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Module Three: Gender Audit Training Module
Duration: 24 Hours
[bookmark: _Toc342644711]INTRODUCTION
Those organizations which work on gender in development and humanitarian assistance are becoming more aware of the role that organizational structure and organizational culture play in the design and delivery of gender- sensitive programs and projects. The fact that women and men have different access to and control over resources is well known. Women and men benefit in different ways from development programs and projects and other efforts. How programs and projects are designed is inextricably linked to the gendered nature of the organization providing the assistance. [footnoteRef:1] [1:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision,] 

The level of gender awareness of an organization influences how policy/programs/projects are designed. The Ministry believes that gender mainstreaming is everybody’s business; hence every organization must put its house in order and clearly articulate what change it must make in its policy, staffing, advocacy marketing and communications, to promote gender equality, there is a need for a supportive organizational culture, adequate human and financial recourses to prevent discriminate against women staff and women at large.[footnoteRef:2] [2:  National Gender Audit Guideline , MoWCYA] 

A fundamental premise underlying the National Policy on Ethiopian Women is  support for gender equality initiatives to be mainstreamed into an organization‘s programming and organizational practices in order to bring about sustainable change towards achieving equality. Therefore, in order to mainstream gender in every sector effectively each sector needs to undergo a gender audit in four areas: political will, technical capacity, organizational culture and accountability.


This training module therefore is designed;-to support all sectors by providing an easy-to-use manual for organizations in implementation and follow-up of a gender audit. It can be used for a 3-5 days (24 -40 hours) training and is meant to assist staffs in institutions/organizations to develop the skills to undertake gender audits in order to promote gender equality in organizational and programmatic lines within them. At the end of the training, it is anticipated that the trainees will be able to acquire skills of gender auditing. The main tool used for this is that of Interaction Gender Audit framework. The training does impart skills in addition to enhancing perceptions in the area.
[bookmark: _Toc336247406][bookmark: _Toc336341632][bookmark: _Toc336341819][bookmark: _Toc342644712]Module Objectives
The ultimate goal of gender audit is to ensure that gender is mainstreamed into all aspects of organizational and programmatic aspects of the institution/organization. Based on this, the objectives of the module are to support gender audit trainers with an easy to use resource for organizations/sectors in implementation and follow up of gender audits; and to provide trainers with a set of tools and practical guidelines to be used during the gender audit process.
[bookmark: _Toc342644713]Module Content
The Gender Audit module is presented in five chapters:
Understanding the Concept of Gender Audit
Gender Audit Approaches
 Gender Audit Process and Sampling Strategies
Gender Audit Tools and Analysis
Aftermath of the Gender Audit
[bookmark: _Toc327537894][bookmark: _Toc342644714]Target Audience
[bookmark: _Toc336247407][bookmark: _Toc336341633][bookmark: _Toc336341820]This module has been developed primarily to guide and assist trainers conducting gender audits for and with staff working in governmental and non- governmental 


organizations[footnoteRef:3].  It can also be adapted to suit a wide variety of organizations wishing to conduct gender audit at either institutional/organizational, program or project levels. [3:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p.13] 

[bookmark: _Toc342644715]Duration
Gender Audit trainings can have a flexible time ranging from 3 to 5 days. In this module, three days training is proposed in which one day will be used for introduction on concepts and two days for gender audit process and tools.
[bookmark: _Toc342644716]Number of facilitators required
It is preferable to have a co-trainer in conducting the gender audit training..
[bookmark: _Toc342644717]



CHAPTER ONE: UNDERSTANDING THE CONCEPT OF GENDER AUDIT

Duration: 3 hours
Introduction
The gender audit is a self – assessment tool for identifying staff perceptions regarding how gender issues are addressed in programming and in internal organizational systems and activities. It is also a process for creating ongoing gender action planning, and to identify challenges and opportunities for increasing gender skills and organizational equality.
In this chapter, trainees will learn about the notion, scope, objective, type and deliverables of gender audit.
Learning Objectives
This chapter clarifies the origin, nature, advantages, objectives and actors of gender audit.
At the end of this chapter, trainees will be able to:
· Explain the basic notion of a gender audit
· Be able to understand the relevance of gender audit to promote gender equality in institutions/organizations
· Be able to examine the characteristics and types of a gender audit
· Situate the practice of gender audit within the process of gender mainstreaming in their institutions.

Chapter Content
The chapter comprises the following sessions;
Session 1: What is a Gender Audit and why is it important?
Session 2: Objectives and Scope of Gender Audits
Session 3:  Deliverables and Types of Gender Audits
[bookmark: _Toc342644718] SESSION 1: What Is Gender Audit? Why Is It Important?

	Duration
	1 hour

	Learning Objectives
	By the end of this session trainees will be able to:
· define the concept of  gender audit
· explain the objective of gender audit
· comprehend the importance of gender audit and its relevance in contrbuting to gender eqality in organizations development

	Methodology
	Lecture, reflections, group discussions and presentations

	Content
	What is a Gender Audit?
Why is a gender audit important?

	Required Materials
	Flip chart, white  Board,  marker, computer, LCD projector



Activity 1:  Assessing Trainees Perception of Gender Audit
Steps:
1. The trainer will brainstorm with the trainees on the following questions
a. What do you understand by gender audit?
b. What do think of the objectives and importance of gender audit?
c. Have you conducted a gender audit in your organization?
2. After the brainstorming, the trainer will make a brief presentation on gender audit

Trainer’s Tips
The presentation is based on the trainer’s note for the session and should include nature and advantages of a gender audit. It also helps to look for trainees informed of previous gender audits in their organizations to share their experiences on its relevance. Make sure the trainees understand that gender audit is a tool for gender mainstreaming.



[bookmark: _Toc338925727]



Trainer’s Notes
What is Gender Audit?
The term audit is usually related to inspection of financial activities. Gender auditing, on the other hand, is directed to an assessment of effective implementation of gender policies, programs and projects. It is directed to “social auditing principles rather than those of financial auditing” (Hunt, 2000).

Gender audit is an important tool that provides a clear picture of an organization’s gap and strength in addressing gender concerns. It establishes accountability for gender equality by enhancing commitments for gender mainstreaming.

Gender audit as defined by Interaction (2003) is:
“an assessment tool and process for organizations to use in identifying how gender issues are addressed in their programming portfolio… that requires consistent and demonstrated political will from senior managers in the organizations”

Gender Audit:
· assesses the progress made in gender mainstreaming;
· considers whether internal practices and related support systems for gender mainstreaming are effective and reinforce each other and whether they are being followed;
· documents good practices towards the achievement of gender equality;
· establishes a baseline;
· identifies critical gaps and challenges; and
· recommends new strategies and ways of addressing gender gaps identified
Gender audit also enables organizations/institutions to identify the impact of gender relations on their institutional culture, processes, programs and organizational performance. When the specific patterns of gender relations in an organization are uncovered, it becomes possible to work within the organization to change the unequal 



patterns and to reinforce the equalizing ones, making the organization more gender responsive.[footnoteRef:4] [4:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,    2010 Second Revision, ] 


Gender audit is one aspect of gender mainstreaming; it analyzes the mainstream from the point of view of effects on the status of women and men. It serves as a planning tool; it shows where improvements can be made in mainstreaming gender in policies, regulations and programs as well as in institutional operations of an organization.
[bookmark: _Toc336341637][bookmark: _Toc336341824][bookmark: _Toc336247413][bookmark: _Toc336341638][bookmark: _Toc336341825][bookmark: _Toc327516443]
Objectives of Gender Audit
The underlying premise for gender audit is preventing evaporation and invisibility of gender policies as well as reducing and eliminating potential political and structural resistance for effective implementation of gender mainstreaming strategy (Moser, 2004). Gender audit aims to see whether the policies, practices, systems, procedures, culture and resources are being used in the most effective way to deliver the organization’s commitments to gender equality.
The main objectives of undertaking gender audit are:
· to generate understanding of the extent to which gender mainstreaming has been internalized and acted upon by staff;
· to assess the extent of gender mainstreaming in terms of the development and delivery of gender sensitive products and services;
· to identify and share information on mechanisms, practices and attitudes that have made a positive contribution to mainstreaming gender in an organization;
· to assess the level of resources allocated and spent on gender mainstreaming and gender activities;
· to examine the extent to which human resource’s policies are gender-sensitive;
· to examine the staff sex balance at different levels of an organization;
· to set up the initial baseline of performance on gender mainstreaming in an organization with a view to introducing on ongoing process of benchmarking to measure progress in promoting gender equality;
· to measure progress in implementing action plans on gender mainstreaming and recommend revisions as needed; and




· to identify room for improvement and suggest possible strategies to better implement the action plan
Importance of Gender Audit
Gender audit enables every sector to systematically take stock of and address the status of gender equality in all aspects of its activities. Specifically, it enables organizations to systematically take stock of and address the status of gender equality in all aspects of their operations and work.
· Assess the polices procedures and planning, implementation, monitoring and evaluation process of the organization from gender perspectives,
· Identify areas of gaps and achievements in gender mainstreaming,
· Identify good practices and  areas of improvements that can be used as a foundation for gender action planning,
· Identify potentials and challenges, to make informed decisions for mainstreaming gender, and
· Helps to raise awareness on gender concerns and enhance skills of employees in gender mainstreaming.
In short, conducting a gender audit is important to ascertain the commitment of every sector/organization for mainstreaming gender in all areas and at all levels of its activity. It is also crucial to create awareness and knowledge of employees about gender issues which in turn helps them address gender concerns in their duties. It is believed that gender audit helps organizations to become more effective in institutionalizing gender mainstreaming.

[bookmark: _Toc338925726][bookmark: _Toc327516444][bookmark: _Toc328987428][bookmark: _Toc336247414][bookmark: _Toc336341639][bookmark: _Toc336341826]


[bookmark: _Toc342644719] SESSION 2:  Scope of Gender Audit

	Duration
	30 minutes

	Learning Objective
	At the end of this session trainees will be able to;
· articulate the scope of Gender audit

	Methodology
	Lecture and reflections, discussion

	Content
	What is the scope of gender audit?

	Required Materials
	Flip Chart, white  Board,  marker, Computer,  LCD projector



Activity 1:  Presentation on the Scope of Gender Audit
Steps:
1. The trainer will ask the participants to share their experiences of gender audit with regard to the scope
2. Following the discussion , the trainer will make a power point presentation on the scope of gender audit
 Trainer’s Tips
Considering organizations that has undertaken gender audit in the previous session, ask those trainees to share their experience on determining the scope they used in the auditing process.
Trainer’s Notes
Scope of a gender audit depends on the nature, structure and objective of an organization. However, gender audit focuses on two areas, at program and organizational levels. At program level it deals with assessing the policies, program design, implementation and monitoring and evaluation processes of the organization in view of ascertaining equitable service provision for women and men. At organizational level it assess the organizational culture, the gender balance in staffing, human resource development plan, availability of adequate financial resource for gender related activities, and gender sensitivity of publications and other means of  communications.
[bookmark: _Toc336247416][bookmark: _Toc336341640][bookmark: _Toc336341827]
[bookmark: _Toc342644720] SESSION 3   Preparation for Gender Audit
	Duration
	1:30 hours

	Learning Objective
	At the end of this session trainees will be to:
· Explain who will be involved in the gender audit processes
· Identify when gender audit will be conducted
· Specify time span for gender audit

	Methodology
	Group discussion and reflections

	Content
	Who is involved in a gender audit?
How long does a gender audit take?
When to undertake a gender audit?

	Required Materials
	Flip Chart, white  Board,  marker, Computer,  LCD projector



Activity – 2 	Group Discussion and presentation
Steps:
1. The trainer will form a group of 7-10 members and let them discuss the following questions in groups;
a. Whom do you think should be involved in the gender audit? Why?
b. When do you think that gender audit is to be under taken?
2. The groups will present their discussion results to the plenary
3. The trainer entertain questions and suggestion on group presentation and summarize
Activity – 3 	Reflections on Gender Audit Experiences
Steps:
1. The trainer will forward questions in the plenary, so that trainees from organizations that had conducted gender audit will share their experiences
a. Who were involved in the gender audit process in your organization?
b. How long had it take to be completed?
c. When do you think that gender audit is to be under taken?
d. What were the major problems encountered?
Trainer’s Tips
The trainer must take notes on the practical experiences to use it in the coming sessions
[bookmark: _Toc336247417][bookmark: _Toc336341641][bookmark: _Toc336341828]

Trainer’s Notes
Who is Involved in a Gender Audit?
Gender audit is a participatory process of self-assessment that demands a clear understanding of gender concepts and a skill in mainstreaming. It is important to understand that gender audit is a challenging process of learning and change. It is challenging, as it involves new insight on gender and development that demands policy, structural and cultural changes in organizations and it is a learning process as it engages all staffs in the organization.

The audit process can be lead by a consultant or by a gender expert within the organization. However, in both cases it should be done in a team to promote learning. Gender audit is an intensive and time-consuming exercise, it needs commitment and determination. It also requires knowledge and skill in gender, technical knowledge on the organization’s programs and over all objectives of the organization as well as skill in feminist research.

It is advisable that team members volunteer to join the team rather than assigned in order to build strong team spirit. The team members should be selected from the different sections of the organization for filling a gap in technical knowledge. It is also worth to note that the team composition should consider gender balance and other diversity.

In addition, for the gender audit to be successful, all team members, though had training in gender and technical skill, they should be given intensive training on gender analysis, gender mainstreaming, gender auditing and research methodologies before starting the work.



Gender audit, as with most organizational initiatives, require commitment from senior management. Nevertheless, the engagement of all personnel in an institution is equally important. An inclusive process ensures a sense of ownership, accountability and responsibility for the results of the audit process. [footnoteRef:5] [5:  Nicola Popovic. “Security Sector Reform Assessment, Monitoring and Evaluation and Gender.” Gender and Security Sector Reform Toolkit. Eds. Megan Bastick and Kristin Valasek. Geneva: DCAF, OSCE/ODIHR, UN-INSTRAW, 2008.] 


For the team to be effective in its role, top management need to:
· Demonstrate commitment to the entire process, and take full ownership of the results
· Give recognition and authorization for the team‘s work
· Provide the team with financial resources
· Access to physical resources such as meeting rooms, copying facilities and documents
· Allocate adequate time based on the volume and scope of the work

As the main principle of gender audit is self-assessment, it is preferable to do it by team of experts within the organization. However, if there is a shortage of gender experts in the organization the team can be guided and supported by external consultants throughout the processes. On the other hand, it is also possible to do it by external consultants monitored by the gender unit/focal person in the organization. However, the gender audit should remain self-assessment, based on participatory methods of data collection and shared learning of results across the whole organization. It makes no sense to have a report produced by external ‘experts’ to which staff of the organization feels no personal commitment.

