will not be disclosed in any personally identifiable
way?

'

- 13 If you plan on obtaining information From an official
source(s), )cau should confirm access procedures with the
appropriate authorities.
Concerns about confidentiality
also need to be considered.
3.

Prepare

the Data Collection Form(s)

You need to prepare a data collection form(s) which enables
the project staff to complete each information item in an
orderly manner.
In most cases, this will simply involve
modifying the basic sample form(s) which are provided in
this guide.
In preparing the form(s) you should consider
grouping information items which can be recorded in
sequence, according to your project's prdcessing steps.
If
written comments are required, allow enough space for the
person filling out the form to write legibly.
You may wish to prepare a detachable strip at the top of
the form on which confidential information, such as the
client's name and address and case/file number can be
recorded.
This strip could be detached to ensure client
confidentiality if you are planning on using the forms for
research purposes once the case has been closed.
Finally, you should ensure that written instructions
describing how the information should be collected
accompany the forms.
The instructions contained in the
User's Manual following the sample form(s) need only be
reformatted to reflect the organization of the form you
have created.
2.2

Guidelines for Adjusting the Staff/Volunteer
Activities Form to Suit your Project and your Need for
Accountability

Information about how much time is spent on each type of
activity can help the project manager assess whether the
most important areas of the project are actually being
given the attention needed. Such a record can also prove
very useful when demonstrating the contribution made by
volunteers.
A sample form is included in Appendix A. Weekly or monthly
compilations of staff/volunteer activities can be easily
made on the basis of this sample form.
3.

Community Development Projects or Activities Community development projects funded by the WICL Initiative
can include a broad range of activities.
For example, this
approach includes project activities such as:
-

documenting the service needs of an identified client
group;
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obtaining information on the resources in the community;
mobilizing th ècommunity to meet identified service needs,
including the development of new programs to fulfill these
needs; and
disseminating information on women in conflict with the
law to criminal justice personnel, other social agencies,
and to the community as a whole.

-

3.1

1.

Guidelines for Collecting Community Development
Information

Determine the Type of Information You Require

The types of community development projects funded under
WICL have diverse information needs. The objectives listed
in your project description provide a good basis from which
a list of the types of information you require can be
compiled. The following areas should be considered:

-

what kinds of background information is required on
existing and potential community resources for women in
conflict with the law exist?

-

what kind of background information is required on the
target group(s) to which the community development
project is directed?

-

what kind of information is required to assess whether
the method(s) used by project personnel to mobilize the
community are resulting in community change?

-

how will information concerning the responsiveness of
the community to project efforts be collected?

2.

Determine how each information item will be collected

In community development projects, it may be necessary to
devise a number of strategies to collect the needed
information. This may include activities such as reviewing
existing literature and other resource documentation and
'interviewing key personnel within local organizations.
3 0 Prepare the Data collection Forms
In
Standardized data collection forms need to be prepared.
preparing the forms, you should ensure that the information
items are Formatted to reflect the sequence in which you
intend to collect the information. As written comments may
be required to keep track of various project contacts, it
an appropriate amount of space so
isadvbleto
that commentà can be written legibly.

- 15 Written instructions should accompany the forms.
This
ensures thatsthe information is collected in a standard
way, thus making it more reliable.
See Appendix A for a
sample resource inventory data collection form.
Instructions for completing the sample forms are also
included by way of example.

3.2

Guidelines for Recording Community Mobilization and
Information Dissemination Activities

Workshops or other activities designed to increase community
awareness of a problem, to mobilize the community into
co-operative activities or to offer specific training
sessions should be carefully recorded. Projects should keep
a chronology of such activities - a diary.
A suitable group of activity categories should be developed
which relate these community development activities to the
project activities.
The log or di'ary of activities can then
be summarized at the end of each month. Where possible,
monthly summaries of community development activities should
be both quantitative and qualitative, e.g. number of meeting
held; subject of meeting; number of participants; outcomes;
further action required etc.

- 16 IV. STAGE 3:
1.

SUMMARIZING THE INFORMATION ON THE DAILY
ACTIVITIES AND ASSESSING PROGRESS

When to Summarize Informati'on on your Project Activities

As a general rule, new projects should prepare a summary of
activities at least every three months as this is when most
problems are likely to be encountered. Such summary information can then be readily integrated into . reports requested
by project managers and sponsors and for interim and final
reports required by the Ministry through the WICL
contribution agreement.
2.

What to Include in your Summary

The summary should include a description of the problems and
any solutions that were found, as well as information on
project activities. The statistical information that is
summarized should be directly related to the project's
objectives. For example, if one objective of the project is
"to recruit and train 10 vdlunteers in the first three
months", information on the total number of volunteers
recruited, number trained, and the number of dropouts should
be summarized.
2.1

Service Delivery Projects

In projects using a service delivery approach, the following
types of statistics may be summarized:
-

the number of clients contacted and served; the methods by
which the clients were contacted or the referral sources;
the background of the clients; the services required by
the clients.

-

the services offered by the project; referrals to other
agencies made by the project staff.

-

the number of persons who completed the program; the
number of persons who failed to complete the program and
the reasons for the non-completion.

.2.2

Community Development Projects

In projects which take a community development/public
awareness approach, the information in the summary may
include:
-

the number and profile of organizations contacted, the
methods of contact, and the outcome of contact.

-

the subject matter of dissemination efforts, to whom the
information was provided, and any feedback obtained.

- .17 Comparing the Project Description with the Summary
of Project Activities

3.

3.1

Reviewing your Project

When information on the various project activities has been
summarized, project staff should examine the relationship
between the objectives of the project (as stated in the
project description) and the actual functioning of the
project •(as found in the summary of activities).
In making this comparison it may become clear that the
project is not doing what it originally planned to do. In
this situation, the project manager - perhaps with the
of other personnel involved - can use the
asitnce
self-evaluation summary documentation to determine where the
problem lies and to develop a course of action.

-

For example, a service delivery project may find that it is
not meeting its objective of serving 20 clients per month.
An examination of the summary data from the STAFF ACTIVITIES
FORM shows that much more staff time is required to contact
the clients than was originally planned.
The project manager
must decide if the objective was too ambitious, or if the
methods of contacting clients need improvement.
If the project manager determines that the objective was too
ambitious s/he must make the necessary adjustments to the
objective.
This will involve modifying the project
description to reflect a more appropriate project objective,
such as providing services to 15 clients per month.
If the project manager determines that the methods of
contacting clients need improvement s/he can make the
appropriate adjustments to the projects' referral mechanisms
and liaison procedure.

