Format for Annual Reports for Central Research Department Funded Programmes

This guidance note replaces former guidance issued by CRD on annual reporting and should be used for all annual reports for CRD funded programmes from now on, i.e. from the next report you are required to submit after receipt of this guidance. There has been an attempt to streamline our reporting requirements for research programmes and to focus on the key themes that CRD wishes to track across programmes. 

Why? Annual Reports are required to provide project partners and DFID with up to date information about project progress in order for any issues to be raised, explained and acted upon. Annual Reports act as both a key learning and management tool for partners and CRD staff, and selected information feeds into central DFID systems and contributes to reporting on overall DFID performance to the DFID Management Board. It is therefore essential that all information requested is supplied and that any issues (programme or external) that are affecting overall progress are recorded. Annual Reports are crucial to the effective management of programmes, they also help us to track important lessons coming out of DFID funded research, to track successes, challenges and innovation and to understand the processes through which research has impact. We also need this information to identify case studies and success stories for use in DFID, but also for wider consumption through the Research 4 Development web portal, which is being launched by DFID in early 2006. Sections 1, 2, 4, plus Annexes 4 and 5 will be uploaded onto the Portal. Section 5 will not be uploaded to the portal and is therefore the appropriate place to deal with any sensitive issues. 

How? An electronic copy in Microsoft Word (not adobe acrobat format) should be submitted by email to the relevant deputy programme manager liaising on your programme. We do not require a hard copy. A font not less than 10 points should be used.
When? The report will be due on the date as previously agreed with the deputy programme manager liaising on your programme. The reporting cycle will start annually from the date of programme start.
What? The remainder of this guidance note sets out what information is required and in what format under five sections plus annexes.

1. Background Information

2. One Page Summary 

3. Key Themes

4. Lessons Learnt

5. Programme Management

6. Annexes

It is important to note that the logical framework of the programme is a central reference point for annual reporting. It should be submitted as Annex 1 to all reports. For research programmes originally contracted without a logframe we suggest one is developed, with CRD input, as soon as possible. 

Annual Report Structure

1.
Background Information
Title of RPC:

Reference Number:

Period covered by report:

Name of lead institution and Director:

Key partners:

Countries covered by research so far:

2.
One page summary 

This should focus on two key questions

How far have intended outputs as listed in the logframe been achieved? 

If progress has not been made on any of the outputs then this should be explained.

What is the impact of the research programme so far? 

Here we would like programmes to go beyond activities only to what effect the programme is having on stakeholders and policy debates.

3.
Key themes

Through its Research Funding Framework and subsequent discussions, CRD have identified two themes which it wishes to track across all programmes:  (i) What are the research outputs? and (ii) Where are the research impacts?  Outputs in this context means what the research programme has produced, including products, networks, and capacity and impacts refers to the effects of these outputs – both good and bad, intended and unintended.

This section of the Annual Report should include a short evidence based narrative to answer each of the questions listed under each main theme. Use of direct quotes and reference to communication outputs that provide evidence would be useful. The full response under each of the two main themes should not be more than three pages. 

Theme 3i: What are the research outputs?

Generation of new knowledge: 

Q  What progress has been made on key programme outputs?

For this section the narrative should be accompanied by a summary in tabular form, based on the logframe. This table will be inputted directly into DFID’s performance management system

	Outputs*
	OVIs*
	Progress**
	Recommendations/Comments***

	
	
	
	


*Listed from programme logframe

** A judgement statement on progress so far with evidence to support this

***Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.

Comments should be provided on all outputs, even if nothing has yet been achieved. If the indicators developed at inception stage are no longer suitable, of if the outputs or activities have changed, the suggested changes to the logframe should be flagged here and an updated logframe submitted to DFID for discussions and approval under Annex 1.

Q  What progress has been made in terms of purpose?

This should also be presented in tabular form.

