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GUIDANCE NOTE FOR 4W MATRIX

TRAINER’S NOTE

	GENERAL BACK GROUND ON 4W Matrix


In order to coordinate needs and response in a timely and effective manor, Shelter Cluster is promoting the use of the mobile device to collect 4W information.  This allows for information to be gathered quickly and ties all information to a GPS point insuring it’s accuracy and adding credibility to Shelter Cluster reporting.
	PREPARATION FOR THE 4W


· 4 W is a great opportunity for RSCC to visit the field, build relationships with partner agencies, monitor progress and be confident/knowledgeable about all shelter activities in your region.
· Arrange to visit the field of implementing agencies on the first of every month to capture their activity. 
· If it is an NFI activity, arrange to visit on the day of distribution (you can also capture a photo of NFI items and how beneficiaries received them).
· If you are too busy to visit the field: Do not send a template email to the agency.  Rather, make a phone call to them, have your mobile device open in your hand and ask all the questions in the tool and fill them out while talking to them. This is much more accurate and fast and will allow you to explain questions.  There is a question on the mobile that will ask you “where are you capturing this data?” where you can answer “in my office”.
	How many uploads do I need per project?


· It depends on the component of a project. It must be split by Location, Donor, and Activity.  For example, if in a contract it says Emergency Shelter for 200 HH and NFI for 300 HH in one location, then you have to split it into two entries (records) because it is two activities. 
· Example: DRC is implementing shelter/NFI projects in two locations.  They are NFI, Permanent Shelter and Transitional Shelter, funded by CHF, ECHO and DFID.

	Location 1
	Location 2

	CHF
	ECHO
	CHF
	DFID

	NFI
	PS
	NFI
	PS
	NFI
	PS
	NFI


In this case you are supposed to upload 7 entries (records) separately, one for each project.

	4W Questionnaire: Step by Step


GPS
· Everything in the 4W is linked to a Geographical location. There should be a record for each project per agency, even if in the same settlement.
What activity are you reporting on? 

· Select one: NFI – Emergency Shelter – Transitional Shelter – Permanent Shelter

· You will be asked questions specific to the type of activity using a skip logic. 

· ‘Reason for intervention’ is asked regardless of activity type.

Activity Status

· If actual implementation has started answer “distribution  / ongoing”. If a project is temporarily suspended but will resume when things have cleared answer “on-going”. 
· If planned target has been achieved (ex. Planned target was 1000 HH and distribution has taken place to 1000 HH) answer “Completed”.
· If a project for some reason will not happen again, thus the agency will relocate funds elsewhere, change location, change content etc. Answer “Stop”. 
Where and when are you capturing the data?
· You will be given the opportunity to answer Project Location, Implementer Office (of the agency) or My Office.  
· The principle s that you will capture the project in the field, but if you don’t have access you can do it remotely by calling partners and going through the questionnaire with them while you use the mobile application.
· Enter the Month and Year when the activity you are capturing took place.
Donor, UN and implementing agency
· Who is the main donor? Usually you can find this in contracts, however if it is difficult to find you can skip this question
· Is the UN involved? UNHCR is not a donor, hence this question is asked to determine if the activity involves aid contributions from UN via another donor.

· Who is the agency reporting? This may not be the implementing agency.

· Do they have an implementing partner? Provide the agency details if relevant.

How many households are you targeting? 
· Monthly NFI and Emergency Shelter  report:  provide the total number of kits in the project.
· For distribution reporting on the day of distribution: provide the number of kits / Emergency Shelter distributed on that day.
· For Transitional and Permanent Shelter: report on the total shelters targeted with the project overall (you will be asked later for the number of households who received shelters). 
What is the content of the NFI kit/Emergency Shelter/Transitional Shelter/Permanent Shelter? 
· There is a list in a dropdown menu, please select the most appropriate to describe the kit, shelter construction items, or typology of Transitional Shelter / Permanent Shelter. 
· Construction method / labour will be asked for Transitional Shelter / Permanent Shelter.

Number of HH received Shelter

· How many units were completed by the time of your visit. This is cumulative over the project based on the target amount provided above.
· Example: A 4 month project targeting 300 HH for Emergency Shelter.


Jan


Feb

Mar

Apr


50 completed

100

200

300 completed and finished

Procurement, cost and distribution
· Provide information on the purchase and procurement of the items based on whether they are locally sourced, imported or procured through international procurement. 

· Different distribution  methods are being used in Somalia. Please select the one that applies. 
· Distribution speed in months is asked for NFI and Emergency Shelter only, to determine timeliness of cluster response in emergency, depending on context. 

· Provide the cost of the kit or shelter, including the labour component if relevant.
Settlement, Site and DRR Information: 

· If relevant, provide details on site planning, eg, fire breaks, and other infrastructures in the settlement.

· DRR improvements to the shelter or site are important to improve the Durable nature of assistance, e.g. site drainage, fire prevention training and technical improvements to the transitional and permanent shelters.

Housing, Land and Property: 
· Security of tenure is now included as a priority for all shelter projects funded under the CAP / Humanitarian funding system as a key pillar of the Shelter Cluster Durable Solution strategy.
· Provide details of the planned HLP activities, of if there have been any improvements through the humanitarian intervention.  
Protection considerations related to security: 

· Is the shelter lockable, is a lock provided? i.e. Is a door included in the project with the bolt latch and  lock? 
Take a Photo of Shelter  (Hold your mobile phone upright) 
· Take a photo of Shelter. If there was a fire outbreak just before your visit you can even take this picture. Make sure the whole structure is captured in the photo.
Photo for NFI (Hold your mobile phone upright)
· It is ideal if the RSCC can be present on distribution day.  Then you can monitor the activity, do the 4W on that day, take a picture of the NFI kit and of how people are lining up.
	GOOD QUALITY PICTURES (good and bad examples)


EXAMPLES (See presentation)

-A good photo captures the whole infrastructure or as much as possible.

	USE OF PHONE AND MFIELDWORK


See manual for mFieldwork. 

	GENERAL CHECKS BEFORE GOING TO THE FIELD


· If you do not have a log in code, contact the Shelter Cluster Secretariat for access.
· Make sure you are logged in with your phone on the mFieldwork database before leaving the WIFI area. It is necessary to be logged in when in the field. 
· Once you start the mapping exercise turn WIFI off to save battery, as long as you are logged in to the application the data will still upload.

· Make sure the latest versions of all the questionnaires have been downloaded.

· Make sure that the GPS is functional on all the phones. Try this out at the office.

· Make sure all the phones are properly charged
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