Module 3:
Emergency Needs Assessments  

[2½-3 days]

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

Expected Results:

· Participants understand the importance of sound emergency assessment planning. 

· Participants are knowledgeable about the methods, tools and best practices for emergency assessments.

· Participants are capable of designing emergency assessment processes appropriate to the context.

Brief Overview and Tips:
This 16.5 hour module uses group work and practical exercises to develop the skills and tools needed to conduct a needs assessment, starting with the planning, and then deciding who to talk to, what methods to use, and what information to collect.  It uses the Sphere Handbook to inform the development of an assessment tool, and set the standard for a needs assessment.
· Every participant should have a copy of the Sphere Handbook.

· Depending on the group, the facilitator may adjust the time spent covering the basics in Sessions 3.1 & 3.3 and focus more on planning processes and practical issues related to data collection and tools in emergency assessments.  
· For a more experienced group Session 3.3 can be adjusted to a shorter reflection exercise or energizer, of around15 mins.
· Session 3.6 on participatory assessment methods (such as mapping, ranking, venn diagrams) should be adapted according to the participants’ experience.  A group with little or no experience of PRA tools might find this covers too many tools in too little time.

· Session 3.10 is an optional session which can be useful to consolidate learning from the previous sessions.
· If the government or local UN or coordinating agencies have developed an emergency assessment tool, introduce it in Session 3.9.

Session 3.1
Emergency assessments: Introduction [½ hr]
Session 3.2 
Emergency assessments: Planning [1¼ hrs]
Session 3.3
Research Methods:  Bias and Triangulation [1 hr] 

Session 3.4
Data Collection Methods: Interviewing Skills [1 ¼ hrs]

Session 3.5  
Data Collection Methods: Transect Walk [1¾ hrs]


Session 3.6
Data Collection Methods: More Participatory Methods [2 ½ hrs]
Session 3.7
Who to Talk to: Stakeholder Analysis [1½ hrs]

Session 3.8
What Information to Collect: Emergency Assessment Tools (3 hrs)
Session 3.9
Reviewing Existing Emergency Assessment Tools   (1¼  hrs)
Session 3.10
Data Analysis  (1 hr)
Session 3.11
Preparing to go on Assessment (45 mins)
Further Resources:

· CRS ASIA Emergency Assessment Guidance, revised March 09

· CRS Emergency Assessment Manual
· Emergency Assessment PowerPoint presentation, CRS-Trocaire
· Rapid Rural Appraisal (RRA) and Participator Rural Appraisal (PRA): A Manual for CRS Field Workers and Partners (Volume I and II)
· Caritas Internationalis Emergency Response Toolkit (2007)

· “Do No Harm How Aid Can Support Peace – Or War”, by Mary B. Anderson
· ProPack I (stakeholder analysis + Assessment planning Table 3.5 -- if CRS audience)
-    Good Enough Guide
-    CRS Asia M&E Guidance p.63-5
_____________________________________________________________________________

Session 3.1
Emergency Assessments: Introduction

Objective:

· To recognize the importance of conducting a rapid initial assessment before deciding whether and how to respond to an emergency.

Key Messages:

· Emergency assessments should take place as soon as possible after a disaster strikes

· The aim is to confirm how urgent the needs are and whether a CRS/partners response is required.  If so, field assessments should trigger the decision on what type of emergency response to start.

· The assessment information should provide information on where to conduct an initial response.

· The assessment findings can mobilize immediate funding for emergency interventions.  