	Purpose*
	OVIs*
	Progress**
	Recommendations/comments***

	
	
	
	


*Listed from programme logframe

** A judgement statement on progress so far with evidence to support this

***Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.

In the initial stages of the programme we accept that an assessment at output level only is appropriate. We do, however, require that from the programme’s mid-term onwards, comments should be provided on the likelihood of purpose achievement.

Q What evidence is there for interaction with policy makers and other stakeholders?

Good communication of results

Q  Is your research reaching the targets set out in your Communication Strategy?

Q Have you faced any particular challenges or successes in implementing your communication strategy? If yes then please provide detail.

Q  Have any other changes been made to the Communications Strategy other than those described above? If so please provide detail here and provide an updated strategy in an annex.

Theme 3ii: What are the research impacts?
Policy and poverty impact

Q  What methods are being used to collect and monitor baseline evidence in order to track programme impact on poverty? 

Q  What evidence is there that policy makers and stakeholders have increased awareness of your research findings and that has this led to changed attitudes and practice?

Q  What progress has been made in terms of north-south, south-south and south-north learning? 

4. 
Lessons learnt

Summarise using the headings below any lessons arising from this project and how these lessons will be used to improve performance in future years. This section should be no more than two pages.

· Working with Partners

· Good Practice/Innovation

· Project/programme Management

· Communication

This section is required because there is a new emphasis within DFID on lesson learning. There is dedicated space on DFID’s internal performance management system for reporting on lessons learnt from each funded programme (whether it is research, projects or budget support). These lessons are accessible to all DFID staff and are invaluable for future programme design. Lessons are also summarised for DFID senior management. Within CRD we will aim to share lessons across our research programmes. 

5.
Programme Management
This section should cover both overall and financial management issues and should be no more than three pages. 

Comment on how researchable problems/themes are being defined and prioritised. Explain what mechanisms there are for partners to contribute to programme management. Also, please provide information if there have been any changes to the programme during the reporting period and how these changes address gaps between achievements, outputs and purpose. (this refers to both management structures changes and research theme changes) In particular, have any key assumptions changed which lead to a re-assessment of risks? If so then please ensure details are included in the risk assessment annex.

Comment on the effectiveness of on-going monitoring arrangements.

Comment on progress of expenditure and steps taken to ensure the research budget in the year under report is fully spent. Identify any particular problem areas and any significant changes in plan. Has any multiplier funding been obtained? If so please summarise here and provide information broken down by partner in the financial annex.

Comment on the pattern of expenditure by quarter and the reasons for any significant periodic concentrations of expenditure and significant under or overspends.
Annexes
1.
Logical Framework. 

If any changes are being proposed this should be flagged in the main body of the report and all changes clearly marked in the logical framework. If there are no changes then the original logframe should be supplied for reference. 

2.
Financial summary for the year. This should include detail of any multiplier funding received.

3.
Risk assessment matrix and comments highlighting changes made during the year. DFID requires an annual assessment of risks so this should be supplied every year.  A paper ‘Managing risk for DFID Research Programme Consortia’ is included with this guidance. 

4.
Communications strategy highlighting any changes made during the year. If there are no changes then this should be stated and the original communications plan agreed after the inception phase does not need to be supplied.

5.
Products and Publications

This should give details of key communication products produced and their target audiences.

The list should be broken down by theme and programme of:

· Peer reviewed publications for the year

· Publication in press or submitted

· Books or book chapters

· Policy Briefs

· Publicity material

· Website links

· RPC reports

· Dissemination events across partner countries; where this involved meetings or workshops identify key people who attended. 
6.
Developing Capacity.

Summarise achievements and main challenges in the programme’s developing capacity activities. 

Risk is uncertainty, whether positive or negative, that will affect the outcome of an activity or intervention.

Risk analysis involves the identification and systematic evaluation of all risks to achieving the purpose and outputs.  Risk analysis is carried out during the planning stage and at key points in the life cycle of the activity.

Once identified and assessed, risk can be managed.  Risk management is about identifying and implementing ways to ensure that the risks identified do not prevent the activity, and it should be carried out continuously.  DFID considers that risk management is integral to good management, not a separate activity.  See Risk Annex 1 for principles of good risk management.

