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P L A N N E D R E A L  L I F E



Process documentation

 Set of tools for documentation and learning during the course of 
interventions

 Guided by project logic or theory of change

 To capture the context (expected or otherwise) that affect the 
change process, 
- not only physical outputs but changes in mind sets and attitudes, 
- not only what was delivered but how intervention was delivered

 Support institutional memory



 Useful for learning, revealing hidden agendas, encouraging open 
debate, as input to communication materials, as a monitoring 
method and for adaptive management – can be effective in 
project mgmt.

 Understanding of the feasibility of the intervention at an early 
stage

 Also help to assess if interventions reached intended audiences

Process documentation



Methods

• Minutes 
• Meeting/workshop reports
• Interviews
• Observation notes
• Photos and drawings
• Audio visuals
• Documents review
• Quantitative and qualitative 

data

• Blogs
• Synthesis reports
• Change stories
• Peer-reviewed publications
• Videos and other RU products
• PD plan and training materials

Outputs



Steps in PD

Identifying the 
theory of change 

and causal 
assumptions

Capturing context, 
factors, etc aligning 

to ToC and 
assumptions

Periodically organizing 
and analyzing 

information according 
to common themes, 
trends and patterns

Using the findings to 
inform and improve 

implementation

Disseminating 
information



Theory of 
Change



Resilience 
framework 
and its 
components



Qualities of a 
process 

documentation 
specialist

Qualities 

Non-
judgemental

Critical 
thinking

Stay 
objective, 

can see big 
picture

Aware –
culturally, 

team 
dynamics

Trusted by 
stakeholders

Understands 
change 
process

Skilled at 
synthesizing 
large volume 

of 
information



Challenges

• Can take considerable amount of time - for capturing 
the process, for organizing the information

• Not always easy to write openly about observations 

• Relies on researchers’ observation and documentation -
some info may be missed, or over-emphasized

• Analyzing the findings and synthesizing into story/ies

• Prioritizing PD among other work 



PD in learning site



Mayor/  Dep 
Mayor

Ward chairs

Municipal 
council

Ward 
members

District hospital

HFOMC

HPs

Outreach

BHSCs

UHC

Community
FCHVs

Mothers group

Administrative 
officer

Administration, Planning and Monitoring Division

Infrastructure Dev. and Environment Mgmt. Sect

Health section
Social Development Section

Youth Education and Sports Section

Social Development Section

Internal Audit Section

Economic Development Section

Finance and Administration Section

Province

Local health system, interventions and documentation

Policy
Planning

Resource allocation
Management of service 

delivery and public health 
function, evidence 
generation and use

Support/Interventions

Bridging 
people to HS

Service 
delivery

PD

PD

PD

PD

PD

PD

PD



Basic info in 
PD form

Information Record Template

Your name and Position

Name of the event/activity

Participants diversity (Example)
Gender

Disability
Ethnicity

Education
Stakeholders present in the event (name of the 
organizations)

Date of event 

Place of event 

Name of facilitator/Trainer/Coordinator 

Objective/purpose of the event

Content discussed/presented in the meeting 
(Brief Summary)

Any decision made

Key remarks/testimony of key individuals

Your personal reflections on the 
discussions/decision made
- Context
- Who is dominating the conversation etc

Please also attach photos of the activity



GMB workshops or focused 
reporting of a particular process

Meetings/workshops notes

Routine implementation of 
interventions – notes from 
observations

Notes from interactions, 
interviews

Monthly reports



Analyzing the information –
documenting the change stories

• Weekly or biweekly discuss and reflect – add, edit and revise the 
documents from different sources

• Quarterly compile and organize the data/information
• Look for emerging themes and organize info routinely

• Analyze the data under different emerging themes, guided by ToC and 
assumptions

• Data from different time frame helps to observe the changes – acts as 
baseline and act as early notification on the feasibility of interventions

• Develop different forms of products and disseminate



Thank you !
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• Process evaluation of complex interventions: Medical Research Council guidance: BMJ 2015;350:h1258, 
doi:10.1136/bmj.h1258

• Documenting change: an introduction to process documentation. The Hague, The Netherlands: IRC 
International Water and Sanitation Centre (Published October 2011). Available at: 
<http://www.irc.nl/op47>.

• Guidelines for documenting program implementation and contextual factors in independent evaluations of 
the Catalytic Initiative. IIP - Johns Hopkins Bloomberg School Of Public Health. Available at: 
https://www.jhsph.edu/research/centers-and-institutes/institute-for-international-
programs/_documents/rapid_scaleup/Documentation_guidelines_v1.pdf
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