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SECTION 1 — PURPOSE, SCOPE, AND GUIDING PRINCIPLES

1.1  Purpose
This Program Quality Manual ("the Manual") establishes the standards, processes, roles, and accountabilities that govern the design, implementation, monitoring, reporting, and learning of all programs and projects of Spring of Dignity International ("SDI" or "the Organization"). It serves as the primary operational reference for all program staff, field offices, and implementing partners.
The Manual is grounded in the conviction that quality is not a compliance exercise — it is a commitment to the people we serve. Every process described here exists to ensure that SDI delivers programs that are relevant, effective, efficient, accountable, and sustainable.

1.2  Scope of Application
This Manual applies to:
1. All SDI program staff at headquarters, regional, and field levels
1. All implementing partners operating under SDI agreements
1. All projects regardless of funding source, sector, or geography
1. Both direct implementation and partner-led implementation modalities

1.3  Guiding Frameworks and Standards
All SDI programs are designed and implemented in alignment with the following internationally recognized frameworks:
	Framework / Standard
	Application

	Core Humanitarian Standard (CHS)
	Foundational accountability and quality standard across all humanitarian programs

	SPHERE Humanitarian Charter
	Minimum standards in humanitarian response across WASH, Food Security, Shelter, Health

	OECD-DAC Evaluation Criteria
	Relevance, coherence, effectiveness, efficiency, impact, sustainability

	IASC Guidelines
	Coordination, protection mainstreaming, gender equality, accountability to affected populations

	UN Convention on the Rights of the Child
	Child protection and child-focused programming

	CRPD (UN Disability Convention)
	Inclusion of persons with disabilities across all programs



1.4  SDI Program Pillars
SDI operates across four integrated program pillars. All projects must align with at least one pillar and demonstrate linkages to the others where applicable:

	Pillar
	Description
	Key Sectors

	Livelihoods
	Restoring economic self-sufficiency for vulnerable families
	Cash assistance, vocational training, small enterprise support, agriculture

	Health and Nutrition
	Reducing preventable illness and malnutrition
	Primary healthcare, CMAM, maternal health, WASH, mental health

	Education and Skills
	Expanding access to quality learning and skills development
	Formal education, non-formal learning, vocational skills, youth empowerment

	Protection and Safeguarding
	Protecting the most vulnerable from harm, exploitation, and abuse
	Child protection, GBV prevention, disability inclusion, PSS





SECTION 2 — PROGRAM ANNUAL PLANNING

2.1  Purpose of the Annual Plan
The Program Annual Plan (PAP) is the primary operational planning document for each country or program unit. It translates SDI's strategic direction into concrete country-level objectives, targets, activities, timelines, and resource allocations for a given fiscal year (July 1 to June 30).

2.2  Annual Planning Process
Step 1: Strategic Guidance from HQ (September — October)
The Director of Programs issues a Planning Guidance Note to all Country Directors and Program Managers by September 15 of each year. The Guidance Note includes:
1. SDI strategic priorities for the coming year
1. Budget envelopes per country or program unit
1. Donor commitments and pipeline funding
1. Cross-cutting priorities (gender, disability inclusion, safeguarding, environment)
1. Lessons learned from the previous year's review

Step 2: Field-Level Situation Analysis (October — November)
Each Country Director or Program Manager, in consultation with field staff and partners, conducts a situation analysis that covers:
1. Updated needs assessment findings and secondary data review
1. Stakeholder mapping and community consultations
1. Gap analysis against existing humanitarian and development response
1. Capacity assessment of SDI field presence and partner network
1. Risk assessment including security, access, and funding risks

Step 3: Draft Annual Plan (November — December)
The Country Director or Program Manager drafts the Annual Plan and shares it with the Director of Programs for review. The draft must include:
1. Context summary and needs justification
1. Program objectives aligned with SDI's four pillars
1. SMART targets per objective with baselines
1. Activity workplan with quarterly milestones
1. Budget plan aligned with available funding
1. MEAL plan with data collection schedule
1. Risk register with mitigation measures
1. Partner engagement plan

Step 4: HQ Review and Approval (December — January)
The Director of Programs reviews the draft PAP and provides written feedback within fifteen (15) working days. The CEO approves the final PAP. Approved PAPs are entered into SDI's project management system and serve as the baseline for all monitoring and reporting.