Materials:


Handout 3.1.1: Case Study
Handout 3.1.2: SASIA Emergency Assessment Guidance
PowerPoint presentation Emergency Assessments Slides 1-8
Note cards, markers

Facilitation

	Time
	Method
	Content

	30 mins


	Individual reading, pair buzz
Plenary discussion
Pair buzz

Plenary discussion

PowerPoint presentation

Reading aloud

Q&A

PowerPoint
	Distribute the case study and read aloud.  Ask participants to share their reaction to the case study in pairs.  What did the partner do well? What could they have done better? 
Each pair shares their ideas in plenary.  Participants should recognize that, informed by an assessment, the response could have reached the worst affected people with a more appropriate package, with little delay.  Ask if anyone can share a similar experience that happened to them in their work. [15 mins]
Ask participants in pairs again to think of 2-3 key recommendations for the partner to ensure best practice in future? 
Share ideas in plenary.  Check that key messages above have come out in the discussion, if not summarize. [10 mins]
Ask a participant to come to the front and draw the Project Cycle and briefly present it to the group.  The facilitator underlines the importance of the needs assessment as the first step in any emergency response. [5 mins]
Brief PowerPoint presentation on “Why do we do Assessments.” [slides 1-8].  Discuss whether tips for conducting a good assessment (slides 4-5) correspond with best practice recommendations from the pair buzz.  Ask a participant to read aloud the Sphere Common Standard 2 (slide 7), and explain that this training will give us the skills and tools to achieve this standard.  
Ask, “What have you learned from this session?” Listen to participants, then show slide 10.


3.2 
Emergency Assessments: Planning  (2 hrs)

Objective:

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

· To review approaches to assessment planning.

· To put into practice assessment planning skills based on a scenario.

Key Messages:

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

· Emergency assessments are iterative.  Plan to reassess as your response and the context evolves  

· Focus on collecting timely, reliable information that you will USE.

· Accuracy is often a challenge for collecting numbers / statistics. Use secondary sources and focus your primary data collection on qualitative information on how people are doing and their coping strategies. 

Materials:


Handout 3.2.1: Assessment Exercise (Memo with description of disaster and group work instructions)

Handout 3.2.2: SASIA Emergency Assessment Guidance
Handout 3.2.3: Assessment Planning Table (Propack I p.65)

PowerPoint Slides 11-14
Note Cards of 3 different colors, markers

Facilitation

	Time
	Method
	Content

	30 mins


	Presentation

Group Exercise

[Simulation memo as Handouts]


	Introduce the topic: For all assessments it is essential to make a plan of action and a budget.  Without a plan or budget, it is easy to find yourself in a situation where you may collect too much information with no clear idea of what to do with it. (For CRS participants) the Propack I assessment planning table [page 65 or slide 11] is a tool to plan a needs assessment.   Now we will do an assessment planning exercise. 
Divide into 4 groups  (4 x 3-4 participants) and provide Handout with scenario background 

[Powerpoint instructions] Based on the information in the scenario, ask the participants to plan an immediate emergency needs assessment and determine: [10 mins]
1. WHY – objective of the assessment

2. WHAT  information to collect 

3. HOW – what methods 

4. WHO – key informants 

After 10 mins, distribute next memo. Focus on one assessment period at a time and complete task. Repeat to develop assessment plan for the first days – weeks – months   [10 mins each] 
Tip: Use different color stock cards for each period (if available).   

	30 mins
	Plenary de-brief


	Ask participants to post all cards on the wall on large matrix:

Note the link between this table and the Propack assessment planning table - the content is very similar but applied across time to the 3 phases.
1st assessment

2nd assessment

3rd assessment

Objective 

Information 

Methods

Who to talk to
Use  

Ask one group to present their findings for the 1st assessment – Q&A for clarification and for additions from other groups.  Work column by column, allowing for clarification at each stage. 
Review overall assessment plan, ask:

· Are there any gaps with what we have posted? Is there anything you would change (e.g. HH survey in first or 2nd assessment)? 

· Working row by row, what are the key differences in each phase?  E.g. how do information needs and methods evolve?  Who does it at each stage?

· How do we characterize each assessment (more general observations)?  What are some of the key differences between types of assessments?

· What key learnings do you draw from this exercise? Do they correspond to particular time periods?

Look for: triangulation, variation in methods and sources, inclusion of vulnerable groups, inclusion of other stakeholders, opportunities for more participatory approaches, too much information in first days, use of sphere checklists, etc . 



