CRS Philippines
EMERGENCY TRAINING

APRIL 27 - 30, 2010
Purpose:  Equip CRS and NASSA managers in Philippines to lead quality emergency responses wherever they occur. 
Expected results:
· Improved understanding of key decisions that need to be made in early stages of an emergency
· Increased familiarity with industry and agency tools and resources that can support quality emergency response (Sphere, GEG, Emergency Assessment guidance…)

· Improved knowledge and skills related to emergency assessment planning, design and implementation, including analysis and use of assessment information
Participants: about 20 CRS/Philippines staff from Davao and Manila offices as well as 4 NASSA staff.
Duration: 4 days

Day 1 – April 27
Module 1: Introductions
	Time
	Session
	Content 
	Handouts, Materials

	9:00 – 9:30
	Welcome & introductions
	Welcome
Pair intro, mixing NASSA staff - name, position, years/months with agency, any ER experience, 1 expectation from workshop

	Joe
Cards for expectations



	9:30 – 9:45
	Objectives & Agenda
	Intro so that participants understand:

· Why they are here

· What we plan to achieve

· How it will be accomplished

Present Workshop objectives

Present LNRA results

Present Agenda for the week – compare with expectations

Check on final logistics. Volunteers for preparing daily debrief and energizers.   
	PPT with LNRA results + objectives
Flipchart with objective & agenda
Flipchart for volunteers


Module 2 - Emergency simulation
Objective(s):  Equip CRS and NASSA managers in Philippines to lead quality emergency responses wherever they occur. 

The mapping exercise of “what needs to be done when” should highlight the range of programming and management (HR, procurement, finance..) issues that are required in ER, hence the need to mobilize a the appropriate number and type of staff to handle these tasks (including HR and finance)

Key messages:
· The most important decisions (PQ and MQ, including staffing, program decisions, partnerships) are made early on, which means senior decision-makers need to be deployed in the early phases of the ER

· There is never enough time & staff to do all that needs to be done in the early phases of an ER, so it is essential to prepare ahead of time, especially in countries where emergencies are recurrent a phenomenon.

Materials:

· Handout 2 - Simulation memos adapted to Philippines context – 4 stages
· Color cards (4 colors)

· Timeline on wall
	Time
	Session / Method
	Content 
	Handouts, Materials

	9:45

–
10:45


	Emergency Simulation

4 groups of 6 people


	Simulation: 
Introduce media reports with new info on evolving disaster and response scenario every 10 to 15 mn 

· Identify all tasks that have to be done at each stage

· Identify all decisions that need to be taken at each stage.

· Identify who needs to be involved to do these tasks or make these decisions

Memo 1: typhoon warning (pre-disaster)

Memo 2: typhoon hit – first 2-3 days

Memo 3: some info on scale of disaster and type of needs – first 2 weeks

Memo 4: donor and media interest confirmed – next 3 months


	Simulation handouts 
Color cards per period or per type of decision



	10:45-12:00
	Gallery walk

Plenary debrief


	Or have every one post all their cards on the timeline first, then  gallery walk

Debrief on each period in turn.  
Discuss differences between periods. Q&A
Then focus debrief on general impressions / learning from the exercise.

Open to larger question: what implications does this have for staffing?

Conclude on key messages


	large timeline on wall


Module 3 - Sphere 
	Session 3 (a): The Sphere project  (1.5 hours)
	1.00 – 2.30 


Objective:

· To become familiar with the Sphere project, the humanitarian charter and the handbook. 

· To understand the difference between a minimum standard, indicator and guidance notes.

Key Messages:

· See Powerpoint. 

Materials:

· Handout 3.1: Sphere Quiz and Answer Sheet (shortened from Sphere version)
· Handout 3.2: FAQ sheet 
· Sphere presentation (powerpoint)
· Sphere books

	Time
	Method
	Content

	15 mn


	Introductory Powerpoint
Presentation
[Provide Sphere books]


	Check participant knowledge: What is Sphere? How have they used it? Why is it needed?
Present: What is it?  [Use powerpoint]
Uses / background of Sphere

Roles and responsibilities in the Humanitarian Charter 

· It is first through its own efforts that the basic needs of the people affected by disaster are met. 
· We acknowledge the primary responsibility of the state to provide assistance when people’s capacity to cope has been exceeded.

