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IMPACT ASSESSMENT GUIDELINES
Step-by-Step Instructions
1. Content
These guidelines contain the various steps to be carried out for the impact assessment of the Entrepreneurship Training Workshop and its impacts. 
The assessment package contains the following documents:
	Guidelines for conducting the assessment
	When to use?

	Quick-Start Guide
File Name: Quick-Start-Guide
	When the assessment is initiated

	Impact Assessment Guidelines (this document)

File Name: Assessment Guidelines
	

	Forms needed before the start of the training
	

	Application Form for Participants

File Name: Form1-Application Form
	Soliciting applications

	PEC Scoring Matrix

File Name:Form2 -PEC Scoring Matrix
	At the PEC interviews

	Learning and Impact Expectation Form

File Name: Form3-Expectation Form
	Just before the training starts (e.g. first day of workshop)

	Form needed at the last day of the training
	

	Course Evaluation Form

File Name: Form4-Course Evaluation Form
	Just after the training ended (e.g. last day of the workshop)

	Forms needed 4 months after the training

	Post-Training Learning and Impact Evaluation Form for EMPRETECOS (4 months)
File Name: Form5-Post Training I&E Form (4 months)
	4 months after the end of the training

	PEC Scoring Matrix (4 months)
File Name:Form6 -PEC Scoring Matrix (4 months)
	4 months after the end of the training

	Post-Training Assessment Form for EMPRETECOS (4 months)
File Name:Form7 –EMPRETECOS Assessment Form (4 months)
	4 months after the end of the training

	Forms needed 8 months after the training

	Post-Training Learning and Impact Evaluation Form for EMPRETECOS (8 months)
File Name: Form8-Post Training I&E Form (8 months)
	8 months after the end of the training

	PEC Scoring Matrix (8 months)
File Name:Form9 -PEC Scoring Matrix (8 months)
	8 months after the end of the training

	Post-Training Assessment Form for EMPRETECOS (8 months)
File Name:Form10 –EMPRETECOS Assessment Form (8 months)
	8 months after the end of the training




All Questionnaires can also be accessed online. The following tables give an overview of the questionnaires, the Internet links and who should fill-in the questionnaire.
	Description of document
	Who should fill-in the questionnaire?

	Application Form for Participants

http://www.questionpro.com/akira/TakeSurvey?id=1123800
	The ETW participant or somone from the EMPRETEC Centre

	PEC Scoring Matrix

http://www.questionpro.com/akira/TakeSurvey?id=1123924
	Only someone from the EMPRETEC Centre

	Learning and Impact Expectation Form

http://www.questionpro.com/akira/TakeSurvey?id=1123929
	The ETW participant or somone from the EMPRETEC Centre

	Course Evaluation Form

http://www.questionpro.com/akira/TakeSurvey?id=1123940
	The ETW participant or somone from the EMPRETEC Centre

	Post-Training Learning and Impact Evaluation Form for EMPRETECOS

4 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124876
8 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124882
	The ETW participant or somone from the EMPRETEC Centre

	PEC Interview Scoring Matrix 

4 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124820
8 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124822
	Only someone from the EMPRETEC Centre

	Post-Training Assessment Form for EMPRETECOS

4 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124803
8 Months: http://www.questionpro.com/akira/TakeSurvey?id=1124816
	The ETW participant or somone from the EMPRETEC Centre


There are two ways of collecting the data:
1) Participants fill-in hard copies of the questionnaire and hand them to the respective centre. Each centre is then responsible to enter the data for each participant online via the online questionnaires

2) Participants directly fill-in some of the questionnaires online (this requires them to have Internet access). Participants can fill-in three forms online: the Application Form for Participants; the Learning and Impact Expectation Form; and the Course Evaluation Form.

Please note that the PEC Scoring Matrix needs to be filled-in and submitted by someone from the EMPRETEC centre, as those questionnaires are based on the review of the application forms and the PEC interview.
IMPORTANT NOTE:
Please make sure that each participant’s name is stated on the different forms and questionnaires, as well as the name of your country (as EMPRETEC centres from different countries participate in the impact assessment). This ensures that all questionnaires can be identified and attributed to the same person. Please note that any personal information will be kept separately from the questionnaires in a secure adatabase (IDs will be generated for each questionnaire and case). The subsequent analysis will be in an anonymised form.  
2. Description of Documents

The purpose of this guide is to provide common rules and steps for all centres for the conduct of the impact assessment. Although it provides for the various steps to be implemented by the respective centre, each centre will have sufficient flexibility to adapt the procedures to its respective conditions and needs.
1) Application Form for Participants

The application form is divided into two major parts, the first part on the personal background of the applicant and the second part on the applicant’s current or future business. 
The first part –applicant’s personal background- is based on the application forms used by various centres. At its core are background and motivational questions that influence entrepreneurial behaviour. This information is required to assess to what extent variations in different applicants’/ participants’ PECs are due to different backgrounds and experiences and to what extent the training course makes a difference. The background information from as many applicants as possible thus is crucial for the assessment.

