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HACT Programmatic Check/Visit Guidance Note and Template

Objectives
The primary objective of a HACT Programmatic Check/Visit is to verify and provide documented evidence that activities have been implemented and results have been achieved as planned and/or reported by the implementing partner. Assurance activities must be documented including information on:
· What was verified (for example activity, result)
· Method of verification (as per the PD)
· Findings of the verification
· Conclusion and follow-up actions required, if any.


	Method of Verification:

	Observation 
	Key informant interviews
	Focus group discussions
	Measurement
	Participatory media 

	Witnessing activities or physical evidence of changes 
	Semi-structured interviews with individuals 
	Facilitated group discussion with primary stakeholders
	Assessing quality standards (such as water quality)
	Participatory video, photo, or other story telling method



Process for Programmatic Check/Visit

[Please note that the Programmatic Check can be done remotely – however, the method of verification and requirement for obtaining documentation to support the verification remain the same]

1. PMV Planning
· Review the PMV Plan for 2024, noting the Minimum Requirements per Implementing Partner, and input the proposed date for each Programmatic Visit into the below template:
· Programmatic Visits - 2024.xlsx


2. PMV Preparation
· Finalise the email to be sent to the Partner and include as Annex 1 to this template.
· Draft email included per Annex 1 – to be replaced with final email.
· Note that the visit cannot take place until:
· The relevant Quarterly Progress report has been submitted and approved on eTools
· The Partner has sent the documentation required for verification.
· Once documentation provided, compile the agenda for the Visit and share with Partner.
· Discuss the PMV with PMRE / QA and agree on who will join. 


3. PMV Visit (Field Visit or Virtual) 
· Undertake verification of Indicators and MoV system as per modality agreed per the agenda.
· Discuss issues with reporting and/or documentation submitted per the selected Outputs/Activities
· Discuss any Implementation challenges.
· Complete Review of outputs/Activities as per specified focus for the PV
· Specify clear actions to address challenges/bottlenecks.
· Complete the visit report. 

4. Post PMV 
· Complete and submit report to PMRE /QA for review. 
· Address comments from PMRE/QA and seek signature.
· Submit to section chief for final review and endorsement.
· As per PCM decision – the final report to be shared with the Partner
· Share report with QA specialist / operations for final upload into e-Tools
· Follow up on action items.



Programme Monitoring Visit Report (PMVR) Template


	1.  BACKGROUND INFORMATION

	Name of UNICEF Programme Officer: 
	

	Name of implementing partner 
	

	Contact details of Partner Focal Point:
	Name
	

	
	Email
	

	
	Tel 
	

	Programme Document number 
	

	Start date of PD dd/mm/yyyy
dd/mm/yyyy
dd/mm/yyyy
dd/mm/yyyy
dd/mm/yyyy
dd/mm/yyyy
dd/mm/yyyy

	

	End date of PD 
	

	Date of previous PMV (If 1st PMV, indicate NA)
	



	2.  DETAILS OF PROGRAMMATIC VISIT

	Date of visit
(Provide brief explanation if physical visit did not take place)
	

	Name of person/company conducting the visit (if not UNICEF/ where relevant):
	

	Name of site/s visited (where relevant)
	

	Programme Document number 
	

	Start date of PD 
	

	End date of PD 
	

	Date previous PV (If 1st PMV, indicate NA) 
	

	Names of persons participated in PV 

	UNICEF 
	Implementing partner 
	Government (specify department)
	Other (specify)

	

	
	
	

	

	
	
	

	Focus of PV
(Please indicate which of the Outputs this PV will focus on)
		1
	2
	3
	4
	5
	6
	ALL






	1.2. Status/ outcomes of follow-up actions of previous PV (not applicable for 1st PMV) 

	Description (as on the previous report)
	Responsible
	Status 

	
	
	

	
	
	

	
	
	

	
	
	


Insert text as indicated in the previous PMV report – one per line. Add more lines if needed. Or delete additional lines.



2.  FINDINGS RELATED TO EACH OUTPUT 
Input selected Outputs, Indicators and Targets as per the Programme Document Results Matrix and Programme Reporting Portal
	OUTPUT 
	#
	description

	Status of Output
	On-track
	
	On-track with some delays
	
	Constrained
	
	Limited progress
	
	At risk
	

	Indicators 
	Targets per Results Matrix
	Achievement in Reporting Period
	Cumulative Progress to Date
	Method of Verification
	Documents Provided (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


One indicator per line. Add more lines if needed. Delete additional lines if less than 3 indicators. 