Keeping the project description up-to-date ensures that
changes in each area of the project are documented over time.
This enables project staff to explain why more changes were
necessary and helps them to control those changes.
As this example shows, people involved in WICL projects must
be committed to changing objectives or activities when the
self-eïaluation Information shows there is a need to do so.
This orientation to change is essential if projects are to
benefit from self-evaluation.
If it becomes clear that a significant change in goals,
objectives or activities is called for, project managers will
be better able to explain and justify proposed revisions to
their managers and sponsor, including the Ministry.
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V.

USING SELF-EVALUATION INFORMATION IN REPORTS TO THE MINISTRY
OF THE SOLICITOR GENERAL
The self-evaluation process enables you to examine your
initial objectives in light of your activities and achievements over a specific time frame. This facilitates informed
decision-making on any corrective action and future planning
you may need to undertake in order to reach your project's
objectives.
Equally important, the information you have collected can
provide the basis for interim and final reports to the
Ministry. These reports can help you to discuss your
progress with Ministry officials and obtain their input.
Moreover, if comparble information is gathered by all
projects funded through the WICL Initiative, a common ground
for sharing knowledge about the issues, problems encountered
and potential solutions can developed.
Your contribution agreement with the Ministry specifies the
number of reports which you need to submit. Usually, this
will involve the preparation of an in-terim report and a final
The purpose of an interim report is to provide the
report.
Ministry with a brief but thorough' communication of your
The final report represents an
project's progress to date.
in-depth review and assessment of what the project aimed to
achieve and what was actually achieved over the course of its
existence. Although each project will have some unique
issues to address, there are common elements which should be
included in these reports. Genèral guidelines for the
Content and Format of •nterim and Final Reports to the
Ministry should be discussed with the Regional Consultant.
Self-evaluation is a method which persons involved in WICL
projects can use to improve their project operations. It is
also one way of obtaining comparable information on an
important program initiative of the Solicitor General of
Canada. Only by collecting and disseminating information on
programs for women in conflict with the law can we accumulate
knowledge on the most appropriate methods of meeting their
needs.

•
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APPENDIX A
SELF-EVALUATION GUIDE FOR PROJECTS FUNDED
UNDER THE WOMEN IN CONFLICT WITH THE LAW INITIATIVE

SAMPLE FORMS AND USER'S MANUAL FOR DATA COLLECTION

INTRODUCTION
•

This User's Manual provides item-by-item instructions on how to complete each
sample self-evaluation form. The following pages are divided into two columns. Each
information item is listed to the left, according to the numerical sequence in which it
appears on the form. The instructions about how to fill in each item appear to the right.
Where possible, please ensure that information items which are required for your
project reports to the Ministry are collected according to the instructions in this
manual. Standard information collection procedures will assist the Ministry in reviewing
your project and will facilitate an accurate national synthesis of WICL project
achievements.
In some cases it may not be possible for your to obtain the information you need
frolethe source(s) indicated in the instructions. Unless you are otherwise instructed by
the Ministry, simply leave the information item blank.
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The Client Data Sample Form:
This form is an example of the type of client information which most projects
using a service delivery approach should collect. Adjustments and additions to this form
will depend upon the nature of your project's services and target group(s). In addition,
please consult the section of this Guide entitled, "Content and Format of Interim and
Final Reports" to ensure that you include the appropriate information items for your
project reports to the Ministry.
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COLLECTING INFORMATION ON DAILY ACTIVITIES

SERVICE DELIVERY PROJECTS

-

CLIENT DATA SAMPLE FORM
PROJECT NAME:
A.

SCREENING/INTAKE INFORMATION ON ALL REFERRALS TO THE PROJECT

1.

Client File Code

2.

Referral Date:
D M YR

3. Referral Source For Initial Contact:

m.■••■■

recommended

cdmpulsory

Police. Specify:
pro-charge

post-charge

Court. Specify:
pro-trial

pro-sentence

post-sentence

Corrections/secure custody. Specify:
pre-release

post-release

Corrections/parole. Specify:
pre-release

post-release

Corrections/probation. Specify:
Other. Specify:
4. Cross-Reference File Code:
Source

Code
5.

Client's Name:

6.

Telephone:

7.

Home Address:
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8.
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Language
English
of Choice: ' -- French
Aboriginal Language. Specify:
Other. Specify:

9.
10.
11.

Age:

Less than 18

Specify

Marital Status:
Ethnic Or: igin:

__ Single
__ Separated

18-24
Divorced

-- Widowed
__

25-29

30-39

••■•■

40-64

65+

__ Married
___ Common-law

"To which ethnic group do you or did your ancestors belong?"

__ Aboriginal, Check:

__ Indian
Metis

__ Other. Specify:

.

Inuit

12.

Living Arrangement at Time of Referral:

__ Private residence,
Check:

__ Alone
__ With spouse
_ With family or origin
or other relations
With
friends
__

13.

__ In secure custody (jail, prison, penitentiary)
In a halfway house

__ In a community residential centre (CRC)
No fixed address (on the street)
Other. Specify:

Total Number of Children Under 18 Who are Presently in the Care of
the Client:

14.

Main Occupation:
Check one appropriate category:
Managerial/professional/technical
Clerical
Sales
Service
Farming
-- Fishing/hunting/trapping
Product fabricating/assembling/repairing

15.

Homemaker
Student
Sex Trade related. Specify
Other. Specify:

Current Employment Status, (if client is presently in the labour force)
Employed full-time
Employed part-time
Unemployed

16.

Client's Usual, Main Source of Income:
Paid employment (legal)
Family/spouse employment: source
payments: spouse social assistance
Social assistance for self
(mother's allowance: welfare:
unemployment insurance)

17.

Other Source.
Specify:
Sex Trade related:
Specify:
Illegal activitre-S7.
Specify:
No usual source

Highest Level of Education/Training Completed:
Grade level

Area:

Years Community College Area:
Years University Area:
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18.
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Current legal status:
No Present Involvement with Police
or Courts on Criminal charges
Pre-trial: Court Date:
D M YR
Pre-sentence: Sentence Date
D M YR
On Probation:

On federal parole:
Expiry Date:
D

M YR

On mandatory supervision:
Expiry Date:
D M YR

Expiry Date:
D

On Provincial Parole:
Expiry Date:
D M YR

M YR

D M YR
In Custody: Specify:
Release Date
D M YR

IF IN SECURE CUSTODY:
Yes
19.