	15 mins
	Summary   

PowerPoint

Q&A


	Distribute SASIA Emergency guidance and invite participants to read it. Ask participants to share anything that stands out from the guidance. Any new learning? 

Review with key messages [slide 15) on types of assessment, timing and tips. Show PowerPoint [slide 16) on Good Enough Guide.  Discuss the concept of GOOD ENOUGH and how it applies in emergency assessments.  



Note:  All subsequent reflections and exercises can be grounded using the above scenario.  

Session 3.3
Research methods:  Bias and Triangulation 

(1 hr)

Objective:

· To reflect on biases and prejudices that exist in any emergency assessments and identify ways to overcome them.

Key Messages:

· Biases and prejudices can influence our understanding of a situation.  Bias is natural, we are all biased by whom we are, there is little we can do to prevent it, the issue is how to mitigate it. Recognizing our biases and prejudices is the first step in overcoming them.

· Triangulation reduces the risk of bias in a needs assessment.  Triangulation means the assessment is conducted by a diverse, multi-disciplinary team, using multiple tools and techniques, with individuals and groups of people who represent the diversity of the community. 
· Good planning is essential.  Planning means deciding: who should be on the assessment team; where you will go and who you will talk to; what information you require; what methods you will use to collect that information.  

Materials:

· Handout 3.3.1: Optical Illusions.  Choose two optical illusions for the group, according to their language ability (Slide 1 “Paris in the rain” will work with English speakers but slow readers will discover the repetition straight away), participants’ familiarity with these slides (Slide 2 is quite well known), and to maintain variety (Slides 2 & 3 can reveal an old lady or a young lady’s face depending how you look at it, Slides 4,5 & 6 use geometric shapes to trick the eye into seeing changes in size or movement, whereas Slides 7 & 8 have hidden words that will only be seen on close inspection)
· Handout 3.3.2 Biases and how to Overcome them with Triangulation.
· PowerPoint for Group work instructions
Facilitation:

	Time
	Method
	Content

	20 mins


	Plenary


	Distribute the first optical illusion. The facilitator asks the participants, What do you see?  Ask participants to describe what they see, and explain it to others who may see something different.  Ask them to take a closer look and see if they notice something different. 

Then, provide the second optical illusion and repeat the process, asking questions and encouraging closer observation and sharing different points of view.  
Ask, “What did you learn from this discussion?”  Participants arrive at the conclusion that they saw what they expected to see, not what was actually there.  

	10 mins


	Pair buzz

Powerpoint instructions
	The facilitator asks, “What are the different biases and prejudices that may affect our post disaster needs assessment?”  

Write them on a flipchart: Examples might include - past experience; gender bias; language or dialect bias; age bias; cultural bias; religious bias; political bias; ethnic bias; seasonal or time bias (visiting when the fields appear fertile or visiting in the morning when men are out looking for work) area bias (only visiting accessible places, e.g. more prosperous villages close to the main road); superiority bias (talking to the better educated and assuming the poor have few skills or capacities).. 



	30 mins
	PowerPoint instructions

Pair buzz 

Plenary discussion
	Ask, “How can we minimize biases and prejudices?”   Assign different bias to different pairs to ensure all situations are addressed.  Elicit examples, and note ideas on flipchart, avoiding repetition.
Conclude with the concept of triangulation. Draw Triangle on flipchart to illustrate and provide definition.  Sum up the session by sharing key messages.  (PowerPoint slide 19 is available if needed, but Question & Answer may be more effective). 
[Provide and discuss Handout on Biases.]


Session 3.4
Data Collection Methods: Interviewing Skills 
    (1¼ hrs)

Objective(s)
· To know what to do and what not to do when conducting an interview.

· To put interviewing skills into practice.

Key messages

· 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.

· Decide carefully who to interview, according to the information required, and taking into cultural considerations, for example interviewing women and men separately and in appropriate surroundings.  
· Be capable of conducting structured and semi-structured interviews, and using closed and open ended questions. 