What is a standard, what is an indicator?

· Standards are universal, absolute goals or norms that we should aim to achieve 

· Indicators are signals or measuring units.  In Sphere they are used to measure whether and how much we have achieved the standard

· Guidance notes share experience and clarify the indicators.


	45 mn


	Group exercise

	Divide participants into 4 groups and explain that they need to work together to find the answers to the quiz.

Provide QUIZ and allow for 45 mins to complete it. Encourage participants to USE the book.


	15 mn


	Plenary debrief


	Provide answer sheet and ask participants to self-score. Share scores and check on what they found easy or difficult. Discuss questions that were especially difficult or provided new knowledge. Q&A.   
Conclude by checking whether / how they found the quiz useful.  
Show slide on Sphere structure & last slide (tools) to summarize key points on Code of Coduct, Humanitarian Charter & Standards

 


	Session 3 (b):  Sphere and Accountability: Code of Conduct 
	2.30 – 3.15


Objective:

· To become familiar with the Red Cross Code of Conduct

· To share experiences of challenges, successes in applying the Code of Conduct.
Key Messages:

· Increasing focus on accountability in the humanitarian sector has implications on how we work and, in particular, on how we engage with beneficiaries.

Materials:

Sphere books
	Time
	Method
	Content

	45 mn


	Pair buzz

[Provide Sphere books; write group instructions on flipcharts]


	Introduce the Code of Conduct and draw attention to the note that names CRS and Caritas Internationalis as contributors (p. 315).  
Clarify the differences between ICRC, IFRC and NGOs
Divide participants into 4-5 groups to read and discuss the principles.  [15 mn]


Group Work Instructions:  In groups, participants should identify 1 principle where, based on specific experiences, Caritas/CRS (i.e. operational agency) is doing particularly well; and 1 principle where partner/CRS is weaker (or has faced challenges in applying the Code of Conduct in emergencies).   Be prepared to share. 
De-brief: [5mins x 4 groups = 20mins] 

Ask one group to share and explain the ‘principle’ they identified with the larger group, illustrate with the example. Start with what we are doing well (round robin), then share the challenges.

Discuss:  [10mins]
Any contradictions or principles cited as both positive and challenges? Are there any trends that emerge (i.e. areas of strength or weakness)? Why do some of the challenges emerge? What can we do about them?



	Session 3(c):  Sphere and Accountability: Common Standards
	3.30 – 4.45 


Objective

· To be familiar with the Sphere common standards and know how to apply them. 
Key Messages:

· Beneficiaries should be actively involved in all stages of the project cycle, including the assessment, design and implementation. 

Materials
· Sphere books
· GEG (hard copy or on PPT)
	Time
	Method
	Session

	5 mins


	Plenary


	Briefly discuss the common standards as an integral (often overlooked) part of Sphere.  List all 8 of them and assign one standard to each group.



	20 mins


	Group reflections (1 group per common standard)

	Ask participants to review the standard, indicators and guidance notes and discuss 2 questions:  [write on flipchart]
1. Do you think it is possible to maintain this standard & indicators in an emergency?
2. If so, how? (i.e. cite practical steps you can take)



	30 mins


	Plenary discussion 


	In plenary, ask groups to read the standard and share their proposed ‘steps’. Q&A.

Conclude by emphasizing the importance of Common Standards and “principles” behind Sphere (not just technical guidance or quantitative indicators).  Check on learning and usefulness of Sphere to their work

Conclude on concept of accountability

Link to previous sessions by referring to the concept of Accountability to beneficiaries, discussed in Code of Conduct (#9) and Charter p.19. This requires beneficiary participation at all stages of the response (Common Standard #1).

Accountability has been on the humanitarian agenda for some time. There has been much thought given to the accountability of NGOs to their donors.  However, accountability is increasingly about the people affected by emergency in our every day work (e.g. shift between Code of Conduct – 1994 - and 2000 Sphere manual).  This remains something NGOs are struggling with in emergency situations, hence the GEG produced post tsunami (ECB).

Show GEG Tool 3 on PPT.  GEG = one tool to address some of the common challenges about beneficiary participation and accountability.  



