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	Global Shelter Cluster
ShelterCluster.org

Coordinating Humanitarian Shelter
	Shelter Cluster Backbone




Overview of Information Management activities
	Activity
	Storage / Website / E-mail
	Contact list
	Assessment / Monitoring
	Activity reporting
	Operational presence
	Gap analysis
	Factsheet

	Tools
	· Microsoft Outlook

· Dropbox Business
· ShelterCluster.org

· HumanitarianResponse.info
	· Microsoft Excel

· MailChimp
	· Paper-based survey
· Shelter Cluster app

· KoBo
· Collector for ArcGIS
	· Microsoft Excel
· ActivityInfo
	· Microsoft Excel

· Tableau

· ActivityInfo

· ArcGIS
	· Microsoft Excel

· Tableau
· ActivityInfo

· ArcGIS
	· Microsoft Word

· ArcGIS

	Process
	1. Request e-mail account(s) 

2. Request Dropbox account

3. Set-up folder and file naming structure 

4. Request website account

5. Populate response page with basic information and links
6. Display information on HR.info via RSS feed

7. Update the website as new information comes in
	1. Create MailChimp account or set-up Excel contact list

2. Place instructions for joining the list on the website and in e-mail signatures
3. Gather contacts at meetings
4. Share list and ask for updates
	1. Define information gaps / identify need for post-distribution monitoring
2. Agree methodology
3. Train enumerators
4. Collect data
5. Process/verify data
6. Create report
7. Share report and data
8. Draft/update strategy
	1. Set-up activity reporting system
2. Use indicators that link to assessments and the strategy
3. Train/inform partners

4. Send out requests for input and reminders
5. Process/verify data
6. Create report
7. Share report and data and ask for updates
	1. Compile data on planned and completed activities
2. Create overview of partners per geographic region

3. Split data between NFI and shelter partners as necessary
4. Share report and data and ask for updates
	1. Compile data from assessments and activity reporting

2. Compare achievements against targets and/or needs
3. Compare planned activities against targets and/or needs

4. Create report

5. Share report and data and ask for updates
	1. Compile data on needs, response and gaps

2. Create or source relevant map

3. Check funding status of cluster

4. Complete factsheet
5. Share report and data

	Frequency
	Weekly – Monthly
	Weekly – Monthly
	As needed
	Weekly – Monthly
	Weekly - Monthly
	Weekly – Monthly
	Monthly – Quarterly

	Resources
	· Contact Hannoa Guillaume (UNHCR) or Neil Bauman (IFRC) for e-mail, Dropbox and website accounts

· Coordination Toolkit (for folder/file name structure)

· E-mail settings
· ShelterCluster.org manual
· Adding content to HR.info using RSS feeds
	· Contact list template for use with Excel
· MailChimp (free accounts usually sufficient)
	· KoBo (OCHA)

· KoBo (UNHCR, for protection sensitive data)

· KoBo training package
· REACH
· Contact VIM (UNHCR) or Shirin Narymbaeva (IFRC) for GIS support
	· Activity reporting template for use with Excel
· ActivityInfo (can be hosted on own server or accessed as software as a service)
	· Power BI through Shelter Cluster email (ask Hannoa or Neil for licences)
· Tableau Public (free to use but data is always public)
· ActivityInfo
· Contact VIM (UNHCR) or Shirin Narymbaeva (IFRC) for GIS support
	· Power BI through Shelter Cluster email (ask Hannoa or Neil for licences)

· Tableau Public (free to use but data is always public)

· ActivityInfo
· Contact VIM (UNHCR) or Shirin Narymbaeva (IFRC) for GIS support
	· Factsheet template
· Factsheet guidance
· Contact VIM (UNHCR) or Shirin Narymbaeva (IFRC) for GIS support
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