
 

GUIDANCE FOR THE MUSINC  
REPORTING SYSTEM 
Version 2 February 2022 

 
  



 1 

Guidance for the musinc online reporting system 
 
 

 
 

 
CONTENTS 

 
1. Music leaders…………………………………………………………………………………………………….pg 2 

1.1. Purpose………………………………………………………………………………………………….pg 2 
1.2. Using the online reporting system………………………………………………………….pg 2 

1.2.1. Section 1: Report on a project you have delivered……………………..pg 2 
1.2.2. Section 2: Report on 1:1 tuition………………………………………………….pg 3 
1.2.3. Section 3: Report on a taster session you have delivered……………pg 3 
1.2.4. Section 4: Add a reflective blog entry………………………………………….pg 3 
1.2.5. Section 5: Anonymous case study……………………………………………….pg 4 

2. Participant feedback………………………………………………………………………………………….pg 4 
2.1. Online……………………………………………………………………………………………………..pg 4 
2.2. On paper…………………………………………………………………………………………………pg 4 
2.3. Case study………………………………………………………………………………………………pg 5 
2.4. Other forms of feedback………………………………………………………………………..pg 5 

3. Host/partner organisation………………………………………………………………………………..pg 5 
3.1. Preparation…………………………………………………………………………………………….pg 5 
3.2. Guidance for completing the online feedback questions………………………..pg 5 
3.3. Case studies……………………………………………………………………………………………pg 6 
3.4. Additional requirements………………………………………………………………………..pg 6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 2 

1. Music leaders 
 
1.1 Purpose 
 
The purpose of collecting information from you in this reporting system is to reduce your workload 
and ensure there is a balanced mix of qualitative (open questions) feedback and quantitative (closed 
questions) data to help us evaluate how well musinc projects are doing.  
 
This will help us to improve the way projects are run and improve outcomes for participants, and it 
will help us provide good quality evidence back to funders to justify the way we have used their 
funding. 
 
 
1.2 Using the online reporting system 
 

Logging in 
There is now no login details needed to access the survey. Simply click on this link: 
https://arcg.is/0SG1Tz 
 

Completing the survey 
The survey is a one-time entry survey. If you are half way through and need to leave it, your 
responses will not be saved, therefore please leave enough time to complete the full survey in one 
sitting. We recommend leaving an hour to complete it in full. The time will depend on how much 
information you are providing for your project.  
 
The system has 4 sections as follows: 

Section 1: Report on a project you have delivered 
Section 2: 1:1 tuition 
Section 3: Report on a taster session you have delivered 
Section 4: Add a reflective blog entry 
Section 5: Anonymous case study 

 

1.2.1. Section 1: REPORT on a project you have delivered 
 
This section should be completed at the end of the project or end of a term if it is an ongoing 
project.  
 
Session planning and participant voice 
This section asks you how you carried out consultation with your participants and how this 
influenced how the sessions were designed and delivered. It is important that we can evidence that 
we place the voice of the participant at the centre of our activities and that they have the 
opportunity to make decisions about their individual musical journey. Please tell us: 
 

 how young people shape the content of the project 

 how the young people make decisions about the direction of the project 

 how young people are involved in the delivery of the project 

 how young people can help determine what the end product of the project will be 
 
There is now no requirement to upload documents and/or media to evidence this, but if you do have 
documents or media that you would like to send to us, please send to 
musinc@middlesbrough.gov.uk 
 

https://arcg.is/0SG1Tz
mailto:musinc@middlesbrough.gov.uk
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Outcomes reporting 
This section asks you to: 
 

 Rate the overall improvement in confidence, backed up by specific examples (outcome 4.1) 

 Rate the overall improvement in self-efficacy, backed up by specific examples (outcome 4.2) 

 Rate the overall improvement in social skills, backed up by specific examples (outcome 5) 

 Provide information to us about any participants you know of who have developed and/or 
delivered musical activities which contribute to social action or change. For example, a 
participant has gone on to run their own activity after completing a MUSINC project or a 
participant has written a song to raise awareness of mental health issues and shared this on 
social media with peers. This demonstrates a citizen led approach and participant voice which is 
part of our Equality, Diversity and Inclusion Action Plan. (outcome 4.3) 

 Provide information about any signposting or progression routes you are aware of that 
participants have taken as part of their musical journey. This is to demonstrate that we are 
supporting people to access a wide range of opportunities to shape their individual musical 
journey (outcomes 2.2 & 2.3) 

 
 

1.2.2. SECTION 2: Report on 1:1 tuition  
 
This section is the same as reporting on a project, but for any 1:1 support or tuition you have 
delivered.  
 
The first question asks you to provide examples of how your students were able to shape their own 
musical journey and the direction of the lessons. This is again to demonstrate that we are taking a 
citizen led approach in our work.  
 
From then on it asks for the same information as with a project i.e. rating overall progress of your 
students and providing specific examples, and providing information about social action, signposting 
and musical progress.  
 

1.2.3. SECTION 3: Report on a taster session you have delivered 
 
This section asks you some general questions about how you feel the taster session was received by 
the participants 
 
 

1.2.4. SECTION 4: Add a reflective blog entry 
 

This section is an opportunity for you to reflect on any aspect of your work with musinc. Some 
prompting questions might be: 
 
Has there been any particular highlights? challenges? surprises? 
Has your practice improved or changed as a result of the projects you have delivered?  
Have your views on anything to do with music, equality, diversity and inclusion changed in any way 
through this work?  
How do you feel about the work that you do? 
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1.2.5. SECTION 5: Anonymous case study 
 
This section allows you to submit a case study about an individual young person who has made 
significant progress in any of the areas listed in the outcomes (personal, social, musical), or who has 
overcome significant barriers through participating in this activity/project.  
 