Client participates in a temporary absence program
No

Current Offence:
__ Crime Against Person
___ Narcotic/Drug Crime
__ Other Offence. Specify:

20.

Location of Offence:
Northern/Home Community
-

Large Urban
Urban
.Rural

- Northern/Other Community

-

Large Urban
Urban
Rural

____ Not Applicable
____ Sex Trade Related
___ Crime Against Property
Traffic Related
Not Applicable
Southern/Home Community
Large Urban
- Urban
Rural
Southern/Other Community
Large Urban
Urban
Rural

21.

Prior Offence History (Adult Record only);
No prior criminal record
Prior criminal record, but no
custodial sentence

Prior criminal record with custodial
sentence(s).
Check:
Provincial sentence
Federal sentence
Provincial and federal sentences.

•

22.

Project/Client Comparison:

Check Criteria Client Meets:

Project Selection Criteria
YES
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23.
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SCREENING OUTCOME:

Project/Client Acceptance
Yes.

Accepted

DATE:

Planned Start Date:
D M YR

D M YR

Yes. BUT client rejected project:

Reason:
D M YR

No. Project did not accept client. DATE:
D M YR
Specify Reason:

Client did not meet selection criteria.
Other. Specify:

Decision referred to
D M YR
Reason:
24.

Screening Completed by:

11111

MI

111110

C. CLIENT ASSESSMENT — COMPLETE FOR ALL CLIENTS WHO WILL RECEIVE SERVICES FROM TOE
PROJECT'
Date
25. Client Assessment Method(s):
Completed:
By Whom:
Comments:
Personal interview
D

M YR

D

M YR

D

M YR

D

M YR

D

M YR

Testing: Specify:
Official documentation review
Other agency consultation
Other family consultation
26.

Needs Identified:
1.
2.
3,

4.
5.
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27.
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Child Care Arrangements Needed during Project Participation:
No
Yes.

Specify:

Age/Need:

28.

1111111

11111111

Arrangement Made:

Date Assessment Completed:

By:
D M YR

Client
Satisfaction with
Service:

MI lie

D. SERVICE DELIVERY INFORMATION TO BE COMPLETED FOR ALL WOMEN WHO RECEIVE SERVICES FROM
OR THROUGH THE PROGRAM
29.

Date Client Actually Starts Project Program:
D M YR

30.

Project/client Plan:
Objectives:

31.

isaa

Comment:

Nature of Service:
Service:

ime

Planned Activity:

Provided by:

Duration:
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Start
Date

ear

Complete
Date
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E. CLOSING INFORMATION TO BE COMPLETED FOR ALL WOMEN WHO RECEIVED SERVICES FROM THE
PROJECT:

32.

Assessment of Client Progress (refer to project/client plan):
Completed program

Partially completed program
Comments:

Criteria:

33.

Client Satisfaction with Project's Services:
Satisfied

Indifferent

Not satisfied

Client Comments:

34.

Date Client Completed/left the Project
D M YR

35. - Total.Number of Days Client was Involved in Project:

Did not complete program

lag

36.

Complete if follow-up is part of your project model:
Type of follow-up:

Date Planned:

Telephone
D

M YR

D

M YR

D

M YR

Personal interview

M YR

D

M YR

No reason:

Client Follow-up status:
Project Follow-up Indicators:

38.

D

Other. Specify:

Mailed Questionnaire
37.

Review official
records

Date file closed:

Client Status:

By:
D M YR
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CLIENT DATA SAMPLE FORM
A.

SCREENING/INTAKE INFORMATION ON ALL REFERRALS TO THE PROJECT

1.

Project File Code

Fill in your project's reference code for the client.

2.

Referral Date

Fill in the date upon which the referral was made to
your project.

3.

Referral Source

First, check whether the client was recommended to the
project and is therefore contacting the project
voluntarily, or whether her contact is compulsory (i.e.
she has been ordered by the court to participate in your
project).
THEN, check the appropriate category for the agency
referring the client to your project. If applicable,
specify the person who made the referral. Check the
appropriate sub-category for the current stage of
criminal justice processing facing the client.

4. Cross-Reference

Code

If your have access to other agency/official client
documents, fill in the applicable file code and source.

Example:

1788/02/03/86 Prov.

Corrections

5.

Client's Naine

Fill in the client's given name and surname. Include
the name by which the client is usually known by, if
this is different from her legal name.

6.

Telephone

Fill in a telephone number at which the client can be
currently reached.

7.

Home Address

This should be the complete home community address of
the client, including her postal code. In the case of a
client who is in secure custody, -Sill in her community
contact address. The complete address may be important
in case of emergency, and if follow-up is part of your
project model.

,

8.

Language of Choice

Check the language in whiCh the client requires
services.

9.

Age

Determine the client's age by either consulting an
official document at your dispoal from your referrin g .
source, or, ask the client her age. Fill in her aétual
age, then check the appropriate category.

10.

Marital Status

Check the client's current marital status as she
perceives it. Check one category only.
Example: If the client is divorced but is presently
living in a common-law relationship, check common-law.

11.

Ethnic Origin

Ask the client her ethnic origin by posing the question:
TO which ethnic or cultural group do you or did your
ancestors belong?"
Check the appropriate category, as perceived by the
client. If the client does not wish to state her ethnic
status, leave the item blank.,
Note:

12.

13.

14.

us an

uot

Living Arrangement at
the Time of Referral
Total Number of
Children

Check one category only.
In the case of private
residence, check with whom the client is living.
Fill in the number of children the client presently has
in her care.
Fill in the client's main occupation as perceived by
her. Determine the appropriate occupational category
and check it.

Main Occupation

us um es

You may choose to develop further sub-categories to
reflect your project's objectives and target group(s).
For example, if your project is targetted to a
particular ethnic group, you may want to identify that
group.
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15.

Current Employment Status

If in item 14 the client has indicated she participates
in the labour force outside the home, determine her
eMployment status. Please note this includes sex trade
related occupations and institutional employment.

16.

Usual source of Income

Determine the most significant and usual source of
income of the client. Check only one principal
category.
Example: If a client works part time and also receives
mother's allowance, check the category from which she
receives the most money.

17.

Highest Level of
Education/Training
Completed

Fill in the appropriate category by indicating the
highest level achieved and the area of specialization
if applicable.
Examples:
10 Grade Level: General Program
3 yrs Community College: Hotel Management
3 yrs University: B.A.

18.

