Module 4:
Emergency Needs Assessment Simulation
[1 ½  days]

Objective(s): Participants are able to design and lead rapid, participatory emergency assessments. 

Expected Results:

· Participants are capable of designing and implementing an emergency needs assessment appropriate to the context.

· Participants identify best practice for emergency needs assessments and action points to ensure best practice in future.

Brief Overview and Tips:
In this 8 hour module participants experience a simulated emergency and have to plan and conduct a needs assessment.  They then analyze and present their information to the other groups.  A significant amount of time is spent in debriefing sessions to identify lessons learned based on the scenario, and action points to ensure best practice in future.
· Every participant should have a copy of the Sphere Handbook.

· Depending on the group, the facilitator may extend the time spent on either the simulation or the analysis of their performance in the simulation.  The identification of best practice and action points to ensure best practice in future is key to making the simulation useful.
Session 4.1 
Planning a Needs Assessment

(45 mins)
Session 4.2
Implementing a Needs Assessment 
(1 hr)

Session 4.3 
Coordination




(30 mins)

Session 4.4  
Analysis 




(45 mins)
Session 4.5 
Debrief: Assessment planning 

(45 mins)


Session 4.6
Debrief: Numbers Affected  

(30 mins)

Session 4.7  
Debrief: Coordination & Gap Analysis
(1 ¼ hrs)

Session 4.8  
Sectoral Debrief: Wat-San, Health, Food Security, Shelter


 





(45 mns x 4 = 3 hrs)  
Session 4.9 
Action Planning  



(1 hr)



Further Resources:

· CRS ASIA Emergency Assessment Guidance, revised March 09

· CRS Emergency Assessment Manual
· Caritas Internationalis Emergency Response Toolkit (2007)

-    Good Enough Guide
4.1 Planning a Needs Assessment




(45 mins)
Objective:

· To put into practice assessment planning skills in an emergency simulation.

· To identify information needs required to make key decisions in an emergency response.

Key Messages:

· Emergency assessment should be focused and time bound – one tool should be developed and used within a well defined period of time.

· The aim of an initial assessment is to confirm how urgent the needs are and whether a response is required; if so, what type of emergency response to start; and where to conduct the initial response.

· Emergency assessments are iterative.  The initial assessment will be followed by more detailed assessments as your plan and the context evolve. 
· Focus on collecting timely, reliable information that you will USE.

· Good planning reduces the risk of bias in a needs assessment.  Planning means deciding: where you will go and who you will talk to; what information you require (and adapting existing tools accordingly); and what methods you will use to collect that information.  

· Triangulating information (cross checking from at least 3 different sources or using 3 different methods of collecting information) increases the reliability of the information.

Materials:


· Sphere Handbook:  

· Chapter 1, Common Standard 2, page 29

· Chapter 2, Appendix 1: Water Supply and Sanitation Initial Needs Assessment Checklist, page 89

· Chapter 3, Appendix 2: Food Security Checklist, page 174

· Chapter 4, Appendix 1: Shelter, Settlement and Non-Food Items Initial Needs Assessment Checklist, page 238.

· Chapter 5, Appendix 1: Health Services Assessment Checklist, page 295.

· Emergency Assessment Tool used in country or example of CRS Emergency Assessment Tool (see Handout 3.9.1-4)

· Handout 3.5.1 Interviewing Skills

· Handout 4.1.1 Memos

· Handout 4.1.2 OCHA reports

	Time
	Method
	Content

	5 mins
	Presentation

Question & Answer
	a) The facilitator introduces the simulation:

- What is a simulation?
A representation of a real situation by a similar but simpler model that can be altered by its users.

The aim is: To test knowledge & skills learned from previous training efforts; and to expose participants to key topics, themes  that further training will address

· What will happen?
There will be four groups (You will need to have one resource person for each group – so decide the number of groups accordingly, and avoid groups larger than 6.) 

A series of reports (Handout 4.1.2) will inform you of a disaster.  Each group will receive one copy of each document and a copy will be posted on the Humanitarian Information Board at the back.  At regular intervals new reports will bring updates on the situation.  Memos (Handout 4.1.1) will arrive from head office with instructions.  The participants stop being “training participants” and react to the changing situation as they would in reality, taking decisions and planning or implementing their assessment. It is important to draw on emergency relief best practice, standards, and tools in order to get familiar with them and learn how best to use them.
Spend a few minutes refreshing participants’ memories of the qualities of a good emergency needs assessment.  (See key messages).


