Purpose: 

The OCA tool was designed to enable organizations to define a capacity-building improvement plan, based on self-assessed need. This OCA tool provides organizations with a set of criteria to assess their current management capacity to implement quality health programs, to identify key areas that need strengthening. 

Although many capacity assessments exist, the structure and process of this tool distinguishes it from others. Multi-level and multi-department involvement foster team building and organizational learning. Inclusion of management, compliance, and program components ensure a holistic understanding of the organization’s strengths and challenges and the guided self-assessment by a skilled facilitator instills ownership on the part of the organization for its improvement plan. 

This OCA tool assesses technical capacity in six domains, and each domain has a number of sub-areas. 

OCA Domains 
1. Governance 
2. Administration 
3. Human Resources Management
4. Financial Management 
5. Organizational Management 
6. Organizational Sustainability

Using This Tool 
This Organizational Capacity Assessment tool is designed to enable organizational learning, foster team sharing, and encourage reflective self-assessment within VOPEs. Recognizing that organizational development is a process, the use of the OCA tool results in concrete action plans to provide VOPEs with a clear organizational development road map. The OCA can be repeated on an annual basis to monitor the effectiveness of previous actions, evaluate progress in capacity improvement, and identify new areas in need of strengthening. 

The OCA is an interactive self-assessment process that should bring together members of all VOPEs implementing in the field of evaluation, for the one-day assessment. Not intended to be a scientific method, the value of the OCA is in its collaborative, self-assessment process. The framework offers VOPEs a chance to reflect on their current status recognized as best practices. Lively discussions are also an opportunity for management, administration, and members to learn how each function, strengthening the team and reinforcing the inter- relatedness of the six OCA components. 

AfrEA will use the information from the scoring and rationale sheets to define the issues and actions. AfrEA will reviews or adjusts the problem statement and builds on the suggested actions to define action steps, responsibilities, timeframe, and possible technical assistance needs. The ability to identify areas to be addressed will strengthen the VOPE by implementing action plans for identified capacity gaps and in subsequent years, enable it to view improvement and note where progress is still needed.
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VOPE’s Organization Capacity Assessment Tool	
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	Name of VOPE:

	Date of Assessment:

	This Assessment Sheet Completed by:



1. Governance

1.1 Mission/Values (please check ✔the box )

	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	
	Does the VOPE have a vision and mission?
	
	
	
	
	
	

	1
	Is the vision or mission statement posted where staff and/or visitors see it regularly?
	
	
	
	
	
	

	2
	Is the statement(s) used in the VOPE materials (i.e., brochure, orientation materials)?
	
	
	
	
	
	

	3
	Are the vision and mission used to set priorities? 
	
	
	
	
	
	





1.2. Organizational Structure
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Is the VOPE reporting structure clearly documented and disseminated?
	
	
	
	
	
	

	2
	Is there an organogram or similar document outlining supervisory and staff responsibilities?
	
	
	
	
	
	



1.3. Board Composition and Responsibility
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Discuss board membership (e.g., the number of members and their experience).
	
	
	
	
	
	

	2
	Is the board involved in advocating for resources for the VOPE?
	
	
	
	
	
	

	3
	Are there regular (scheduled) of board meetings?
	
	
	
	
	
	

	4
	How often does the board meet?
	
	
	
	
	
	

	5
	Are board meetings well documented?
	
	
	
	
	
	

	6
	Are minutes circulated and referred to?
	
	
	
	
	
	

	7
	Does the board have clearly defined TOR that detail key functions?
	
	
	
	
	
	

	8
	Are board members involved in strategic planning and developing a financing strategy for the organization? 
	
	
	
	
	
	

	9
	Are board members involved in decision-making related to strategic direction and policies (including finance/administration and programming)?
	
	
	
	
	
	

	10
	Do board members review and approve the VOPE’s annual budget and annual financial statements? 
	
	
	
	
	
	




1.4. Legal Status
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Is the VOPE legally registered? 
	
	
	
	
	
	

	2
	Dose the VOPE have an adopted constitution
	
	
	
	
	
	

	3
	Are labor laws adhered to and documented in VOPE’s policies/ Constitution? 
	
	
	
	
	
	

	4
	Does the VOPE comply with the tax codes for both itself and the staff?
	
	
	
	
	
	



1.5. Succession Planning
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are there alternative persons who can cover the duties of the executives for short or long periods?
	