	OUTPUT 
	#
	description

	Status of Output
	On-track
	
	On-track with some delays
	
	Constrained
	
	Limited progress
	
	At risk
	

	Indicators 
	Targets per Results Matrix
	Achievement in Reporting Period
	Cumulative Progress to Date
	Method of Verification
	Documents Provided (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


One indicator per line. Add more lines if needed. Delete additional lines if less than 3 indicators. 

	OUTPUT 
	#
	description

	Status of Output
	On-track
	
	On-track with some delays
	
	Constrained
	
	Limited progress
	
	At risk
	

	Indicators 
	Targets per Results Matrix
	Achievement in Reporting Period
	Cumulative Progress to Date
	Method of Verification
	Documents Provided (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


One indicator per line. Add more lines if needed. Delete additional lines if less than 3 indicators. 


	OUTPUT 
	#
	description

	Status of Output
	On-track
	
	On-track with some delays
	
	Constrained
	
	Limited progress
	
	At risk
	

	Indicators 
	Targets per Results Matrix
	Achievement in Reporting Period
	Cumulative Progress to Date
	Method of Verification
	Documents Provided (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


One indicator per line. Add more lines if needed. Delete additional lines if less than 3 indicators. 

	3.  OVERVIEW OF PROGRESS TOWARDS RESULTS
If relevant: Provide any comments on overall progress of partnership/any additional issues to note (if none, indicate “not applicable”).

	Progress, achievements, and successes 

	



	Challenges/Bottlenecks experienced towards implementation of output’s activities

	



	Lessons learned related to the implementation of the above output 

	



	Other  

	




Insert text below each heading. If not applicable, indicate “not applicable”


	4.  SUPPORTING DOCUMENTATION
Please add the ECM link to the supporting documents used for the purposes of verification. (if none, indicate “not applicable”). 

	







	5.  PSEA FOLLOW UP 
Please confirm that there have been no concerns regarding Prevention of Sexual Abuse and Exploitation / Child Safe guarding

	






	6.  FINANCIAL UPDATE 
Note any relevant financial related issues (Utilization to date, outstanding liquidations, whether what was found during the programme check correlates with the utilisation (FACE form) etc)

	









	7.  FOLLOW-UP ACTIONS  
Indicate the follow-up actions that emerged from the Programmatic Check (Visit) per output (indicate output number related to a follow-up action in column 1 – you may indicate more than 1 output number if the follow-up action pertains to more outputs). 

	Output #
	Description 
	Responsible
	Due Date
(dd/mm/yyyy)
	High Priority (Yes/No):

	
	1. 
	
	
	

	
	2. 
	
	
	

	
	3. 
	
	
	

	
	4. 
	
	
	

	
	5. 
	
	
	

	
	6. 
	
	
	


One action per line. Add more lines if needed. Delete additional lines if less than 6 follow-up actions.

	8.  OVERALL CONCLUSION 
Indicate whether the implementation related OVERALL programme implementation as per the Programme Document and based on the Programmatic Check (Visit) by marking ONE of the below. Mark at least one. Motivation for conclusion is needed for all other than “on-track”.   

	On-track
	
	On-track with some delays
	
	Constrained
	
	Limited progress
	
	At risk
	

	



	Date of next Programmatic Check (Visit) 
(Mark NA if not applicable)
	




	APPROVAL OF REPORT

	

Programme Specialist
	
	


Name
	
	


Signature 
	
	


Date 

	



M&E/Ops Specialist
	
	




	
	
	
	

	
	
	Name
	
	Signature 
	
	Date 

	

Section chief 
	
	
	
	
	
	

	
	
	Name
	
	Signature 
	
	Date 






ANNEX 1: PLANNING EMAIL SENT TO PARTNER

Dear xx

We are proposing an on-site Programmatic Visit on xxx

ZAR/PCA2020181/PD2021232-3: XXX
· PD Period: XXX
· UNICEF Cash Budget: ZAR xxx
· Transferred to date: ZAR xxx
· Quarterly Progress Reporting Periods:
· Xxx
· Xxx
· xxx

UNICEF’s internal monitoring guidelines require that a Programmatic Visit is undertaken for each Programme Document.  The primary objective of a programmatic visit is to verify that activities are implemented, and results are achieved as planned and/or reported by the implementing partner.

For the above Programme Document, the quarterly progress report has been submitted and approved by UNICEF for the period xxx
· Report attached

For the purposes of the Programmatic Visit, the following Indicators will be reviewed.
	Output 
	Indicator
	Baseline
	Target

	
	
	
	

	
	
	
	

	
	
	
	


Add additional lines as needed

Please can you provide the relevant documentation to support the results achieved against each of the above Indicators.  Please can you provide via email by latest XXX

I look forward to a productive visit to review the results reported on.
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