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Annex 1: Assessed Standards for the OCA 
 

This annex is an off-line version of the OCA tool (OCAT) and includes all the questions you will 

be asked to score yourself against. This can be used to conduct the OCA offline if members of 

your OCA team are unable to view the online OCAT, or if you plan to conduct the OCA over 

multiple sessions. As mentioned in the guidance, this option should only be used if it is not 

possible to schedule a full two hours with your OCA team. If conducting the OCA offline, please 

be sure to still enter your responses on the OCAT (available online on Survey Monkey) and 

subsequently, the OCA dashboard (on Excel).  

 

GOVERNANCE 

Theory of Change 

There is no theory of change for the project. 

There is a theory of change. The theory of change does not reflect the project.  

There is a theory of change. The theory of change reflects the project. The theory of change 

is not evidence based. 

There is a theory of change. The theory of change reflects the project. The theory of change 

is evidence based. The theory of change has not been shared with key stakeholders. 

There is a theory of change. The theory of change reflects the project. The theory of change 

is evidence based. The theory of change has been shared with key stakeholders. 

Organogram 

There is no organogram. 

There is an organogram. Some people on the project do not know about it and can't easily 

access to it. 

There is an organogram. It is easily accessible. It does not provide clear lines of decision 

making and reporting authority. 

There is an organogram. It is easily accessible. It provides clear lines of decision making and 

reporting authority. Terms of reference and job descriptions do not reflect the organogram.  

There is an organogram. It is easily accessible. It provides clear lines of decision making and 

reporting authority. Job descriptions and terms of reference are in line with the organogram. 

An organogram exists and is accessible, providing clear lines of decision making and 

reporting authority. Job descriptions and terms of reference are in line with the organogram. 

Memoranda of Understanding (MoUs) 

There are no documented agreements (contracts or memorandum of understanding (MoUs) 

in place with partner organisations or local government on this project. 

There are documented agreements (contracts and MoUs) in place with partner 

organisations. No contracts or MoUs are in place with local government. 

https://www.surveymonkey.co.uk/r/UKOCA
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There are documented agreements (contracts and MoUs) in place with partner organisations 

and local government. The procedure to establish the agreement did not include conducting 

a due diligence assessment. 

 There are documented agreements (contracts and MoUs) in place with partner 

organisations and local government. The procedure to establish the agreement includes 

conducting a due diligence assessment. The agreements do not establish ways of working 

and communication lines. 

There are documented agreements (contracts and MoUs) in place with partner organisations 

and local government. The procedure to establish the agreement includes conducting a due 

diligence assessment. The agreements establish ways of working and communication lines. 

Sustainability 

There is no sustainability plan in place.  

There is a sustainability plan in place. The sustainability plan is not available/accessible to the 

whole project team. 

There is a sustainability plan in place. The sustainability plan is available/accessible to the 

whole project team. The sustainability plan is not realistic. 

There is a sustainability plan in place. The sustainability plan is available/accessible to the 

whole project team. The sustainability plan is realistic. The sustainability plan does not 

inform our project approach or planning. 

There is a sustainability plan in place. The sustainability plan is available/accessible to the 

whole project team. The sustainability plan is realistic. The sustainability plan informs our 

project approach or planning. 

PLANNING 

Gantt Chart  

We do not conduct forward planning. 

We conduct forward planning sometimes. Forward planning is not documented in a gantt 

chart. 

We conduct forward planning. Forward planning is documented in a gantt chart. Activities 

are not aligned to the programme objectives. 

We conduct forward planning. Forward planning is documented in a gantt chart. Activities 

are aligned to the programme objectives. The project doesn't follow the gantt chart.  

We conduct forward planning. Forward planning is documented in a gantt chart. Activities 

are aligned to the programme objectives. The project follows the gantt chart, revising it 

where necessary through an established process. 

Vulnerable and Marginalised (V&M) Populations 

We don't have anything documented regarding how we will reach V&M populations. 

We have a strategy regarding how we will reach V&M populations. We don't follow this 

strategy. 

We have a V&M strategy. We follow this strategy. We don't measure our reach to the V&M 

population 



3 
 

 UK Aid Direct 

We have a V&M strategy. We follow this strategy. We measure our reach to the V&M 

population. We are not reaching V&M populations (our strategy is not working).  