19.

Current Legal Status

Current Offence:

Determine the client's present legal status by
consulting an official document from either the police,
court, or correctional agency. Check the appropriate
category. Complete this item only if the client is currently
convicted of a criminal offence or is currently serving
If the client is not
sentence on a criminal offence.
currently convicted of a criminal offence check "not
applicable", indicate the offence and the pertinent
section(s) of the Criminal Code. Use only an official
document from the court or corrections for this
information.

11111

19.

Current Offence:
(Continued)

Check the appropriate category for the offence according
to the following criteria (if there is more than one
offence, use the most serious offence):
Crimes Against Person:
Examples: homicide; infanticide; attempted murder;
assault; robbery.
Crimes Against Property:
Examples: theft under $1,000; theft over $1,000; break
and enter; motor vehicle theft; fraud; wilful damage to
property; arson.
Narcotic/Drug Offences: including possession and
trafficking in illegal substances.
Sex trade Related Offences: soliciting; bawdy house.
Traffic Related Offences: impaired driving; negligence.
Other: Specify the offence.

20.

Location of Offence

If the information is not available .f.rom official
documents, consult with the client about where the most
serious offence took place for which she is serving
sentence. If the client is neither charged nor
convicted of an offence, check "Not Applicable".
Check the appropriate community category, then check the
appropriate population sub-category.
Northern/Home Community - a community north of the 60th
parallel, in which the client resided at the time of the
offence.
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(Continued)
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Northern/Other Community - a community north of the 60th
parallel, other than the one in which the client resided
at the time of the offence.
Southern/Home Community - a community south of the 60th
parallel, in which the client resided at the time of the
offence.
Southern/Other Community - a community south of the 60th
parallel, other than the one in which the client resided
at the time of the offence.
Large Urban - 100,000 population or more.
Urban - 1,000 - 99,999 population.
Rural - 9,999 population or less.

21.

Prior Offence History

Complete this item for all clients, regardless of
current legal status. Use an official police, court, or
corrections document as the information source. This
item refers to adult criminal offences only.

22.

Project/Client
Comparison

Your project's selection criteria should appear on the
form. Enter a check mark under "yes" if the client
meets the criteria. If she does not meet the criterion,
enter a check mark under "no". You may provide
comments, if appropriate.

B.

SCREENING OUTCOME

23.

Project/Client
Acceptance

If the client was accepted by the project, check yes,
provide the date of the acceptance and planned start
date.
Examplei A client is accepted by the project 25/05/86,
and is scheduled to start the project 01/06/86.
If the client was accepted by the project, but decided
not to participate, indicate the rejection date and the
reason.
Example: A client was accepted by the project, but
prior to the Start Date the Crown withdrew charges, and
she subsequently withdrew from the project.
If the client was not accepted by project, check no.
provide the rejectUiti date and the reason for rejection.
Ekample: The screening revealed that the client was not
part of the project's target group.
If the client rejected the project, provide the date of
rejection and specify the reason.
Example: A client was accepted by the project but was
transferred to another institution and cannot
participate in the project.
If the decision is being deferred, indicate the date and
reason for the deferral. When a final decision is made,
check the appropriate category above.
Example: A clientes file is incomplete and the decision
is deferred until the outstanding information is
obtained.

24.

Screening Completed By

Fill in your name.
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CLIENT ASSESSMENT
PROJECT

-
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COMPLETE FOR ALL CLIENTS WHO WILL RECEIVE SERVICES FROM THE

25.

Client Assessment
Methods

Check the appropriate category according to the method
through which the client will be assessed. Indicate the
date the assessment was completed and the person
responsible for the assessment.

26.

Needs Identified

List the identified client needs, in order of priority:
Example: 1. vocational skill development
2. life skills counselling
3. employment search assistance
4. substance abuse counselling
5. parenting skill development.

27.

Child Care Arrangements

Check whether child care arrangements are required in
order for the client to participate. Indicate the.agè
of the child and the time period when care is required,
the arrangement made and whether the client is satisfied
with the arrangement made.

28.

Date Assessment
Completed

Fill in the date the assessment of the client was
completed, and the person responsible for managing the
assessment.

11111

D. SERVICE DELIVERY INFORMATION TO BE COMPLETED FOR ALL WOMEN WHO RECEIVE SERVICES FROM
THE PROGRAM

29.

Date Client 'Actually
Starts

Indicate the date upon which the client begins
receiving services from the project.

30.

Client/Project Plan

Identify eabh objective relating to the client's
participation in your project and describe the
activity(s) which will be undertaken. Add any pertinent
comments.

31.

Nature of Service

Once a program plan has been developed for the client,
list each type of service which your project actually
provides or co-ordinates with the client. Use this
section as a log to monitor the client's activities
while she is involved in the project.

Example:
Service
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E. CLOSING INFORMATION TO BE COMPLETED FOR ALL WOMEN WHO RECEIVE SERVICES FROM THE
PROJECT
32.

Assessment of Client
Progress

Indicate whether the client completed the project/client
plan by referring to the plan and log developed above,
or whether she left the project. In the written
commentary, indicate the criteria upon which you are
assessing the clients progress.

33.

Client Satisfaction

Before the client leaves the project, determine her
degree of satisfaction with the service you have
provided. Add any special comments (negative and
positive) she stated.

34.

Date Client Left Project

Fill in the data upon which the client stopped
participating in project.

35.

Total Number of Days
Client In Project

Calculate the total number of days the client was
involved in the project, by counting the number of days
from the actual start date to the date the client ended
her participation.

36.

Follow-Up Planned

If follow-up is part of your progam model indicate
whether follow-up with the client will be carried out.
If yes, specify the type of follow-up required and the
date upon which it is planned.
Example: Your program model may require follow-up with
the client at one month after her participation in the
project is completed. Describe what you intend to do.
If follow-up is usually part of your program, but
follow-up is not planned for the client, indicate the
reason.

37.

Client Follow-Up

When follow-up is carried out, describe the client's
status according to the project follow-up indicators you
have developed.

Example: One of your project follow-up indicators is
whether the client has been arrested by the police since
participating in the project. You consult with your
police liaison to determine the client's status.
38.

Date File Closed
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If no further action is planned, close the file and
indicate the date on which it was closed. The person
responsible for closing the file should sign the form.
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SAMPLE FORM
STAFF/VOLUNTEER WEEKLY ACTIVITY FORM
PROJECT NAME:

1.

Name:

2.

Check one:

3.

