
Week 1

Roll outPreparation Finalization

Week 2 and Week 3 Week 4 Week 5

Get familiar 
with the process 

Provision of 
required background 
information

Present the 
approach during 
a cluster meeting 

Agree on 
approach and 
timeline

Adaption of 
online platform 
to local setting

Emails to (sub)
national coordinators 
with instructions for
completing the
quesionnaires

Transfer of specific 
instructions on
questionnaires to 
partners

Fill in both cluster 
description form (25mn) 
and coordinators 
cluster performance 
questionnaire (15mn)

Send reminders 
as required to 
ensure max. 
participation

Hold a meeting 
to discuss the results, 
constraints and 
ways forward that 
will constitute the 
basis of the
Coordination 
Performance Report

Share the preliminary 
Coordination Performance
Report with partners

Update 
Coordination
Performance
Report to 
include follow-up 
actions

Disseminate Coordination
Performance Report
and ensure necessary
follow-up actions

Review 
the Coordination
Performance
Report

Fill in partners’ 
cluster performance 
questionnaire (15mn)

Provide feedback 
on participation rate 
half way through 
the process

Generation of 
preliminary 
Coordination
Performance 
Report for 
Cluster Coordinators

Cluster Coordinator 

Cluster Partners 

Support functions
(Global Cluster Coordinators, 
OCHA HQ, HC and HCT)

Disseminate Coordination
Performance Report
and ensure necessary 
follow-up actions

Suppport facilitating
of meeting if needed

Repeat
every six months...
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