	20 mn
	Pair buz & brainstorm

Individual reading 
	Plenary brainstorm (or start with pair buzz?):  Based on their experience (or above intro), what are some of the challenges in effectively using Sphere? 
Reading: Handout the FAQ sheet; invite participants to read it and discuss it in pairs 

Open to comments & questions
[we did not do this as virtually no one had ever used Sphere. We explained the context of the FAQ sheet and invited participants to read it as homework reading]



	17:00 - 
	End Day feedback 
	Participant feedback ((; (; ??; !!) 

Request participants to document specific learning of the day and potential action points (what we can do today to prepare for the next emergency) as input for Friday’s action planning session. Keep these posted.


	VIP cards 




Day 2 – April 28
8:30 – 8:45 or 9:00  
Daily debrief
Allow 20 mn each morning for daily evaluation debrief and any logistics business
Module 4 – Emergency Assessments 
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.  
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 people and coping strategies. 
· Select the assessment locations and stakeholders strategically.  Refine selection criteria over time.
	Session 4(a):  Emergency Assessments – Introductions & simulation
	9.00 – 12.00 


Materials:


Handout 4a.1: Assessment Exercise (= last 3 scenario of Day 1’s simulation with specific group work instructions added). 
Handout 4a.2: CRS Emergency Assessment Guidance
Powerpoint – Assessment 101

Assessment Planning table - ProPack I, table 3.5
	Time
	Method
	Content

	9:00 

-

9:10
	Brainstorm in plenary
	The facilitator introduces the theme of needs assessments by asking: 

Why is an emergency assessment important?  

Spend 5-10 mins in brainstorming and then present Slide 1 and 2.  


	9:10

-

9:30

(15-20 min)

	Plenary

	Post 3 key words - SPEED  - ACCURACY – UTILITY on large stock paper and place them in separate corners of the room. 
Ask:   In your opinion, which matters most in Emergency Assessments – speed, accuracy, utility?  Participants are invited to stand near the signpost which they consider to be the most important.  
Invite members from each group to explain why they opted to stand under given signpost.  
Notes (refer to concrete examples, wherever possible):  

· Speed: emergency is about life threatening situations and we cannot delay in assessments; there is no time to collect detailed and accurate information.

· Utility: we cannot conduct assessments and then not use the information.  If not useful, should not do the assessment so the utility of an assessment needs to be ensured

· Accuracy:  if assessment information is not accurate, it could be misleading and cannot plan adequately (and therefore misuse time and resources)

Does any participant want to shift group? Why or why not? (justify based on emergency context).


	9:30 

-

9:45

10 mn
	Plenary
	Ask : “what’s different about an emergency context” 

( write on flip chart and use to inform debrief of simulation too
( Based on this, what’s different about an emergency assessment?

Conclude: Ultimately, all 3 (SPEED, ACCURACY & UTILITY) are equally important and good assessments cannot place a premium on one over another. 

Key question is How do we actually gather information that is useful for early decision-making, in a timely and reliable way?  ( Need for PLANNING 


	9:45 

-

10:30
3 x 15 mins


	Group Exercise
[Simulation memo and group instructions, as Handouts]


	Let’s practice!

Divide into 4 groups  (4 x 3-4 participants)and provide Handout with scenario background 
Based on the information in the memo, 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 (re. Sphere checklists )
3. HOW – what methods 
4. WHERE and WHO – source of information

5. WHO does it 

After 10 mins, distribute next memo. Focus on 1 assessment period at a time and complete task. Repeat to develop assessment plan for the first days – weeks – months   [10 to 15 mn each, moves faster over time]  

	
	
	Tea break

	10:45
-

11:30
45 mn to 1 h

	Plenary de-brief


	Ask participants to post all cards on the wall on large matrix:
1st assessment

2nd assessment

3rd assessment

Objective 

Information 

Methods

Information

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 (for e.g. HH survey in first or 2nd assessment)? 
· Working row by row, what are the key difference 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, importance of 2ary information in first assessment, importance of direct observation & qualitative methods, use of sphere checklists, etc


	11:30 

- 

12:00


	Handout ProPack Table & checklist

Summary   (power point)

Pair reading


	Introduce ProPack table 3.5 ( point out that the tools and steps are similar to those for non-emergency assessment, but used in more flexible, “telescoped” manner.  