There are different advantages and disadvantages for gender audit conducted either by an internal team or external consultants.[footnoteRef:6] [6:  Nicola Popovic. “Security Sector Reform Assessment, Monitoring and Evaluation and Gender.” Gender and Security Sector Reform Toolkit. Eds. Megan Bastick and Kristin Valasek. Geneva: DCAF, OSCE/ODIHR, UN-INSTRAW, 2008.] 





	
	Advantages
	Disadvantages

	Internal audit team
	May be less expensive.
Knowledge of internal structure, procedures and hierarchies.
May be taken more seriously, depending upon position in the institution.
	Lack of independence.
Potential consequences for staff in assessment team in case of criticism of behavior.
Potential barriers due to hierarchies.
Inexperience in conducting gender audits.

	External Audit Team
	More independent point of view, potentially broader perspective.
No fear of consequences when being critical about internal processes.
Expertise and experience in conducting gender audits.
	Lack of understanding o how specific institution or organization works.
Potentially less ability to enlist staff cooperation and ownership of the process.
Lack of a common vision, goal and interpretation of outcomes.



The coordination and relationship between the gender audit team and the organization’s staff is crucial in both cases. Furthermore, external consultants also depend on the inner cooperation and political will from senior management. Therefore, the terms of reference for gender audit should be drawn up in coordination with top management of the organization and the unit/focal person that lead the audit process.
[bookmark: _Toc336247418][bookmark: _Toc336341642][bookmark: _Toc336341829]How Long Does A Gender Audit Take?
Time line for gender audit depends on the scope of the audit and the resources available to undertake it.[footnoteRef:7] In some documents there is a suggestion of one and half  [7:  See Interaction Gender Audit Handbook & ILO Manual for Gender Audit Facilitators] 



months to a year.  However,   to determine the time line, it is important to consider the structure, number of employees the geographical location. It is also important to consider the culture of the institution and keeping in mind that there may an expected event that could affect the process. Putting a time frame for each step in the process is also vital. This will alert the team in meeting the deadlines.
[bookmark: _Toc336247419][bookmark: _Toc336341643][bookmark: _Toc336341830]
When to Undertake a Gender Audit?
Gender audit is an ongoing process of review and improvement in the organization’s capacity to deliver programs and strategies that will lead to gender equality. Gender audit can be done before reform processes and gender mainstreaming initiatives are formulated or implemented. It can be undertaken at the beginning of the process in order to develop an accurate baseline for further evaluation and monitoring.[footnoteRef:8] Gender audit can, therefore, serve as both a starting point and an evaluation and self-assessment of ongoing gender mainstreaming activities [8:  Integrating Gender in Security Sector Reform Assessments, Monitoring and Evaluation: Summary of a Virtual Discussion June 04th – 29th, August 2000] 


Gender auditing can also be a useful tool in the organization’s performance monitoring framework. Most organizations are required to review their programs annually, and present their proposed work plan for the following year to their headquarters. The results of the first Gender Audit will become the baseline against which to measure progress. Moreover, the gender audit action plan establishes actions to be taken in the following months or years. It can be incorporated into the organization’s annual work plans, and its longer-term country strategy.








Chapter Summary
Gender audit is a process and a tool that promote gender mainstreaming in policies, programs, projects and activities of an organization in order to promote gender equality.  Gender audit is like a mirror that shows organization to what extent gender is institutionalized.

Gender audit enables organizations to assess gaps and strength in mainstreaming gender at all levels of its activities.  It also promotes organizational learning as gender audit is undertaken by team of experts from the organization and involves staff of the organization at all levels. Gender audit come up with an action plan that enhance commitment and accountability when in turn promotes gender equality in the organization. The report of gender audit serves as a baseline data for monitoring and evaluation of developments with regard to gender mainstreaming.

There are different gender audit tools that are developed by different organizations. It is possible to choose one that fits the objective and system of the organization. The most common gender audit tools are that of the Interaction and ILO Participatory Gender audit methodology. In this module, the combination of the two is taken and discussed.











[bookmark: _Toc336247420][bookmark: _Toc336341644][bookmark: _Toc336341831][bookmark: _Toc342644721]
CHAPTER TWO : GENDER AUDIT APPROACHES
Duration: 3 hours
[bookmark: _Toc336247421][bookmark: _Toc336341645][bookmark: _Toc336341832]Introduction
In this chapter the trainees will go through two types of gender audit tools namely; the Interaction Gender Audit Framework, and Participatory Gender Audit Methodology (ILO). Whereas, both steps of gender audit tools provide a complete steps and instructions to undertake the audit; they could be used in different settings based on the available resources and convenience of their methods.
Hence, in order to impart practical knowledge, the trainees preferably review the documents they have in their organizations. For this purpose, the trainees will be invited in advance to send a copy of a project/program documents, publications, administrative manuals etc depending on their willingness. They may also be advised that this will provide them with valuable insights and constructive recommendations for strengthening the project from a gender perspective. These should ideally reach the workshop facilitators one week prior to the workshop.
Learning objectives
At the end of this Chapter, trainees will be able to;
· Comprehend the deliverables of gender audit
· Comprehend the characteristics of the different approaches and enhance their capacity to make choices among the approaches.

Chapter Content
This chapter comprises the following sessions:
Session - 1:   Different Approaches of Gender Audit
Session - 2:   Interaction Gender Audit approach
Session - 3:   ILO Participatory Gender Audit Methodology
[bookmark: _Toc336247422][bookmark: _Toc336341646][bookmark: _Toc336341833]

[bookmark: _Toc342644722] SESSION 1:  Approaches and Deliverables of Gender Audit
	Duration
	45 minutes

	Learning Objectives
	At the end of this session trainees will be  able to;
· Identify the different approaches in gender auditing
· Differentiate principles of  gender audit approaches

	Methodology
	Lecture, reflection, Discussions

	Contents
	InterAction Gender Audit, ILO Participatory Gender Audit  , Novib Gender and Diversity Audit, Oxfam Gender Maping, Juliet Hunt Gender and Development Self-Assessment Tool, ACORD Gender Audit, Deliverables of A Gender Audit


	Required Materials
	Flip Chart, white  Board,  marker, Computer,  LCD projector



Activity 4: Group Discussion and Presentation
Steps
1. The trainer will distribute a handout on deliverables and approaches of gender audits for self-reading. Afterwards draw out main points and give input on deliverables of gender audits
2. Then the trainees will read and discuss the work sheets in small groups into small groups. The main points of discussion are  approaches to gender audits and their similarities and differences
3. The trainees will present their findings in the plenary and the trainer will close up the session with a summary.
Trainer’s Tips
The trainer is advised to raise issues of concern and have an open discussion on common points in relation to deliverables and types of gender audits. It’s important to underline the goal of the different types of gender audits is the same; to better mainstream gender in the institution/organization. It’s also important to emphasize that trainees may choose one or the other or mix the different types of gender audits.


Trainer’s Notes
Different Approaches of Gender Audit
There are different approaches in gender auditing that are developed by different organizations. However, in this module the Interaction and ILO participatory approaches are taken as appropriate approaches for conducting gender audit in Ethiopian context.
Interaction approach is preferred because it treats both programming and organizational issues equally, and above all it gives the opportunity to triangulate the findings from the organization with the stakeholders. Further, it examines the entire program cycle: program design and planning, implementation, capacity for mainstreaming, and monitoring and evaluation and furthermore it allows gathering the views of partners and beneficiaries. In addition ILO participatory gender audit approach is considered as it sharpens organizational learning at the organizational, work unit and individual level through processes of team-building, information sharing and reflection.
Therefore, the Interaction and ILO participatory gender audit process will be discussed in the following session. However, the trainer has to familiarize her/him self with the different approaches to explain the basic principles and differences of the approaches listed below.
InterAction Gender Audit
ILO Participatory Gender Audit
Novib Gender and Diversity Audit
Oxfam Gender Maping
Juliet Hunt Gender and Development Self-Assessment Tool
ACORD Gender Audit
Deliverables of Gender Audit

The main outcome of the gender audit is a report that includes recommendations for performance improvement and concrete actions for follow-up by the audited 


unit/organization. Moreover, the audit methodology is very useful and can be used by facilitators in other settings to promote reflection analysis of experiences, and learning that initiates change. The participatory approach ensures that trainees learn how to critically assess their attitudes and practices and to develop ideas on improving their performance on gender equality. Moreover, gender mainstreaming strategy and action plan, framework for accountability, organizational and/or programming guidelines and tools, and staff training are the additional outcomes of a gender audit.

Gender audits can be one-time events or can be repeated. The first Gender Action Plan can be used as a baseline against which to routinely assess the organization’s future progress on gender equality. A gender audit can also be a part of the organization’s broader strategic planning processes. In this way gender auditing can be institutionalized within the organization as part of its regular performance monitoring and evaluation.
[bookmark: _Toc336247423][bookmark: _Toc336341647][bookmark: _Toc336341834]



 SESSION 2:  Inter Action Gender Audit approach
	Duration
	1:30 hours

	Learning Objectives






	At the end of this session trainees will be  able to:
· Explain the origin of Interaction gender audit tool
· Point-out the Gender Integration Framework(GIF)
· Comprehend the significance of the four elements of (GIF)
· Identify the catagories of IntreAction Questionnaire

	Methodology
	Lecture, reflection, discussion

	Contents
	Interaction Gender Audit Approach
Gender Integration Framework
Interaction’s questionnaire

	Required Materials
	Flip chart, white board, maker, Computer LCD projector



Activity – 5 Distinct Features of the Inter Action Gender Audit Process
Steps
1. The trainer prepares a power point presentation on the Inter Action Gender Audit Process. The essential headlines in this power point presentation are:
· The Gender Integration Framework
· Unique features of the Process
· The four steps -briefly
· Tools needed (survey, FGD) – briefly

Trainer’s Tips
The discussion which follows power point presentation should focus on the distinct features of the Inter Action Gender Audit Process. It is important to know the details of the process including its difference with regard to steps and tools and process in comparison with the other types of gender audits. While discussing the four steps, focus on political will which is a prerequisite for the other three.(see the discussion on in the trainer’s note)




Activity – 6 Group Discussions and Presentation
Steps:
1. The trainees will be divided in small groups of 7-10 members.
2. They select one sector for each group and articulate the Interaction questions on planning and programming, and Monitoring , Evaluation and human Resources
3. Entertain questions and suggestion on group presentation and summarize main points that need to be stressed

Trainer’s Tips
This part is the most practical part, therefore, it is important that trainees understand the basic concept and content of the questionnaire. Thus, refer the annexed Interaction questionnaire for further explanation and elaboration. Provide practical examples to link the subject matter to live experiences. Provoke trainees to ask questions and give emphasis on the basic ones.  Provide handout.




Trainer’s Notes
Interaction Gender Audit Approach
Interaction auditing tool was developed by Commission for Advancement of Women (CAW) for assessing gender mainstreaming status US-based NGO’s in 2000. A fundamental premise to develop this auditing tool is for gender equity to be integrated in programming and organizational practices to bring about sustainable organizational change. The Gender Audit approach used by Interaction aims to address the gender audit needs of a wide range of organizations.

Interaction’s gender audit is a process for organizational assessment and a tool for action planning. The Interaction audit process helps to identify organizational strengths and challenges to integrating gender in the organization’s systems and operations and in programs and projects. Gender audit process requires commitment on the part of top management, senior staff and the ability of a gender focal points or gender teams to implement the audit process in the organization.
[bookmark: _Toc336247425][bookmark: _Toc336341649][bookmark: _Toc336341836]Gender Integration Framework (GIF)
The Interaction audit tool uses a framework called the Gender Integration Framework (GIF), which suggests that transformation can only occur when four organizational dimensions are ready for gender integration. These four elements are political will, technical capacity, accountability, and organizational culture which are symbolized by a tree. This framework shows that how political will is the root that allows and encourages gender equality. It further illustrate the other enabling elements grow 


and branch out from the root, political will.
“An organization with strong political will, like a tree with strong roots, can support the development of three vital branches: technical capacity, accountability, and a positive organizational culture”15

Political Will – the ways in which leaders use their position of power to communicate and demonstrate their support, leadership, enthusiasm for and commitment to working toward gender equality in the organization.

Technical Capacity: Level of ability, qualifications and skills individuals in an organization need to carry out the practical aspects of gender integration for enhanced program quality, and level of institutionalization of gender equitable organizational processes

Organizational Culture: Norms, customs, beliefs and codes of behavior in an organization that support or undermine gender equality: how people relate; what are seen as acceptable ideas; how people are expected to behave; and what behaviors are rewarded

Accountability:  requires mechanisms by which an organization can determines the extent to which it is “walking the talk” in terms of mainstreaming gender equality in its programs and organizational structures.

[bookmark: _Toc302321309][bookmark: _Toc302325716][bookmark: _Toc303249986][bookmark: _Toc303250283]Interaction gender audit process has two main focus areas that are program and internal organizational processes.
Interaction gender audit tool is a two-stage process. The first stage is collection of data through the Gender Audit questionnaire. The questionnaire was designed to help organizations assess the range of understanding, attitudes, perceptions and reported behavior among staff in their own organization.
[bookmark: _Toc336247426][bookmark: _Toc336341650][bookmark: _Toc336341837]Interaction’s Questionnaire


Interaction’s questionnaire has over 60 questions & focuses on how gender equality issues have been addressed in five programming and six organizational dimensions. The responses to the questionnaire serve as a baseline of staff perceptions on the status of gender equity in their organization’s programs and processes. Therefore, to get required result out of the audit the questions should be customized to the objective and operational system of an organization to be audited. The questionnaire focuses on the following (5) areas of programming and six (6) areas of organizational process.
Programming:
Program Planning and Design
Programme Implementation
Technical Expertise
Monitoring and Evaluation
Partner Organizations/Beneficiaries

Organizational:
Gender Policies
Staffing
Human Resources
Advocacy, Marketing, Communications
Financial Resources
Organizational Culture
[bookmark: _Toc302321314][bookmark: _Toc302325721][bookmark: _Toc303249991][bookmark: _Toc303250288][bookmark: _Toc336247427][bookmark: _Toc336341838]Categories of the Questionnaire
The Interaction gender audit questionnaire is designed to solicit three types of information concerning the status of gender mainstreaming in an organization. The three categories of information are: to what extent, to what intensity, and with what frequency?
To What Extent?  The questions are designed to show the extents of gender equality issues have been addressed. There are five possible response categories:
Not at all: indicates that there is no move/progress for gender equality that could include no policy and system, no leadership commitment, no or little awareness.
To limited extent: There might be some efforts but inadequate and ineffective. For example there might be a policy but not effectively implemented, the leadership might support the objective of gender equality but don’t take proactive actions



To moderate extent: activities for ensuring gender equality is being carried out in a reasonable mode.  It denotes that there is a policy, system, and supportive leadership to plan and implement gender concerns.
To a great extent:  indicates that gender concerns are reliably planed and implemented, there is an effective system, and visibly committed leadership as well as gender sensitive organizational culture.
To the fullest extent: indicates that gender concerns are comprehensively planned and implemented and monitored. There is clear policy and effective system for gender mainstreaming,  strongly committed and  champion leadership, well designed regular training programs for changing organizational culture,
To What intensity? These questions are designed to determine the intensity of gender equality actions. There are five categories.
Strongly agree:  strong support for the statement
Agree: support for the statement
No opinion: neither support of lack of support for the statement
Disagree: lack of support for the statement
Strongly disagree: a strong lack of support for the statement
With What Frequency?
These questions are designed to determine the frequency of gender equality actions. It has four categories:
Always:  very consistent practices of gender equality actions
Frequently:  fairly reliable practices of gender equality actions
Occasionally: irregular practices of gender equality actions
Never:  no practice of gender equality actions
The second stage of Interaction gender audit process has three phases, discussion, analysis and planning. The first phase is where the gender audit questionnaire results are discussed and reviewed by the gender audit team. In the second phase the results of the questionnaire will be presented to the staff of the organization to explore the findings and trends in more depth. The third phase deals with enhancing shared 


ownership and preparation of action planning to move towards developing a gender friendly organization.