The second part –applicant’s business background- aims at collecting key information on the current or intended business. It also includes information on the current business performance, which will serve as the basis for measuring potential impacts. In the re-assessments four and eight months later, it will be checked to what extent performance has changed. A consistent improvement across participants across countries is an indication for a positive effect of the ETW.
For some participating centres, the questionnaire might seem lengthy with many questions, but we need this information in order to make any statements on the impact of the ETW. It is thus important that applicants provide as much information as possible.
2) The PEC Scoring Matrix

The purpose of the PEC Scoring Matrix is to capture the applicant’s PEC scores for all 10 PECs. Please note that this form is only to record information. All centres should continue using their current PEC assessment method and interview techniques. Even if this method differs across countries, the only important thing is that the pre-training assessment of the PECs is done in the same way as the follow-up re-assessment.

3) The Learning and Impact Expectation Sheet

The Learning and Impact Expectation Sheet should be filled-in by applicants before the training takes place. Its aim is to collect information on applicants’ expectations, what they want to get out of the course and their needs. It also asks them about the expected impacts on their business. This will be re-checked again at the follow-ups to see to what extent the expectations have been met or came true.

4) The Course Evaluation Sheet

The Course Evaluation Sheet should be filled-in at the end of the training workshop (last day) before it closes. It collects participants’ opinions about the quality and satisfaction of the course. It also measures to what extent the learning expectations mentioned before the course in the Learning and Impact Expectation Sheet were met. Finally, it asks participants to re-evaluate the expected impacts of the training on their business and to what extent the course might help them in this regard. The comparison between the pre-training expectations and the post-training course evaluation allows us to analyse to what extent the ETW meets expectations and thus clients’ demands.
5) Post-Training Learning and Impact Evaluation Form for EMPRETECOS

The purpose of this form is to obtain a subjective evaluation from EMPRETECOS whether and to what extend the ETW has impacts on their entrepreneurial behaviour and business performance. The form also helps to evaluate to what extent EMPRETECOS’ expectations and judgements about the usefulness of the workshop are met in reality. 

The first part covers questions on the extent to which the training material and workshop concepts are used in the business. It also contains questions on EMPRETECOS’ perceptions about improvements and usage of the different PECs. The PEC-Reassessment interviews to be conducted with the former participants then help to evaluate to what extent personal judgements are met in reality.

The second part of the form relates to the perceived impacts on a) running the business and b) the performance of the business. Most of the questions were already asked just at the end of the workshop to see to what extend changes in management style and business performance were as expected. The same information is now re-visited 4 and 8 months later and serves as an indication on whether the ETW has a perceived impact in reality.

6) PEC Interview Scoring Matrix Reassessment

This is the same Matrix used to assess applicants’ PECs before the ETW. It is used for the re-assessment of the PEC score through interviews 4 and 8 months after the ETW ended. They collect the core information needed for the Impact Assessment.

7) Post-Training Assessment Form for EMPRETECOS

This questionnaire is very similar to the Application Form used in the Pre-Training Assessment Phase. It is much shorter as it focuses mainly on indicators on business performance.

It will be used to track businesses’ performance over time and tries to evaluate whether any changes might be due to the ETW. It also serves to check whether expected business performance (as expressed before the workshop) was actually met in reality. Although this information, in the absence of a control group, is still not “safe” for attributing performance changes to the training, it helps to obtain a general overview of trends in business performance and whether they are rather due to the business environment or to the management style
3. Steps for Conducting the Impact Assessment
This section describes the various steps of carrying out the impact assessment on the ground.

( STEP 1: INITIATION/ START OF THE IMPACT ASSESSMENT

Each centre should start the impact assessment as soon as possible, preferably for the next ETW that will take place. If the time is too short for the next ETW to use the new forms (e.g. if, for example, some applicants have already filled-in your centre-specific forms), please start the assessment for the subsequent ETW. It is important that all applicants and participants for one ETW are covered under this methodology and fill-in the same forms.

( STEP 2: INVITING APPLICANTS/ USING THE NEW FORMS

Each participating centre should follow the same pre-training procedures as currently, with the difference of using the new application forms. Whenever you have direct contact with applicants, please mention the intended impact assessment and the importance of their participation in the follow-ups. This should also be made clear before the training. If applicants approach you about the confidentiality of their information, please assure them that all information will be strictly confidential and nothing will be passed on to third parties. This is important to especially get their information about their business performance, etc. 

