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I5 - Te Tarai Vaka Cook Islands 
Preparing an Activity Completion Assessment 
Guideline 

Overview 

This guide helps MFEM Development Managers to prepare a completion assessment of an Activity 

supported by the Cook Islands Government and to manage its approval. 
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About Activity Completion Assessments 

Description 

An Activity Completion Assessment (ACA) is a comprehensive overview of an Activity prepared by the 

MFEM Development Manager (or Equivalent) and approved by a HOM or Activity Governance 

Committee. It brings together views of the MFEM, and applicable partner(s) on the whole Activity. An 

ACA focuses on recording the development results (the outcomes and outputs) achieved by an 

Activity and on quality ratings and briefly comments on the Activity's relevance, effectiveness, efficiency, 

impact and sustainability. 

Which Activities to Assess 

It is mandatory for the MFEM Development Manager (or Equivalent) to prepare an ACA as per the 

Activity Quality Policy, i.e. for multiyear Activities with a total expenditure of over $50,000 per annum. If 

an ACA is not mandatory, the MFEM Development Manager (or Equivalent) may decide to prepare an 

ACA anyway in view of factors such as the Activity risk, its future and the learning benefits to be 

gained. The ACA is designed to apply to Activities being implemented under any modality.  

Timing 

Ideally, an ACA is completed within one month of the MFEM receiving the final Activity 

Completion Report (ACR) from the implementing agency. For existing Activities that are 

transitioning to a new follow-up Activity, the ACA covering the existing Activity's implementation 

period should be completed after the decision on transition has been approved by a HOM or 

Activity governance committee.  

http://www.mfem.gov.ck/mfemdocs/amd/te-tarai-vaka/1100-i7-activity-completion-assessment-template-akara-matatio
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Purpose and Usage 
ACAs are, for the Cook Islands Government internal use, for the following purposes: 

 

Recording Activity Quality (Particularly Results) 

The primary use of ACAs is to record the Government’s assessment of an Activity's achievement of 

results (outputs and outcomes) and successes. An ACA also records challenges and lessons learned 

from a completed Activity. It is the last recorded statement for an Activity, needs to be carefully filed and 

readily available for future reference or research.  

Contributing to Annual Reporting and Accountability 

ACAs are an important element in an Agency(s) annual reporting because they systematically record 

an assessment of the use of public funds and inform the annual report of government agencies, and 

meets other accountability needs (for example, questions from Cabinet about the outcomes of 

completed Activities). NSDP results indicators recorded in the ACA are used to aggregate the results 

achieved by the Cook Islands Government. 

ACAs also provide essential data for the Cook Islands Government’s Annual Budget Reports. 

Informing Policy and Decision Making 

ACAs help inform policy and decision-making for the Cook Islands Government and others, including 

central agencies, Ministers and Parliament. 

Contributing to Agency Learning 

A review of the issues arising in ACAs may be done annually by the MFEM or other Central Agencies.  

Facilitating Feedback Loops 

The information in an ACA should be discussed with implementing agencies as appropriate. Sharing a 

copy of the written ACA is not required and is at the MFEM's discretion. The ACA may be used as a 

standard way of providing feedback to, and receiving feedback from implementing agency.  

Cautions on Use 

The information contained in the ACA (including ratings): 

 Should not be seen solely or even primarily as an assessment of the implementing agency's 

performance. Many of the factors that contribute to relevance, effectiveness, impact and 

sustainability will be out of the control of the implementing agency. 

 Should not be used to assess staff performance. Ratings are not linked to performance appraisals 

for implementing agency staff. The assessment process should be seen as an opportunity to learn 

and make good decisions in the future, not as judgments on the professional performance of 

individuals. 

 ACAs are not evaluations and they should not be expected to fill this role
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Preparing an Activity Completion Assessment 

Main Steps 

This table shows the main steps in preparing an Activity Completion Assessment (ACA). Note that 

some of the steps are optional or may not apply to your Activity. Required steps are indicated by a star 

(★). 

 
 

Step Action 

★ 1 Prepare 

The MFEM Development Manager (or Equivalent) prepares an ACA using the I7:Activity 

Completion Assessment template. 

In preparing the ACA, the MFEM Development Manager (or Equivalent) refers to all available 

information, including: 

• The contracted implementing partner's Activity completion report 

• Any relevant monitoring or evaluation information. 

2 Consult - Internally 

The MFEM Development Manager (or Equivalent) decides if it is appropriate for other MFEM 

staff familiar with the Activity, sector or specialist staff, to be invited to review and contribute to 

the ACA, particularly for larger or riskier Activities. The MFEM Development Manager (or 

Equivalent) also determines whether to hold a meeting to discuss issues, or invite written input 

by distributing the draft ACA, setting a deadline for comments and then making appropriate 

revisions. 

3 Consult - Externally 

Consultation outside of the Cook Islands Government (for example with donors in the case of a 

jointly-funded Activity) is not required. But the MFEM Development Manager (or Equivalent) 

may decide to share the ACA or invite feedback on parts of the ACA e.g. Activity Management 

by the partner and MFEM. This may be via conversation at post, email, or a third party. 

★4 Finalise 

After receiving feedback, the MFEM Development Manager (or Equivalent) finalizes the ACA 

using quality ratings for each of the DAC evaluation criteria on the five point scale that is 

provided in the Activity Quality Policy. 

★ 5 Obtain Approval 

The MFEM Development Manager (or Equivalent) submits the ACA to the HOM or Activity 

Governance Committee for review, amendment, and approval, ideally within one month of the 

final Activity completion report being received. 

★6 Records 

The MFEM Development Manager (or Equivalent) ensures: 

• A copy of the approved ACA is filed in accordance with the agency’s Records Management 

Policy. 

★ 7 Follow-up 

The MFEM Development Manager (or Equivalent) ensures any actions raised in the ACA, 

especially regarding transition or exit, are discussed with the implementing agency as 

necessary, and results and lessons are shared 

appropriately (refer to the I2:Activity Completion Checklist). 

http://www.mfem.gov.ck/mfemdocs/amd/te-tarai-vaka/1099-i6-akara-matatio-activity-completion-report-template
http://www.mfem.gov.ck/mfemdocs/amd/te-tarai-vaka/1099-i6-akara-matatio-activity-completion-report-template
http://www.mfem.gov.ck/mfemdocs/amd/te-tarai-vaka/1091-i2-akara-matatio-activity-completion-checklist

