Emergency Capacity Assessment and Planning
For us to maximize our potential to respond to a crisis, we need to begin "thinking" emergency, before any such crisis confronts us.  In our region we need to be prepared for significant humanitarian crises in one or more countries at a time.  This will require a continual reflection by staff on potential natural and man-made disasters.  At the same time that we strengthen our ability to respond to potential disasters, it is also important that staff think not only of your own country environment, but also regionally.  We need to identify ways that we can support each other.  This requires assessments and analyses of both the resources and vulnerabilities among our country offices as well as local partners.  These plans will need to be re-evaluated on a regular basis as the environment changes.

This questionnaire is intended to incite fresh thinking on behalf of CRS staff in the region.  When referencing your specific country context, please consider an emergency scenario or two that are most likely to occur and to use this as a reference point.  Also, please note that some questions refer to regional emergencies while others refer to emergencies contained within national borders.

Country Program:
Completed by:

1. Are the roles of the Country Representative, Head of Programming and Head of MQ/Operations during an emergency response clearly defined?  What are they?
2. Do you have a staff person identified with the requisite experience, authority and skills to be the Emergency Team Leader?  How are they qualified?
· Ideally this person will be relieved of other responsibilities and work 100%, on the emergency response for the duration of the emergency. Responsibilities may include: 

· Coordinate and lead emergency response activities, including donor representation and coordination with other responding actors.
· Engage with partners and identify new partners as necessary.
· Ensure the implementation of the procedures laid out in the Emergency plan 

· Define with the input of Sr. Managers and identified programming and MQ/Operations staff  the emergency response strategy
3. In the event of a humanitarian emergency, does your program have the capacity to manage major financial cash inflows and prevent fraud?   Please explain how.
4. Do you have an emergency response contingency staffing plan and org. chart in place?  Are there clearly defined roles and responsibilities and clearly defined lines of authority?  (Please share plan and org. chart with RTA)
5. Are there backfilling plans in place for staff who are most likely to be deployed for emergencies within the country or in the region?  Please share. 

6. For your Emergency Plan
· Who is responsible for developing and managing the emergency plan?
· How are emergency response actions approved and resources for a response identified and who is responsible for this?
· Which CRS and partner staff will gather assessment information from affected communities?  What process will be used? Who analyzes the data? How will results be presented and decisions made?
· When there is early warning information regarding potential disasters what staff will be involved in collecting and sharing this information and how?
· Is there an updated list of pertinent Gov’t, US Embassy, Partners and CRS region/HQ contacts prepared?  Please share.
7. How efficiently could you purchase food and non-food items?  Do you have dependable vendor sources in country with a proven track record or an existing preferred vendor list?  Who are they?  
8. Do you currently have access to reliable warehousing, transport, and distribution mechanisms should an emergency arise? Approximately how much warehousing (M/Ts) can you access, include warehousing potential with your partners. Please explain.  
9. If not, what do you need to do to meet warehousing, transport and distribution needs and what steps could be taken in advance to ensure these needs are met?

10. Identify all partners with whom CRS would realistically collaborate if an emergency occurs, even if you are not currently working with them.  Which of these would likely be able/willing to help in the set-up and implementation of an emergency response?
11. For these partners, please describe the staffing levels and relevant previous emergency experience and organizational strengths of each organization overall. Also list any partner staff with relevant experience in key programming areas (food/NFI distribution, shelter, water/sanitation, health, protection, etc.) that would be resources in responding to an emergency in-country or regionally. 
12. Describe your engagement with any local emergency response networks, including general coordination groups.  Which are the most active organizations?
13. If a conflict or natural disaster occurs either locally or regionally, please identify major security issues you would confront?  This should include security impacts on the program as well as staff concerns.
14. What do you see as the gaps in your program’s emergency response capacities?  

Staff Planning for Emergency Response:
Identify staff who will fill the following roles during an emergency or have relevant experience in the areas/sectors below.  In some cases a staff member may be listed in more than one box, but be careful not to overburden anyone.  If staff are not sufficiently qualified, do not list them, so capacity strengthening needs are properly identified.
	Emergency Team leader:


	Security:

	Donor Coordination


	Sit Reps

	Proposal Development
	Partner/Local Government Liaison



	Financial Management Team

	Media:

	Emergency Assessment Team

	M&E and Accountability


	Shelter:


	HR


	WASH:


	Logistics/Warehousing Team:

	Protection:


	Vehicle Management:

	Food & NFI Distribution

	Procurement:



	Cash/Voucher Programming

	IT and Telecommunication:

	Health

	Opening Field Office