2.3  Annual Plan Template Requirements
	Section
	Required Content
	Responsible

	Context Summary
	Needs data with sources, population statistics, crisis overview
	Country Director

	Program Objectives
	Maximum 5 objectives, SMART, linked to pillars
	Program Manager

	Target Populations
	Disaggregated by sex, age, disability status
	Program Manager

	Activity Workplan
	Monthly activities, responsible party, resources
	Program Manager

	Budget Plan
	Line-item budget aligned to workplan
	Finance Officer

	MEAL Plan
	Indicators, data sources, frequency, responsible party
	MEAL Officer

	Risk Register
	Risks, likelihood, impact, mitigation, owner
	Country Director

	Partner Plan
	Partners, roles, capacity, due diligence status
	Program Manager





SECTION 3 — PROJECT DEVELOPMENT AND APPROVAL

3.1  Project Initiation
All new project proposals — whether initiated by HQ, field offices, or implementing partners — must follow the standardized project development process described in this section. No project may commence implementation without a signed Project Agreement and a first installment authorization.

3.2  Sources of New Proposals
	Source
	Initiating Party
	Process Entry Point

	External Donor Call
	HQ Program Department
	Director of Programs issues call for expressions of interest to field offices and partners

	Field-Initiated Proposal
	Country Director or Field Program Manager
	Submits concept note to Director of Programs for strategic fit review

	Partner-Initiated Proposal
	Implementing Partner
	Submits concept note to SDI Partner Liaison Officer who reviews and forwards to Program Manager

	Emergency Response
	Country Director or HQ
	Emergency procedure applies — see Section 3.7



3.3  Project Proposal Requirements
All full project proposals submitted to SDI must contain the following mandatory elements. Incomplete proposals will be returned to the initiating party within five (5) working days with written feedback.

	Element
	Description
	Standard

	Executive Summary
	One-page summary of the project
	SDI Template

	Context and Needs Analysis
	Evidence-based needs justification with data sources
	SPHERE / CHS

	Project Objectives
	SMART objectives, maximum 3 per proposal
	OECD-DAC

	Logical Framework (Logframe)
	Outputs, outcomes, indicators, means of verification, assumptions
	SDI Template

	Target Population
	Disaggregated data by sex, age, disability, displacement status
	IASC / CHS

	Implementation Plan
	Activity schedule with responsible parties and milestones
	SDI Template

	Budget
	Line-item budget with narrative justification, cost per beneficiary
	SDI Finance Guidelines

	MEAL Plan
	Monitoring framework, evaluation plan, accountability mechanisms
	SDI MEAL Framework

	Partner Information
	Partner profiles, roles, and Organizational Capacity Assessment (OCA)
	SDI OCA Tool

	Risk Assessment
	Risk matrix with probability, impact, and mitigation measures
	SDI Template

	Sustainability Plan
	Exit strategy and transition arrangements
	OECD-DAC

	Safeguarding Statement
	How PSEAH standards will be upheld
	SDI PSEAH Policy

	Environmental Consideration
	Do No Harm environmental assessment
	SDI Policy



3.4  Project Quality Scan
All proposals undergo a mandatory Quality Scan before approval. The Quality Scan assesses the proposal against the following criteria on a three-point scale: Meets Standard (2), Partially Meets Standard (1), Does Not Meet Standard (0). Proposals scoring below 70% must be revised before approval.

	Quality Criterion
	Key Questions

	Relevance
	Does the project address verified priority needs? Is it aligned with SDI pillars and strategy?

	Coherence
	Is the project consistent with national and cluster response plans? Does it complement, not duplicate, other actors?

	Effectiveness
	Are the objectives realistic and achievable within the timeframe and budget?

	Efficiency
	Is the budget reasonable? Is the cost per beneficiary justified and competitive?

	Impact
	Does the project demonstrate potential for meaningful, measurable change for target populations?