Risk appetite is the amount of risk to which the organisation is prepared to be exposed.  DFID has a high risk appetite, if taking risks will help to achieve key targets.  It is expected that an increasing proportion of DFID’s work will be rated as high risk.

· DFID is increasingly ready to allocate financial resources to activities which have a high risk of not achieving their objectives provided that the potential benefits to success are proportionally high and that the risks are managed sensibly.

· DFID is keen to encourage innovation and experimentation.

· It is important that if high risk activities are undertaken that there is capacity to rigorously assess and manage risks

Types of risk

There are three principal types of risk

1. Risk that arise from factors actually or potentially under your control (e.g. poor design, ineffective management systems, poor performance by contractors)

2. Risk that arise from factors in the wider policy and institutional environments and controllable by decision makers elsewhere (e.g. poor policy environment, lack of political will, institutional weaknesses)

3. Risk that are uncontrollable (e.g. natural disasters, political instability, world markets)

Risk will be affected by a range of factors, depending on the country, policy, institutional context etc. in which the RPC is operating.  Relative risk may be a more useful measure than absolute risk, for a range of projects within a programme of work.  Projects in more difficult, less predictable environments are likely to be higher risk.  Risk is also affected by how ambitious and innovative the project is.  Risk timing must also be considered – that is as risks are better understood and managed they may be downgraded.  Towards the end of a project as objectives and outcomes are delivered the risk may also reduce.

There may be complex interactions between risks, so that a seemingly ‘small’ risk may give rise to several effects.  It must be borne in mind that the overall impact of risks may be greater than the sum of the individual risks.

Risks can be categorised into:

· External

· Financial

· Activity

· Human resources

Examples of risks under the four headings are given in the table in Risk Annex 2.  The table includes risk that may be sources of risk to the project, or risk that are effects of the project. 

Risks can arise from within (internal) or from outwith (external) the programme/project. 

	
	Internal
	External

	Source
	A risk arises because of circumstances within the organisation.  There is a high likelihood of ability to exert appropriate control to limit the risk being realised
	A risk arises because of circumstances or events outside the organisation.  The ability to exert control may be limited to planning for a  contingency response

	Effect
	A realised risk has an impact within the organisation.  These impacts are likely to be easier than external impacts to contain and manage
	A realised risk has an impact outside the organisation.  Regulatory or policy frameworks are responses to these types of risk.


Responding to risk

Not all risks will matter and some risks can be safely identified and left.  There are four ways to respond to risk:

1. Transfer.  This might be done by conventional insurance, or be supporting a third party to take the risk in another way.

2. Tolerate. The ability to do anything about some risks may be very limited, or the cost of taking action may be disproportionate to the potential benefits gained.   

3. Treat. The greatest number of risks are probably treated, which may result in containing the risk at an acceptable level, rather than being able to obviate it.

4. Terminate.  Do things differently thus removing the risk if it is feasible to do so.

Risk assessments should be carried out regularly (at least annually) and the following questions are a useful starting point:

· What are the key external and internal risks to our objectives?

· What is the impact and probability of each risk?

· Who is the risk owner (see below) for each risk?

· How much of this risk can be tolerated?

· Have we a clear way to report on the risk especially if it starts to escalate?

· Have new risks emerged that should be added to the risk matrix and added to the logframe?

· Has the probability of the risk occurring changed?

· Has the likely impact of the risk on the project altered?

· Should any changes be made to plans or management strategies to address the risk?

· Should the risk category of the project be altered?

Once the risks have been identified their potential impact and probability should be estimated by the RPC team and the results of the assessment presented in a risk assessment matrix.

Impact should be scored as follows:

	Low
	Risk factor may lead to tolerable delay in the achievement of objectives or minor reduction in quality/quantity and/or an increase in cost.

	Medium
	Risk factor may lead to some delay, and/or loss of quality/quantity and/or increase in cost.