Materials:
Handout 3.2.1 Scenario Memo 1 
Handout 3.4.1 Interviewing Skills
Handout 3.4.2 Individual Interviews (from the Good Enough Guide)
PowerPoint for Group work instructions

Facilitation:

	Time
	Method
	Content / Facilitation Notes

	10 mins


	PowerPoint instructions

Pair buzz


	Ask participants to think in pairs [Form new pairs]. “What should you do to conduct a good interview (DOs)?  What should you not do (DON’Ts)?”  For
The facilitator distributes cards (assign 2 colors) and asks each participant to jot down ideas, one idea per card.



	20 mins


	Round robin in plenary


	In plenary, ask each pair to share and post up ONE idea for Do’s and Don’ts to conduct a good interview, without repeating any ideas that have already been shared.  
Post them on the board to create a list of DOs / DON’Ts.  

Make sure all ideas are understood by the participants.  Provide explanations when necessary.  For example, clarify the difference between closed and open ended questions:

Closed ended questions are those (“Do you eat millet?”) that can be answered by yes or no. These questions should be avoided whenever possible because they result in very stilted interviews.  It is better to ask open ended questions (e.g. “What grains does your family eat?”) which encourage the respondent to answer more expansively and lead more naturally to follow up questions.  [From Handout 3.4.1]
 [Distribute Handout 3.4.1]  Ask participants to read it and comment on any differences or new ideas.  


	15 mins
	Question and answer in plenary
	Explain that interviews can be more or less structured.  Ask participants what the difference is between a structured interview and an open-ended interview.  

 - Structured interviews use questions prepared in advance, such as a questionnaire or survey tool.  

 - Open ended interviews have a subject of interest but leave the interviewer free to explore the topic with the interviewee and follow up items of interest.  

 - Semi Structure interviews follow a prepared list of topics of interest but allow the interviewer to explore areas of interest.

Ask participants which method they would use in an emergency needs assessment and why? 

 - In an emergency assessment, open ended or semi structured interviews are more useful, because it is important to be flexible and respond to new information as it arises. 
[Distribute Handout 3.4.2] 

	30 mins


	PowerPoint instructions
Role play preparation
Role play

Discussion


	Return to the scenario (from session 3.2), and tell participants they will now do a role play to practice conducting interviews.  Re-read the first part of the scenario (Aug 17th) and the plan for the first phase assessment.  Think about how to apply the Dos and Don’ts when interviewing beneficiaries. [Allow everyone a few minutes of individual preparation.]
Ask 4 participants to come to the front and act out an interview, 2 as NGO workers, 2 as family members (1 man, 1 woman) affected by flood.  They should imagine that they have already introduced themselves to the community leaders and are now interviewing displaced family members.  

Invite other participants to watch.  Once complete (10 mins), ask the group to comment on the role play and compare with the checklist of Do’s and Don’t s.  Discuss gender: were questions directed at the man and woman together or separately?  Were the man and woman given equal opportunity to speak? How can gender sensitive interviews be conducted?
Note:  If time allows, ask for more volunteers to perform another role play (on the same scenario), aiming to improve upon the last.  
Sum up with key messages. (PowerPoint slide 21 is available if needed, but Question & Answer may be more effective).


Session 3.5
Data Collection Methods: Transect Walk

(1 ¾ hrs)

Tip:  This session can be adjusted depending on the participant experience with PRA / RRA methods. If they have sound knowledge and practice with PRA, a reflection and plenary discussion on the range of data collection methods (qualitative and quantitative) may be enough.
Objective(s):

· To become familiar with tools for participatory needs assessments.
· To identify the different methods that can be used during a post disaster needs assessment.
Key Messages:

· There are many tools and methods that can help us conduct assessments and, in particular, ensure they are participatory in nature.  

· We need to be familiar with them to choose the appropriate tool at a given time in an emergency context, and to use them properly.

· A Transect Walk uses a mixture of observation and open ended interviews to collect information about the impact of the disaster.