[bookmark: _Toc336247428][bookmark: _Toc336341651][bookmark: _Toc336341839]



[bookmark: _Toc342644723] SESSION 3: ILO Participatory Gender Audit Methodology
	Duration
	30 minutes

	Learning Objective
	At the end of this session trainees will be  able to:
· Explain the four fundamental pillars of participatory gender audit methodology.
· Identify the twelve key areas of analysis

	Methodology
	Lecture, reflection, discussions

	Content
	Four Pillars of Participatory Gender Audit Methodology
Twelve Key areas of analysis

	Required Materials
	Flip chart, white board, maker, Computer LCD projector


[bookmark: _Toc339345785][bookmark: _Toc339345880][bookmark: _Toc339347146][bookmark: _Toc339347178][bookmark: _Toc339347210][bookmark: _Toc339347999][bookmark: _Toc339348034][bookmark: _Toc339348080]
Activity – 7 Group Discussions and Presentation
Steps
1. The trainer presents the Participatory Gender Audit Methodology on an emphasis on the four pillars based on the trainer’s notes
2. The trainer asks trainees to divide up into their assigned groups
3. The trainer will distribute handouts on the 12 key areas of analysis and invite trainees to discuss and present their views in a plenary
4. The trainer will answer questions and give concluding remarks

Trainer’s Tips
While presenting on the methodology, the trainer must also briefly mention the different tools used by it. Moreover, there is a need to emphasize its participatory nature and its participatory process is also a self learning mechanism for staff/organizational learning.
Refer “ILO’s Manual for Gender Audit Facilitators” for detail explanations and provide handout (soft /hard copy) for trainees.






Trainer’s Notes
ILO Participatory Gender Audit Methodology

Participatory Gender Audit Methodology (PGA) has four fundamental pillars, i.e. the Gender and Development Approach (GAD), the Qualitative Self-Assessment (QSA), the Adult Learning Cycle (ADL), and the Learning Organization (LO).[footnoteRef:9] [9:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 20-21] 

The four pillars of the Participatory Gender Audit methodology[footnoteRef:10] [10:  Ibid] 

An innovative approach in the ILO participatory gender audits is the use of participatory workshop exercises that encourage optimal interaction and dialogue among the trainees.
The methodological underpinnings of the participatory exercises comprise four fundamental pillars:
• The Gender and Development Approach (GAD)
• The Qualitative Self-Assessment (QSA)
• The Adult Learning Cycle (ALC)
• The Learning Organization (LO)

First pillar: The Gender and Development Approach (GAD)
The GAD emerged in the 1980s focusing on inequality between men and women. The term “gender” was coined and used as an analytical tool as awareness increased of the inequalities arising from institutional structures that favored men. GAD focuses on:
• Women as an isolated and homogeneous group; and
• The roles and needs of both men and women.



Given that women are usually disadvantaged socially and economically when compared to men, the promotion of gender equality implies explicit attention to women’s needs, interests and perspectives. The objective then is the advancement of the status of women in society, with gender equality as the ultimate goal. The recognition of the need for proper planning in resolving gender inequality has resulted in more attention being given to the organizational issues involved in changing relations.
A number of the workshop exercises are designed to garner information on organizational culture.
Second Pillar: The Qualitative Self-Assessment (QSA)
Any change, including organizational change, requires that the focus be put on tangible as well as intangible factors. Facts, as well as the interpretation of facts, have to be taken into account, balancing both objective data and subjective perceptions. There are always differences between the way people act and the way they think they act, just as there are differences between the way organizations act and the way they think they act. These different perspectives seem especially relevant when considering gender equality and women’s empowerment issues.
QSA allows work unit staff to ask questions such as;
• Why are things the way they are?
• How did we get to where we are?
• Why do we act the way we do?
• What are the forces of change?
• Where are the forces that make change possible?
• Are we doing the right things?
• Are we doing the right things in the right way?
QSA does not aim to establish “the objective truth” but rather a consensual understanding of the reality in which people are working and which they are creating together.



In the context of the gender audit, this self-assessment establishes a consensus on how the unit is working towards gender equality. It motivates trainees to probe for and understand the deeper reality behind the statistics, data and experiences. This methodology is undeniably subjective. However, information gained through self-assessment can be cross-checked against that provided by a range of other means used in the audit, such as the desk reviews, the staff interviews, and the views of key individuals from among the partner organizations and other partners.
Third Pillar: The Adult Learning Cycle (ALC)
In organizational settings, as in other areas of life, practical, problem-oriented learning usually takes place “on the job” and is a direct result of concrete experience. However, transposed to organizations, the reality of gender mainstreaming does not always match the organization’s policy on gender mainstreaming. The audit workshops aim to discover the extent of this lacuna and to foster a learning process that leads work units to redress the gap. The ALC is used as a guide in selecting the methods or exercises for the design and delivery of audit workshops. The methodology is a good example of problem-oriented learning in relation to gender audit workshops for the following reasons:
• Through reflection and exchange, trainees are able to translate their own experiences into general and abstract conclusions relevant to their work unit and to the work unit as a whole;
• Turn them into proposals for change through experimentation.
The adult learning cycle is particularly applicable to gender audit workshops. It enables trainees to link learning to effective changes in the way they work.
Fourth Pillar: The Learning Organization (LO) approach
Learning and change in organizations take place at the level of :
• The individual;
• The work units; and



· The organization.
Organizations set the agenda for learning through their objectives, vision and mandates. Actual learning can take place and be linked from the individuals to the work unit and from the work unit to higher organizational levels. If individuals and work units do not learn, the organization may not be able to adapt to the multiple demands that a rapidly changing environment places on it. The gender audit involves assessing, learning and changing at all three of the above levels.
The ILO approach focuses both on organizational objectives and on the changes required of individuals working in the organization.
•The intermediate level is the work unit, which transmits learning and change in both directions between the individual and the policy and strategy setting levels of the organization.
A successful learning organization promotes three “loops” of learning: single, double and triple:
Single loop learning occurs when a practical problem has to be solved. The actual situation is analyzed and changes are implemented accordingly.
Once the problem is solved, double-loop learning may lead to reflection by individuals (or units) on their own contribution to the creation of the existing problem. This may happen inadvertently.
Triple-loop learning examines the implicit assumptions held by individuals, work units and organizations. This type of learning challenges the existing intellectual models and encourages analysis of what has been learned and how it happened.
All three types of learning have a place in the participatory gender audit methodology. The emphasis, however, is on double-and triple-loop learning, because these can lead to real change.
If individuals and work units do not learn, the organization may not be able to adapt to the multiple demands that a rapidly changing environment places on it.



Twelve Key Areas of Analysis[footnoteRef:11] [11:  Adapted with minor changes from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, pp.13-19] 

The following 12 key areas represent the focus of analysis during a participatory gender audit. The questions are designed to raise awareness in each key area. They are intended to familiarize the facilitation team with the issues that will generate important information but are not to be used as a checklist or questionnaire. It is important that at the end of the audit enough information will have been collected to enable the audit team to report on each area. The 12 key areas are;
A. Current national/international gender issues and gender debate affecting the audited unit ; and unit’s interaction with national gender machineries and women’s organizations
B. Organization’s mainstreamed strategy on gender equality as reflected in the work unit’s objectives, programme and budget
C. Mainstreaming of gender equality in the implementation of programs and technical cooperation activities
D. Existing gender expertise and strategy for building gender competence
E. Information and knowledge management
F. Systems and instruments in use for monitoring and evaluation
G. Choice of partner organizations
H. Products and public image
I. Decision-making on gender mainstreaming
J. Staffing and human resources
K. Organizational culture
L. Perception of achievement on gender equality






[bookmark: _Toc336247433][bookmark: _Toc336341654][bookmark: _Toc336341844][bookmark: _Toc342644724][bookmark: _Toc327516450]CHAPTER  THREE: GENDER AUDIT PROCESS AND SAMPLING STRATEGIES

Duration: 3 hours
Introduction
The Gender Audit is a process that allows an organization review its current status with regard to gender mainstreaming. It is a long process through which the organization gets opportunity to collect information to assess its position towards gender equality. The gender audit process is a participatory process that is intended to accommodate the voices of staffs at all levels, beneficiaries/clients, and stakeholders. However, it might not be possible to gather from all of the above. Therefore, it will be necessary to take appropriate sample from each category for convenience in cases of big organizations.  This chapter indicates the process and sampling strategies in gender audit.

Learning Objectives
This chapter clarifies the gender audit process and sampling strategies used for an effective audit.
At the end of this chapter, trainees will be able to:
· Comprehend the gender audit process
· Acquire skills to apply sampling strategies in a gender audit process

Chapter Content
This chapter contains the following sessions:
Session 1:  Steps of the Gender Audit Process
Session 2:  Sampling Strategies

[bookmark: _Toc336247435][bookmark: _Toc336341656][bookmark: _Toc336341846][bookmark: _Toc327516451]



[bookmark: _Toc342644725] SESSION 1:  Steps of the Gender Audit Process[footnoteRef:12] [12:  Excerpt from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, 2010 Second Revision ] 

	Duration
	1:30 hours

	Learning Objective
	At the end of this session trainees will be  able to:
· Explain the steps in the gender audit process
· Comprehend what has to be done in each of the steps

	Methodology
	Lecture, reflection, discussions

	Content
	Preparing the Organization to carry out a gender audit
Data collection through Survey questionnaire
Conducting Interviews and  Focus Group discussion
Data Analysis and Drawing Conclusions
Creating the Organization’s Gender Audit Action Plan

	Required Materials
	Flip chart, white board, maker, Computer LCD projector



 Activity 8: Case Study
Steps
1. The trainees will be divided into 2 groups and to discuss the case study given below
2. From the case study provided, group leaders will make a presentation on what they understand as steps of gender audit
3. The trainer sums up the discussion at the end with the help of a power point presentation

Case Study 1: Ms. Amerti led the Way

Ms. Amerti, who is a gender focal person in her organization, initiated the undertaking of a gender audit prior to the development of a five year strategic plan in 



the organization. In order to move forward, she did secure senior leadership buy-in and support for conducting the gender audit process. This has been very important as it is the senior management that did provide the necessary verbal and communication messages promoting the importance of the process and urging involvement of staff in it. Following that, the gender audit team prepared a gender audit questionnaire with four key components (political will, technical capacity, organizational culture, and accountability). After administering the survey, the team analyzed the data and presented the results to staff through an office newsletter and a power point presentation on staff meeting.

After receiving feedback from the staff on the results of the survey; the audit team conducted series of focus group discussions with staff. The main purpose for the FGDs was to clarify survey results, gain additional insights into the results, and to explore how staff envisions an organization that is gender integrated. Following that, FGD results were compiled and yield specific action items which became the Gender Plan of Action. The team drafted a gender plan of action which comprises action items, targets, initiatives and strategies for ways to better integrate gender equality throughout the organization. The action plan also included staff recommendations from each stage of the audit.

Trainer’s Tips
See the trainer’s note below for contents of the power point presentation on the four key steps of gender audit. The presentation could be outlined as follows;
Step 1: preparing for the Audit
Assessing your organization’s readiness
Gaining management buy-in
Developing a communication strategy
Step 2: Understanding gender in your organization
Conducting the staff survey
Presenting the results
Step 3: Digging Deeper
Conducting in-depth focus group conversations
Presenting results
Step 4: Moving Forward: Gender Action Planning
Creating the Gender Action Plan
Communicating results and next steps
Follow up
Ensuring continued follow up on your Gender Action Plan




Trainer’s Notes

The gender audit process has the following four steps:

[bookmark: _Toc336247436][bookmark: _Toc336341847]Step 1: Preparing the Organization to carry out a gender audit
The Gender Audit process is intended to be conducted in both a systematic and participatory manner and should involve as many staff as possible. Voices that represent all levels and types of positions within the organization should be represented. [footnoteRef:13] [13:  Ibid ] 


The first step of the Gender Audit process is to assess the organization‘s readiness to conduct a gender audit.  The preliminary action to be taken is lobbing, to buy-in the support of the leadership. Commitment of the leadership will ensure availability of necessary resources and enhanced participation and involvement of staffs.  After ensuring the determination of the organization there are several things that that has to be done:
· Oorganizing the gender auditing team with fair representation of work units and gender composition and other diversity.
· Provide training  for the team on the concept and processes of  gender auditing  and reaserach methodology
· Develop an action plan to keep the process in track and  to communicate  with the staff at every  step of the audit process
· The Gender Audit team start the audit process by reviewing documents such as: policy, proclamations, strategic plan,  annual plans and performance report, publications , and other archives
· Organizing  a briefing session  to introduce the concept and the need for the gender audit for the staff and stakeholders.


[bookmark: _Toc336247437][bookmark: _Toc336341848]

Step 2: Data collection through Survey questionnaire
The second step of the Gender Audit process is to conduct a survey using the Gender Audit questionnaire. The questionnaire should be designed to help organizations assess the range of understanding, attitudes, perceptions and reported behavior among staff in their own organization.  Responses to the questionnaire serve as a baseline of staff perceptions on the status of gender equality in the organization's programs and processes.

There are two survey instruments to choose from:- a long version or a short version. [footnoteRef:14]The longer questionnaire seeks to discover what staff thinks the organization is doing on the two dimensions of organizational functioning: Programming or, what you do primarily in the field; and, Operations or what you do inside the organization. [14:  Excerpt from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, 2010 Second Revision ] 

The shorter questionnaire template should be designed to fit your organizational needs.  This shorter version should yields results that can be analyzed using four dimensions: Political Will, Technical Capacity, Organizational Culture, and Accountability.