Activities for the Week of:

Staff

Volunteer/Student
to
M

4.

D YR

Number of Hours

Activities

M D YR
Activities

Number of Hours

Direct Services to Clients:
Contacting new Clients

Co-ordination/liaison
with Referral Sources

Services:
Recruitment, Training and
Supervision of Volunteer/
Students
Consultation/Client
Management Meetings

Supervision of Staff,
Staff Meetings

Follow-up with Clients

Project Administration
(financial management, progress
reports, budgeting)

TOTAL

DIRECT SERVICES:

Public Relations and Information Dissemination
5.

TOTAL WORKING HOURS

6.

Comments:

THIS WEEK:
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STAFF VOLUNTEER WEEKLY ACTIVITY SHEET

Note: This form should be completed on a weekly basis by all staff and volunteers.
and volunteers are advised to keep a daily record of their activities to ensure the
accuracy of this information.

Staff

1.

Name

Fill in your name.

2.

Staff/Volunteer/Student

Check the appropriate category.
Note: You may further distinguish between categories,
if it is useful to your project.

3.

Activities for the Week of... The first date should be the Monday of the week you are
reporting. The last date is the Sunday of the week.
This format should be followed regardless of the actual
days you worked..

4.

Activities

Record the number of hours you spent in each activity
category. Round your time to the nearest half hour.
(For example, if you worked 10 hours and 20 minutes,
count this as 10 and 1/2 hours.
Contacting New Clients refers to Lime spent recruiting
clients; collecting client background information and
preparing client assessments.
Services refers to time spent providing services and
programs to accepted project clients.
Indicate the
amount of time spent in service subcategories applicable
to your project.
Example: Individual Counselling
Group Counselling

25 hours
5 hours.

Consultation/Client Management Meetings refers to any
meetings you may have with other staff, volunteers,.or
referral sources concerning a client's program.

4.

Activities (Continued)

Follow-Up with Clients refers to any follow-up
activities (such as telephone calls, interviews,
questionnaires) with clients who have completed the
project.
Co-ordination and liaison with referral sources refers
to time spent meeting, planning and co-ordinating client
activities with your project referral sources, such as
the police, courts, other community agencies.
Recruitment, training and supervision of volunteers/students refers to time directly spent instructing
staff, preparing staff evaluations or participating in
staff meetings (other than client management meetings).
Project administration includes all administrative
related activities including financial management,
prepring reports, budgetting, reporting to the board or
program sponsors.
Public relations and information dissemination refers to
any activities involving communicating with the public
i.e. speaking arrangements, displays, public seminars,
handing out brochures, and includes the time spent
preparing for these activities.

5.

Total Working Hours
This Week

6 , Comments

Compile the total number of hours you spent in the above
activities. Note: this does not include lunch hours.
If you feel the information you have provided requires
any clarification, or if you wish to comment on whether
you think your time was spent effectively this week,
write your comments here.
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SELF-EVALUATION STAGE II:
ON DAILY ACTIVITIES

-

COLLECTING INFORMATION

COMMUNITY DEVELOPMENT PROJECTS
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SAMPLE FORM
COMMUNITY RESOURCE DEVELOPMENT DATA COLLECTION FORM
A.
1.

COMMUNITY RESOURCE PROFILE

Date
D M YR

2.

Resource Name:

3.

Address:

4.

Telephone:

5.

Contact Person(s):

6.

Information Source(s) Used in Preparing this Profile:

Position:

Tel. Ext.

Interview with staff members. Specify:
Interview with organizational board members. Specify:
Organizational reports, pamphlets, newletters
Other. Specify:

OM OM al MI

7.

Type of Organization:
Public. Specify:
federal
provincial/territorial
municipal
Indian Band
Tribal Council
Private. Specify:
non-profit or charity
business
Fixed-term project.
Other

8.

,

Specify:

Specify:

General Mandate:
Public Education/Advocacy
Research
Business
Service Delivery , Specify:
Target Group:
Points of Intervention:
Type(s)

of Intervention:

Other Delivery Features:
Other. Specify:
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Organization has ar.1 official mandate specific to women in conflict with the law:
Yes

No

If yes, Specify:
COMPLETE ITEMS 10 17 IF THE ORGANIZATION HAS AN EDUCATION/ADVOCACY/RESEARCH FOCUS:
-

10.

Co-ed Activities Undertaken by this Resource:
Type:

Target Group(s)

Scope*

national; provincial/territorial; local community; other, specify.
11.

Activities Specifically Targetted to Women Undertaken by this Organization:
Type:

Target Group(s)

national; provincial/territorial; local community;
other, specify:

Scope*

MI Ile

12.

Total Staff/Volunteers:
Staff

Volunteers

13.

Estimate of the Percentage Resource Activities Spent on the Public Education/
Advocacy/Research of Women's Issues:
Source:

14.

Comments:

COMPLETE ITEMS 15 22 IF THE ORGANIZATION HAS A SERVICE DELIVERY FOCUS:
-

15 , Co-ed Services provided by this organization:

Type:

16.

Target Croup

Average Caseload

Specific Services for Women Provided by this Resource:
Type:

Target Croup

Average Caseload

MN UN
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Scope of Services:
17.

Total Caseload per year:

19.

Average Caseload per Staff:

20.

Total Volunteers:

21.

Estimated % of Staff Time Spent on Delivering Services to Women:

18.

Total Staff:

Activities:

Total:
22.

Comments:

23.

Our Project's Objectives in Dialoguing with this Community Resource:

11111111

Olt MIR

B. COMMUNITY RESOURCE DIALOGUE
Note:

24.

Add

to this form each time the organization is contacted thrpugh the project

Contact
Date:

Log
Type

of Contact

With Whom

Objective

Assessment

■■■■•
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C.

COMMUNITY DEVELOPMENT OUTCOME

25.

Changes within this organization resulting from our project activities:
Date:

Result:

Assessment:

OM MI fall MI

SAMPLE FORM
COMMUNITY INFORMATION DISSEMINATION SAMPLE FORM
A. INFORMATION DISSEMINATION LOG
(Complete a separate log for each objective and target group.)
1.

Information Dissemination Objective:

2.

Target Group/Size:

3.

Information Dissemination Description/Assessment
Date:

Location:

Method:

Content:

Volume:
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B. INFORMATION DISSEMINATION OUTCOME
4.

Response of the Target Group to the Information Dissemination
Date/Assessment

•IIII

OM UM

COMMUNITY RESOURCE DEVELOPMENT SAMPLE FORM
COMMUNITY RESOURCE PROFILE

A.