Materials:

Handout 3.5.1 Transect Walk (adapted from CRS PRA Manual’s section on Transect Walk, p.82-84) 
Handout 3.5.2 Roles for Transect Walk Role Play [Print and cut into strips to pull out of a hat.]
CRS ASIA M&E Guidance, page 63, Collecting Qualitative Data
Handout 3.2.1 from Session 3.2
Facilitation:

	Time
	Method
	Content

	15 mins
	Plenary, brainstorm 
	Ask, “What methods do you use to collect information in a needs assessment?”  
Note the ideas on the flipchart.

· Collect secondary sources (information from the media, government officials, other NGOs, etc.)

· Interviews (single or group; structured or open-ended)

· Observation

· Focus group discussion

· Transect Walk

· Mapping, Ranking, Calendars, Venn diagrams etc.

Summarize by saying that there are many methods that can be used to collect information and we need to be familiar with them in order to use the appropriate tool properly.  We will look in detail at the two most common methods: Transect Walk and Interviews. Interviews are more or less participatory depending on how open ended the questions are and how much scope for listening to what people have to say is built in, especially in initial rapid assessments.
Other methods will be covered later, in less detail.

	15 mins
	Discussion and reading in plenary
	Ask if anyone has experience of conducting a transect walk and to share their experience with the group. 

Explain the purpose of the walk: to gain an overview of the effects of the disaster on a community.  The method uses a combination of observation and interviews while walking through a cross section of the community.
Distribute handout on Transect Walk and read out loud together.  Discuss any differences between this and the participants’ experiences shared earlier; understand why these steps are proposed. 


	1 hr
	Role play outside
	Organize a role play.  The facilitator sets the scene: It is now 3 days after the disaster, and you will conduct a transect walk in a storm affected village.
Two participants will play NGO staff, the other participants will play community members, based on roles that will be pulled at random out of the hat.  [Place folded slips of paper from Handout 3.5.2 in the hat and pass it around so that each participant pulls out a role.]


	15 mins
	Plenary discussion
	Discuss what worked well.  What difficulties might be encountered in the field?  How can they be overcome?




Session 3.6
More Participatory Data Collection Methods  
(2 ½ hrs)

Objective(s):

· To become familiar with some participatory tools for needs assessments.
· To identify the different methods that can be used during a post disaster needs assessment.
Key Messages:

· Participatory tools such as mapping, venn diagrams, calendars and ranking can be used and adapted according to your information collection requirements.

· Using the tools appropriately means reflecting on who to use the tool with; this requires a good understanding of possible groups within the community 

· Focus Group Discussions (FGDs) and Group Interviews are different – and may be more or less appropriate at given times in an emergency context.  Well structured FGDs should explore one topic of concern, not a range of issues. 
Materials:
Handout 3.2.1 Scenario memo 1

Handout 3.6.1 How to be a Facilitator (Source: PHAST)
RRA/PRA manual Vol 1, page 68 – 104  [Prepare photocopies in advance]
Good Enough Guide, p.40-1  [Prepare photocopies in advance]
CRS Asia M&E Guidance p.64-5  [Prepare photocopies in advance]
PowerPoint for Group work instructions

Facilitation:

	Time
	Method
	Content

	15 mins
	Plenary, brainstorm 
	Review concept of triangulation and list of methods that can be used in assessments.  Observation, transect walk, interviews are light methods that are often used in emergency assessments.  
If additional information is required, other methods can be used, according to the information needs.
· Focus group discussion (GEG p.40-1)
· Mapping (RRA/PRA Manual p.77-81)
· Ranking (RRA/PRA Manual p.92-3)
· Calendars (RRA/PRA Manual p.88-91)
· Venn diagrams etc. (RRA/PRA Manual p.85-87)


	1 hour
	Small group work
PowerPoint instructions
	Select 4-5 participatory tools from the PRA manual and assign one to each group of 2-3 participants.   Handout RRA/PRA manuals or photocopies to the group to use, as needed to support the work.