	5 mins
	
	Participants form four groups.

First OCHA report arrives
1st MEMO: The Executive Director requires an assessment plan. The participants start planning their needs assessment.   

	30 mins
	Working groups
	Second OCHA report arrives, with updated numbers, preliminary needs and details of other agencies’ responses; 
2nd MEMO: Media clipping arrives.
Working groups start planning participatory needs assessment. 
i) What info to collect, using Sphere checklists from last training.
ii) What methods to use

iii) Who are the stakeholders, what are their interests and influences on the possible response, and how will you involve them?



	5 mins
	Working groups
	3rd MEMO: Finalize your plans and assign roles within the team.


4.2. Implementing a Needs Assessment



(1 hr) 




Objective:

· To practice collecting and cross checking information in an emergency needs assessment.
· To practice interviewing skills.

Key Messages:

· It is easy to jump to conclusions based on previous experience or other biases and think that we know the needs of the disaster affected people.

· To do a good interview one must: be prepared and use a checklist; introduce oneself to the community leaders; ask permission to conduct the interview; sit, behave and dress in a culturally appropriate manner; empathize with the interviewee; be polite; avoid raising expectations; avoid leading questions.

Materials:

· 4.2.1 Facilitator’s Guide: Needs Assessment Roles

· 4.2.2 Facilitator’s Guide: Captions
· 4.2.3 Facilitator’s Guide: Photographs 

N.B. Each group needs one resource person who must be fully familiar with the Needs Assessment Roles (4.2.1)
	Time
	Method
	Content

	10 mins

50 mins


	Instructions
Group work
	The assessment teams go to the field.  
The assessment teams can collect their information in two ways:

i) going to the wall and observing the photographs and reading the quotations from people in the field

ii) conducting their own interviews with their resource person, who will play the role of affected men, women and children, local officials, local organizations etc.  
Each group has one facilitator as resource person.  This resource person has the assessment role play document with him, and it is very important that he has read this document thoroughly and knows it very well.  The information he gives the assessment team must be based on this document, to ensure consistency between groups.
The assessment team sits with their resource person. They start by saying who they want to talk to first. The resource person will become that person and answer all questions on the basis of the role play document.  When the assessment team wishes to interview another person, they tell the resource person to change roles, and the resource person gives them information according to his new role.  
(The facilitators could prepare paper hats with names of potential interviews written on them, so that resource person can wear relevant hat when being interviewed)

The assessment team should have planned to use a range of different participatory methods, but in this exercise they will only be able to practice observation and interviews.
Remember, constantly analyze your information! Spend time during the exercise discussing and analyzing the information you have collected so far, in order to plan how best to use the time available.




4.3  Coordination






(30 mins)
Objective:

· To practice collecting information from government and other actors.
Key Message

· The collection of information from the government and other NGOs is an essential part of any needs assessment.

· Information about what you are doing (assessment & response plans) also needs to be shared with the government, NGOs and UN.  

Materials:

· 4.3.1 Facilitator’s Guide: Who is doing What, Where

· 4.3.2 Facilitator’s Guide: Number of People Affected
	Time
	Method
	Content

	30 mins

	Group work

	Each group receives 
· Memo 4 from government with some statistics and a request to attend a coordination meeting.

· And an article from the Simulation Times, warning of humanitarian catastrophe and food crisis. 

The participants ask their resource person questions, as if they are at the coordination meeting.  For example, they ask to speak to the Chairman of the meeting or the NGO / UN representatives and ask them questions about what they are doing.  The resource person can also ask them questions, e.g. “What is Caritas going to do to respond to this disaster?”
When the coordination meeting is over, the resource person tells the teams they can spend some time reviewing their information.  Have they spoken to all the stakeholders?  Have they got all the information they require? 

The assessment teams are allowed to go back to their resource people and ask for further information. 



4.4  Analysis






(45 mins)

Objective:

· To analyze information collected during assessment.

Key Messages:
· The assessment team must share their information at the end of each day.  They should highlight key findings, identify trends and disparities in the data, investigate underlying causes and identify further information requirements. 