[bookmark: _Toc336247438][bookmark: _Toc336341849]Step 3: Conducting Interviews and Focus Group discussion
The third step of the Gender Audit process is collecting qualitative data through interview, focus group discussion and case study.  These conversations provide the basis for identifying actions that need to be taken to promote gender equality.  Each interview and focus group conversation begins with a short briefing of the concept and significance of gender audit guided by key guiding questions you want the individual and the group to explore.




The objective of the focus group conversations is to gain deeper insights into the survey findings and to learn more about trends in the data.  This module gives detailed descriptions of the focus group process, including participant selection and addressing questions to each group. The focus group discussion should be carried out with professional and operational staff. [footnoteRef:15] [15:  Ibid] 

[bookmark: _Toc336247439][bookmark: _Toc336341850]Step 4: Data Analysis and Drawing Conclusions
The quantitative data collected through the questionnaire can be analyzed using statistical analysis software like statics for professional social sciences (SPSS) or Excel.  The qualitative data gathered through interview, focus group discussion and case study will analyzed thematically. There are different forms of survey data analysis; the team has to select among the many that fits the specific sector. The three most commonly used ways are univariate analysis, composite measure analysis and bivariate analysis.

Univariate analysis focuses on the response to a single question at a time, to describe the range and average answer respondents provide to each question. It helps to describe the range and the average answer respondents provide for each question. The total for each response category be translated into percentages by dividing that number by the total number of respondents.

Composite analysis:   an index on the answers respondents provide on multiple questions that represent various indicators of a single concept, like  technical capacity or one of the organization dimensions like human  respondents on average rate the level of  ,  gender integration in the organization’s technical capacity organizational culture’. This uses a scale of 1–3 (based on the total number of possible responses), with one being low and three being high.




Bivariate analysis: is used to explore cause and effect by focusing on two variables at a time. This analysis allows highlighting which question is answered by which sex, position, age or region etc.

On the other hand, the qualitative data will be analyzed thematically and presented with narrations that could be used to triangulate the quantitative results. Finally  the quantitative and qualitative  findings  will be  triangulated and presented in a report  supported by  table,  graphs, charts  and  narration.

[bookmark: _Toc336247440][bookmark: _Toc336341851]Step 5 Preparation of Gender Audit Action Plan

[bookmark: _Toc328987434][bookmark: _Toc336247441]The desired outcome of the Gender Audit process is shared ownership to move toward a gender-responsive organization and the Gender Action Plan is used to include ideas and suggestions from staff. [footnoteRef:16] A gender audit report often come-up with recommendations and an action plan that should be considered and implemented by the organization in order to move forward to achieve greater gender equality. The gender action plan must include clear and measurable goals for gender equality, including targets, as well as concrete strategies to reach these goals within a specific timeframe. [16:  Excerpt from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, 2010 Second Revision ] 

[bookmark: _Toc336341657][bookmark: _Toc336341852]



[bookmark: _Toc342644726] SESSION 2: Sampling Strategies
	Duration
	1:30 hours

	Learning Objective
	At the end of this session trainees will be able to:
· Identify the different sampling techniques
· Choose  appropriate techniques for sampling
· Determine sample  size for condeucting gender audit in their organizations

	Methodology
	Lecture, reflections,  Group discussion, presentation

	Content
	Sampling Strategies

	Required Materials
	Flip chart, markers, computer LCD projector,  hand out



Activity – 9	Group Discussion and presentation
Steps:
1. Form a group of 7-10 members and let them discuss the following questions in groups ;
a. Identfy sampling techniques that are commenly used
b. Selcet one of the sampling techniques and demonstrate how you are determining a sample for gender audit in your organization
2. Let the groups present their discussion results to the plenary
3. Entertain questions and suggestion on group presentation and summarize
Trainer’s Tips
The trainer must explain the gender audit tools will be dealt in detail in the next chapter. Hence, the trainer may also encourage trainees to devise a strategy for their own organization provided they have sufficient information needed (i.e. No. of staff disaggregated by sex, positions etc…). Otherwise, the trainer may provide them with hypothetical figures. In conclusion, the trainer relates the feedback to the wider concept of gender audit as a participatory and self learning process. She/he should also emphasize that flexibility is needed in cases where some staff approached the audit team to impart information.




Trainer’s Notes
What is a Sampling Strategy?
In order to generalize findings for the organization/institution there is a need for samples to be representative. There is recognition that generalization requires both appropriate and representative sampling, and of course the same is true in selecting the analysis samples. Sampling is a process that is always strategic, and sometimes mathematical. In an analysis with goals of generazability, sampling will involve using the most practical procedures possible for gathering a sample that best ‘represents’ a large population.  At other times, the nature of the analysis question may find representativeness inappropriate or unassessable. In these cases, those who undertake the audit will strategically select their samples, but in ways that best serve their stated research goals. Regardless of any quest for representativeness, the process of sampling will still involve: naming your population; determining sample size; and employing an appropriate sampling strategy. [footnoteRef:17] [17:  Zina O’Leary; The Essential Guide to Doing Research, 2004, sage publications, London] 

Determining Sample Size
Sample size very much depends on the nature of the analysis and the shape and form of data you intend to collect. The best way to come up with a figure to consider: your goals (generalizability; the parameters of your population (how large it might be and how easy to identify elements); and the type of data you plan to collect. [footnoteRef:18] [18:  ibid] 

Working with Qualitative Data
In collection of qualitative data, the goal is often rich understanding that may come from the few, rather than the many. Such data are not so much dependent on representativeness or sample size as they are on the ability of the one making the 



analysis to argue the ‘relativeness’ of any sample to a broader context. In some cases, some may gather qualitative data and represent a defined population (organization/staff) with some level of confidence. [footnoteRef:19] [19:  ibid] 

Working with quantitative data
To work with quantified data, the basic rule is to attempt to get as large a sample, the more likely it can be representative, and therefore generalizable. As for minimum requirements, these are often determined by the anticipated level of statistical analysis. [footnoteRef:20] [20:  ibid] 

Sampling for Gender Audit
Depending on the size of the organization, the audit may take one of three shapes. For small organizations with less than 50 staff, you should involve all staff in the survey and focus groups. For medium size organizations of 50 to 300 staff you can select a sample of trainees who come from all teams within the organization. For large organizations of over 300 staff and multiple units you may wish to conduct the audit in individual offices (e.g., federal ministry, regional bureaus etc.)[footnoteRef:21] [21:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, 2010 Second Revision, p.17] 

In conducting a focus group, you will need to decide what grouping makes most sense within your organization. When you know the types of groups you will hold, you should select trainees using some type of random sampling. You can use purposeful random sampling (selecting trainees randomly from particular organizational groups such as support staff, senior staff, etc.) or from a particular divisions (headquarters, program office, human resources, etc.).[footnoteRef:22] [22:  Id, p.47] 




Sampling Strategies for Survey
The information you obtain from the survey responses should come from staff who represent a wide cross-section of your organization, from all levels, departments, positions, etc. For some organizations, this will require you to select a sample of individuals to participate, while in other organizations, all staff will participate. Depending on the size of the organization, the following strategies are recommended to select which staff completes the questionnaire. [footnoteRef:23] [23:  Id, p.32] 

· For small to medium organizations or small offices (less than 100 staff): you should have all staff complete the questionnaire;
· For medium to large organizations: you should choose a representative sample of at least 25-30% of your staff. You should ensure a proportional number of respondents from each unit or department including regional/ Woreda level bureaus (if applicable).;
· Organizations with a large number of non-program/support staff, may wish to administer the Program Section of the questionnaire only to program staff, especially if support staff are unfamiliar with the specific details of the organization's programs and projects. In this case, use the following guide: [footnoteRef:24] [24:  ibid] 

· Support /non-program staff: complete the Organization Section of the questionnaire only.
· Program/professional staff: complete the entire questionnaire.
Chapter Summary




All in all, devising a representative sampling is crucial for an effective gender audit. Accordingly, sampling strategy should be devised beforehand taking into account the number of employees, the diversity within in terms of social as well as work place positions; remuneration etc. In addition to focusing on the sampling population; it is also important to be flexible and accommodate individuals who approach the gender audit team as they believe they have significant information on the issues raised.


[bookmark: _Toc328987435][bookmark: _Toc336247446][bookmark: _Toc336341658][bookmark: _Toc336341855][bookmark: _Toc342644727]


CHAPTER 4: GENDER AUDIT TOOLS AND ANALYSIS
Duration: 9 Hours
Introduction
The Chapter provides a repository of tools which organizations could use for conducting gender audit. It is up to the facilitating organization to decide whether all these tools will be used or some of the tools will be taken up at a later time. The tools also need adaptation according to the organizational/local context. How to use the tools are explained clearly in the tool itself.
In this chapter, it is paramount to understand that the role of a person coordinating the gender audit is crucial. She/he has to develop an atmosphere of trust and engagement so that staff, partners and beneficiaries feel their voices are valued, heard, understood, and that they will be held in confidence. The audit process for the staff is one of internal reflection and, at times, can unearth uncomfortable thoughts and ideas. Hence they should be helped to have an environment where they feel they can be honest and open by ensuring that regular communication shows clear goals and processes for each step of the audit process.[footnoteRef:25]Further, all sessions with staff should ensure their confidentiality while also being interesting, interactive, and engaging. The intent is to allow the team to hear multiple opinions, to ensure that dominant personalities do not overpower and quieter personalities feel empowered to speak. [25:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, 2010 Second Revision, p.9] 

Learning Objectives
At the end of this chapter, trainees will be able;
· To distinguish between the different tools for gender audit
· To adapt the tools appropriate for the gender audit they undertake
Chapter Content



In this chapter the different tools of data collection will be discussed namely;
Session 1:     Desk Review             Session 2: 	Survey
Session 3:     Interviews                  Session 4:	Focus Group Discussions
Session 5:     Staff Workshop         Session 6:	Observations
[bookmark: _Toc327516452][bookmark: _Toc328987436][bookmark: _Toc336247448][bookmark: _Toc336341660][bookmark: _Toc336341857]



[bookmark: _Toc342644728] SESSION 1: Desk Review
	Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to:
· Comprehend what desk review is all about
· Use the necessary skills in developing formats for desk review for conducting  gender audit

	Methodology
	Lecture,  demonsntration group discussion and presentation

	Content
	Desk Review

	Required Materials
	Flip chart, markers, computer LCD projector,  , Sample format



Activity – 10	Group Exercise and Presentation
Steps:
1. The trainees will form groups of  7-10 members and develop a format for collecting data from documents that speicifially fit their sector
2. The trainer will provide the groups with two documents; one related to  policy/program and  another administrative the groups review the documents, develop their own formats and present it in the plenary
3. The trainer will open the floor for questions and disicussions among goups and emphasize on basic points.
Trainer’s Tips
The trainer is advised to use some of the desk review formats from a Manual for Gender Audit Facilitators; (ILO Participatory Gender Audit Methodology) for elaboration and demonstration.  Show trainees at least two examples using the formats from the indicated source above. It is also important to have at hand some documents from the major sectors to be reviewed as an example so that it will be easy for the trainees to understand.





Trainer’s Notes
Gender audit begins with a desk review documents such as policy, proclamations, strategic and annual plans, reports, minutes, publications etc.  The purpose of desk review is threefold: it provides quantitative and verifiable information to be used as a baseline data and to complement the results  from  other data collection methods; the information that it generates feeds into the participatory process as material for discussion and appraisal by trainees; and it  establishes a bench mark for gender mainstreaming in future documents. [footnoteRef:26] Look for the annex for sample desk review tables. [26:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p.32] 
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[bookmark: _Toc342644729] SESSION 2: Survey
	[bookmark: _Toc327516454]Duration
	2 hours

	Learning Objective
	At the end of this session trainees will be able to:
· Familiarize themselves to the content of a gender audit questionnaire
· Customize a gender audit questionnaire to their specific sector/organization

	Methodology
	Individual work, Group work, plenary presentation and discussion

	Content
	Survey questionnaire

	Required Materials
	Scoring sheet, markers of different colors
Copies of sample questionnaire,



Activity – 11	Filling Out a Survey Questionnaire
Purpose:  Enhancing skills of trainees to adapt the questionnaire to their needs
Steps:
1. The trainer will distribute the sample questionnaire (Annex 5) for each participant to fill it out anonymously in 30 minutes.
2. The participants will go to small groups to tabulate the filled questionnaires (participants’ individual scores per category are added together to get the total scores for the small group)
3. The participants will review the nature of the questions in terms of importance , context and limitations in the same groups
4. In plenary the participants will forward their views on the quality and nature of the questions in the questionnaire in terms of  improving/modifying it to their own context/organization






Trainer’s Tips
The trainer must focus on the participant’s skill to adapt the questionnaire to their organization’s context. This in turn will help them to practice developing interview questions for the organizational as well as programmatic aspects of gender audit. Moreover, the trainees should also be guided on how to tabulate the scores and to put them in different categories. The trainer needs to collect and keep the filled questionnaires and the results for an upcoming exercise in the ‘Analysis Session’.
While filling the questionnaires, the trainees may base their responses on their current organization or a previous organization they used to work in. The trainer needs to emphasize that the exercise is for skill development and not for comparing organizational achievement.

Activity 12: Build Your Own Questionnaire
Steps
1. The trainees will be divided in small groups (based on the fact that they come from the same organization or an organization with similar structure/mission area)
2. The trainer will provide the groups sample questions based on the 4 Gender Integration Framework (GIF) areas
3. The trainees in small groups will develop their own questionnaire by choosing at least 5 questions from each GIF category (it is possible to revise the questions depending on their context)
4. The group representatives will present the prepared questionnaire for a plenary discussion
5. The trainer will provide the groups a feed back on practical tips in developing survey questions










Trainer’s Tips
The trainer must encourage the trainees to develop some more questions in their own context. The whole idea of the exercise is not to depend on set questions but to develop the skill to develop survey questions to be used in the organization’s specific context.