	
	
	
	
	

	2
	Are these roles documented in the VOPE structure and in the TORs of board member?
	
	
	
	
	
	

	3
	In what ways is the capacity of the person to take on the role being built?
	
	
	
	
	
	



2. Administration
2.1. Operational Policies, Procedures and Systems 
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are there written by laws? 
	
	
	
	
	
	

	2
	Are the by-laws approved by membership?
	
	
	
	
	
	

	3
	Do the documented by laws adequately support the operational needs of the VOPE (i.e., travel, procurement, fixed assets, meeting and workshop planning.)?
	
	
	
	
	
	

	4
	Do the written by laws address donor specific rules and regulations? 
	
	
	
	
	
	

	5
	Are the by-laws presented in a way that is easy for all members to understand and apply?
	
	
	
	
	
	



2.2. Travel Policies and Procedures 
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are travel policies and procedures documented?
	
	
	
	
	
	

	2
	Do the travel policies/procedures address donor specific rules and regulations? 
	
	
	
	
	
	

	3
	Are travel advances tracked separately within the chart of accounts and not billed to donors who prohibit billing travel advances directly?
	
	
	
	
	
	

	4
	Is documentation used to support travel advances and reconciliations? 
	
	
	
	
	
	

	5
	Are outstanding travel advances tracked and reconciled in a timely manner?
	
	
	
	
	
	



3. Human Resource Management
3.1. Staffing Levels
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Has the organization documented positions needed and staffing status?
	
	
	
	
	
	

	2
	Are all key positions filled or is there active recruitment to fill gaps?
	
	
	
	
	
	

	3
	Is attendance data kept? 

	
	
	
	
	
	

	4
	Are the staff retention approaches reviewed and modified as needed?
	
	
	
	
	
	

	5
	Does the organization conduct and document exit interviews and identify/analyze reasons for staff departures?
	
	
	
	
	
	



3.2. Volunteers and Interns
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	
	Dose the VOPE engage volunteers/interns?  
	
	
	
	
	
	

	1
	Do the volunteers/interns receive job descriptions?
	
	
	
	
	
	

	2
	Are there strategies in place to recognize or convert volunteers, for example to staff positions (when possible/appropriate)?
	
	
	
	
	
	



4. Financial Management

4.1. Financial Systems
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have a cash, accrual or modified system? 
	
	
	
	
	
	

	2
	Is the VOPE using accounting software? If so, which system? 
	
	
	
	
	
	

	3
	If the VOPE is not using an accounting software, what manual system is being used?
	
	
	
	
	
	

	5
	Does the VOPE maintain any bank account- Does the chart of accounts address donor-specific requirements?
	
	
	
	
	
	

	6
	Does the VOPE have specific accounts to assign transactions to a specific project/donor? 
	
	
	
	
	
	

	7
	Are all payments and receipts recorded in the VOPE register
	
	
	
	
	
	

	8
	How often are payments and receipts recorded?
	
	
	
	
	
	

	9
	Are there separate bank accounts per funding sources (if required by donor)?
	
	
	
	
	
	

	10
	Are the bank accounts reconciled monthly against the bank journals/cash books?
	
	
	
	
	
	

	11
	Are cash payments made? 
	
	
	
	
	
	




4.2. Financial Policies and Procedures
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are there written financial procedures? 
	
	
	
	
	
	

	2
	Do you have a financial approval process?
	
	
	
	
	
	

	3
	Are the policies and procedures comprehensive and responsive to the organizational needs (addressing, at a minimum, chart of accounts, bank/cash management, internal controls, fraud, financial documentation, shared costs/indirect costs, budgeting and reporting, audit and cost share)?
	
	
	
	
	
	

	4
	Do the written procedures address donor specific requirements?
	
	
	
	
	
	

	5
	Are staff oriented/trained in the procedures? 
	
	
	
	
	
	

	6
	Are financial procedures formally reviewed/updated? 
	
	
	
	
	
	




4.3. Internal Controls
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are there written internal control procedures?
	
	
	
	
	
	

	2
	Are staff oriented/trained in internal controls? 
	
	
	
	
	
	

	3
	Are internal controls formally reviewed/updated? 
	
	
	
	
	
	

	4
	Is there a signatory authority/approval matrix? 
	
	
	
	
	
	

	5
	Does the signatory include authorization limits? 
	
	
	
	
	
	

	6
	Who are check signatories?
	
	
	
	
	
	

	7
	Is there a proper separation of duties among procurement staff (making sure that one person cannot carry a transaction form beginning to end – no self-review or self-authorization)?
	