· Many tools exist to help the analysis of information collected during a needs assessment, and these are introduced in Module 5. 
	Time
	Method
	Content


	


4.5 Debrief: Assessment planning



(45 mins)


Objective

· To share feedback on the simulation and generate learning from the planning of a needs assessment.

· To identify best practice for assessment planning and action points to ensure best practice in future.
Key Messages:

· First define the objective of the assessment, then what information is required, who to talk to and what methods to use.

· A stakeholder analysis helps to identify people and groups in society, their interest and influence in a potential emergency response project and their potential role in the needs assessment.
· A checklist must be prepared to guide the collection of information in the assessment.

· Team members should decide on roles and responsibilities during the assessment, and ensure regular sharing of information and coordination of tasks.
	Time
	Method
	Content

	5 mins
15  mins

20 mins
5 mins

	Plenary discussion
Group reflection

Sharing in plenary

	Share overall impressions of the simulation.  What worked well? What worked less well?  Distinguish between the emergency environment and the simulation exercise.  For example, the fact that different sources of information provided contradictory information was not a negative thing about the scenario, it is a reality of working in an emergency.
In your groups reflect on the Planning a Needs Assessment session.   

a) First review your plan.  

b) Compare your actual assessment with the plan. Where did you go, who did you talk to, what information did you collect and what methods did you use?

Identify 3 things you must do better next time. Write each idea on a colored card.
Each group shares one idea.  The cards are pinned up on the board.  

At the end the facilitator reviews the list of action points for improvement and draws out key messages:
Conclude by asking if there are actions that need tobe taken now to ensure best practice in future.  Record these action points on a flipchart. 


4.6  Debrief: Numbers Affected  

(30 mins)
Objectives:

· To share information on the numbers affected.

· To identify best practice and action points to ensure best practice in future.

Key Messages:
· Accuracy is often a challenge for collecting numbers / statistics in an emergency. Use secondary sources for quantitative data and focus your primary data collection on qualitative information about people and coping strategies. 
· Focus on what you need to know.  Early in an emergency, data might be unreliable, but it can indicate the scale of the crisis and worst affected areas.
· Ask for big picture information from people who are in a position to have collected it – government officials or community leaders for example.
· Compare information from different sources and ask how the information was collected to see whether it is viable.

	5 mins

10  mins

10 mins

10 mins


	Presentation

Plenary discussion

Group reflection, 
Round robin Plenary sharing 
Plenary discussion
	Group Two presents the number of people affected. 

The facilitator works systematically through the information on the number of people affected:

- At the district level, what was the total? What was the gender breakdown (number of Men and Women?) How many children, how many elderly? How many pregnant, how many breastfeeding?   Also ask the source of the information, where did they get this information from?

At the upazila level, what was the total? What was the breakdown by gender, age, pregnant and breastfeeding?   Also ask the source of the information, where did they get this information from?

- At the union level, what was the total number affected?  There were two different figures given by different sources.  Did groups collect both figures, did they notice a contradiction? Did they crosscheck the validity of the information?  They would have discovered that the Union official was exaggerating, his number affected exceeded the number in the census.

- At the village level? Breakdown by gender, age, PLW (pregnant and lactating women)? Source of information?

The facilitator asks each group to think what they have learned from this discussion, and write each idea on a card.    
Then the facilitator asks each group to read out one card, and the facilitator sticks the cards (no repetition of ideas) on the flipchart. 
Conclude by asking if there are actions that need to be taken now to ensure best practice in future.  Record these action points on a flipchart.



4.7  Debrief: Coordination & Gap Analysis
  

(1 ¼ hrs)
Objectives:

· To share information on what other agencies are doing and use a Gap Analysis matrix to organize and analyze the information.

· To identify best practice on coordination and action points to ensure best practice in future.

Key Messages:
· In the early stages of a disaster other agencies’ response plans are constantly evolving, so contact needs to be maintained and information shared on a regular basis.

· Identify broad trends in the response and collect detailed information about what organizations in the same working areas are planning or doing, including the type of support and contents of their relief packages, where they will work, who they will serve and for how long.

· A Gap Analysis matrix is a useful tool for organizing information about other organizations’ relief efforts, and analyzing whether other actors are already meeting the identified needs in a particular geographic zone.