Trainer’s Notes
Survey questionnaire is one of the most common tools in gender audit. This is largely because it is an efficient way of collecting large amounts of data and is flexible in the sense that a large number of issues can be included in the same questionnaire.
While developing a questionnaire avoiding double negatives, ambiguous or unclear questions, and double questions, keeping questionnaires brief and being culturally sensitive can help minimize bias.[footnoteRef:27] [27:  Daniel Muijs, Doing Quantitative Research in Education, Sage Publications, 2004, p. 34 ] 

Distributing the Survey

After you have decided on the type of questionnaire you will use and have created the short version that fits your organizational needs, you need to select your sample and consider the process you will use to ensure that the identities of all respondents are protected. It is important not only that people who complete the survey come from all levels and departments within your organization, but also that respondents feel their responses cannot be identified or associated with them. [footnoteRef:28] [28:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p.32] 

· Sampling
As stated earlier, for smaller organizations or departments, you may wish to have every staff member complete the questionnaire. For larger organizations, you should decide on the number of staff to participate, making sure that the staff you ask to participate represent as many departments and levels within the organization as possible. If you are using paper surveys, we suggest you number the questionnaires. A box (Q #) is included on sample questionnaires for you to 



fill in before distributing the surveys. This way, you can keep track of the questionnaires you distribute and which are returned. You can track them according to department. For example, if you distribute numbered questionnaires as follows: #1-15 to human resources, #16-22 to executive office, #23-29 to programs unit, #30-55 to technical units, etc., you will know which departments are represented fully in your responses. You can also track response rate by department if you include demographics questions that ask department or level of position. Online survey programs will assign numbers to surveys automatically. [footnoteRef:29] [29:  Id, p.41] 

· Distribution
When you know which staff will participate in the survey process, you need to decide how you will get the questionnaire to them. New technology allows you to conduct surveys over the internet. While this option works in many cases, some organizations may still choose to have respondents complete a paper survey and return it to a particular office or person in the organization. See Long Questionnaire section ―Collecting Data‖ on page 32, for more suggestions and details. [footnoteRef:30] [30:  Ibid] 

Collect the data
Data collection is the next phase and another one where problems can occur in survey studies. Data can be collected through pencil-and-paper questionnaires, telephone or face-to-face interviews and online methods such as web-based questionnaires. Low response rates obviously make our final sample smaller, which means we have less ‘statistical power’ to test our hypotheses. Therefore, we need to try and maximize our response rates. There are a number of things we can do to help:
· Keep the questionnaire sufficiently short.
· 


· Phone or contact people at a time convenient to them and arrange another date or time for the interview if necessary.
· Promise and provide respondents with feedback on the result
· Follow up visits and phone calls.

[bookmark: _Toc328987438][bookmark: _Toc336247450][bookmark: _Toc336341662][bookmark: _Toc336341859][bookmark: _Toc342644730] SESSION 3: Interviews
	Duration
	1 hour

	Learning Objective
	
At the end of this session trainees will be able  to:
· Comprehend the basic principles to be followed in conducting  a gender audit interviews
· Apply an interview tool to their work in conducting a gender audit

	Methodology
	Lecture, Group and  plenary discussion , role play

	Content
	Understanding the interview process
Conducting individual interviews

	Required Materials
	Flip chart, markers, computer LCD projector,  , Sample format Flip chart, markers



Activity – 13	Group Work and Role Play
Steps:
1. The trainer ask the trainees to list the most important attributes of a good interviewer
2. Afterwards, the trainer asks participants to be in groups and to come up with 3 interview questions for all four areas and practice the interview questions within the same group
3. After each group has completed the task, the trainer asks them to present and do one role play per group in a plenary session.

Trainer’s Tips
As interviewing is a skill which will develop through practice; raise issues of concern around it and have open discussion on common points.





Trainer’s Notes
In principle, an interview schedule includes all the work unit staff members so that they feel that they have had a chance to express themselves. However, in practice this may not always be possible if there are only a limited number of facilitators available. In such cases, a selection of staff members is made for the interviews. Other staff members should be given the opportunity to be interviewed if they feel they have an important contribution to make. In certain cases, officials may not be available for interviews because of their absence on important missions or during emergencies, and these exceptions need to be taken into consideration as well.[footnoteRef:31] [31:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p.38-42] 


The interview schedule needs to be set up before hand in consultation with staff of the organization and also with partner organizations. Staff of the organization, partners and beneficiaries should get the opportunity to express themselves. In principle, the schedule includes all the work unit staff members so that they feel that they have had a chance to express themselves. However, in practice this may not always be possible if there are only a limited number of facilitators available.[footnoteRef:32] [32:  Ibid] 


It is important to complete the desk review prior to embarking on the one-on-one interviews because it will undoubtedly point to areas that need further probing on gender issues. It should also provide ample material for planning and developing sets of questions that the gender audit team members can use in their interviews.





Assign Facilitators to Interviews

The auditing team should select interviewers among the members that have good approach and communication skill. People will be motivated and relaxed to tell what they know and feel when they fill at eases and trust the interviewer. Therefore, the interviewer needs to have the ability and skill to create this conducive environment. The interview should start by introducing one self and clarifying the objective of the interview and its contribution to the gender audit process and outcome.

Who Should Be Interviewed?
It is essential to interview the work unit/program director who will be able to provide specific information on the background of the unit, future plans and where gender mainstreaming fits into the overall direction of the work. Set this appointment well in advance, and ensure that both the director and the director’s secretary are aware of the need to keep the appointment and avoid interruptions. Start with the work unit director and proceed to interviewing management/ technical staff and support staff. [footnoteRef:33] [33: Ibid. ] 


Managers and technical staff (both regular and technical cooperation staff) are also interviewed. The desk review provides background material to the work being done by these staff. Ideally, auditors who reviewed a manager’s work should also be assigned to their interview. A wealth of information may be gleaned from interviews with support staff. They have insight into the administrative background of many decisions taken and into both the process of gender mainstreaming. At times, they may be reticent about sharing information but they should be assured that their contributions would be much appreciated and kept anonymous. [footnoteRef:34] [34:  Ibid] 






Confidentiality versus Anonymity
· When setting up their interviews, the gender audit team should explain to the work unit staff that their contributions are anonymous – staff will not be quoted and the source of their contribution will not be revealed to superiors or recorded in the report. [footnoteRef:35] [35:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 38-42] 

· However, there is a distinction to be made between preserving the anonymity of their sources and the confidentiality of the information gathered. Given that the purpose of the audit is to gather information regarding a unit’s work on gender equality, and one of the tools at the disposal of the gender audit teram is the interview process, the information is not deemed confidential if it is to be recorded in the overall findings of the audit.

· The Gender Audit team should avoid situations becoming uncomfortable for staff who has taken risks when disclosing information. For example, a thinly veiled reference to the “opinions of administrative staff” may cause problems where there are only two staff members in the unit. The confidentiality of information that is “off the record” should be respected. If the information is of an extremely sensitive nature, such as harassment or abuse, the aditing team should talk to other team members and assess whether the issues should be brought to the attention of the gender audit coordinating unit and the organization’s human resources department. [footnoteRef:36] [36:  Ibid] 

Conducting Individual Interviews
Preparation is the key to conducting an interview successfully. Team members who interview infrequently can find themselves as anxious as the interviewee! To 

counteract this, they should ensure that they are well prepared. Before the interview, team members should[footnoteRef:37]; [37:  Id,p. 39] 

· Prepare the interview environment (office or meeting room, eliminate distractions, phone calls, conflicting appointments) ;
· Review the questions generated by the desk review ensuring that they are sensitive to the interviewee’s place in the hierarchy of the unit and tailored accordingly.
Five crucial skills for individual interviews[footnoteRef:38] [38:  Ibid] 

Attending: Use non-verbal skills, e.g., body language to communicate interest and attention to a person or group
Observing: Watch the other person’s non-verbal signals, e.g., body language, reactions, preferences, listening clues
Listening actively: Be attentive not only to what interviewees say but also to how they say it; take notes and, if necessary, ask for time to jot their comments down; suspend judgment and be neutral; indicate interest non-verbally; pay attention to both what is being said and how it is said to pick up cues to pursue new avenues of questioning
Questioning:  The key tool for controlling, directing, probing and information gathering
Presenting: Interviewees may also ask questions or request clarifications. Be informative without giving explanations that complicate the issue. Be professional and discreet



[bookmark: _Toc327516455][bookmark: _Toc328987439][bookmark: _Toc336247451][bookmark: _Toc336341663][bookmark: _Toc336341860]

[bookmark: _Toc342644731] SESSION 4: Focus Group Discussions
	[bookmark: _Toc327516456]Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able  to
· Explain the basic principles for conducting focus group discussions
· Apply focus group discussions to gather information

	Methodology
	Group work , role play

	Content
	How to conduct a focus group discussion
How to compile focus group discussion report

	Required Materials
	Flip chart, markers, computer LCD projector,  handout



Activity – 14	Group Work, Role Play
Steps:
1. The groups (8-10 in one group) will select one sector and prepare a focus group discussion guide and present it in a plenary
2. Based on the FGD guide, each group will practice a role play of FGD and present it in a plenary.
3. The trainees exchange comments on their role play and the session will end with a feedback from the trainer.
Trainer’s Tips
While discussing FGD as a tool; the focus will be to get information from the staff. However, it is also important to emphasize that FGD can be used to get insights from beneficiaries in the case of service delivery. For the role play, each group select one facilitator and one note taker while the other trainees play a role of discussants. See Annex 6 for more information.




Trainer’s Notes
Focus groups are a valuable way to gain additional insights and information about the beliefs and perceptions of staff in your organization regarding gender equality and the status of gender mainstreaming. Focus groups are a special type of guided conversation with selected trainees, one or two conversation leaders, and one or more note takers. The aim of these conversations is to uncover additional information about that triangulate the survey results and to discover trainees ‘vision of a gender-equitable organization.

Number of FDG’s will be decided depending on the number of staff and client/beneficiaries of the organization. It is recommended that the number of discussant to be 8-12 and be homogeneous to make the discussion open and smooth.  It is good to have diversified groups to ensure that the voices all, different sections and levels is heard. It is up to the team to decide what grouping makes most sense within the organization. Focus group discussions should last no more than two hours, and need to be guided by semi-structured questions prepared by the auditing team that could be manipulated by the facilitator/s, to use techniques to ensure that all participant voices are heard.

The following are some important points that the auditing team has to decide on prior to conducting the focus groups,
· How many focus groups to hold depending on the size of staff in the  organization and its clients
· Who will facilitate the focus group discussion; those with good communication skill should be selected (two discussion leaders, recommended).
· Who will take notes, good note-takers among team members should be selected and a clear instruction has to be given of what to look for and how to take notes, (two note takers, recommended).



Whether to tape record the conversation. ; be careful this needs to get the full consent of the discussant. Emphasize that the team should not try to record if even one of them are against it.
[bookmark: _Toc328987440][bookmark: _Toc336247452][bookmark: _Toc336341664][bookmark: _Toc336341861] SESSION 5: Staff Workshop
	[bookmark: _Toc327516457]Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to:
· Recognize and Apply  workshops as a tool for information gathering for gender audit

	Methodology
	Lecture, discussion,

	Content
	Workshop as a tool for gender audit

	Required Materials
	Flip Chart, marker,  Computer, LCD projector, cards with different colors



Activity 15: Role Play on Staff Workshop
Steps
1. The trainer will inform trainees that she/he is going to do a role-play and divide trainees in 3 or 6 groups.
2. Each group will prepare one workshop session (in the case of 6 groups) or two sessions (in the case of 3 groups) as a facilitator of staff workshop. The titles for the session to gather information from staff are ;
Defining concepts of gender, Use of framework for gender analysis, Historical timeline, SWOT analysis of the organization, Development of action plan by trainees, and Presentation of the gender audit questionnaire result
3. Each group will choose one or more facilitators and note takers whereas the others will play a role of workshop trainees
4. Each group will facilitate one or two workshop sessions for the whole group
5. After the facilitation the groups present the basic information they gathered based from the workshop sessions.
6. The trainer will give feedback and summarize in a plenary.

Trainer’s Tips
It is important for the trainer to emphasize that such workshops are used for information gathering on the understanding level of the staff and related issues and not to train the staff on those concepts. The trainer must also explain to groups on how to prepare some of the sessions if they are not clear about it. Hence, the two deliverables of the above exercise are the workshop sessions (facilitation skills) and information gathered as a result of it.



Trainer’s Notes
Workshop[footnoteRef:39] [39:  Extract from MOWCYA National Gender Audit Guideline. 29-30] 


In order to meet the gender audit objectives a combination of workshop methodologies should be used including input from presenters and group exercise. All the exercises will be aimed at encouraging reflection and discussion in order to elicit information on a variety of organizational issues and strategies with a focus on gender. The workshop methods may include Venn diagrams, perception of achievement, historical timeline, interviews and gender quality tests.[footnoteRef:40] [40:  Emma Bell & Paola Brambilla, Gender and Participation; Supporting Resources Collection, Institute of Development Studies, Nov. 2001 p. 29] 


The areas of discussion include:
· Defining concepts of gender
· Use of framework for gender analysis
· Historical timeline
· SWOT analysis of the organization
· Development of action plan by trainees
· Presentation of the gender audit questionnaire result
After the analysis is done, the result should be presented back to the staff of the organization in a workshop. It is important for an organization to be aware that the Gender Audit questionnaire provides data for analysis and that the action plan develop out of this analysis. The gender audit is not designed to present an expert plan for an organization to adopt. It is designed to have the action plan emerge from the participatory deliberations of the organization’s staff. Consequently, it is important to critically review, summarize and display the audit results in a user friendly manner.
Since the Gender Audit results are to be used in subsequent action planning sessions, the use of report format for presentation of the most salient results and as an initial review document for the action planning sessions. The report includes the following information:
· The number of staff responding to the Gender Audit questionnaire
· The percent of staff respondents in different positions in the organization
· The percent of organizational regions represented by staff
· The percent of male and female staff responding to the questionnaire
· The most important differences in male and female response to questions in the programming and organization section of the questionnaire.
The results of the Gender Audit constitute the baseline information for collective organizational discussion and action planning. This process should be a participatory one either through focus group discussions or through the deliberations of the Gender Directorate/Department/Office. The discussion and action planning sessions should include the following two steps:
· A review of the Gender Audit results, which can be facilitated with the report. This review helps staff in the focus groups or in the Gender Directorate/Department/Office to examine and reflect on how the questionnaire results show the status of gender equity in the organizations programs and organizational processes.
· Discussion of action steps to address identified weaknesses and enhanced         strengths. This step can be facilitated by a presentation of the action-recommendations staff proposed in the audit process. These action recommendations are most useful when they are placed in the four categories of the organization’s Gender Mainstreaming/Integration Framework. The following are examples of action recommendations under the four categories:
· Political will
· Make the sector policy gender sensitive
· Allocate funds to train staff
· Require sex disaggregated data
· Hire more women for field positions


· Present and popularize gender equity
· Include gender equity goals and objectives in projects
· Technical capacity
· Strengthen staff analytical and program skills in gender analysis
· Awareness and provide tools for staff and partner organizations
· Create gender training teams
· Involve men
· Organizational culture
· Make gender equity an organizational norm
· Mainstream gender in everyday procedures
· Use informal and formal techniques to promote gender equity
· Continue to discuss issues of gender equity with impartiality
· Ensure that human resource guidelines are flexible for women and men and family friendly
· Accountability
· Make gender a performance criteria for project staff
· Encourage gender sensitive program/project planning and design
· Include gender awareness as a core staff competency
· Recognize and reward good work on gender equity
[bookmark: _Toc328987441][bookmark: _Toc336341665][bookmark: _Toc336341862][bookmark: _Toc342644732]


 SESSION 6: Observation

	Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to:
· Recognize observation  as a tool for conducting gender audit

	Methodology
	Reflection, Discussion

	Content
	Observation

	Required Materials
	Paper, pen/ pencil



Activity 16: What is going on around Us
Steps
1. The trainer will ask the trainees to step aside of the training hall/room and observe people/things around them
2. The trainer will motivate the trainees to share their experiences/ thoughts/ opinions on what they have observed
3. Then the trainer asks trainees to share their previous field visits and their observations on gender roles and related issues.
Trainer’s Tips
Here the trainer must emphasize the use of observations and field visits to understand interactions of staff/staff facilities as well as beneficiaries/customers/ clients. Moreover, it is important to focus on the analysis of interactions from a gender perspective.





