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[bookmark: _Toc117500463]Guidance Note
Through Australia Awards Scholarships and Short Courses, Australia Awards Cambodia (AAC) is responsible for delivering a program of activities to achieve two End-of-Investment Outcomes (EIO), which are:
· Alumni are using their skills, knowledge and networks to contribute to sustainable development, and
· Alumni are contributing to cooperation between Australia and Cambodia
AAC measures progress and outcomes through a comprehensive monitoring, evaluation and learning (MEL) Plan that aligns with the expected intermediate and long-term outcomes specified in the Australia Awards Global Strategic Framework (2021-2024) and associated Monitoring and Evaluation Framework, developed by DFAT. 
This Guidance Note and Template outline Tetra Tech’s minimum specifications for completion reporting to be delivered within an agreed time frame on completion of a short course program. This reporting will produce valuable data that meets the AAC monitoring, evaluation and learning (MEL) requirements. 
The provider may include information in addition to what is specified, as long as the report body does not exceed 15 pages in length (excluding annexes and attachments). 

	[image: ]Australia Awards
	      Cambodia	GUIDANCE NOTE: TO BE REMOVED
PLEASE REMOVE THIS GUIDANCE NOTE FROM THE FINAL SHORT COURSE COMPLETION REPORT
Page 2
[bookmark: _Toc117500464]Executive Summary
Please limit this to one page and cover the following:
· course provider name 
· course title 
· delivery period
· course objectives
· course structure and program
· number of participants (disaggregated by gender, disability, age group, level of seniority, employer type). Age group should be disaggregated as follows:
· 18-24, 25-34, 34-59, 60+
· Level of participant satisfaction with the course (disaggregated by gender and disability)
· Key lessons and brief recommendations
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[bookmark: _Toc117500465]Overview of delivery
Guidance:
This section will summarise the background to the delivery, the course provider’s overall experience of the delivery, participants’ level of satisfaction with the overall result (gender and disability disaggregated), challenges faced and adjustments made, and the key lessons learnt from the experience. The section should also include any key recommendations to be taken up by any of the associated agencies (Australia Awards Cambodia, DFAT, participating Ministries, etc.)

[bookmark: _Toc117500466]Background
[bookmark: _Toc117500467]Course description, objectives, structure 
[bookmark: _Toc117500468]Overview of participant group
[bookmark: _Toc117500469]Participants’ Course Satisfaction
Please include quotes where possible (and categorised if necessary) to add some qualitative data to the quantitative
[bookmark: _Toc117500470]Challenges encountered and adjustments made
[bookmark: _Toc117500471]Critical incidents and action taken (if applicable)
[bookmark: _Toc117500472]Key lessons and recommended adjustments to future deliveries (if applicable)
[bookmark: _Toc117500473]Recommendations for further activities/projects/support by Australia Awards Cambodia, DFAT, participating Ministries, etc.
[bookmark: _Toc117500474]Recommended next steps for participants to build on skills and knowledge developed and linkages established
[bookmark: _Toc117500475]Public Diplomacy and media leverage
[bookmark: _Ref367119968][bookmark: _Toc367124150][bookmark: _Toc368041705][bookmark: _Toc400984772]

[bookmark: _Toc117500476]Statement of Learning Outcomes
Guidance:
This section will focus on the effectiveness of the short course in generating the intended learning outcomes which the course provider will attempt to assess at course completion. The table must be populated with learning outcomes that may relate to one or more parts of the program, along with suitable measures of participant learning (**) and additional data including brief statements of qualitative evidence (minimum 200 words) that help explain the data. 

This can include observations and comments about participants’ ability to achieve the learning outcomes; identification of any participants who stand out as potential future leaders in the sector; supporting evidence from debriefings or group discussions; and outlining what can be done outside or beyond the course to support participants to achieve the learning outcomes.

	Intended Learning Outcomes
	**
	Explanation / Detail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc117500477]Gender equality, disability and social inclusion (GEDSI) reflections 
Guidance:
Provide a report that goes beyond analysis of the diversity of the participant cohort, and considers issues related to engagement and participation, accessibility of program activities, potential challenges or systemic barriers to application, any relevant analysis of gender dynamics with the group during the course, and any recommended post-course support that may be needed to maximise development benefits.

[bookmark: _Toc117500478]Activity M&E Data
[bookmark: _Hlk123566543]Guidance:
This section will capture specific activity-level M&E data relevant to questions related to participation, rates of attendance and completion, benefits and outcomes. See the suggested questions for participants at course completion in Annex 4. 
Presentation of qualitative information here is encouraged, and could include quotes from participants’ survey response (categorised appropriately); observations of how the participants were interacting; description of the dynamics between participants from different institutions; present (anonymously if necessary) information and analysis about the issues of concern that emerged or were discussed, the issues that the participants were interested in, and areas where the participants were keen to know more.
	Data required
	Explanation / Detail

	1. Number and type of Cambodian organisations participating in Short Course
	Provide details in annex

	2. Number of Short Course participants selected/nominated 
	Australia Awards Cambodia will provide details

	3. Rates of attendance at key events (including general comment about reasons for non-attendance)
	

	4. Number of Short Course participants who completed course (including completion standards applied reasons for non-completion)
	

	5. Number of Australia Awards Cambodia Equity Target Group members who completed course (including # women, people with disability, provincial participants)
	F
	M
	

	6. 
	