	Sustainability
	Is there a credible exit strategy? Are local capacities being strengthened?

	Accountability
	Are community feedback and complaints mechanisms built in? Is the MEAL plan robust?

	Safeguarding
	Are child protection and PSEAH standards explicitly addressed?

	Inclusion
	Are women, girls, persons with disabilities, and marginalized groups specifically targeted or included?



3.5  Approval Thresholds and Authorization Matrix
	Project Budget (USD)
	Concept Note Review
	Full Proposal Approval
	Agreement Signature

	Up to $10,000
	Program Manager
	Program Manager
	Program Manager

	$10,001 to $50,000
	Program Manager
	Director of Programs
	Director of Programs

	$50,001 to $150,000
	Director of Programs
	Director of Programs + CEO
	CEO

	$150,001 to $500,000
	Director of Programs
	CEO + Board Programs Committee
	CEO

	Above $500,000
	Director of Programs
	Full Board Approval
	CEO + Board Chair



3.6  Reasons for Rejection
SDI may reject a proposal for the following documented reasons. Rejection decisions are made by the Director of Programs and communicated in writing within ten (10) working days:
1. Not aligned with SDI strategy, pillars, or annual plan
1. Insufficient needs evidence or outdated context analysis
1. Poor quality logframe or unclear objectives
1. Budget is unrealistic, inflated, or unjustified
1. Partner has failed OCA or is on OFAC/SAM sanctions lists
1. Insufficient MEAL plan or no accountability mechanisms
1. Safeguarding or protection concerns not addressed
1. Insufficient funds or resource availability at SDI
1. Duplicate of existing programming in the same geography

3.7  Emergency Response Procedure
In the event of a declared emergency or acute crisis, a fast-track approval process applies:
1. The Country Director or Director of Programs declares emergency activation and notifies the CEO within 24 hours
1. A simplified Emergency Concept Note (maximum 3 pages) is submitted to the CEO within 48 hours
1. CEO approves initial emergency allocation up to $30,000 within 24 hours of receiving the concept note
1. A full project proposal must be submitted within 30 days of emergency activation for allocations above $30,000
1. Emergency responses are reviewed monthly by the Director of Programs and reported to the Board



SECTION 4 — PARTNER MANAGEMENT

4.1  Partner Identification and Due Diligence
SDI maintains a zero-tolerance approach to partnering with organizations that fail due diligence requirements. All partners must complete the SDI Organizational Capacity Assessment (OCA) before a project agreement is signed. The OCA is conducted by the Partner Liaison Officer and reviewed by the Director of Programs.

4.2  Mandatory Pre-Partnership Checks
	Check
	Responsible
	Frequency
	Threshold

	OFAC Sanctions Screening
	Partner Liaison Officer
	Before every agreement and annually
	Zero tolerance — automatic rejection if listed

	SAM.gov Exclusions
	Partner Liaison Officer
	Before every agreement
	Zero tolerance — automatic rejection if listed

	SDI Internal Blacklist
	Director of Programs
	Before every agreement
	Zero tolerance

	Organizational Capacity Assessment (OCA)
	Partner Liaison Officer
	Before first agreement; every 2 years thereafter
	Minimum score of 60% required

	Financial Audit Review
	Finance Officer
	Before first agreement above $50,000
	Most recent 2 years' audits required

	Legal Registration Verification
	Partner Liaison Officer
	Before first agreement
	Valid legal registration in country of operation

	PSEAH Policy Verification
	Programs / Safeguarding Officer
	Before every agreement
	Partner must have or adopt SDI PSEAH standards



4.3  Project Agreement and Contract Requirements
All partnerships must be formalized through a signed Project Agreement before any funds are transferred or activities commence. The Agreement must contain:
1. Project description, objectives, targets, and geographic scope
1. Budget breakdown with payment schedule
1. Reporting schedule and templates
1. MEAL obligations including access for monitoring visits
1. Safeguarding and PSEAH obligations
1. OFAC and sanctions compliance clause
1. Audit rights and financial accountability requirements
1. Dispute resolution mechanism
1. Exit and termination clauses