	
	
	
	
	

	8
	Is there proper segregation among financial staff (i.e., for payment authorization, cash accounts reconciliation, payroll processing)?
	
	
	
	
	
	

	9
	What procedures are in place to safeguard financial assets (Are cash, checkbooks and records kept in a safe/secure location? Is access limited to relevant people)?
	
	
	
	
	
	

	10
	Are there policies against potential fraud?
	
	
	
	
	
	

	11
	Are there systems to ensure compliance with internal controls? 
	
	
	
	
	
	

	12
	Have there been findings in external or internal audits related to internal control deficiencies?
	
	
	
	
	
	

	13
	Does the organization assess financial risk? 
	
	
	
	
	
	



4.4. Financial Documentation
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Is there a written process for managing financial documentation?
	
	
	
	
	
	

	2
	Are there written guidelines describing the documentation required for each type of transaction?
	
	
	
	
	
	

	3
	Does each transaction (and payment voucher) include and/or reference supporting documentation?
	
	
	
	
	
	

	4
	Is financial documentation kept in a secure and consistent location?
	
	
	
	
	
	

	5
	Is/are there a designated person(s) to manage financial files?
	
	
	
	
	
	

	6
	Is there a policy on which and how long financial documents are kept? 
	
	
	
	
	
	



4.5. Budgeting
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the organization have a master budget that includes the costs of running the organization? 
	
	
	
	
	
	

	2
	Does the organization operate only with project budgets?
	
	
	
	
	
	

	3
	Are program and financial staff involved in budgeting?
	
	
	
	
	
	

	4
	Is there a budget holder (named individual) responsible for managing each budget? 
	
	
	
	
	
	

	5
	Are there regular meetings with senior management and relevant program staff to review budget status?
	
	
	
	
	
	

	6
	Are there systems to manage cash flow on a monthly basis? 
	
	
	
	
	
	



4.6. Financial Reporting
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Are there written procedures for financial reporting?
	
	
	
	
	
	

	2
	Are financial reports prepared regularly?
	
	
	
	
	
	

	3
	Are the reports accurate and submitted on time?
	
	
	
	
	
	

	4
	Is there a person designated to prepare financial reports (statements, management and donor reports)? 
	
	
	
	
	
	

	5
	Is there a person designated to review financial reports (statements, management and donor reports)?
	
	
	
	
	
	

	6
	Is there a person designated to approve financial reports (statements, management and donor reports)?
	
	
	
	
	
	



4.7. Audits
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Is the VOPE legally required to have an annual audit?
	
	
	
	
	
	

	2
	Is the VOPE regularly audited? 
	
	
	
	
	
	

	3
	Is there a person designated to manage external audits? 
	
	
	
	
	
	

	4
	Are audit recommendations implemented? 
	
	
	
	
	
	

	5
	Are audit reports shared with Membership and other stakeholders?
	
	
	
	
	
	

	6
	Does the VOPE have an internal audit function? 
	
	
	
	
	
	



5. Organizational Management

5.1. Strategic Planning
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have a strategic plan? 
	
	
	
	
	
	

	2
	Did strategic planning include stakeholders?
	
	
	
	
	
	

	3
	Does the strategic plan outline the VOPE’s mission, niche, competitors, and partners?
	
	
	
	
	
	

	4
	Does the strategic plan include priority areas, measurable objectives, and clear strategies? 
	
	
	
	
	
	

	5
	Does the VOPE have a mechanism for incorporating lessons learned and best practices into the planning process?
	
	
	
	
	
	

	6
	Does the plan include a process for regular reviews?
	
	
	
	
	
	

	7
	Does the plan identify resource needs and costs?
	
	
	
	
	
	

	8
	Does the VOPE have a capacity building programme for its members? 
	
	
	
	
	
	

	9
	What are the programs? How do you measure the impact of the capacity building? 
	
	
	
	
	
	

	10
	What challenges do face in this area? 
	
	
	
	
	
	

	11
	How is the VOPE influencing the national evaluation system in your country? 
	
	
	
	
	
	

	12
	What programs/ projects do they have with your national government? 
	
	
	
	
	
	

	13
	What challenges do you face in advocating for a robust national evaluation system if any?  
	
	
	
	
	
	

	14
	Does the VOPE have a capacity building programme for its members? 
	
	
	
	
	
	

	15
	What are the programs? How do you measure the impact of the capacity building? 
	
	
	
	
	
	

	16
	What challenges do face in this area? 
	
	
	
	
	
	

	17
	How is the VOPE influencing the national evaluation system in your country? 
	
	
	
	
	
	

	18
	What programs/ projects do they have with your national government? 
	
	
	
	
	
	

	19
	What challenges do you face in advocating for a robust national evaluation system if any?  
	
	
	
	
	
	




5.2. Resource Mobilization
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Has the VOPE designated a person to carry out resource mobilization activities? 
	