Trainer’s Notes
The trainer has to emphasize that observation could deepen understanding of situations.  Using observation as a tool for gender audit enables to investigate the gender sensitiveness of office facilities and service delivery for beneficiaries/customers.
Observation is one of the   methods of data collection that relies on a researcher’s ability to gather data through his or her senses. It is highly subjective as it depends on personal ability and judgment of the individual. It is also highly time consuming, require a lot of training of observers and can be biased because the observer will inevitably influence the behavior of those observed.[footnoteRef:41] [41:  Daniel Muijs, Doing Quantitative Research in Education, Sage Publications, 2004, p. 34 ] 


Systematic observation entails developing observation instruments that can have a variety of forms. Descriptions of the observation give detailed information but are hard to code. Counts of particular behaviors are highly reliable but limit us in what we can observe. Rating scales solve that problem, but can be unreliable because they require more inference from the observer.
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[bookmark: _Toc342644733] SESSION 7: Analysis

	Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to:
· Prepare analysis of  the results of different tools of gender audits

	Methodology
	Small groups, plenary

	Content
	-How to analyze a desk review
-How to analyze a survey
-How to analyze an FGD

	Required Materials
	Flip chart, markers



Activity 17: Analysis of Gender Audit Questionnaire
Steps
1. The trainer will ask the trainees to be divided in small groups and hand them the results of the desk review and gender audit questionnaire they have filled in previous sessions.
2. The trainer will ask the trainees to categorize the results of the desk review and the questionnaire in different themes and categories and to summarize the findings in their groups.
3. The trainees will present their analysis in a plenary and receive feedback.
4. The trainer will finally summarize the plenary discussion.
Trainer’s Tips
It is important for the trainees that they do categorize the themes under the four areas of analysis used in the Inter Action Gender Audit. See Annex 7 for more information.
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[bookmark: _Toc342644734] SESSION 8: Final Report
	Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to:
· Compile a gender audit report

	Methodology
	Presentation

	Content
	- How to compile a gender audit report

	Required Materials
	Power point



Activity 18: Write up
Steps
1. The trainer will present the model contents of a gender audit report to the trainees
2. Based on the presentation; the trainer will discuss possible options of making the report with trainees.

Trainer’s Tips
It is important to note that there are different ways for writing up the final report. However, the trainer needs to emphasize that the report is not the end but a beginning of a gender action plan, implementation, monitoring and evaluation and possibly a future gender audit. See the Trainer’s note for a sample report outline.






Trainer’s Notes
Model Gender Audit Report[footnoteRef:42] [42:  adapted from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 142] 

Table of contents
Executive summary (highlights main points of report including background, methodology and process, and main conclusions and recommendations)
Acknowledgements (people instrumental in promoting or organizing the audit within the work unit or office and carrying it out)
List of abbreviations and acronyms
Introduction (purpose of the audit and report, background to audit of the work unit or office including dates and process, and members of facilitation team)
Methodology
Main conclusions and recommendations in the key criteria areas:
• Gender issues in the context of the work unit and existing gender expertise, competence and capacity building (A and D)
• Gender issues in work unit’s objectives, programming and implementation cycles, and choice of partner organizations (B, C, F and G)
• Information and knowledge management within the work unit, and gender equality policy as reflected in work unit’s products and public image (E and H)
• Staffing and human resources, decision-making and organizational culture (I, J and K)
• Work unit’s perception of achievement of gender equality (L)
Report on feedback session
Good practices



Lessons learned from the gender audit process
Annexes (including programme of work unit audit; list of workshops, sessions, trainees and facilitation programme; list of documents reviewed; and, if available, historical timeline of gender related activities)


Chapter Summary
Survey, interviewing and Focus Group Discussions are the most common tools in gender audit. Survey is commonly used as it is an efficient way of collecting large amounts of data and is flexible in the sense that a large number of topics can be studied.  A desk review is crucial in providing quantitative and verifiable data to be used as a baseline data to complement the other methods. Whereas, Interviews and FGDs are important tools to include the voices staff at all levels and beneficiaries/clients to triangulate the survey results. Workshops are instrumental to widen participation of staff and stakeholders where additional information and feedback is   collected to improve the audit report. In addition observation is important to deepen understanding of situations that could contribute in analyzing the prevailing conditions.
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CHAPTER 5: AFTERMATH OF THE GENDER AUDIT
[bookmark: _Toc327516462]Duration: 3 Hours
Introduction
This chapter offers general activities introducing gender action planning and monitoring and evaluation. Gender Audit is primarily designed to be part of a continuous effort in institutionalizing gender in organizations. Hence, it should not be seen as a onetime event or a separate activity from the overall organizational and programmatic planning and monitoring and evaluation.

Gender audits have been a useful tool for self-reflection, learning and change when agencies have been committed to follow-up, & when the audit process has been embedded in agency strategic planning & performance-improvement processes. In a context where we have very little hard data on agency performance, gender audits can be used as a baseline against which to measure future performance. Hence, there is a need to ensure that the learning from gender audits is applied to strategic planning, management, new policy, programs, projects and procedures – it is critical to negotiate a commitment to follow-up in the planning for gender audits.
Learning Objectives
At the end of this chapter, trainees will be able to;
· Explore the co-ordination of gender audit reports for effective gender action planning
· Relate monitoring and evaluation to the follow up of gender audits

Chapter Content
Session 1: Consultative Process and Action Planning
Session 2: Monitoring and Evaluation
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[bookmark: _Toc342644736] SESSION 1: Consultative Process and Action Planning
	Duration
	2 hours

	Learning Objective
	At the end of this session trainees will be able to;
· Articulate the steps to go through in a gender plan planning session
· Develop a sample gender action plan

	Methodology
	Small groups, plenary

	Content
	Identifying key components of a gender action plan
Designing a model gender action plan

	Required Materials
	Flip chart, markers



Activity 19: Action Planning
Steps
1. The trainer will make a short presentation of the elements of a gender action plan based on the trainer’s note.
2. The trainer will divide the trainees in to two groups for a gender action planning exercise & provide the two groups with a brief sample gender audit report/ preferably only the good practices and suggested areas of improvement (recommendations)
3. The trainer will explain that the trainees will work in their groups on the gender action plan using the table provided below.
4. The trainees will prepare a gender action plan based on the sample action planning session agenda and planning table provided below
5. The group representatives will present the final gender action plan in a plenary
6. The trainer will summarize the session with a feed back







Trainer’s Tips
The trainer can use the sample report provided or any other report. And the trainer must explain any action plan includes recommendations for action, time frame, responsible party, and needed resources in the least. Go through the table to clarify any doubts. The trainees should focus on concrete activities, and then look at the planning and resource implications.
If it is possible, the trainer may also ask the trainees to include, proposed indicators, baseline, targets, identified sources of data, suggested data collection method, responsibility for data collection for each recommended action. It is also advised if the recommended actions do not go beyond 5 to manage the time.
[bookmark: _Toc327516463]Trainer’s Notes
Gender Planning
Development planning and gender planning converge in their goals. Planning needs to be informed by a gender analysis that seeks to address the root causes of gender-based inequalities. Gender planning should therefore not be seen as a separate, parallel process to national development planning. It should transform mainstream development planning to address gender-based inequalities generally through an economically, socially and environmentally sustainable process.[footnoteRef:43] [43:  Tina Johnson & Suzanne Williams, The GMS Toolkit: An Integrated Resource for Implementing the Gender Management System Series (Trainer’s Guide), Common wealth secretariat] 

Gender Action Planning

The final step of the Gender Audit process is development of your organization‘s Gender Action Plan, which is intended to be an on-going process which promotes real gender integration in your organization. Using results from the survey process and focus group discussions, you convene a 1- to 2-day session with gender team members and other key staff who should be involved in the conversation. For example, some organizations may wish to invite senior leaders to all or part of the Gender Action Planning session. You may also choose to invite them to either the 



initial or final Gender Action Plan discussions to engage them on issues and directions of the plan.[footnoteRef:44] [44:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision,p.53] 

The aim of this session is to take advantage of the momentum gained by a discussion of audit findings and recommendations to ensure that the work unit takes action. [footnoteRef:45] [45:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 100] 

After the major audit findings and recommendations have been shared with the work unit and the facilitation team has identified and verified areas for possible future action, the facilitation team: [footnoteRef:46] [46:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 100] 

• Helps the work unit formulate an action plan;
• Invites the work unit to form a focal team or a task force (of not more than four members) to follow up on the audit’s recommendations;
• Identifies three or four important areas to improve within the year. It should focus on visible, practical and achievable changes;
• Discusses among the work unit trainees the WHO, HOW, WHEN and WHAT of the types of assistance that would be needed to instigate change in the areas identified; and
• Reiterates that it is the director’s responsibility to ensure that the action plan is implemented and feedback provided to the gender audit coordinating structure. [footnoteRef:47] [47:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 100] 
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 SESSION 2: Monitoring and Evaluation

	Duration
	1 hour

	Learning Objective
	At the end of this session trainees will be able to;
· Monitor and evaluate the implementation of a gender action plan

	Methodology
	Presentation

	Content
	-How to monitor a gender action plan
-How to evaluate a gender action plan

	Required Materials
	Power point



Activity 20: Presentation
Steps
1. The trainer will make a presentation  on how to monitor and evaluate a gender action plan
2. Following the presentation, the trainer will discusses questions and feedbacks from trainees and summarize the session

Trainer’s Tips
The trainer must emphasize that gender audit is cyclic and will not stop after the monitoring and evaluation.

Trainer’s Notes
The gender action plan must include clear and measurable goals for gender equality, including sectoral targets, as well as concrete strategies to reach these goals. Monitoring and evaluation require the use of impact indicators to measure the outputs and performance of all government ministries and departments, and to track the allocation of resources. [footnoteRef:48] [48:  Tina Johnson & Suzanne Williams. An Integrated resource for Implementing the Gender Management System Series; The GMS Toolkit ,2002,  p. 14] 


When your Gender Team has publically presented the Gender Action Plan and it has been officially adopted, you have completed the full Gender Audit process. However, your gender work does not end there. Now, you must ensure that the recommendations and activities contained in the action plan are carried out, evaluated, and reviewed. To do this, Inter Action recommends that your agency‘s Gender Officer and/or Gender Team devise a regular review time for the gender plan. This can be every quarter or as part of the gender team‘s regular reporting process, if applicable. It can coincide with another of your organization‘s regular, semi-annual or periodic reporting cycles. At a minimum, you should plan to review the gender plan at least twice per year. Some organizations have included the gender action plan on where staff who are responsible for specific activities are asked to update and add progress reports showing that activities have been completed or highlighting progress or lack of it. In addition, the Gender Team can add new activities that members have identified.[footnoteRef:49] [49:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 57] 

Monitoring completion of the activities in your organization‘s Gender Action Plan takes time and effort, which can often be overshadowed by other pressing job responsibilities. For this reason, the task of monitoring the Gender Action Plan must be included in the job responsibilities of at least one staff member. Inter Action recommends that it be part of the position responsibilities of the organization‘s Gender Officer and be included in performance evaluation criteria for that person. In this way, continued monitoring of the Gender Action Plan is assured. Without such accountability, we believe, the responsibility of monitoring the Gender Action Plan too easily slips to the back burner. After completing gender audits, some organizations have included performance criteria related to gender integration in the job descriptions of members of the organization‘s Gender Team. This is another way of ensuring that staffs are recognized for their gender work and gender integration is incorporated into the way you do business.[footnoteRef:50] [50:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 57] 

Chapter Summary
The aftermath of a gender audit is a crucial stage where the cyclic nature of gender audit is revealed. Hence, it is important to develop a gender action plan and to monitor and evaluate its implementation in order to improve on the gender mainstreaming effort of organizations. Hence, trainees need to emphasize that it is not the end of a gender audit but gives a way for a future gender audits.
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Annexes
Annex 1: Pre and Post Training Test Questions
1. What is a gender audit?
_______________________________________________________________________________________________________________________________________________________________________________________________________

2. Mention at least two examples of preparations to make before undertaking a gender audit
i) ______________________________________________________________
ii) ______________________________________________________________
3. What are the deliverables of a gender audit
_______________________________________________________________________________________________________________________________________________________________________________________________________
4. Which types/approaches of gender audit you have heard of/applied?
i) _________________________________________________________________
ii) _________________________________________________________________
iii) _________________________________________________________________
5. Mention at least two of the common steps in undertaking a gender audit
i) _________________________________________________________________
ii) _________________________________________________________________
iii) _________________________________________________________________
6. What kind of sampling strategy would you use in undertaking a gender audit?
_______________________________________________________________________________________________________________________________________________________________________________________________________
7. Mention at least three tools of data collection for a gender audit
i) _________________________________________________________________
ii) _________________________________________________________________
iii) _________________________________________________________________
8. What actions should be taken immediately after a gender audit report is produced?
_______________________________________________________________________________________________________________________________________________________________________________________________________

1. 