4.4  Payment Process and Authorization
The following payment process applies to all partner and field office disbursements:

	Step
	Action
	Responsible Party
	Required Documents

	1
	Partner or field office submits payment request with supporting documents
	Partner / Field Project Manager
	Invoice, progress report, financial report, OFAC re-check

	2
	Partner Liaison Officer reviews documents for completeness and compliance
	Partner Liaison Officer
	Checklist sign-off

	3
	Program Manager reviews technical quality and alignment with agreement
	Program Manager
	Signed Cash Withdrawal Request (CWR)

	4
	Director of Programs approves for amounts above threshold
	Director of Programs
	Approved CWR

	5
	Finance Officer processes payment and confirms transfer
	Finance Officer
	Payment confirmation sent to Program team within 48 hours

	6
	Program team confirms receipt with partner or field office
	Program Manager / Liaison Officer
	Confirmation receipt on file



Dual Authorization Rule: All payments above $10,000 USD require two levels of authorization: Program Manager and Director of Programs. Payments above $50,000 require CEO authorization. Finance must notify the Program team of payment status within 48 hours of processing.



SECTION 5 — REPORTING STANDARDS

5.1  Reporting Principles
SDI reports must be honest, evidence-based, and written with the primary audience being the affected communities whose lives the programs aim to improve — not donors or headquarters. Reports must reflect both achievements and challenges with equal transparency. No report should misrepresent outcomes or omit significant challenges.

5.2  Reporting Schedule
	Report Type
	Frequency
	Submitted By
	Submitted To
	Deadline

	Monthly Situation Report (SitRep)
	Monthly
	Country Director
	Director of Programs
	5th of following month

	Quarterly Narrative Report
	Quarterly
	Program Manager
	Director of Programs
	15th of month following quarter end

	Quarterly Financial Report
	Quarterly
	Finance Officer + Country Director covering note
	Director of Programs + Finance HQ
	15th of month following quarter end

	Semi-Annual Program Review
	Every 6 months
	Country Director + Program Manager
	Director of Programs + CEO
	30 days after period end

	Final Narrative Report
	End of project
	Program Manager
	Director of Programs
	As per contract — maximum 45 days after close

	Final Financial Report
	End of project
	Finance Officer
	Finance HQ + Director of Programs
	As per contract — maximum 60 days after close

	Emergency SitRep
	As needed (minimum weekly in active emergency)
	Country Director
	Director of Programs + CEO
	Within 24 hours of triggering event

	Donor Report
	Per donor contract
	Program Manager + Director of Programs
	Donor / CEO
	Per contract schedule



5.3  Monthly Situation Report (SitRep) — Mandatory Sections
1. Security and access update
1. Program progress against monthly targets (quantitative)
1. Key achievements with evidence
1. Challenges and corrective actions taken or planned
1. Partner performance summary
1. Beneficiary feedback and complaints received
1. Financial burn rate against budget
1. Staffing update
1. Lessons learned

5.4  Quality Standards for Narrative Reports
All narrative reports submitted by SDI field offices and partners are reviewed against the following quality standards before acceptance:
	Standard
	Requirement

	Evidence-Based
	All claims supported by data, surveys, distribution lists, or monitoring records

	Disaggregated Data
	Beneficiary figures disaggregated by sex, age, and disability status as a minimum

	Honest Reporting
	Challenges, delays, and underperformance disclosed transparently with root cause analysis

	Contextual Analysis
	Report includes analysis of how context changes have affected program implementation

	MEAL Integration
	Report references MEAL data and explains variances from targets

	Community Voice
	At least one beneficiary feedback mechanism referenced per report

	Financial Narrative
	Narrative explains any budget variances above 10%

	Safeguarding
	Any safeguarding incidents or near-misses reported per SDI PSEAH Policy



5.5  Report Review and Approval Timeline
	Review Stage
	Reviewer
	Timeline
	Action if Rejected

	First review
	Partner Liaison Officer or Field Program Manager
	Within 5 working days
	Return to submitting party with written feedback within 24 hours