We have a V&M strategy. We follow this strategy. We measure our reach to the V&M 

population. We are reaching V&M populations (our strategy is working). 

Risk Management 

We do not have a risk matrix. 

We have a risk matrix. The risk matrix does not reflect the risks our project faces (including 

security and duty of care) 

We have a risk matrix.  The risk matrix reflects the risks our project faces (including security 

and duty of care). The risk matrix is not kept up to date. 

We have a risk matrix. The risk matrix reflects the risks our project faces (including security 

and duty of care). The risk matrix is kept up to date. The matrix is not used to inform or 

change the way we work. 

We have a risk matrix. The risk matrix reflects the risks our project faces (including security 

and duty of care). The risk matrix is kept up to date. We use the matrix to inform or change 

the way we work. 

Annual Reports 

We do not provide annual reporting to anyone. 

We create an annual report for this project. The annual report does not meet deadlines.  

We create an annual report for this project. The annual report meets deadlines. The annual 

report has a lot of mistakes. 

We create an annual report for this project. The annual report meets deadlines. The annual 

report is accurate. We can't or don't implement the suggestions given in feedback to the 

report. 

We create an annual report for this project. The annual report meets deadlines. The annual 

report is accurate. We implement at least two of the suggestions given in feedback to the 

report. 

HUMAN RESOURCES 

Recruitment 

We don't have recruitment guidelines. 

We have recruitment guidelines. The recruitment guidelines are not always followed. 

We have recruitment guidelines. The recruitment guidelines are always followed. We haven't 

managed to recruit people in the required time. 

We have recruitment guidelines. The recruitment guidelines are always followed. We have 

managed to recruit people in the required time. The people we have recruited lack the 

required experience/qualifications for the role.  

We have recruitment guidelines. The recruitment guidelines are always followed. We have 

managed to recruit people in the required time. The people we have recruited have the 

required experience/qualifications for the role. 
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Retention and Development 

We don't know what we need to do to develop and train our staff. 

We know what we need to do to develop and train our staff. We have not documented what 

we need to do to develop and train staff.  

We know what we need to do to develop and train our staff. We have a documented 

retention and development policy for staff. We have not put this strategy into practice. 

We know what we need to do to develop and train our staff. We have a documented 

retention and development policy for staff. We have put this strategy into practice.  We still 

see high staff turnover (retention rate under 60%) 

We know what we need to do to develop and train our staff. We have a documented 

retention and development policy for staff. We have put this strategy into practice. We have 

high retention rates (retention rate over 60%) 

Staff in Place 

We don't know what staff we need to run this project. 

We know what staff we need to run this project. We have not documented what staff we 

need to run this project. 

We know what staff we need to run this project. We have documented what staff we need 

to run this project. We have positions that have been vacant for more than 1 month. 

We know what staff we need to run this project. We have documented what staff we need 

to run this project. We have filled the positions required. The team lacks the capacity to fulfil 

their roles. 

We know what staff we need to run this project. We have documented what staff we need 

to run this project. We have filled the positions required. The team has the capacity to fulfil 

their roles. 

ICT Capacity 

There is no ICT (computer) capacity within the project. 

There is ICT (computer) capacity within the project. ICT capacity is reliant on one person. 

There is ICT (computer) capacity within the project. Multiple people have ICT capacity. Those 

with ICT capacity are all from the grant holder organisation and there are none from the 

implementing partner organisations.  

There is ICT (computer) capacity within the project. Multiple people have ICT capacity. Those 

with ICT capacity are both from the grant holder organisation and the implementing partner 

organisations. Functional equipment does not exist to exercise ICT capacity. 

There is ICT (computer) capacity within the project. Multiple people have ICT capacity. Those 

with ICT capacity are both from the grant holder organisation and the implementing partner 

organisations. Functional equipment exists to exercise ICT capacity. 

FINANCIAL MANAGEMENT 

Budgeting 

We do not have a budget. 

We have a budget. The budget is not evidence based 
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We have a budget. The budget is evidence based. The project does not stick to the budget. 

We have a budget. The budget is evidence based. The project tries to stick to the budget. 