Group work instructions: Reflect on how to use the tool in an emergency assessment, such as in Scenario (Handout 3.2.1).  If you have experience using this tool in an emergency or development context, share your lessons learned.  Answer the following:
· Purpose:  Based on your experience, what can the tool be used for?  What information did you gather with it? 

· Who did you use the tool with?  What did you learn, how might you use it differently next time? 
· What difficulties or challenges did you face (or might you face) using the tool in an emergency context?
· Is it an appropriate tool for an emergency assessment? What are the Pros and Cons of using it in an emergency?  Is it more useful in some contexts than others? 
Be prepared to present the tool to your colleagues in plenary:  imagine that you have to explain the tool to your colleagues you are not familiar with it; present the a) what for; b) with whom; c) challenges; d) emergency context. Share any lesson learned or difficulty that you may want to warn your colleagues about.  Be prepared to share illustrations of the tool from your experience, if you have it. 



	1 hour
	Plenary debrief  

(allow for time to read relevant sections of PRA manual)
	Have one group present the tool.  Allow good Q&A.  Probe to fully understand how participants have used the tool – how participatory was the process (given the emergency context) and who they talked to.  

If participants do not have illustrations – refer to the PRA/RRA manual’s examples. Compare to emergency context and discuss.  Suggest recommended changes or clarifications as needed.

Move to next tool and repeat process.

Clarify that RRA/PRA tools can be used for information gathering (e.g. assessments & evaluations) but also, often, for community awareness raising and mobilization (especially in medium to longer term interventions). 



	15 mins


	Plenary

Q&A 


	Ask, What is the difference between an interview and a focus group discussion?

· An interview follows a checklist and asks a range of questions covering a broad subject matter.  It is used to collect information or learn from people’s experiences on a particular issue. An interview can be with one person or a group of people.  It can take 10 minutes or longer.

· A focus group discussion goes in depth (focuses) on one specific topic and instead of asking a series of questions the facilitator starts a conversation in the group and then listens and takes notes as people discuss and share opinions.
Illustrate with examples.  Refer to SASIA M&E Guidance, page 64-5.
Conclude by asking, What methods, tools are most appropriate for an emergency context?  The responses should result in a discussion of timing, resource availability, changing information needs, fluid context, etc.  



Session 3.7 
Who to Talk to: Stakeholder Analysis 
(1½  hr)

Objective(s)
· Participants are able to identify stakeholders in a disaster situation and to identify who should take part in the assessment. 
Key Messages:

· Communities are never homogeneous. We need to understand the composition of various groups and sub groups within a community.

· Each group has particular interests (what they have to gain or lose) and influence (positive or negative) which need to be factored into assessment planning. 
· A good stakeholder analysis is the basis of good gender and vulnerability analysis. 

· Stakeholder analysis needs to be repeated at various steps in the project cycle (assessment planning, analysis, strategy review) to inform project decisions (what to do, where, targeting, coordination).   
· [For CRS participants familiar with the Propack Stakeholder Analysis table]: The stakeholder analysis in this exercise is adapted and simplified for an emergency assessment.  The Propack Stakeholder Analysis can be used once more information is available and during the project design stage.
Materials:

Handout 3.7.1 Stakeholder Analysis
Facilitation:

	Time
	Method
	Content / facilitation notes

	10 mn


	Plenary discussion


	In plenary, ask:  What are stakeholders? What does the term mean?
->  Stakeholders are persons, groups or institutions, who may have interest in or influence over a project.   

->  Interest refers to what people may gain or lose, expectations or resources invested

->  Influence refers to power due to decision-making authority, ability to influence activities or other stakeholders in a positive or negative way. 

Explain what a stakeholder analysis is: it is a step by step process of identifying the stakeholders that we need to talk to when conducting an assessment.  The purpose of the analysis is:

1) to identify different groups who may have interests or influence on the possible project; and

2) to investigate relationships among different groups and anticipate potential conflict (Do No Harm).

	10 mn


	Plenary discussion

	Refer to Scenario (from Session 3.2) and ask participants to identify all the stakeholders.  Note them up on the flipchart.


