4.7 
Detailed JAM timeline
Note: The “Estimated time required” displays the estimated time needed for a given activity. Some activities may overlap and hence adding up the estimated time requirements does not equal the total time required for a JAM. 

	Phase
	Activity
	Who is responsible
	Where to get support from
	Expected outputs / results
	Estimated time required 

	Planning
	1. Joint UNHCR/WFP Planning Session.


	UNHCR Representative, WFP Country Director, UNHCR and WFP programme managers
	
	Needs expressed.

Tentative dates defined.

Resource-persons, including technical experts in-country or in the region and potential JAM coordinators, identified.
	1/2 day 



	
	2. Develop ToR for JAM Coordinators.
	UNHCR and WFP programme managers
	HQ and Regional office(technical support)
	JAM coordinators ToR available. 
	1 day

	
	3. Identify and designate the 2 JAM coordinators.


	UNHCR Representative and WFP Country Director
	
	JAM process can move forward. 
	1 week

	
	4.Develop and finalise JAM ToR. 


	JAM coordinators.

UNHCR Representative, WFP Country Director, UNHCR and WFP programme managers
	HQ and Regional office

(technical support)
	JAM ToR available (including budget with financial resources required).
	2 weeks 



	
	5.Develop a detailed timeline and work plan for the JAM.
	JAM coordinators
	HQ and Regional office.

(technical support)
	Detailed timeline available. 
	1 week

	
	6.Inform stakeholders, government, partners, and donors, of the JAM and timing of key activities.
	UNHCR representative, WFP Country Director
	JAM coordinators.
	
	1 day

	
	7.Identify the financial and human resources required. 

Determine if all relevant technical sectors and required skills are available in country teams – if not refer to Senior Management for advice and support on how to fill any gaps. (country office should determine what support, when and how this will be resourced.)
	JAM coordinators


	country office senior management
	Budget available.

List of human and other resources needed and plan to source these. 
	1 week



	
	8.Identify the JAM team and roles and responsibilities. 

JAM team includes sector/technical experts, report writer, admin/logs, field team leaders and field team members.
	JAM coordinators


	UNHCR representative, WFP Country Director, UNHCR and WFP programme managers
	Team is identified and team members’ responsibilities are clear. Specific ToRs for each team member are available. Managers have agreed to release staff.
	1 week 



	
	9.Call for technical assistance. 

If technical support is needed and not found, country senior management or HQ/regional bureau staff can help to identify how to fill this gap. Sometimes this results in the country office hiring a consultant.
	JAM Coordinators, UNHCR and WFP programme managers
	HQ and Regional office


	Support and advice provided to allow country office to move forward and fill gaps in team skills.
	1 week 



	Identification and organisation of information 
	10.Identify the specific information required to answer the JAM objectives. 
	JAM coordinators,

JAM team
	HQ and Regional office (technical support)
	
	1 day

	
	11.Organise information required for the JAM in the information matrix. 

Information matrix is a tool to manage information throughout the JAM process and facilitate analysis. 
	JAM coordinators,

JAM team


	
	Step 1 of Information matrix complete.
	1 week

	
	12.Identify appropriate data collection methods.
	JAM coordinators.
	
	Data collection methods identified.
	2 days

	Data collection: Secondary data collection and review
	13.Identify and review secondary information. 

Input key information from the secondary data review in the information matrix. Identify any gaps in information and determine what can be filled through the field visit and if there is a need for any in-depth assessments to fill larger information gaps.

	JAM coordinators,

JAM team


	Partner agencies

UNHCR and WFP programme managers

HQ and Regional office

(technical support)
	Secondary information/documents obtained and filed; relevant sections of Information Matrix filled out, gaps in information identified; any required in-depth assessments identified.
	1 month



	Data collection: In-depth assessments (if necessary)
	14.Conduct in-depth assessments (if necessary). 

Any outstanding large information gaps identified in secondary review are filled before the JAM field visit starts.

	UNHCR Representative, WFP Country Director, UNHCR and WFP programme managers. 

Partner agencies including: UNICEF, WHO, FAO, ILO, IOM, NGOs
	HQ and Regional office


	Identified information gaps filled.

Relevant sections in the information matrix are filled out.
	2-4 months depending on what assessments need to be conducted



	Data collection: Field visits
	15.Identify qualitative data collection methods; develop data collection tools and information checklists for the field visit. 

This is to ensure that all teams collect focussed and relevant information according to the JAM objectives, and that gaps in data collection are avoided.
	JAM coordinators


	HQ and Regional office


	Various data collection tools. 
	2 days

	
	16.Develop a standardised format for debriefing information (for field team members/teams to complete daily) and identify an analysis plan.

This is to ensure that all information collected feeds into analysis and that team members/teams document key findings in the same format to ease analysis and report writing.
	JAM coordinators


	Report writer

Sector experts
	Daily debriefing information collection format. 