Although the case study needs to remain anonymous, please provide some non-identifiable details 
about the participant and about which target groups they belong to or which barriers they are 
facing. You can write about the young person, their background and the context you were working 
with them in.  
 
Please also include information on how they have made progress in their musical journey / 
development, whether there are any specific achievements by this young person, which could 
include completing the course, growing in confidence, improving behaviour, running their own 
events, getting an award or exam, performing in front of an audience etc. These achievements will 
be individual as everyone's journey will be different. 
 
 
 
It is important for musinc to triangulate your case study to maximise the usefulness of the evidence 
it provides. If you think the person you are submitting a case study for would be happy to be 
contacted and profiled, please let us know by email. We may then contact them to collect brief 
feedback from them directly and from relevant host organisation staff who may be able to provide 
additional information and wider perspective.  
 
 
 

2. Participant feedback 
 
Collecting feedback from participants at the end of a project can be done in the following ways: 
 

2.1. Online 
Using a mobile phone, tablet, laptop or desktop, ask each person to enter their feedback on an 
online survey, accessed through this link: 
https://survey123.arcgis.com/share/ae0b80b06c67497397567429628894b3 
 
Each response will be submitted once they click on the “Submit” button on the last page.  
 

2.2. On Paper 
If you want to get your participants to complete their feedback on paper, just follow this process: 
 

1. Print the word or pdf version – one copy per person (this is downloadable from 
www.musinc.org.uk/professional-development/musinc-essentials/existing-music-leaders  

2. Hand out the copies at the end of the project 
3. Say that they should not put their names on it 
4. Provide an envelope or box for everyone to put their response back into 
5. To enter the data, you can either: 

o Click on 
https://survey123.arcgis.com/share/ae0b80b06c67497397567429628894b3 
to enter their data.  

o Hand them in to either Rebecca or Sarah or scan them and email them to 
musinc@middlesbrough.gov.uk and they will enter the data 

 

https://survey123.arcgis.com/share/ae0b80b06c67497397567429628894b3
http://www.musinc.org.uk/professional-development/musinc-essentials/existing-music-leaders
https://survey123.arcgis.com/share/ae0b80b06c67497397567429628894b3
https://survey123.arcgis.com/share/ae0b80b06c67497397567429628894b3
mailto:musinc@middlesbrough.gov.uk
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2.3. Case study 
A participant you are writing a case study about can provide their own feedback to you by writing 
something or verbally giving you feedback which you can add to their case study on the online 
reporting system. 
 

2.4. Other forms of feedback 
You may also wish to capture other forms of participant feedback, such as an interview, group 
discussion, video or audio file. These can also be captured and provided to musinc, however it is a 
requirement for you to get people to complete these evaluation questions as well. 
 
Other formats of feedback from participants will need to be emailed to 
musinc@middlesbrough.gov.uk 
 

3. Host/partner organisations 
 

3.1 Preparation 
Music Leaders will need to speak with the host organisations before the project starts to ensure that 
they attend at least one session of the project in order to observe and/or participate. They will then 
be asked to complete the feedback from which can be found online here: https://arcg.is/1SKm9z 
 

3.2 Guidance for completing the online feedback questions – host organisations 
 
As a host organisation to a musinc project, we would be very grateful if you would take the time to 
provide some feedback on the project your organisation has hosted. 
 
Your comments will form part of the musinc evaluation both internally and to our funders. 
 
Your feedback will help us continue to improve projects in the future and improve outcomes for the 
participants involved.   
 
To provide your feedback , please go to https://arcg.is/1SKm9z and answer the online survey 
questions. They are a mix of open questions (text boxes for written feedback) and closed questions 
(for you to choose from a range of options or to rate certain statements about the project).  Please 
be as honest as you can, as this will help us to develop the projects further. 
 
You will be asked about: 
 

 Your views on the project 
 

 How the project engages people 
 

 How well the sessions were designed and run 
 

 Participant’s involvement in the project 
 

 The impact the project has had on the participants 
 

 An anonymous case study for a participant 
 
 
 
 
 

mailto:musinc@middlesbrough.gov.uk
https://arcg.is/1SKm9z
https://arcg.is/1SKm9z
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3.3. Case Studies 
 
We are very interested in understanding more about individuals who have made progress through 
these projects. 
 
For your contribution to the case study, please consider the following points: 
 

 Please say a little bit about the person, their background and the context you were working 
with them in 

 In your view, how have they made progress in their musical journey / development? 

 Are there any specific achievements by this person you want to tell us about? This could 
include completing the course, growing in confidence, improving behaviour, running their 
own events, getting an award or exam, performing in front of an audience etc. These 
achievements are individualised as everyone's journey will be different 

 Please describe how the person developed, managed or lead their own projects, using music 
for social action and/or to bring about positive changes in their own lives? 

 
3.4. Additional requirements 

 
Music leaders 
Alongside completing the online survey, we ask that you send us the following additional documents 
either by email or other virtual file sharing platform: 
 

o Individual Development Plans (IDP’s) for core participants. This forms the basis of 
evidence for specific musical progress and participant’s ability to set their own goals 
and identify their own achievements (outcomes 3.1, 3.2 & 3.3).  

 
o Your own practitioner IDP.  

 
o Any images, recordings or other media you have collected from the project 

 
 
 
 
 
 

 