	15 mins
	Plenary
	Draw a grid on the board and explain it: [5 mins]
Interest

Influence

Low interest, high influence:  Should be informed that an assessment is taking place and project is starting and ask for their cooperation.

High interest, high influence:  Should be consulted, can provide useful information, which might have to be double checked.  Could help mobilizing the community for project activities. 

Low interest, low influence:   This groups is less important but it might be useful to share information
High interest, low influence:   Should be the primary participants for providing information in the assessment, they should be consulted during project planning and they are the primary beneficiaries. Share
information and coordinate with them.

Place cards with names of stakeholders from case study on the grid to analyze their level of interest and influence on a possible emergency response.  [10 mins]
Does the table help us to think how to involve stakeholders with high interest and low voice?


	40 mins
	Small group work
	Form small groups. Each group selects 3-4 stakeholders and proposes how they should be involved in the assessment, then project design process.  Remind participants to keep in mind a gender and vulnerability focus.  [20 mins group work]
Tip: Groups should work on stakeholders from different social groups in a village (or affected area); include a gender perspective; and at least one government or NGO/UN informant
Each group presents.  [20 mins]

	15 mins
	Plenary discussion
	Review challenges of systematically talking to key stakeholders in assessments and share ideas on how to ensure needs are appropriately identified.  Wrap-up with Key Messages. (slide 26)


Session 3.8
What Information to Collect: Emergency Assessment Tools (3 hrs)

Objective(s)
· To be capable of designing appropriate tools for emergency assessments, using Sphere.
Key Messages:

· A good understanding of the exact nature of the problem is necessary in order to define a program that meets people’s immediate and longer term needs.   A good needs assessment is essential for good program design.

· Sphere provides checklists on food security, health, shelter and wat-san that can be used as a reference for conducting a needs assessment.
· The tool informs the interviews, transect walk or other participatory methods used during the assessment.  The focus should be on the process, not on the tool.

· Do not reinvent the wheel but adapt tools to the local context and your information needs. 

· Avoid using close-ended questionnaires in early assessments ; use open-ended questions, probing for a broad range of issues.  
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.
· Handout 3.8.1 Tool Review Questions

· Handout 3.8.2 Khosi Needs Assessment Tool
· Tips for Developing Quantitative Questions & Common Problems and Solutions in Developing Qualitative Questions (CRS Asia M& E Guidance Series) or propack II p.113
Facilitation:

	Time
	Method
	Content

	15 mins
	Reading in plenary


	The facilitator asks everyone to turn to their Sphere handbook and read Common Standard 2 on Initial Assessment, page 29. Then, invite participants to review relevant appendices with assessment checklists.   Solicit comments on the reading. 


	45 mins
	Group Exercise and plenary discussion
	Assessment Tools – Part 1

In small groups, using SPHERE, develop your checklists to inform what information will be gathered in the 1st assessment  (refer back to scenario from Session 3.2 and Handout 3.2.2 Planning Table).  Explain the checklist can inform interviews, transect walk or other participatory methods used during the assessment – it is a list of information required, not a list of interview questions.  [30 mins].  
Plenary de-brief:  Each group posts flipcharts on wall and conduct a gallery walk. Review and compare group work.  How are the groups different? What key information cannot be omitted?  How has Sphere informed the checklists? [15  mins]


	1 hr
	Plenary review 
	Emphasize key message about need to focus on process of information collection and information needs, not just on one tool.

Review:

Present the “Tool Review Questions” in Handout 3.8.1
Group Instructions

Checking your work:  Using the yes/no reflection questions, each person should review their work and pick out questions that could be eliminated (following the logic of the tree).  

Use red markers and draw red dots next to the eliminated questions. 
[20 mins]

Conduct a plenary review:  work flipchart by flipchart, discuss the rationale of each group.   Q&A.   [30 mins]
Conclude, was this review useful? How and why?
Share further resources that are available: eg Tips for Tool Development from CRS Asia M&E Guidance Series.  
[10 mins]
An experienced group could practice using these tips to conduct a secondary review of the flipcharts.  For less experienced participants, concentrate on one key tool per session and how to use it well. 