	Technical review
	Program Manager
	Within 5 working days of first review clearance
	Request for additional information or revision

	Final approval
	Director of Programs
	Within 5 working days of technical review clearance
	Approve or return with documented feedback

	External submission
	Director of Programs + CEO
	Per donor contract deadline
	CEO signs donor reports





SECTION 6 — MONITORING, EVALUATION, ACCOUNTABILITY, AND LEARNING (MEAL)

6.1  MEAL Framework Overview
SDI's MEAL system is designed to ensure that program data drives decisions, not justifies them. The MEAL framework applies to all programs and projects regardless of size, sector, or geography. The MEAL function is independent of program implementation to ensure objectivity.

6.2  Monitoring
Purpose
Monitoring is a continuous process of data collection and analysis throughout program implementation. Its purpose is to verify whether activities are being implemented as planned, resources are being used efficiently, and outputs are being delivered to the right people at the right time.

Monitoring Requirements by Project Size
	Project Budget (USD)
	Minimum Monitoring Requirements

	Up to $20,000
	Monthly progress tracking against workplan; community feedback mechanism; field visit by Program Manager at project close

	$20,001 to $50,000
	Monthly data collection against logframe indicators; quarterly field monitoring visit by Program Manager or MEAL Officer; community scorecards

	$50,001 to $150,000
	All above plus: mid-term field review by Director of Programs; partner monitoring visits; real-time data collection using ODK or equivalent; post-distribution monitoring (PDM) for in-kind programs

	Above $150,000
	All above plus: dedicated MEAL Officer assigned; independent mid-term review; household-level data collection; KOBO or equivalent digital MEAL platform; external spot checks



Monitoring Indicators — Minimum Requirements
Every project logframe must include indicators across all four levels:
	Level
	Definition
	Example

	Input Indicators
	Resources invested in the program
	Number of staff trained; budget disbursed

	Output Indicators
	Immediate products or services delivered
	Number of children receiving school meals disaggregated by sex

	Outcome Indicators
	Short to medium-term changes in behavior or conditions
	Percentage of households with improved food consumption scores

	Impact Indicators
	Long-term change in the lives of target populations
	Reduction in global acute malnutrition (GAM) prevalence



6.3  Evaluation
Evaluations are structured assessments of program effectiveness and efficiency conducted at key program milestones. SDI follows the six OECD-DAC evaluation criteria: relevance, coherence, effectiveness, efficiency, impact, and sustainability.

	Evaluation Type
	Trigger
	Responsible
	External?

	Real-Time Evaluation
	Emergency programs in first 3 months
	MEAL Officer
	Optional

	Mid-Term Review
	Programs of 12 months or longer at 50% completion
	Director of Programs + MEAL Officer
	Required for programs above $100,000

	Final Evaluation
	All programs above $50,000 at close
	MEAL Officer + Director of Programs
	Required for programs above $150,000

	Impact Evaluation
	Strategic programs selected by Board
	External evaluator
	Always external

	Thematic Review
	Annual — one pillar per year
	Director of Programs + MEAL
	Optional



6.4  Accountability to Affected Populations (AAP)
SDI is committed to meaningful accountability to the communities it serves. Every program must establish and maintain the following accountability mechanisms:

	Mechanism
	Description
	Frequency

	Community Information Sharing
	Beneficiaries are informed of program objectives, targeting criteria, entitlements, and complaint mechanisms in their local language before implementation begins
	Before program start and at each distribution or activity

	Beneficiary Feedback Mechanism (BFM)
	Anonymous feedback boxes, hotlines, or community focal points for receiving concerns, suggestions, and complaints
	Ongoing — reviewed monthly

	Complaints and Response Mechanism (CRM)
	Formal system for logging, investigating, and responding to complaints within 15 working days
	Ongoing — reported quarterly

	Community Scorecards
	Participatory tool for communities to assess program quality and relevance
	Mid-term and final

	Post-Distribution Monitoring (PDM)
	Household-level surveys after in-kind or cash distributions to assess adequacy and targeting accuracy
	Within 4 weeks of each distribution