Annex – 2- Evaluating Gender Training[footnoteRef:51] [51:  Adapted from A Taste of Gender Mainstreaming ; A handbook from the European Grundtvig 2 project: “Challenging Actions in Gender Mainstreaming” http://www.maero.de/doku/ca/taste-of-gm.pdf
] 

	Sex:   female   male
	Date:

	1. What were your main expectations of the training?




	2. What were your overall reflections on/feelings about the training?



	3. Which parts or aspects of the training did you find most useful? Why?




	4. Which sessions or aspects of the training were least useful? Why?




	5. Have you any comments on processes, styles, methods or materials used?





	6. What improvements could we make to the training session?





	Please rate the following,
rate: 0 (poor) to 5
(excellent)
	Rating
	Please comment:

	7.1 The extent to which
your expectations were
achieved
	
	

	7.2 The style/s of delivery
	
	

	7.3 The training exercises
	
	

	7.4 The pace of the day
	
	

	7.5 Your overall assessment
of the course
	
	



Annex 3: Chapter 2: Session 2:
Interaction Gander Audit Process
Interaction’s Gender Audit is a process for organizational assessment and a tool for action planning. The participatory audit process helps to identify organizational strengths and challenges to integrating gender in the organization’s systems and operations and in programs and projects. The Gender Audit tool can be used organization-wide or in field offices, headquarters, or other offices operated by the organization. The audit process requires commitment on the part of senior staff and the ability of a gender focal point or gender team to implement the audit process in the organization.
The audit process uses a framework and theory of change called the Gender Integration Framework (GIF), which suggests that transformation can only occur when four organizational dimensions are ready for gender integration. These four elements are political will, technical capacity, accountability, and organizational culture, The audit process has three stages as described below, while a preparatory step is recommended. This preliminary step is to gain senior leadership buy-in and support for conducting the gender audit process. This commitment is necessary to ensure that senior management will provide the necessary verbal and communication messages (email, staff meetings, etc.) promoting the importance of the process and urging involvement of staff in it.
The gender audit had three stages: 1) Survey, 2) Focus Groups, and 3) Gender Plan of Action;

Stage one: Gender Questionnaire: The Gender Audit questionnaire is designed to help you understand how well your organization is integrating gender. Two questionnaires are available to create a picture of how well your organization is doing related to each of these four components. One is a 92-question survey and the other is a shorter 20-question version. Both yield a detailed picture of your organization’s gender integration that focuses on four key components for successful gender integration: political will, technical capacity, organizational culture, and accountability. Part of stage one is reporting and presenting results to staff. Templates are provided for a gender newsletter and PowerPoint presentation. Survey instruments and analysis guidelines are also provided.

Stage Two: Focus Groups and Analysis: All the results of the gender audit questionnaire are reviewed and explored in a series of Focus Group conversations conducted with organization staff. The intent of this stage of the audit process is to clarify survey results, gain additional insights into the results, and to explore how staff envisions an organization that is gender integrated. Focus group results are compiled and yield specific action items which then become the Gender Plan of Action, or Stage 3 of the Gender Audit.

Stage Three: Mission Gender Plan of Action: The Gender Plan of Action includes action items and targets that build on the institutional strengths discovered during the survey and focus group stages of the audit process. It also includes initiatives and strategies for ways to better integrate gender equality throughout the organization. The action plan includes staff recommendations from each stage of the audit. Templates for the Gender Plan of Action are provided.
Participatory Gender Audit Methodology

The ILO Participatory Gender Audit Methodology is a particularly proactive method, based on a participatory and learning approach at the individual, work unit and organizational level. It is a participatory exercise, using a diagnostic self-assessment approach, actively involving the members of the participating units to reflect and analyze their own gender capacity and gender deficits. It helps identify areas of difficulties and challenges ahead. It seeks to promote organizational learning at the individual, work unit and organization levels on how to practically and effectively mainstream gender in the policies, programs and structures of the organization and promote gender equality at all levels and ownership of the process and outcome and at the same time assesses the extent to which the policy on gender mainstreaming is being institutionalized.

In this type of gender audit tool, the following areas of organizational and programmatic contents are explored:
_ Mainstreaming of gender equality as a cross-cutting concern in the organization’s objectives, program and budget;
_ Existing gender expertise, competence and capacity building;
_ Information and knowledge management;
_ Choice of partner organizations;
_ Staffing and human resources; and
_ Perception of achievement on gender equality are among the explored elements.

The organization of gender audit teams, desk reviews, gender audit file preparation, participatory workshop implementation and structured interviews are also part of methods to gather the necessary information.









Annex 4: Chapter 4:  Session 1
Desk Review Exercise

In the review, use the following scale from 0-5 when responding
0-Statement does not fit at all
1- Statement fit some parts
2-Statement fits moderately
3- Statement fits adequately
4-Statement fits quite well
5-Statement fits very/absolutely well (95-100%) (Gender is mainstreamed throughout the document consistently)
The right hand column is reserved for comments to complement the analysis.

Sample: Document Category Summary
	Document Type
	No. of Documents Analyzed
	Total Score (add up the scores for this document type )
	Average Score (divide the total score by the number of the documents analyzed)

	Staffing and human resources
	
	
	

	Staff meeting agendas
	
	
	

	Program and budget
	
	
	

	Missions
	
	
	

	Consultancy/short term employment
	
	
	

	Administrative document category average (add up the average scores for the five types of document)
	
	
	

	
	
	
	


Table 1: Document Category Summary[footnoteRef:52] [52:  The Document category summary is adapted from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 105-120] 


Document Analysis Table for Administrative Documents
	Analysis
	Comments

	Staffing and Human Resources

	The staff shows that there is an even distribution of professional /support staff posts  among women and men
012345
	

	Women and men are both represented  in decision-making positions and roles  in the organization/department
012345
	

	Gender focal persons  and experts are identified on the staff list or on a separate task list , and the percentage of their time dedicated to gender is specified
012345
	

	Records indicate that staff have participated in awareness raising/training/capacity building courses or trainings on gender
012345
	

	Staffing and succession planning documents reflect awareness of human resource policies on positive gender action
012345
	

	Regulations specific to the work unit demonstrate that measures have been taken  to promote  a more equal sex balance among staff in the organization , supplementing the sector’s personnel policies and procedures
012345
	

	Staff Meeting Agenda

	Staff meeting agendas show that gender issues are frequently raised and addressed in regular meetings
012345
	

	Office Floor Plans

	The Office floor plan shows a fair distribution of choice offices to both women and men
012345
	

	Program and Budget
	

	Program and budget documents clearly indicate gender objectives and indicators of the organization/department/program
012345
	

	Program and budget documents clearly indicate what resources are ear-marked for gender related work
012345
	

	Missions

	All professional/support staff  regardless carryout missions regardless of rank and sex
012345
	

	Mission reports reflect efforts made to seek out  women interlocutors among counterparts in the organizations visited
012345
	

	Consultancy/Short Term Employment

	Terms of reference/contract document  for consultants /short term employees stipulate  that gender equality issues  should be reported  upon substantially within the context of their assignment
012345
	

	Consultancy projects are given to both women and men
012345
	

	Women and men consultants/ short term employees are remunerated  on an equitable basis, using the same contractual criteria
012345
	

	Screening and selection of consultants/short term employees include demonstrable  gender sensitivity criteria
012345
	


Table 2: Document analysis table for administrative documents[footnoteRef:53] [53:  The Document analysis table is adapted from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 105-120] 



Document Analysis Table for Documents on Technical/Substantive Issues
	Analysis
	Comments

	The document reflects that the work unit has incorporated a gender perspective in its analysis of economic, social , political and environmental factors
012345
	

	It shows conceptual clarity on what gender equality, gender mainstreaming means, etc
012345
	

	It uses and analyses gender disaggregated data/information
012345
	

	It uses gender sensitive language
012345
	

	It takes into account the different experiences of women and men, for example, in the case studies or testimonial materials
012345
	

	It distinguishes between a focus on one sex and a focus on gender relations
012345
	

	Its references to women and gender equality are substantive , not mechanistic or tokenistic (lip service)
012345
	

	It treats gender equality as a central issue not as an add-on
012345
	

	The Document reflects  mechanisms for planning , monitoring and evaluating that are conducive to mainstreaming gender equality
012345
	

	Lists of trainees of meetings held by the organization/department show an equal balance of women  and men trainees at the events
012345
	

	Both men and women actively took part in the deliberations, as covered in the report or summary of the meeting
012345
	

	Gender issues were on the agenda of the meetings, and were considered of importance to the topic being discussed
012345
	


Table 3: Document analysis table for technical/substantive documents[footnoteRef:54] [54:  The Document analysis table is adapted from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 105-120] 


Document Analysis Table for Information/Promotion Documents/Products
	Analysis
	Comments

	The product gives an overview of the work of the organization/department and projects the image of it as gender sensitive
012345
	

	The organization’s program objectives, strategies, activities or results are defined in a gender specific manner in the information/promotion product
012345
	

	The product includes credible references to issues of gender equality as relating to the work of the organization/department
012345
	

	There is a real effort to eliminate gender bias in the overall message of the information/promotion product
012345
	

	The product consistently uses gender sensitive language
012345
	

	If graphics are used, they give a gender sensitive balanced look and do not give subliminal ‘masculine’ message
012345
	

	If pictures are used , there is an equal number of women and men represented or engaged in similar activities
012345
	

	Graphics or photographs used on the web site reflect gender balance
012345
	

	The organization’s website provides substantive references to work on gender equality
012345
	

	The organization’s website provides information on or create links to other sources of information on gender issues so as to increase accessibility
012345
	


Table: Document analysis table for information/promotion documents/products[footnoteRef:55] [55:  The Document analysis table is adapted from A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 105-120] 





Annex 5: Chapter 4:  Session 2:
Sample Survey Questionnaire

Sample Survey/Questionnaire (for Activity 1)[footnoteRef:56] [56:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation, Gender Audit Questionnaire – Short  Version, 2010 Second Revision, p. 35-38 ] 

The checklist below is a quick and effective way to assess the extent to which an organization embraces gender equality in its programs and operations. Read through the list and think about your organization. For each of the 20 statements, identify the degree to which these elements are present in the organization by ranking from 1 (a very small degree) to 5 (a great degree). The Gender Integration Framework developed by Inter Action’s Commission on the Advancement of Women will be used to score your responses. Based on these scores, you can discuss and begin to develop strategies for moving organizations toward gender equality.

	1
	2
	3
	4
	5

	To a very small degree
	To a moderate degree
	To a very great degree




Use the following scale to rate each of the statements below


__________ 1. The integration of gender equality in programs/projects is mandated     in my
organization.
__________ 2. My organization has a written policy that affirms a commitment to   gender
equality.
__________ 3. Senior management actively support and take responsibility for the
implementation of the policy (or for promoting gender equality, if no policy
exists).
__________ 4. There has been an increase in the representation of women in senior
management positions in the past few years.
__________ 5. My organization has budgeted adequate financial resources to support our
gender integration work.
__________ 6. There is a person or division responsible for gender in my organization.
__________  7. Staff has the necessary knowledge, skills and attitude to carry out their work
with gender awareness.
__________ 8 Program/project planning, implementation, evaluation, and advisory teams in
my organization consists of members who are gender-sensitive.
__________ 9. Program/project planning, implementation, evaluation, and advisory teams in
my organization include at least one person with specific expertise and skills
in gender issues.
__________ 10. Gender analysis is built into our program planning and implementation
Procedures.
__________ 11. Gender analysis is built into our program evaluation procedures.
__________ 12. Data collected for projects and programs is disaggregated by sex.
__________ 13. The gender impact of projects and programs is monitored and evaluated.
__________14. My organization’s programs/projects contribute to the empowerment of
women/girls and the changing of unequal gender relations.
__________ 15. Gender awareness is included in job descriptions and/or in job performance criteria.
__________ 16. Gender issues are taken seriously and discussed openly by men and women in my organization.
__________ 17. My organization has a reputation of integrity and competence on gender issues amongst leaders in the field of gender and development.
__________ 18. The working environment in my organization has improved for women over the past two years.
__________ 19. Staff in my organization is committed to the advancement of gender equality.
__________ 20. My organization has made significant progress in mainstreaming gender      into our operations and programs.
__________ 21. What do you think your organization should do to mainstream gender equality? (Write in response)

__________ 22. Please describe any successes or challenges you have experienced in integrating gender in programming or other aspects of work in your organization. (Write in response)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.


23. Some information about you (check the box that best applies to you):
Female  Male 
What is the best description of your position within your organization: Professional/program  Administrative/support  Top Management/senior leadership  finance 
How many years have you worked at your organization? Write in # ______
Where is your base of work: Regional Bureau  Federal Bureau 
What is your age? Write in number ________


Sample Questions [footnoteRef:57] [57:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p. 38-41 ] 


Political Will[footnoteRef:58] [58:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p. 38-41 ] 

	
1. Is the integration of gender equality in programs/projects mandated in your organization?
2. Are gender equality goals and objectives included in program/project design?
3. For each program/project, is there a needs assessment, including an analysis of gender roles and responsibilities in the targeted community?
4. Does your organization have a written gender policy that affirms a commitment to gender equality?
5. Does your organization‘s gender policy have an operational plan that includes clear allocation of responsibilities and time for monitoring and evaluation?
6. Is gender taken into account during strategic planning for organizational activities?
7. Everyone in my organization feels ownership over the gender policy.
8. Management takes responsibility for the development and implementation of the gender policy.
9. At headquarters, has there been an increase in the representation of women in senior management positions in the past few years?
10. In the field, has there been an increase in the representation of women in senior management positions in the past few years?
11. Has there been an increase in the representation of women on your organization‘s board in the past few years?
12. Are there proactive strategies implemented to recruit or promote women into senior management positions?
13. Does management show respect for diversity in work and management styles in your organization?
14. Has your organization budgeted adequate financial resources to support its gender integration work?
15. Are financial resources allocated for the operationalization of the gender policy at all levels?
16. Is staff training in gender equality issues and gender analysis systematically budgeted for in your organization?





Organizational Culture[footnoteRef:59] [59:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p. 38-41] 

	
1. Does your organization encourage gender sensitive behavior, for example, in terms of language used, jokes, and comments made?
2. Does your organization reinforce gender sensitive behavior and procedures to prevent and address sexual harassment?
3. Is staff in your organization committed to the implementation of a gender policy?
4. Are gender issues taken seriously and discussed openly by men and women in your organization?
5. Is gender stereotyping (e.g., ―those gender blind men or ―those feminists) addressed and countered by individual staff members in your organization?
6. There is a gap between how men and women in my organization view gender issues.
7. The staff in my organization are enthusiastic about the gender work they do.
8. Staff in my organization thinks that gender equality fits into the image of our organization.
9. Women in my organization think that the organization is woman friendly.
10. Men in my organization think that the organization is woman friendly.
11. My organization has a reputation of integrity and competence on gender issues amongst leaders in the field of gender and development.
12. My organization could do much more than it is currently doing to institutionalize gender equality.
13. The organizational culture of my organization places a higher value on the ways males tend to work and less value on the ways females tend to work.
14. Meetings in my organization tend to be dominated by male staff.
15. The working environment in my organization has improved for women over the past two years.
16. It is unfair to promote women/girls more than men/boys in my organization‘s field programs /projects.
17. It is unfair to promote men/boys more than women/girls in my organization‘s field programs /projects.
18. In my organization, males have a much easier time establishing personal and professional networks within the organization than do females.
19. In your organization, what are three characteristics of the ideal worker?
20. What do you think your organization should do to mainstream gender equality?
21. Please describe any successes or challenges you have experienced in integrating gender in programming or other



Accountability[footnoteRef:60] [60:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p. 38-41 ] 

	
1. Is gender disaggregated data collected for projects and programs?
2. Is the gender impact of projects and programs monitored and evaluated?
3. Does your organization have sector specific indicators that include a gender dimension?
4. Gender disaggregated data provides useful information for program/project evaluation and subsequent program/project design.
5. My organization‘s programs/projects contribute to the empowerment of women/girls and the changing of unequal gender relations.
6. Is gender awareness included in all job descriptions?
7. Is gender awareness included in job performance criteria?