Session 3.9
Reviewing Existing Emergency Assessment Tools   (1¼  hrs)
Objective(s)
· To be familiar with existing emergency assessment tools and capable of reviewing and adapting them to your needs.

Key messages
· Many tools already exist (Country Program, Inter-Agency, UN, Government).  Being ready to respond to disasters means being familiar with these tools, and capable of adapting the most appropriate tool to the specific context of the disaster when it occurs.

Materials:

· Emergency Assessment Tools used in country OR 

· Handout 3.9.1 Emergency Assessment Tool: Pakistan Cyclone
· Handout 3.9.2 Emergency Assessment Tool: Khosi Flood Response
· Handout 3.9.3 Detailed Assessment: CRS Emergency Assessment Manual 

· Handout 3.9.4 Emergency Assessment Tool: Balochistan
	Time
	Method
	Content

	45 mins


	Exercise instruction and group work

	Provide each group with an Emergency Assessment Tool that is used in country or Handouts 3.9.1 – 3.9.4
Ask groups to review the tool.  Based on the scenario, the aim is to adapt the tool for use in the 2nd Assessment. Propose 3 elements to keep and 5 elements to change.  Comparisons with tools developed in Session 3.8 and Sphere checklists may be helpful.
Groups should be prepared to explain their choices. 



	30 mins
	Plenary discussion 
 
	Plenary:  Each group shares what they will keep and what they will change and facilitator to note on flipchart. 
· focus on PROCESS rather than exclusively on tools, ie the tool informs all information collection methods and guides the whole assessment process.
· no one size fits all, need to always adapt tools to context, information needs, etc. (as per assessment plan)


Session 3.10  Data Analysis   


(1 hour)
Objective(s)
· To familiarize participants with options for data analysis and equip them to plan accordingly 
Key messages

· Data collected in emergency assessments needs to be analyzed on a daily basis.
· Team leaders should plan for analysis when designing the tools and selecting data collection methods.    

Materials

CRS South Asia M&E Guidance, Analysis (as reference)

Facilitation:

	Time
	Method
	Content

	10 mins
	Plenary discussion
	Discuss means of analysis (both quantitative and qualitative).  How to plan for it? Who does it? 

· focus on Team Leader’s capacity and comfort with analysis. i.e. tools should allow for simple, daily analysis not complex databases.

· Qualitative data should be reviewed in participatory sessions.  Bring flipchart, cards and markers!


	25 mins
	Small group work
	Group Task:  Develop a detailed agenda for a participatory analysis session.



	25 mins
	Plenary 
	One group presents.  Other groups comment and share additional ideas.
Draw out key recommendations. Ask participants if they have lessons learned from their own experience.


Session 3.11  Preparing your assessment team  (1 hr)
Objective(s)
· To get ready to go on assessment.
Key messages

· Have tools, draft SOW, list of essential items etc ready at all times in case of disaster.
· The composition of the assessment team in each of the 3 phases is very important.  Having a multi-sectoral team is less important than having team members with strong analytical, decision making and inter-personal communication skills.  Technical knowledge is more important in the in depth assessments. 
Facilitation:

	Time
	Method
	Content

	25 mins
	Group work instructions
	Form four groups.  Give instructions [PowerPoint Slide]
· Groups 1 discuss and list steps (or ‘to do’ list) to prepare for deployment to lead an assessment. 

· Group 2 specifies the skills necessary for the assessment team members – for 1st phase assessment. 

· Group 3 specifies the skills necessary for the assessment team members – for 3rd phase assessment. 
· Groups 4 draft the SOW for an assessment team leader.  Include a schedule of activities.  



	20 mins
	Small group work
	Each group presents their findings.

Share results (particularly compare groups 2 & 3).  Sum up with key messages.  [PowerPoint Slide]