	Focus Group Discussions (FGDs)
	Structured discussions with disaggregated groups (women, men, youth, persons with disabilities) on program quality
	Minimum once per quarter



6.5  Learning
SDI is a learning organization. All program data, evaluations, and after-action reviews must generate documented lessons that are actively integrated into future programming. Learning is not an end-of-project activity — it is built into every phase of the program cycle.
1. After-Action Reviews (AARs) are conducted within 30 days of any emergency response or project close
1. Lessons Learned Logs are maintained per project and shared with the Director of Programs quarterly
1. An annual organizational learning review is conducted before the start of annual planning
1. Case studies and success stories are documented for at least one project per country per year
1. All evaluations are stored in SDI's institutional knowledge management system and accessible to all program staff



SECTION 7 — SAFEGUARDING AND PROTECTION MAINSTREAMING

7.1  Safeguarding Commitment
Spring of Dignity International has zero tolerance for sexual exploitation, abuse, and harassment (SEAH) of any person — beneficiary, staff, partner, or community member — by anyone acting on behalf of SDI. Safeguarding is not an add-on to our programs. It is a non-negotiable operating standard embedded in every activity, every partnership, and every field visit.

7.2  Mandatory Safeguarding Requirements for All Programs
1. All program staff must complete SDI safeguarding training before deployment to the field
1. All partner agreements include a mandatory PSEAH clause and partners must demonstrate a PSEAH policy
1. All program activities are assessed for safeguarding risks at design stage using the SDI Safeguarding Risk Assessment Tool
1. Community information sessions include information about what SEAH is, that it is prohibited, and how to report it
1. Beneficiary Feedback Mechanisms include a confidential channel specifically for safeguarding concerns
1. All safeguarding incidents must be reported to the SDI Safeguarding Focal Point within 24 hours of becoming known

7.3  Child Protection Standards
Given SDI's core focus on children — including orphans, children with disabilities, and children in conflict-affected settings — all programs serving children must additionally comply with:
1. Do No Harm child protection assessment at program design stage
1. Safe programming principles: no identification of individual children in communications or publications without written consent
1. All staff working directly with children must complete enhanced child safeguarding training
1. Parental or guardian consent obtained before any data collection involving children
1. Age-appropriate accountability mechanisms accessible to children

7.4  Disability Inclusion
SDI is committed to inclusive programming that reaches persons with disabilities on an equal basis with others. All programs must:
1. Collect and report data disaggregated by disability status using the Washington Group Short Set questions
1. Conduct accessibility assessments for all distribution points, health facilities, and learning spaces
1. Ensure information about programs is accessible in formats appropriate for persons with different disabilities
1. Actively involve persons with disabilities in community consultations and program design



SECTION 8 — ROLES AND ACCOUNTABILITIES

8.1  Program Accountability Matrix (RACI)
The following matrix defines Responsibility (R), Accountability (A), Consultation (C), and Information (I) for key program processes. Every process has exactly one Accountable party.

	Process
	CEO
	Dir. Programs
	Program Manager
	MEAL Officer
	Finance Officer
	Partner Liaison

	Annual Plan Approval
	A
	R
	C
	C
	C
	I

	Proposal Development
	I
	A
	R
	C
	C
	R

	Partner OCA
	I
	A
	C
	I
	C
	R

	Project Agreement Signature
	A/R
	R
	C
	I
	I
	C

	Payment Authorization >$50K
	A
	R
	C
	I
	R
	C

	Report Review and Approval
	I
	A
	R
	C
	C
	C

	Monitoring Visits
	I
	A
	C
	R
	I
	R

	Evaluation
	I
	A
	C
	R
	I
	I

	Safeguarding Incident Report
	A
	R
	R
	C
	I
	C

	Lessons Learned Review
	I
	A
	R
	R
	I
	C



8.2  Delegation of Authority
SDI operates a clear delegation of authority to eliminate bottlenecks, empower field staff, and accelerate decision-making without compromising accountability. The following financial and operational thresholds apply:

	Decision
	Program Manager
	Director of Programs
	CEO
	Board

	Approve project activity changes (no budget impact)
	Yes
	Notify
	No
	No

	Approve budget realignment within line items up to 10%
	Yes
	Notify
	No
	No

	Approve budget realignment above 10%
	Recommend
	Yes
	Notify
	No

	Approve new project up to $50,000
	No
	Yes
	Notify
	No

	Approve new project $50,001 to $150,000
	No
	Recommend
	Yes
	No

	Approve new project above $150,000
	No
	Recommend
	Recommend
	Yes

	Hire field staff
	Yes
	Notify
	No
	No

	Hire Country Director
	No
	Recommend
	Yes
	Notify

	Sign external donor agreements
	No
	No
	Yes
	Notify

	Terminate partner agreement
	Recommend
	Yes
	Notify
	No





SECTION 9 — CONTINUOUS IMPROVEMENT AND ORGANIZATIONAL LEARNING

9.1  Program Quality Review Cycle
SDI conducts the following structured quality review processes to ensure continuous improvement:
	Review
	Frequency
	Led By
	Output

	Monthly Program Review
	Monthly
	Director of Programs
	Action points shared with all program managers within 5 working days

	Quarterly Portfolio Review
	Quarterly
	Director of Programs + CEO
	Portfolio performance dashboard presented to Board Programs Committee

	Annual Program Quality Review
	Annual
	Director of Programs + External Facilitator
	Annual Learning Report with strategic recommendations

	After-Action Review (AAR)
	After each emergency or project close
	Program Manager + MEAL Officer
	Lessons Learned Log shared organizationally

	Partner Performance Review
	Semi-Annual
	Program Manager + Partner Liaison
	Partner performance rating and corrective action plan if needed



9.2  Key Performance Indicators for Program Quality
SDI tracks the following organizational-level program quality KPIs, reported quarterly to the Board:
	KPI
	Target
	Data Source

	% of projects with approved MEAL plans at start
	100%
	Project management system

	% of quarterly reports submitted on time
	>90%
	Reporting tracker

	% of partner OCA scores above 60%
	100%
	OCA database

	% of projects with beneficiary feedback mechanism
	100%
	Monitoring visit reports

	% of safeguarding incidents responded to within 24 hours
	100%
	Safeguarding log

	% of evaluations completed for eligible projects
	>95%
	Evaluation tracker

	Average score on Project Quality Scan
	>80%
	Quality scan database

	% of projects achieving >80% of targets
	>75%
	Final project reports

	Cost per beneficiary vs. sector benchmark
	Within 20% of benchmark
	Finance + program data





SECTION 10 — MANDATORY POLICY INVENTORY

10.1  Required Policies
The following policies govern SDI program operations. All program staff must read and acknowledge these policies before commencing work. Partners must demonstrate compliance with equivalent policies or agree to adopt SDI's standards.

	Policy
	Applies To
	Review Cycle

	Program Quality Manual (this document)
	All staff and partners
	Annual

	PSEAH Policy (Protection from Sexual Exploitation, Abuse and Harassment)
	All staff, partners, and volunteers
	Annual

	Child Protection Policy
	All staff and partners working with children
	Annual

	Safeguarding Risk Assessment Tool
	Program staff at design stage
	Per project

	Partner Management Policy and OCA Tool
	All staff engaging partners
	Annual

	Financial Management Policy
	All staff and partners
	Annual

	Anti-Fraud, Anti-Bribery, and Anti-Corruption Policy
	All staff and partners
	Annual

	Data Protection and Privacy Policy
	All staff and partners handling beneficiary data
	Annual

	MEAL Framework and Minimum Standards
	All program and MEAL staff
	Annual

	Security Management and Staff Safety Policy
	All field staff and country offices
	Annual

	Environmental and Do No Harm Policy
	Program staff at design stage
	Annual

	Communications and Visibility Policy
	All staff involved in communications
	Annual

	Sanctions Screening and OFAC Compliance Policy
	Finance and partner management staff
	Annual





CERTIFICATION AND APPROVAL

This Program Quality Manual has been reviewed and approved by the authorized representatives of Spring of Dignity International. 
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