	
	

	7. Number of participants disaggregated by their level of seniority in their organisational (i.e., executive leadership, senior management, middle management, supervisor, professional)
	F
	M
	

	8. 
	
	
	

	9. Number of participants satisfied with the pre-course component (quality, content, delivery)
	F
	M
	Data collection may consider different dimensions of satisfaction, such as: venue and facilities; interactions with other participants; relevance of learning to needs; value of the learning offered; facilitator’s ability to create a positive learning environment etc\

	10. 
	
	
	

	11. Number of participants satisfied with the core course component in Australia (quality, content, delivery) (where applicable)
	F
	M
	As above

	12. 
	
	
	

	13. Number of participants satisfied with the post-course component (quality, content, delivery) (where applicable)
	F
	M
	As above

	14. 
	
	
	

	15. Participant assessment of the overall relevance of the topics covered to their professional learning needs
	F
	M
	Data collection depends on (i) the identification of key learning outcomes defined and embedded in the course design, and (ii) application of a suitable process for assessing the extent to which learning outcomes were achieved throughout/at the conclusion of the course.

	16. 
	
	
	

	17. Number of participants who gained positive perceptions of Australia and Australians
	F
	M
	

	18. 
	
	
	

	19. Number of participants who established linkages with Australians or Australian organisations as a result of their short course experience
	F
	M
	

	20. 
	
	
	

	21. Number of participants satisfied with the quality of course presenters
	F
	M
	

	22. 
	
	
	

	23. Number of participants satisfied with the quality of resources and course materials made available to them during the short course
	F
	M
	

	24. 
	
	
	

	25. Number and type of organisations (GoA, NGO, private sector) involved in delivering the short course
	
	

	26. Was the short course delivered on time as scheduled?
	
	

	27. Was the short course delivered on budget?
	
	



[bookmark: _Toc117500479]Annex 1:  Course Participants Details
	SN
	Full Name
	M/F/O
	Position
	Ministry/Institution

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	



*Please categorise participant’s position using the following level: 
1. Entry Level
2. Intermediate Level
3. Management Level
4. Executive/ Senior Level
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[bookmark: _Toc117500480]Annex 2: Course Program
Insert Course Program here
[bookmark: _Toc117500481]Annex 3: Participants Awards Projects
Insert Participants Awards Projects or Return to Work Plans here [IF APPLICABLE]
[bookmark: _Toc117500482]Annex 4: Participant Course Completion Survey
The following questions are offered for consideration by the course provider. The survey should be administered on the last day, or as close as possible to the last day of the course.
Name:
Gender:
Disability:
Current employment:
Previous studies:
1. Why did you decide to apply for this short course?
2. Did you discuss your decision to apply with anyone else (e.g. supervisor/manager)? 
3. Were you supported in applying by your organization or supervisor?
4. Did you realise (when you applied) how much commitment / work the course would involve?
5. What did you hope to gain from participating in the course? To what extent did the course deliver what you hoped? 
6. In what ways did the in-Australia course component meet (or not meet) your expectations?
7. In what ways do you think the course will help you gain promotion or open up other opportunities in your workplace?
8. What other benefits can you see coming out of your participation in this course?
9. To what extent did this course offer you learning/ skills development in areas of relevance to you in your role? 
10. How easy or difficult was it for you to contextualise the topics and information presented so that the learning could be applied in the Cambodian context?
11. How do you plan to use your new skills in your workplace?
12. What challenges do you see yourself facing when you attempt to use your new skills in your workplace (or more broadly in your community)?
13. What factors do you think will help you when you start to use your new skills?
14. How do you plan to utilize the new or stronger networks and connections with people that you made during the course? 
15. How could we have improved the course for the following
a. 
b. Content
c. Facilitator
d. Venue 
e. Material
f. Guest speakers
g. Overall course delivery 
16. 
17. Is this course something that you would recommend to others? 
18. Do you have any other comments you’d like to make?

[bookmark: _Toc117500483]Annex 5: Course Photos
Insert course photographs here
[bookmark: _Toc117500484]Style Guide
Table 
	Heading
	Heading

	Content
	Content 

	Content 
	Content

	Content
	Content



Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut vulputate purus sed odio blandit vulputate. Donec non pharetra odio. Nam vulputate congue augue bibendum efficitur. Praesent dignissim finibus magna sit amet lobortis. Sed cursus, enim ac accumsan efficitur, dui nulla tincidunt urna, in scelerisque purus orci quis metus. Proin eu orci quis neque viverra consectetur. Pellentesque venenatis magna at ex lacinia, sed semper lacus rhoncus. Cras a accumsan urna, ac dapibus quam. Quisque dolor nibh, laoreet ac diam ut, condimentum feugiat orci. Etiam eget pellentesque risus. Etiam varius mollis tempor. Mauris facilisis posuere quam vehicula facilisis.
Sub-sub heading 
Dot point 1 
Dot point 2
[bookmark: _Ref398121499][bookmark: _Toc400540732]Figure 1: Title


[bookmark: _Toc117500485]Heading 3

PLEASE REMOVE THIS STYLE GUIDE FROM THE FINAL REPORT
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