1L, Date

Fill in the date upon which this file is being opened.

2.

Resource Name

Fill in the official title of the organization.
If the
organization is usually referred to by an acronym, add
this in brackets after the proper title.

3.

Address

Fill in the complete address of the organizatiipn,
including its postal address (if different from its
location) and postal code.

4 , Telephone

Fill in the organization's telephone number, including
the area code if it is different from your local code.

5.

Contact Person(s) Position
Tel. Ext.

Fill in the complete name(s) of the key person(s) you
expect to be dealing with. Include the person's
position within the organization and telephone number
and/or extension, if different from the main number.

6.

Information Source(s)

Check the sources of information which are being used to
prepare this profile. You may check more than one
category.

7.

Type of Organization .

Check one appropriate category only.
Note that
fixed-term projects include those funded by either
public and/or private monies.

8.

General Mandate

Describe this rèsource's official mandate. This should
be derived from official document(s) or authorized
statements from the resource's directors or, where
applicable, board.
Check the category which best describes the principal
orientation of the resource. Check one category only.
In the case of service delivery projects,
describe the target group.
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8.

General Mandate
(Continued)

Briefly describe the points of intervention, such as:
pre arrest; arrrest; bail, court process; pre sentence;
post sentence custodial; post-sentence community post
sentence custodial; pre-release/transitional;
post-release/transitional.
-

-

THEN briefly describe the type(s) of intervention
provided, such as legal assistance, substance abuse
treatement; shelter; life skills; vocational training;
employment placement assistance; employment; substance
abuse treatment; parenting; shelter.
FINALLY, describe any additional service delivery
features, such as •the intervention time frame (i.e.
crisis intervention: 3 week program); capacity.
9.

Organization's Official
Mandate

Check yes only if the organization has an officially
stated mandate concerning women in conflict with the
law. State this mandate.
Complete 10-17 only if this resource's principal mandate
is in public education/advocacy or research

10.

Co-ed Activities

Describe the activities undertaken by the resource which
are related to persons in conflict with the law,
regardless of sex.
Examples: produces a monthly newsletter containing a
column on criminal justice issues; produces periodic
bulletins concerning crime statistics in Canada.
THEN indicate the target group to which these
activities are directed.

10.

Exameles: general public: personnel involved in the.
criminal justice system.

Co-ed Activities
(continued)

THEN indicate the scope of this resource's activities,
whether national, provincial/territorial or local
community oriented.
11.

Activities Specifically
Related to Women

Describe the type of activities carried out by this
organization which specifically deal with the concerns
of women.
Example: Distributes a brochure outlining available
employment and vocational training opportunities for
women.
THEN describe the target group.
Example: Women re-entering the labour force after a
period of absence.
FINALLY, describe the scope of the resource's »activity..
Example: provincial.

NM
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12.

Total Staff/Volunteers

Indicate the number of staff and volunteers currently
utilized by this resource.

13.

Estimate of % Resource
Activities on Women's
Issues

This estimate should be derived from the assessment of
the overall activities of the resource. Indicate the
source of the estimate (i.e. annual report, interview
with director, your own assessment).

14.

Commentà

State any other information you consider pertinent to
the resource file.
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15.

Co-ed services
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Describe the types of activities undertaken by this
organization which are provided to its cleints.
Example: alcohol treatment program.
THEN describe the target group to which this service is
directed.
Example: persons convicted of alcohol-related driving
offences.
FINALLY, indicate the average caseload for the service.
Specify the time measure upon which this figure is
based.
Example: 20 clients per session.

16.

Specific Services
for Women

Complete this section if the resource provides services
specifically targetted to women:
Describe the type of service provided.
Example: parenting skills seminar.
THEN describe the target group.
Example: single mothers.
FINALLY, describe the average caseload for the service.
Specify the time measure upon which this figure is
based.
Example: 15 clients per seminar.

17.

Total Caseload per year

State the total number of clients (regardless of gender)
the resource handles per year.

18.

Total Staff

State the total number of staff employed by the
resource.

19.

Average Caseload

State the average client caseload per staff for the
previous year.

20. 'Total Volunteers

State the total number of volunteers utilized by the
resource, and briefly describe the activities in which
they are active.

21.

Estimated % of Staff Time
Spent Delivering Services
for Women

This estimate should be derived from the assessment of
the overall activities of the resource. Indicate the
source of the estimate (i.e. annual report, interview
with director, your own assessment).

22.

Comments

State any other information you consider pertinent to
the file.

23.

Project Objective(s) in
Dialoguing

State the objective(s) of dialoguing with this resource,
if you intend to contact it, i.e. disseminate
information to it, involve it in workshops, etc.
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24.
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Contact Log
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Each time the resource is contacted, the contact should
be documented.
Enter the date upon which the contact was made by
entering the month, then date, then

year.

THEN fill in the type of contact.
Examples: telephone call, meeting, letter.
THEN indicate with whom the contact was made.
Examples: board of directors, coordinators.
THEN state your objective in contacting the resource.
Example: provision of a workshop on local employment
strategies for women in conflict with the law.
THEN briefly assess or describe the result of the
contact.
25.

'
Changes within the
Organization Resulting
from Project Activities

At periodic intervals best suited to your project,
assess whether your activities mobilized this'resource.
Also provide an assessment of no apparent changes, or
possible negative changes.
Examples:
- concrete results, such as new program development,
formation of self-help groups.
-.perceived changes in attitudes, and increased
awareness of the problem situation.

•

A.

NOTE:
1.

COMMUNITY INFORMATION DISSEMINATION SAMPLE FORM

DISSEMINATION LOG

Complete a separate log for each objective and target group.
Information Dissemination
Objective

State the information dissemination objective described
in your project description.
Exampe: To inform Native women about legal aid
services available in their community.

2.

Target Group

Describe the target group and size.

3.

Information Dissemination
Description/Assessment

Document each information dissemination activity related
to this objective.
FIRST, enter the date upon which the information
dissemination activity took place.
THEN, under location, indicate where the activity took
place (city or town and actual location).
THEN, indicate the method used to dissemination the
information.
Examples: distribution of brochures, pamphlets,
workshops, media coverage.
THEN, under content, describe topics on which
information was provided.
Exam?les: project prepared description of local
services available to Native women in conflict with the
law; provincial brochure on legal aid services.
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3.