	

1. Is there a person or division responsible for gender in your organization?
2. Is there assigned staff responsibility for gender integration in different departments?
3. Does your organization consistently draw upon a person or division within the organization who is responsible for gender programming?
4. Does staff have the necessary knowledge, skills and attitudes to carry out their work with gender awareness?
5. Is there training of project and program staff in gender planning and analysis?
6. Program/project planning, monitoring, evaluation, and advisory teams in my organization consist of members who are gender sensitive.
7. Program/project planning, monitoring, evaluation and advisory teams in my organization include at least one person with specific expertise and skills in gender issues.


Technical Capacity[footnoteRef:61] [61:  Adapted from Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p. 38-41 ] 


Annex 6: Chapter 4: Session 4
Sample Focus Group Agenda[footnoteRef:62] [62:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p.47] 

A. Welcome & Introductions
B. Review Gender Audit timeline and process (use flipchart)
C. High survey results using GIF and index scores, if applicable (use flipchart)
D. Discuss four Focus Group questions
E. Recap of major points in discussion
F. Review next steps


Sample Focus Group Questions[footnoteRef:63] [63: Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p.47] 


1. Which of the results of the Gender Audit Questionnaire were in line with your experiences at this organization?
2. Which results were a surprise?
3. What do you recommend that your organization do to build on its strengths and address remaining challenges?
4. What is your vision of gender equity for your organization?
Facilitation Tips [footnoteRef:64] [64: Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision,, p.47] 

Tip 1 - Introduce the facilitation team.
Tip 2- Provide trainees with a clear introduction by stressing a few key points: everyone will be involved in the process; this is a time to give ideas and recommendations; it is not necessary to agree or to solve at this time.
Tip 3- Present the flow of the Gender Audit process and post the steps on flipcharts around the room – use a timeline to clearly describe what has happened and where this process is leading.
Tip 4- Remind trainees how the focus group results will be used, and reassure trainees that all conversation and comments will be kept strictly confidential. Remind all trainees that all comments and discussion that goes on in the room must stay in the room.
Tip 5- Show focus group discussion questions one by one.
Tip 6- Use the tree diagram to present staff ratings on the four elements of the Gender Integration Framework.
Tip 7- Encourage participation – call on trainees to share their views, ask trainees who have already spoken to hold their thoughts until other more quiet trainees have had a chance to speak, use a ―round robin‖ technique by going around the table and hearing a response from one person at a time (so that each person gets a chance to speak).
Tip 8- Avoid getting pulled into debates. Facilitators and note takers should maintain neutrality during the conversations and should not engage in any agreement or disagreement. Facilitators should also ensure that the conversation does not become a debate. The Focus Group discussion is not about agreeing with each other, it is about getting all the ideas out.
Tip 9 - Capture main ideas on flipchart during ―hot discussion‖ to reassure group that issues are being noted.
Tip 10- Draw closure when a topic is exhausted and move on.
Tip 11- Introduce successes and positive data if group becomes negative.
Tip 12- When discussion gets bogged down, call on supportive trainees.
Tip 13- Summarize, and then reflect back.
Note Taking Tips During the Focus Groups[footnoteRef:65] [65:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision,, p.47] 

1. Write down the focus group date and time, where the focus group is being held, your name as the note taker, and any other group feature (if you are holding several focus groups, you may want to number them, #1, #2, #3, etc.).
2. If agreed to, you may use a tape recorder to record the discussions.
3. Only write on one side of your paper. It‘s easier for you to organize your notes later.
4. Be brief in your note taking. Summarize what trainees say in your own words. Your goal is to understand what is being said, not to try to record exactly what is said.
5. Use note-taking symbols to help you write faster.
6. Try to recognize main ideas by signal words that indicate something important is to follow. For example, ―First, Second, Next, Then, Thus, Another important idea… etc.
7. Jot down details or examples that support the issues being discussed.
8. Use the facilitator’s final summary to highlight major issues of the discussion.
9. At the end of the discussion, as questions about points you did not understand.
10. Spend ten minutes after the focus group discussions reviewing your notes. At this time, you can change, organize, add, delete, summarize or clarify any misunderstandings.
Focus Group Report Structure [footnoteRef:66] [66:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision,, p.47] 


A. OVERVIEW OF THE ORGANIZATION‘S GENDER AUDIT PROCESS
B. FOCUS GROUP DISCUSSION QUESTIONS
C. ISSUES AND RECOMMENDATIONS FROM FOCUS GROUP DISCUSSIONS (separated into categories, e.g., budget, human resources, gender policy, training, etc.)
D. VISIONS OF A GENDER SENSITIVE ORGANIZATION
E. GENERAL COMMENTS
F. COMMENTS SPECIFIC TO COMPONENTS OF THE GENDER INTEGRATION FRAMEWORK
G. SURPRISING RESULTS FROM THE GENDER AUDIT QUESTIONNAIRE
H. GENDER AUDIT QUESTIONNAIRE RESULTS IN LINE WITH STAFF EXPERIENCES


Annex 7: Chapter 4: Session 7: Analysis
I. Analyzing Desk Review Results [footnoteRef:67] [67:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 


A document category summary table is provided for each category. This allows the team to provide a snapshot of the gender sensitivity of documents in each of the four categories.[footnoteRef:68] [68:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 


• A unit document review summary table allows the team to tabulate information from all four categories and to make qualitative judgments in two areas:
– The organization/department gender-specific documents; and
– The availability and usage of documents.

• Comments should be added to the numeric ratings given to the documents. These comments are very valuable to the audit and can raise important issues, especially when planning one on- one interview and audit workshops. [footnoteRef:69] [69:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 


TIPs for Analysis of Desk Review Data[footnoteRef:70] [70:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 


The aim of these guidelines is to help integrate the concerns and voices of women as well as men, and girls and boys, into information, documentation and products.
Key questions to address are:

• How does a subject or issue affect males and females differently?
• Why does it affect them differently?
• What is being done about it?

All products should carry this message. So-called gender-neutral/gender-blind materials neither explicitly address issues related to gender and equality between the sexes nor address “double discrimination” against women and girls of specific ethnic or minority groups. Thus, most gender- neutral/gender-blind material implicitly reinforces traditional gender roles and sex stereotypes. [footnoteRef:71] [71:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 


Images[footnoteRef:72] [72:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 36] 

Three key words:
• Equality
• Diversity
• Sensitivity
Images, photographs and drawings should communicate messages that promote gender equality, rather than perpetuate stereotypical roles by portraying, for example, men in power or women as caregivers.

Images should respect diversity in sex-role portrayal by showing both women and men in positions of equal status. For example, are men also shown as caregivers in the family?
When men and women are portrayed together, showing men in active, assertive positions and women in passive positions should be avoided. Consider portraying the opposite.

Images should reflect sensitivity towards gender equality and ethnic diversity. For example, photographs portraying global trends should include men and women of different ethnic and racial backgrounds.

Language[footnoteRef:73] [73:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 37] 

Language should be gender-sensitive rather than gender-blind and/or sexist. This means that it should include both women and men and boys and girls.

Gender-sensitive language should be used instead of gender-blind terms, which often results in women and girls becoming invisible. Gender-blind terms, such as “informal economy workers” or “rural non-farm workers”, often disguise the fact that women form a large part of these groups. Instead, precise terms should be used, such as “women working in the informal economy” and “boys who are rural non-farm workers” and “young men and women who are facing barriers to…”

Use gender-sensitive language instead of sexist terms. For example, instead of “man-hours” use “work hours” or “time worked” ; instead of “housewife” use “homemaker” ; instead of “seaman” use “seafarer” or “mariner” ; instead of “chairman” use “chair” or “chairperson”.

Avoid using “he”, “him” or “men” as so-called generic terms for both sexes. Instead, use the plural: “Officials wishing to improve their knowledge…” or replace the pronoun with an article: “The consultant to be hired will submit a report…” or alternate between using male and female pronouns: “One employee may be responsible for her aged parents. Another may be responsible or his disabled adult child.”

Substance and Content of Text[footnoteRef:74] [74:  A Manual for Gender Audit Facilitators; the ILO Participatory Gender Audit Methodology, International Labor Office, Geneva, 2007, p. 37] 


The substance and content of the text or message should capture the different impact of events and processes on men and women and girls and boys.

The views of both women and men should be represented. Text should explicitly quote and/or summarize these views and identify them as such. Equal numbers of men and women of equal status should be interviewed.

Data and information should be broken down by sex. For example, instead of “informal economy workers” use “men represented 20 per cent of informal economy workers and women represented 80 per cent” ; instead of “…all poor farmers said the changes affected their…” use “only 10 per cent of poor male farmers, but more than 45 per cent of poor female farmers said the changes affected their …”

The text or message should address relations between the sexes, including power relations both at work and in other contexts, and describe each group’s specific experiences, positions, and needs.
The text or message should promote the goal of equal partnership between men and women in all walks of life : the world of work, at home and in communities.

II. Analyzing Survey Questionnaire [footnoteRef:75] [75:  InterAction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 43] 


To analyze results of the short questionnaire a scoring sheet is provided in Table 8 and Figure 2. In addition, an excel spreadsheet format for inputting results can be found in Appendix G. See Analyzing Results section for the long questionnaire, page 33. You can conduct all types of analysis suggested there except programming and operations dimensions composite measures.

Table 8. Scoring Sheet for Gender Audit Short Questionnaire Results[footnoteRef:76] [76:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 43] 



Scoring Worksheet
Gender Audit Questionnaire
Gender Integration Scores
Political Will
Add total for questions # 1-5: ________
Divide by 5: ________
Put this number on the tree under Political Will
Technical Capacity
Add total for questions # 6-11: ________
Divide by 6: ________
Put this number on the tree under Technical Capacity
Accountability
Add total for questions # 12-15: ________
Divide by 4: ________
Put this number on the tree under Accountability
Organizational Culture
Add total for questions # 16-20: ________
Divide by 5: ________
Put this number on the tree under Organizational Culture

Presenting Results [footnoteRef:77] [77:  Interactions Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 44] 


Once you have completed the analysis of results from either the long or short questionnaire, you should present the results to staff in your organization. It is important that staff see results at each step of the Gender Audit process and that they understand how each step builds towards the creation of a strong organizational action plan. Rather than having a plan developed by an outside expert, the action plan emerges from the participatory deliberations of your agency's staff. Consequently, it is important to review, summarize and display the audit results in user-friendly formats. Interaction recommends that you present survey results using two different formats:

PowerPoint presentation

Gender News Letter

We suggest that your Gender Team prepare and present the PowerPoint to senior leadership prior to showing it to staff. The reason for this is to ensure that senior leadership is not surprised by any ―less positive results that emerge. The second vehicle for presenting survey results to staff is through a Gender Newsletter. The Gender Newsletter and PowerPoint presentation become review documents for the next steps of the audit process, the Focus Group Conversations any presentation of data must be clear, concise, well organized and help to answer specific questions

Sample Categories for Presentation[footnoteRef:78] [78:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 44] 


A. The total number/percentage of staff responding to the questionnaire
B. The percent of respondents in different positions in the organization
C. If applicable, the regions or departments represented by respondents
D. The percent of female and male staff responding to the questionnaire
E. The organization‘s average composite score for the four components of the Gender Integration Framework (political will, technical capacity, organizational culture, accountability)
F. For long questionnaire only, the organization‘s composite score for the program and organization dimensions
G. Significant differences in female and male responses to questions
H. Other significant differences that emerge (any ―ahas or surprises you found in the results), such as regional differences, seniority or age differences, position differences, etc.

III. Analyzing Results of Focus Group Discussions
Follow this procedure for each focus group question:
Read through all the answers to a question (from all the focus group transcripts) , looking for patterns and similarities.
1. Group the answers into key points, keeping a list as you go. If a key point is repeated, place a tally mark next to that point. Continue listing key points until every answer has been accounted for.
2. Write a paragraph for the focus group question, summarizing the overall response to that question. Things to consider as you decide what to include in the summary:
· Frequency - how many times the key point was made by different people
· Specificity - how detailed particular responses were
· Emotions - how much emotion, enthusiasm, or intensity was expressed in a particular answer?
3. Select a few quotes from the transcript to illustrate and provide insights for your summary.

Annex 8: Chapter 5: Session 1
Gender Action Plan Planning Session Agenda (sample)[footnoteRef:79] [79:  Interaction Gender Audit Handbook : A Tool for Organizational Self Assessment and Transformation,  2010 Second Revision, p 54] 

1. Introductions (if necessary) and/or icebreaker
2. Overview of agenda (clarification of expectations and objectives)
3. Review materials: 1) questionnaire results presentation, 2) gender newsletter, 3) focus group report
4. Break into the four Gender Integration Framework groups: political will, technical capacity, organizational culture, and accountability). Groups should be between 3-7 people each.
a. Each group identifies 3-5 key recommendations from the documents that correspond with their assigned GIF component (e.g., the technical capacity small group identifies recommendations related to technical capacity, and so on). Be sure recommendations are in line with what staff have actually said (are in line with actual results) and offer a recommended timeframe for each recommendation (Quarter 1, 2, 3, etc. or Year 1, 2, 3)
b. Post recommendations on wall (color code GIF elements to distinguish)
c. Each group reports back to large group

5. Large group discussion: questions, adjustments, corrections, suggestions, revisions, combine similar recommendations (may need to do in small groups, then reconvene)

6. Create a chronological ordering of recommendations (which ones should happen first, second, and third, etc.

7. Agree on key recommendations, timelines, who‘s responsible, and resources needed












	Gender Action Plan[footnoteRef:80] for (write in name of your organization) [80: ] 

Developed by
Date:

	ACTIVITIES
	WHEN
	HOW 
 LONG
	WHERE
	RESPONSIBLE
PARTY
	WITH WHOM
	RESOURCES

	[sample]Update gender strategy, develop guidelines for GAD policy.
	1stQuarter 2011
	6 months
	All offices
	GTF,
QSD,H,
Finance
Directors
	PO GAD
	Core, time, materials, funds
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