( STEP 3: INDENTIFY SUITABLE CANDIDATES

Please make sure that the application forms received are complete. If necessary, follow up on missing information, which can best be done before the PEC interviews which provide a face-to-face communication with applicants and thus increases their confidence level. 
Note: Please also keep those application forms of applicants who were not selected by you/ who did not qualify as they will serve as a control group for the assessment. The information they provided in the application form is very important, please do not discard of them!
( STEP 4: PEC ASSESSMENT
For the PEC assessment, please use your current methodology. There will be no universal approach for all centres, as the only important thing is that your pre-training PEC assessment is carried out in the same way as the follow-up re-assessment. You can thus do the assessment before the training or at the training. Please make sure to record all PEC scores for all 10 PECs individually in the PEC Scoring Matrix as well as the overall score. 

The PEC interview/ assessment is a good opportunity to make sure all required information in the Application Form is provided or to ask applicants to fill out Part II of the Application Form should you have sent it out separately. 

Note: One of the most important issues you should mention at the PEC interviews is the importance of applicants’ availability for the follow-ups 4 and 8 months later. It is crucial that we have as many participants (best would be all) who participated in the ETW to also participate in the follow-ups. If too many participants do not participate in the follow-ups, we get a selectivity bias (as only the motivated ones will do the follow-ups, which will skew the results, especially if the sample number is small). PLEASE URGE ALL PARTICIPANTS TO BE AVAILABLE FOR THE FOLLOW-UPS!
Once all participants have been identified and confirmed their participation, the data from the application forms, scoring matrix and PEC scores should be captured. You have two options:

1) Enter the data yourself in the online questionnaires 

OR

2) Send the forms for data entry (either by post, scanning or faxing them, whatever is most feasible). I will then do the data entry here. This second option might help you save time and the hassle of data entry. Please keep a copy of the forms you sent for security reasons.
( STEP 5: Assess Participants’ Learning Expectations 
At the actual start of the ETW, please ask all participants to fill in the Learning and Impact Expectation Form which will be re-checked at the follow-ups. You can inform the participants that this information will help you to determine whether the course was useful or not and how it can be improved.
( STEP 6: Conduct the ETW 

Then conduct the workshop as usual.

( STEP 7: Course Evaluation 

At the end of the ETW (last day), participants should fill in the course evaluation form to assess their opinions of the course and its usefulness.
Please also highlight the importance of the follow-ups and that all participants will be contacted again for a follow-up in the future. Please urge them to make themselves available. 

( STEP 8: INITIATION OF THE REASSESSMENT -4 MONTHS AFTER THE TRAINING

The date for the re-assessment depends on the dates of the last ETW. About 3 months after the end of the workshop, the Centres should contact former participants to share information on the upcoming re-assessment.

( STEP 9: SCHEDULING AND CONDUCTING THE RE-ASSESSMENT INTERVIEWS

Interviews should be scheduled with EMPRETECOS to conduct the PEC interviews. The interview might be conducted at the business premises or at the Centre. 

Before the interviews are conducted, EMPRETECOS should be asked to fill-in the “Post-Training Learning and Impact Evaluation Form for EMPRETECOS” Form. This can ideally be done just before the PEC interviews.

The PEC assessment can be conducted as usual. Ideally, they should be conducted by the same person who also conducted the pre-training assessment interview, if possible. This is to ensure some degree of consistency in interview style, as variations in PEC Scores might also be the consequence of different interview styles and ratings and not necessarily a consequence of the ETW. Interviewers are encouraged to explicitly discuss perceived changes in entrepreneurial behaviour and use concrete examples from the interviewee’s experiences (e.g. to ask him about concrete examples of things he is now doing differently as a result of the workshop training). The scores should be recorded for all PECs as well as the overall scores.
Directly at the end of the PEC Reassessment interviews, EMPRETECOS should be asked to fill-in the “Post-Training Assessment Form for EMPRETECOS” to complete the re-assessment information on business performance. This would also give former participants the opportunity to clarify any outstanding issues and guide them through the process. 

( STEPS 8 to 9: REPITITION OF THE REASSESSMENT AFTER 8 MONTHS
The same steps 8 to 9 should be repeated for the 8 month re-assessment

( STEP 10: DATA ENTRY

Once the assessment has been completed, there are two options for the data entry:

1) Enter the data yourself in the online questionnaires 

OR

2) Send the forms for data entry (either by post, scanning or faxing them, whatever is most feasible to the UNCTAD assessment team. This second option might help you save time and the hassle of data entry. Please keep a copy of the forms you sent for security reasons.

4. A Note on Data Entry

If you wish (this is optional) you can enter the data from the different forms and questionnaires into the online questionnaires (the links are stated above). The questionnaires are self-explanatory and follow the questions of the different forms. 

Note: the most important requirement for the data entry is to be able to attribute all information to the same participant. This is why it is crucial to enter the country and the participant’s name on each sheet. Otherwise, it won’t be possible to attribute all characteristics to the same person.

For more details, see the Impact Assessment Website at http://www.empretec-assessment.org 

For any questions, you can contact us at: info@empretec-assessment.org 
Note:


These forms are identical. The same forms are used 4 months and then 8 months after the training