Info. Diss.
(Continued)
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THEN, under volume, describe the number of persons
reached by. the information dissemination activity.
Example: 300 pamphlets distributed: 35 workshop
participants.

4.

Response of the
Target Group

At periodic intervals best suited to your project,
assess the response of your target group to your
Comment on
information dissemination activities.
whether any changes to the content or approach(es) used
resulted from target group feedback.
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STAGE III:
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SUMMARIZING THE DAILY ACTIVITIES INFORMATION
SERVICE DELIVERY PROJECTS

SUMMARY REPORT FORM - SERVICE DELIVERY PROJECTS
1.

Project Name:

2.

Reporting Period: From

TO
D M YR

3.

Report #

4.

Approved by

of _ _

D

M YR

Reports
Date:
D M YR

Me

OBI UM Me MI MIN Mill

MN MS MP

an MI
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A.

1111111

I! IIIIIII

OBJECTIVE/ACTIVITIES REPORT FORM

(Complete one Section A form for each objective)
5.

Objective:

6.

Target Group:

7.

Planned Associated Activities

8.

Problem(s)

Actual Activities Carried out

Proposed Solution(s)

Approved

Implemented

By/Date

/Date

MIR

B.

CLIENT STATISTICS

10.

Number of Clients Being Served at end of Reporting Period:

11—

Number of New Clients Accepted this Reporting Period:

12.

Number of Clients Not Accepted this Reporting Period:
Number/Reasons:

13.

Number of Clients who Completed the Project this Period:

14. Number of Clients who Withdrew from the Project this Period:
15.

IMIIII

Comments:
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C. SERVICE DELIVERY SUMMARY

16.

Client/Target Croup Comparison:
Target Croup Characteristics:

17.

Client Follow-Up Report

Actual Client Profile:

D.

PERSONNEL RESOURCE UTILIZATION STATISTICS

18.

Total Number of Staff:

19.

Total Number of Volunteers:

20.

Activity

21.

Personnel Resource Plans for Next Reporting Period:

% of Hours
in Activity

Problems

MI • MI UM UM ION MI MS UM OM MI MIMI

Solutions

111•11 11111111 111111

E. PROJECT SUMMARY
22.

Project Progress Assessment this Reporting Period:
Most Important
Accomplishment(s): .

Problem(s):

Solution(s):

23.

Are Adjustments to the Project Description Required?
Yes

No
—
If Yes, Specify:

24 , Activity Plan for Next Reporting Period:

Objectives:

25.

Plan Approved by:

Activity(ies):

Date:
D

M YR
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SUMMARY REPORT FORM — SERVICE DELIVERY PROJECTS
1. .Project Name

Fill in your project title, as it appears in your
project description.

2.

Reporting Period

Fill in the first and last dates for the reporting
period you are covering.

3.

Report #...

Indicate the report number for the total number of
interim and final reports you are expected to prepare
concerning your project.

4.

Approved by:...

Usually, your Project Summary should be approved by the
project management and or the project board.

A.

OBJECTIVE/ACTIVITIES REPORT FORM

5. .Objective

Specify the objective you wanted to achieve, as it is
stated in your project description.

6.

Target Group

Specify the target group to which the objective is
directed.

7.

Planned Associated
Activities...

List the planned activities which you wanted to
undertaken to reach your objective.

Actual Activities...

THEN, summarize the actual activities you carried out
Include
(using your information collected in stage 2).
activities which were not planned bu which were added
over the course of the reporting period. All
activities, whether successful or not, should be listed.

8.

Problem(s)...
...Solution(s)0

Identify any specific problem(s) which were encountered
in carrying out the above activities.
THEN, state the solutions which were proposed, and
subsequently implemented.
If the problem was not satisfactorily resolved, you may
wish to provide additional comments or information in
the following information field.

9.

Cômments

Add any additional pertinent comments.
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B. CLIENT STATISTICS
10.

No. of Clients
Being Served

Fill in the total number of active cases existing on the
last reporting day of the reporting period.

11.

No. of New Clients

Fill in the number of new clients served from the first
to the last day of the reporting period.

12.

No. of Clients Not
Accepted

Fill in the number of clients not accepted by the
project.
Indicate the reasons and the corresponding
number of clients accoraTF,i—E-6 the categories you
developed on the Client Data Collection Form.

13.

No. of Clients Who
Completed

Fill in the number of clients who completed the project
from the first to the last day of the reporting period.

14.

No. of Clients Who
Withdrew

Indicate the number of clients who withdrew from the
project from the first to the last day of the reporting
period.

15.

Comments

Add any additional pertinent comments. This may include
other summary information such as client satisifaction
with the service provided.

C. SERVICE DELIVERY SUMMARY
16.

Client/Target
Group Comparison

List the target group characteristics
in your project description.

whiCh

are located

THEN, summarize your actual client profile, using the
information you have collected on the Client Data
Collection form. •
17.

Client Follow-Up Report

rim am um mil

Mal MI IBM

If follow-up is part of your project description,
provide a description and assessment of your project's
results to date.
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D.

PERSONNEL RESOURCE UTILIZATION STATISTICS

Note: This summary is based upon the Weekly Activity Sheets completed by staff and
volunteers.
18.

Total Number of Staff

Indicate the total number of staff who were employed by
the project. NOTE:
You may specify the category (i.e.
project manager, case management personnel, contract
personnel, etc.)

19.

Total Number of Volunteers

Indicate the total number of volunteers who participated
in the project.
You may specify the category of
volunteer (i.e. Board member, administration, service
delivery, etc.).

20.

Activity...

List category of activities which are listed on your
project's weekly activity sheet.

Solutions
THEN, indicate the % of total hours spent by staff and
volunteers combined in each activity. This is
calculated as follows:
total hours in activity X 100
total hours all staff &
volunteers.
THEN, specify any problems (and solutions) associated
with your personnel. utilization activities.
21.

Personnel Resource Plans

State your plans regarding personnel utilization. This
may include any training you will be offering, new
positions, changes in functions and changes in the
allocation of time to various activities.

E. PROJECT SUMMARY
22.

23.

1111.11

Project Progress
Assessment...
Most Important
Accomplishment(s)

State what you consider to be the project's most
important accomplishments for this reporting period.

Problem(s)

If the project encountered a problem(s) in carrying out
its activities, summarize the most important aspects of
this problem(s).

Solution(s)

Summarize how the problem(s) listed above was dealt
with, or will be dealt with if it persists.

Adjustments to the
Project Description

Indicate whether you intend to adjust the project
description. Specify the nature of'the adjustment, and
the reason(s).