	High
	Risk factor may cause some or all aspects of objectives in relation to time, quality/quantity not being achieved to an acceptable standard or to an acceptable cost.


Probability should be scored as follows:

	Low
	Unlikely to occur or the risk is fully manageable by the RPC.

	Medium
	Could go either way and RPC can have some influence in managing the risk but can not control it completely.

	High
	Very likely to occur and RPCs ability to actively manage the risk is limited.


All of the different risks identified should then be entered into the matrix below:

	
	
	Probability

	
	
	Low
	Medium
	High

	Impact
	High
	High impact

Low probability
	High impact 

Medium probability
	High impact

High probability



	
	Medium
	Medium impact

Low probability
	Medium impact

Medium probability
	Medium impact 

High probability



	
	Low
	Low impact

Low probability
	Low impact

Medium probability
	Low impact

High probability




If two or more risks fall into the darkest squares the project should be rated as high risk

If one or no risks fall into the darkest squares but one or more fall into the light grey squares the project should be rated as medium risk

If all the risks are concentrated in the white squares the project should be rated as low risk

Once the risks have been entered into the matrix the RPC will have an idea of hierarchy or the risks.  The RPC can then give consideration on how to best respond to the risk identified and define counter measures, or contingency plans, for the risks that are most likely to impede success.

All risks evaluated as high probability and high impact must be addressed.  These are ‘killer risks’ which are very likely to occur and will have a significant effect on outcomes and cost.  

Each risk can be assigned a risk owner, who should take prime responsibility for ensuring that risks are being tracked and managed and for reporting on its impact.

Risk Annex 1
Principles of good risk management
· Risk management is an integral part of performance and delivery management and is part of planning, implementation and review.

· Managing risk follows a cycle of risk identification, evaluation, response and review.

· All levels of operation carry risks and these must be explicitly recognised and assessed.

· Risks should be set against key objectives (they are the factors that will stop you delivering on these)

· A judgement is needed at each level to determine when a risk can be taken, how it will be tracked and managed, and when a venture is too risky and should be discussed further. The response to the risk should be proportional to the risk.

· Key risks at each level should have a risk owner who takes responsibility for the management of these risks.

· The amount of risk and responsibility that staff can take at each level is limited.  A balanced judgement is needed by each team as to when risks should be passed to a higher level of responsibility.

· The risk portfolio should balance challenge with delivery.

Good practice checklist

1.
identification and evaluation of risk

· Identify the risk you are or expect to encounter.

· Break the risks into different categories (such as external, financial, activity, human resources and also internal and external) which can make them easier to conceptualise and rank.

· Set the risks into a risk matrix.  

· Set the risks in a context of opportunity so costs and benefits or payoffs can be examined together.

· Sort the risks according to their importance (criticality).

· Evaluate the risks to establish 1) the probability of those risks occurring, 2) their potential impact and 3) your attitude to those risks in terms of willingness to accept them or not.

2.
Response to risk

for each risk decide whether to:

· Transfer some aspect of risk (insurance etc.)

· Tolerate the risk, because nothing can be done at a reasonable cost to mitigate it.  This course of action is common for large external risks, but they must continue to be tracked.  Tolerance levels determining how much risk can be taken need to be set out and should inform the decisions made.

· Treat the risk by taking action to control it in some way often by taking action at the next level that will reduce the risk.

· Terminate the risk by doing things differently thus removing the risk where it is feasible to do so.

Also 
All risks evaluated as high probability and high impact should be addressed.

· Check the balance of your whole risk portfolio against your objectives to evaluate the aggregate levels of risk you are facing.  Some risks will be interdependent.

· Risks will be passed up and down the corporate chain as issues change in priority and as risks become more or less likely to occur.  High-level risks may have to pass to a higher level of responsibility, whereas other risks may translate into activities designed to mitigate them.  Decide what criteria will result in the risk being passed up the corporate management system.

3.
Communication 

· Information on risk management needs to flow within the RPC, to DFID and other interested parties.  Communication is key to all stakeholders, whether internal or external.