Analysis plan
	2 days

	
	17.Field team training and field visit preparation sessions. 

JAM team is briefed on JAM objectives, process and outputs. Teams are familiarised with assessment methods and data collection tools. Data collection tools are tested, back-translated and revised (if necessary).Daily debriefing reporting format and analysis plan are presented and discussed. Sites are confirmed, team composition, field visit itinerary, and logistics are finalised. 
	JAM coordinators,

JAM Team leaders

JAM Team Members
	HQ and Regional office

(technical support)
	Roles and responsibilities of team members in field visits and debriefing re-affirmed.

Data collection tools presented, tested and finalised.

Debriefing and analysis plan understood by all team members.

Sites, itinerary and team structure for field visit agreed.

Agree on any outstanding tasks/responsibilities to complete prior to the field visit.


	2 days 



	
	18.Donor invitation for field visits.

Donors will play an observer role.


	UNHCR Representative, WFP Country Director, UNHCR and WFP programme managers 


	JAM coordinators


	Donor participation in the JAM field-visit and buy-in to the JAM process.
	1 day



	
	19.Inform the refugees and/or surrounding communities of the field visit and organise interviews.

Brief the local partners and refugees’ representatives on the JAM objectives and organisation. Pre-arrange interviews.
	JAM coordinators,

JAM team leaders

JAM team members


	Local partners
	Facilitate the JAM field visit process.

Ensure refugee involvement.

Interviews arranged.
	1 week



	
	20.Security briefings and requirements incorporated into daily planning of field visits. 

Field teams should liaise with security personnel to ensure that field visit adheres to the most up to date security information.
	JAM Team leaders,

JAM Team members

Admin/log staff, security staff 
	JAM coordinators
	
	

	Analysis and recommendations: Preliminary
	21. Daily debriefing for all teams conducted at the end of each day in the field.

Debriefing at end of day to discuss preliminary findings, develop preliminary analysis and document key issues and findings (on standardised forms to be submitted to report writer).
	JAM Team leaders,

JAM Team members


	JAM coordinators


	Key findings discussed and triangulated. 

Information matrix updated with key information. 

Plan for following day.
	2 weeks 



	
	22. Daily field visit reports written by each team (submitted to the report writer). 

This is to summarise key findings and issues from each day.
	JAM Team leaders,

JAM Team members
	JAM coordinators


	Key findings documented daily from each team. 


	2 weeks

	Analysis and recommendations: Final
	23. Analysis of all the information collected from secondary data analysis, in-depth assessments, and field visits.

Final analysis session conducted at the end of the field visit.
	JAM coordinators,

JAM Team leaders
	JAM coordinators


	Agree on key findings and recommendations.

Document key findings and recommendations for report writer.
	2 days



	Report and dissemination of findings
	24.Refugee Debriefing

Key findings from the JAM are presented to the refugees.
	JAM coordinators (though this can be facilitated by an identified UNHCR/WFP staff if difficult for the coordinators to go back to the sites with this information)
	Local partners
	Refugee participation and views are collected and fed back to JAM coordinators and report writer.
	1-2 days



	
	25. Final draft report developed and circulated. 

Comments are collected from senior management, government, and national level partners’ as well as HQ and regional office.  
	JAM report writer
	JAM coordinators

HQ and Regional office

(technical support)


	Final draft of report.
	Final draft report -3 weeks after field visit. 2 weeks for comments.

	
	26. Report finalised.

Comments are incorporated and the report is signed by the UNHCR representative and the WFP director. 


	JAM report writer
	JAM coordinators

HQ and Regional office

(technical support)


	Final report (including key findings, analysis and recommendations).
	2 weeks to incorporate comments and finalise.

	
	27. Presentation of key findings (donor/partner debriefing).

The JAM team presents the key findings and recommendations to the government, donors, partners and other key stakeholders. 
	JAM coordinators


	UNHCR representative, WFP Country Director, UNHCR and WFP programme managers

Communication dept.
	Buy-in from the donors and partners.
	1 day



	
	28. Report dissemination.

The report is posted on WFP and UNHCR websites and disseminated widely in country to relevant partners, donors, government.
	UNHCR and WFP Country Directors and programme managers
	HQ and Regional office
	Analysis and recommendations are shared with partners.
	2 weeks



	Joint Plan of Action development
	29. Develop a Joint Plan of Action.

A workshop is organised to reflect and discuss the findings and recommendations from the JAM. UNHCR/WFP country staff develops the JPA based on JAM report and workshop outputs. UNHCR representative and the WFP director sing the JPA.
	JAM coordinators

UNHCR and WFP Country Directors and programme managers 


	HQ and Regional office


	JPA
	1-2 days for workshop, JPA development - 1 week (usually once the final report is released and planning can occur). 