The project often ends up spending more or less than what was budgeted without prior 

approval. 

We have a budget. The budget is evidence based. The project tries to stick to the budget. 

The project spends within 5% of the budgeted amount for the month. 

Financial Documentation and Retention 

We do not document our expenditure (i.e. it is not written down anywhere). 

We document our expenditure. We do not try to find evidence of this (in the form of receipts 

etc.). 

We document our expenditure. We find evidence for this. We don't keep a copy anywhere 

(file or online). 

We document our expenditure. We find evidence for this. We keep a copy (file or online). 

Expenditure is not tracked to determine expenditure against budget. 

We document our expenditure. We find evidence for this. We keep a copy (file or online). 

Expenditure is tracked to determine expenditure against budget. 

Value for Money 

We do not have a value for money manifesto. 

We have a value for money manifesto. We do not follow it. 

We have a value for money manifesto. We follow the manifesto. We do not measure our 

performance on this. 

We have a value for money manifesto. We follow the manifesto. We measure our 

performance on this. We aren't improving on our value for money achievements (the 

strategy is not working). 

We have a value for money manifesto. We follow the manifesto. We measure our 

performance on this. We are improving on our value for money achievements (the manifesto 

is working). 

Procurement 

We do not have procurement guidelines.  

We have procurement guidelines. These are not readily available. 

We have procurement guidelines. They are readily available. The guidelines are not always 

followed. 

We have procurement guidelines. They are readily available. The guidelines are always 

followed. No one is responsible for making sure that the guidelines are followed.  

We have procurement guidelines. They are readily available. The guidelines are always 

followed. Someone in the team responsible for overseeing the procurement processes 

MONITORING AND EVALUATION 

Data Collection 

There is no data collection plan in place. 
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There is a data collection plan in place. There is no capacity or resource to implement the 

plan and collect the data. 

There is a data collection plan in place. There is capacity and resource to implement the plan 

and collect the data. The data is not consistently collected. 

There is a data collection plan in place. There is capacity and resource to implement the plan 

and collect the data. The data is consistently collected. The data is not always documented. 

There is a data collection plan in place. There is capacity and resource to implement the plan 

and collect the data. The data is consistently collected. The data is always documented. 

Data Analysis 

We have no M&E analysis capacity. 

We have an individual with M&E analysis included in their job description. The individual has 

not been trained and is not able to conduct analysis. 

We have an individual with M&E analysis included in their job description. The individual has 

been trained and is able to conduct analysis. They do not analyse the data. 

We have an individual with M&E analysis included in their job description. The individual has 

been trained and is able to conduct analysis. They analyse the data. The individual does not 

produce reports on this analysis.  

We have an individual with M&E analysis included in their job description. The individual has 

been trained and is able to conduct analysis. They analyse the data. The individual produces 

reports on this analysis. 

Beneficiary Feedback Mechanism 

We haven't designed a beneficiary feedback mechanism for this project. 

We have developed an idea for a beneficiary feedback mechanism. The idea has not yet 

been implemented. 

We have developed an idea for a beneficiary feedback mechanism. We have implemented a 

beneficiary feedback mechanism. The beneficiary feedback mechanism is used once a year, 

or less.  

We have developed an idea for a beneficiary feedback mechanism. We have implemented a 

beneficiary feedback mechanism. The beneficiary feedback mechanism is used more than 

once within a year. 

We have developed an idea for a beneficiary feedback mechanism. We have implemented a 

beneficiary feedback mechanism. The beneficiary feedback mechanism is used more than 

once within a year. We have evidence where we have changed our approach based on this 

feedback. 

Learning Strategy 

We do not have a learning strategy in place. 

We have a learning strategy in place. We do not implement the learning strategy.  

We have a learning strategy in place. We implement the learning strategy and write up 

lessons/learning products. We do not disseminate learnings.  
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We have a learning strategy in place. We implement the learning strategy and write up 

lessons/learning products. We disseminate learnings within the organisation. 

We have a learning strategy in place. We implement the learning strategy and write up 

lessons/learning products. We disseminate learnings within the organisation and to external 

stakeholders. 

 

This guidance was updated December 2019.  