· Decisions about how to work together to avoid duplication are often best made in bilateral meetings. 
Materials
· Handout 4.7.1 Blank Gap Analysis Matrix

	5 mins

25  mins

20 mins

10 mins
15 mins


	Plenary discussion

Group work 
Plenary sharing 
Plenary discussion
Small group reflection + round robin sharing


	The participants share the names of all the other actors who are responding to this emergency.  

Once the list is established, distribute a blank Gap Analysis matrix.  In their groups, the participants fill it in, for 2-3 organizations, using the information they collected during the assessment. 

Share findings from this exercise. 
· Did you have a sufficient level of information?

· Is any information missing about location of programs, type of beneficiaries, duration etc?
Demonstrate how the Gap Analysis matrix can be used during the project design stage to analyze whether other actors are already meeting the identified needs in a particular geographic zone
The facilitator asks each group to identify a lesson learned on coordination based on the scenario, and write each idea on a colored card.  Each group reads out one card, and the facilitator sticks the cards (no repetition of ideas) on the flipchart. Identify and record actions that need to be taken now to ensure best practice in future


4.8  Sectoral Scenario Debrief: Wat-San, Health, Food Security, Shelter


 (45 mns x 4 = 3 hrs)  
Objective

· To share results of the simulation field assessment learn that who you talk to and what methods you use affects the quality of information gathered during a needs assessment.  

· To identify the strengths and weaknesses of the field assessment teams and decide on action points to improve future assessments.

	Time
	Method
	Content

	30 mins
15 mins


	Presentation and discussion

Small group reflection + round robin sharing


	Group 3 presents their findings in the sector of wat-san.  The other groups ask questions or complement with additional information.  (10 mins)
The facilitator asks whether the resource person for that group recognizes all the information to be correct.  Has the group mis- recorded anything? Have they exaggerated or jumped to conclusions?
The facilitator asks other groups to comment.  Did they collect any additional information on wat-san? (15 mins)
Who did the group talk to? Who did the other groups talk to?

The facilitator leads a discussion on who an assessment team should talk to in a community, for example:
- community leader

- women’s leader

- affected women on embankment, in school, and in shared houses  (5 mins)
The facilitator asks each group to identify a lesson learned based on the scenario, and write each idea on a card.    Then each group reads out one card, and the facilitator sticks the cards (no repetition of ideas) on the flipchart. Identify actions that need to be taken now to ensure best practice in future (15 mins)


	45 mns

45 mns

45 mns


	
	Repeat as above for:

· health

· food security

· shelter

	15 mins
	Plenary discussion
	Overall debrief: 
Ask, What have we learned from this simulation?

· The accuracy of information collected is variable

· Different people provide different information, according to their experience and their point of view.
· It is necessary to speak to multiple (3+) sources and use multiple (3+) methods.

· It is necessary to analyze information - to think about best to bring it together and make sense of it. 

Conclude with the importance of triangulation and stakeholder analysis. (Different sub-groups or individuals have different ‘sectoral’ interests and voice on different issues.)


4.9 Action Planning  





(1 hr)



Objectives

· To regroup and prioritize action points.
· To develop action plans, with specific time frames and people responsible.
Material required:

· Colored dots, at least 5 per person

· List of action points from previous sessions (on flipchart)

	Time
	Method
	Content

	5 mins

10 mn

5 mn

20 mins

15-20 mins
	Plenary – task instructions

Individual task

Plenary 

Group work

Plenary
	Review the action points.  Identify broad categories that they can be regrouped under (train staff / partners, tools & systems, staffing, etc...).
Individual task instructions: Let us revisit the list of action points identified throughout the workshop and vote with dots on them.  Each participant has 4 blue dots to vote with. Place the dots next to the action points which you think are most important.  

Participants vote with their dots, on the wall

Count up the dots (this can be done by the facilitator during an energizer or in plenary).  Debrief on voting: the facilitator reads out the action points prioritized and organizes them in relevant categories.
The Facilitator asks the participants to form groups by organization / office/ department.  Based on the action points prioritized, each group will develop their own action plan for the coming year, stating what needs to be done, who will do it, how, and by when.  

Each team presents their action plan. 
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