	
	
	
	
	

	2
	Does the person have the required skills and qualifications for this task?
	
	
	
	
	
	

	3
	Does the VOPE have a funding strategy? 
	
	
	
	
	
	

	4
	Is the funding strategy in line with its strategic plan?
	
	
	
	
	
	

	5
	Does the organization have sufficient funds to support activities for the next year? 
	
	
	
	
	
	

	6
	Does the VOPE have sufficient funds to support activities for the next three years?
	
	
	
	
	
	

	7
	Does the VOPE receive support from more than one donor? Who are the donors?
	
	
	
	
	
	

	8
	Have potential resource providers (sources) been identified?
	
	
	
	
	
	

	9
	Is there a communication and networking strategy to attract resources?
	
	
	
	
	
	

	10
	What is the minimum amount of money that will attract the VOPE to compete for a proposal?
	
	
	
	
	
	

	11
	How many proposals has the VOPE submitted in the past year?
	
	
	
	
	
	



5.3. Operational Plan 
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have an annual operational plan/ work plan? 
	
	
	
	
	
	

	2
	Does the VOPE have a plan that clearly stated goals and measurable objectives and strategies, clear timelines, responsibilities and indicators? 
	
	
	
	
	
	

	3
	Is the plan linked to the annual budget and strategic plan?
	
	
	
	
	
	

	4
	Was the plan developed with staff participation? 
	
	
	
	
	
	




5.4. Communication Strategy
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have a communication strategy? 
	
	
	
	
	
	

	2
	Does the VOPE have its own brand/logo/tagline?
	
	
	
	
	
	

	3
	Does the VOPE have templates and a style guide and have staff been trained on the guidance?
	
	
	
	
	
	




5.5. Knowledge Management
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have a relationship or collaboration with appropriate civil society organizations, government partners, and/or relevant international policy or academic bodies?
	
	
	
	
	
	

	2
	Does the VOPE have a process for reviewing and adapting new systems or best practices?
	
	
	
	
	
	

	3
	Do government and other organizations know what the VOPEs does?
	
	
	
	
	
	

	4
	Do government and other organizations view and seek the VOPEs out as a technical resource? 
	
	
	
	
	
	

	5
	Does the VOPE publicize and/or disseminate information about itself and its work to the public and/or other organizations, stakeholders and/or beneficiaries?
	
	
	
	
	
	



5.6. Stakeholder Involvement
	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have an appropriate and broad definition of stakeholders?
	
	
	
	
	
	

	2
	Does the VOPE have complete and up-to-date information about all stakeholders working in the same geographical and technical areas?
	
	
	
	
	
	

	3
	Are there collaborative agreements where appropriate?
	
	
	
	
	
	

	4
	Are regular meetings held with stakeholders to share information, review relevant activities and impact and explore ways to collaborate? 
	
	
	
	
	
	




6. Organizational Sustainability

6.1.  Financial

	No.
	Subsection Checklist
	Point
	Not Relevant/
Not Applicable
	Comments/Quality Notes/Evidence of Response

	
	
	0
	1
	2
	3
	
	

	
	
	No
	In Part
	Mostly
	Yes
	
	

	1
	Does the VOPE have a diversified funding base? If so, who are its funders?
	
	
	
	
	
	

	2
	Does the VOPE have unrestricted income? If so, is it a regular source?
	
	
	
	
	
	

	3
	Does the VOPE have income-generating activities? If so, how much of the annual budget comes from this source?
	
	
	
	
	
	

	4
	Does the VOPE have a policy for building/maintaining reserves (accumulated surplus)? 
	
	
	
	
	
	

	5
	Does the VOPE generate any reserves? If so, does the board approve how those reserves are utilized?
	
	
	
	
	
	

	6
	Does the VOPE have debt? What is the debt level?
	
	
	
	
	
	

	7
	Does the VOPE have the cash flow to meet its financial obligations?
	
	
	
	
	
	

	8
	Is the VOPE able to manage and finance overhead costs?
	
	
	
	
	
	

	9
	Does the VOPE have a finance strategy? Is this strategy in line with the strategic plan?
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