24 , Activity Plans

State the specific objectives and associated activities
which you intend to work toward for the next reporting
period.

25.

Usually, your project's summary report and associated
plan should be approved by a representative of the
Ministry oE the Solicitor General.

Approved by... Date
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SUMMARIZING THE DAILY ACTIVITIES INFORMATION COMMUNITY DEVELOPMENT PROJECTS
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SUMMARY REPORT FORM

MIR

-

11111111

NIP OM

Project Name:

2.

Reporting Period: From

to
D M YR

Report #

4.

Approved by:

of

•

COMMUNITY DEVELOPMENT PROJECTS

1.

3.

MI MI

D M YR

Reports
Date:
D M YR

MIR MN MR

A.

OBJECTIVE/ACTIVITIES REPORT FORM

(Complete one Section A for each objective)
5, Target Group:
6.

Objective:

7.

Planned Associated Activities

Proposed Solution(s)

8. - Problem(s)

9.

Mal NM MI

Actual Activities Carried out

Approved
By/Date

Comments:

1111111
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Implemented
/Date
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B.
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COMMUNITY DEVELOPMENT SUMMARY
Community Resource Statistics

of Community Resources contacted:

10.

#

11.

Community Resources Profile

12.

Describe and assess your project's activities in dialoguing with these resources:

C. INFORMATION DISSEMINATION SUMMARY
Information Dissemination Statistics:

,

13.

# of Information Dissemination Events:

14.

Description (categorized by type; location; method; content & volume)

15.

Describe and assess the results of your information dissemination activities

1111111•11111111111111MMIII1111111111111111111111111111111111111.1111.11111IIIIILIIIIIIIIIMMI
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D.

PERSONNEL RESOURCE UTILIZATION STATISTICS
Complete one form per reporting period

16.

Total Number of Staff:

17.

Total Number of Volunteers:

18.

Activity

19.

Personnel Resource Plans for Next Reporting Period:

% of Hours
in Activity

Problems

Solutions

E. PROJECT SUMMARY
20.

•

Project Progress Assessment this Period:
Important
Accomplishment(s):
Most

Problem(s):

Solution(s):
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21.
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Are Adjustments to the Project Description Required?
Yes

No

If Yes, Specify:

22.

Activity Plan for Next Reporting Period:
Objectives:

23.

Approved. by:

Activity(ies):

SUMMARY REPORT FORM

-

COMMUNITY DEVELOPMENT PROJECTS

1.

Project Name

Fill in your project title, as it appears in your
project description.

2.

Reporting Period

Fill in the first and last dates for the reporting
period you are covering.

3.

Report #...of...

Indicate the report number for the total number of
interim and final reports you are expected to preparing
concerning your project.

4.

Approved by:...

Usually, your Summary Project should be approved by the
project management and or the project board.

A.

OBJECTIVE/ACTIVITIES REPORT FORM

NOTE_:

COMPLETE A SEPARATE FORM FOR EACH OBJECTIVE LISTED IN YOUR PROJECT DESCRIPTION

5.

Objective

Specify the objective you wanted to achieve, as it is
stated in your project description.

6.

Target Group

Specify the target group to which the objective is
directed.

7.

Planned Associated
Activities...

List the planned activities which you wanted to
undertaken to reach your objective.

Actual Activities...

THEN, summarize the actual activities you carried out
(using your information collected in stage 2). Include
activities which were not planned bu which were added
over the course of the reporting period. All
activities, whether successful or not, should be listed.
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8.

Problem(s)...
...Solution(s).

Identify any specific problem(s) which were encountered
in carrying out the above activities.
THEN, state the solutions which were proposed, and
subsequently implemented.
If the problem was not satisfactorily resolved, you may
wish to provide additional comments or information in
the following information field.

9.

Comments

Add any additional pertinent comments.

•

B.

COMMUNITY DEVELOPMENT SUMMARY

10. # Of Community

Resources Contacted

State the number of community résources which you have
contacted over the reporting period:

11 ..

Community Resource Profile

Provide a brief summary of the types of community
resources available. You may wish to append copies of
your Community Development Resource Profile forms.

12.

Dialoguing Activities

Summarize the outcome(s) of the activities you have
undertaken with these communicy resources.

•

C. INFORMATION DISSEMINATION SUMMARY
13.

# Of Information
Dissemination Events

State the total number of information dissemination
events carried out over the reporting period.

14.

Description

Provide a summary description of the type(s) of
activities carried out; the location, method, content
and volume. If applicable, append copies of the
disseminated information.

15.

Describe and
assess the results

Summarize the results of,your information dissemination
activities, including recipient feedback, any changes in
the community, etc.

D.

PERSONNEL . RESOURCE UTILIZATION STATISTICS

Note: This summary is based upon the Weekly Activity Sheets completed by staff and
volunteers.
16.

Total Number of Staff

Indicate the total number of staff who were employed by
the project. NOTE: You may specify the category (i.e.
project manager, case management personnel, contract
personnel, etc.)

17.

Total Number of Volunteers

Indicate the total number of volunteers who participated'
in the project. You may specify the category of
volunteer (i.e. Board member, administration, service
delivery, etc.).

18.

Activity...

List category of activities which are listed on your
project's weekly activity sheet.

Solutions
THEN, indicate the % of total hours spent by staff and
volunteers combined in each activity. This is
calcualted as follows:
total hours in activity X 100
total hours all staff &
volunteers.
THEN, specify any problems (and solutions) associated
with your personnel utilization activities.
19.

Personnel Resource Plans

State your plans regarding personnel utilization. This
may include any training you will be offering, new
positions, changes in functions and changes in the
allocation of time to various activities.

E.

20.

° PROJECT SUMMARY

Project Progress
Assessment...
Most Important
Accomplishment(s)

State what you consider to be the project's most
important accomplishments for this reporting period:

Problem(s)

If the project encountered a problem(s) in carrying out
its activities, summarize the most important aspects of
this problem(s).

Solution(s)

Summarize how the problem(s) listed above was dealt
with, or will be dealt with if it persists.

23.

Adjustments to the
Project Description

indicate whether you intend to adjust the project
description. Specify the nature of the adjustment, and
the reason(s).

24.

Activity Plans

State the specific objectives and associated activities
which you intend to work toward for the next reporting
period.

25.

Approved by... Date

Usually, your project's summary report and associated
plan should be approved by a representative of the
Ministry of the Solicitor General.
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