· Ensure that all involved are aware, informed and understand their part in managing risk.

4.
Review and quality assurance 

· Risk will change over time so there is a need for continuous assessing of risks, and the risk matrix regularly.

· Establish quality assurance arrangements to ensure that risk management reflects current good practice.

Terms of reference for risk owners at RPC director level

· Identify the key risks that will prevent the RPC from reaching its objectives

· Evaluate the impact and probability of the risks including identifying areas of high and low risk where more (or less) management input will be needed.

· Set the acceptable levels of risk that the RPC can tolerate for each high level risk and clarify areas where risks can be taken wand where they cannot.

· Check the balance of the portfolio of challenge and risk. This will include tracking project risks (i.e. checking that all projects are not high or low risk).

· Identify and implement suitable responses to risk, including identifying pathways for risk management should the risk situation escalate and supporting work in areas that will mitigate RPC-wide risks.

· Regular checking of key interdependent risks that may cross RPC theme boundaries.

· Regular review the RPC risk strategy to assess the effectiveness of the management of risk processes and to ensure that the challenge and risk levels of the RPC are a well judged view of ambition and delivery.

Terms of reference for risk owners at project level

· Identify the risks that will prevent projects from reaching their purpose and each of their outputs (part of the project logframe).

· Evaluate each of the risks to establish their impact and probability.

· Use evaluation data to risk score the project according to the guidance in this note.

· Manage the risks if and when they occur, including passing escalating risks up to RPC director when appropriate.

· Regularly review the risk strategy to assess the effectiveness of the management of risk processes and review the risk scoring of the project.

Risk Annex 2 – examples of types of risk

	Category
	Risk at source
	Risk as an effect

	External
	
	

	Infrastructure
	Infrastructure failure prevents normal functioning (e.g. health centre can not function if staff and patients can not get there easily)
	Actions have adverse effects on infrastructure (e.g. demand may overload distributions systems)

	Economic
	Interest rates etc. can adversely affect plans
	Actions can generate adverse effect on economic systems

	Legal and regulatory
	Laws or regulations can limit scope to act
	Inappropriate constraint through regulation may be imposed

	Environment
	Environmental constraints limit possible actions
	Actions have damaging effect on environment

	Political
	Political change causes change in objectives
	Actions give rise to need for political change

	Market
	Market development adversely affect plans 
	Actions have an effect on relevant markets

	Act of God
	Natural disaster prevents actions
	Contingency plans against disaster inadequate

	Financial 
	
	

	Budgetary 
	Lack of resources to carry out all actions
	Inability to control or direct resources

	Fraud or theft
	Resources not available to carry out all actions
	Resources lost

	Insurable
	Insurance not obtained
	Failure to insure leads to loss

	Capital investment
	Poor investment limits scope for future
	Inappropriate investment decisions

	Liability
	Others actions can effect organisation
	Third party acquires right to damages

	Activity
	
	

	Policy
	Policies are based on flawed information
	Inappropriate policies pursued

	Operational
	Unachievable/impractical objectives
	Objectives inadequately or not achieved

	Information
	Decisions made with insufficient information
	Information lacks integrity and is not reliable

	Reputational
	Reputation may limit scope to act
	Development of poor reputation

	Transferable
	Risks which could be transferred are retained or transferred at wrong price
	Cost of transferring risks outweighs the risk transferred

	Technological
	Technology failure prohibits operations as plans
	Need to improve/replace technology to maintain effectiveness

	Project
	Projects are embarked upon without adequate risk assessment
	Projects fail to deliver 

	Innovation
	New approaches embarked upon without adequate risk assessment
	Opportunities to gain from innovation are missed

	Human Resources
	
	

	Personnel
	Lack of suitable personnel limits ability to act
	Personnel adversely affected

	Health and safety
	People unable to perform responsibilities due to health issues
	Damage to physical or psychological well being of people


� This includes other DFID RPCs, DFID staff in partner and case study countries and other institutions.
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