The notion of phases & iteration is really the main difference between emergency and non-emergency assessment

Review powerpoint with key messages on types of assessment, timing and tips. Emphasize the concept of GOOD ENOUGH [10 mn]
Distribute CRS Emergency guidance and invite participants to read it briefly, focusing on the table pages 1-2 and identifying what’s different from their group work.  

We will use this guidance extensively over the next two days


	12 - 1
	
	Lunch


	Session 4(b):  Stakeholder analysis & site selection
	1.00 – 4.00 


Materials:


Handout 4a.2: CRS Emergency Assessment Guidance
CRS Asia M&E guidance series

	Time
	Method
	Content 
	Handouts, Materials

	1:00 to

1:30

(20-30 mn)
	Provocative statements


	Provocative statement on gender-responsive programming in ER – take 2 extracts from LNRA:

* Gender considerations are important in emergencies.  
* Gender considerations are not important in emergencies.  

Then revisit responses after the perception game.
	Large flip-charts with provocative statements

	1:30 – 2:00

20-30 mn
	Plenary


	Perception game:  use powerpoint to introduce idea of bias and need for triangulation. Discuss types of bias. Identify whether they introduced any bias in above planning. 
	Powerpoint with 2 perception games 

(one visual, one language)


Lesson learned: The first session did not work well (the statements were not provocative in the end) and would have been usefully replaced by a standard stakeholder analysis case study (using an emergency context, like the one used for EPRT and ProPack trainings).  This would have better grounded this introduction to stakeholders and to gender into a more concrete example, and led more naturally into the next session.  The perception game was still useful in raising the issue of bias and triangulation, which many participants did not understand well, and could have been kept as introductory session, before the stakeholder case study.
	Time
	Method
	Content 
	Handouts, Materials

	2:00 
-

2:30

Total 

30 mn
	Plenary introduction
[10 mn]

Groups of 3

[10 mn]

Plenary debrief

[10 mn]
	Review concept of stakeholder analysis based on concepts of voice and vulnerability / likely need, using PPT visual to support this refresher: 



Small group task: Identify Key Stakeholders that are likely to have high needs / vulnerability and low voice in an emergency.  Be prepared to explain your choices.  

Relate stakeholder analysis to DNH and gender analysis
Reflect: does it change over time?

	PPT slide with graphics
Show 2nd slide with key messages



	2:30 

– 

4: 30

1 hour 

+ tea break

	Group work

6 groups of 4
(3 per phase x 2 rapid assessments)

[45 mn]

Tea break

Plenary presentation
[20 mn] 
Plenary

[10-15 mn]

	Where and how many? - Site selection 

Using the Emergency Assessment Guidance (Where) and the Asia M&E guidance on purposeful sampling, the groups are tasked to decide:

· how many sites / villages are “good enough” for their assigned phase of rapid assessment?

· how do they propose to select these sites? 

Invite all groups that worked on the 1st field assessment to present their work. Clarify and compare results

Then invite all groups that worked on the next assessment.

Then compare differences between the phases.

General debrief on usefulness of guidance, remaining questions & key learning 
· recall discussion of Accuracy vs. Speed

· recall concept of Good Enough


	Emergency Assessment Guidance

Asia M&E Guidance series – purposeful sampling 



	17:00 
	End Day feedback 
	Participant feedback ((; (; ??; !!) 
	VIP cards 




Homework instructions: 
Ask participants 
· to read in greater detail the Emergency Assessment guidance distributed this morning and come prepared to discuss any learning from it in the morning.  We’ll ask each participant to share at least one new piece of information or tip from the guidance.

· To read the NDCC Rapid Assessment guidance, comparing it with the CRS EA Guidance and with our learning of today. Come prepared to share 3 things that you like and 3 pieces of advice on the process and guidance (not the tool) for tomorrow morning’s debrief (we’ll work on the tool in a session tomorrow).

Day 3 – April 29
8:30 – 8:45 or 9:00  
Daily debrief
Allow 20 mn each morning for daily evaluation debrief and any logistics business

Module 4 – Emergency Assessments (cont’d)
	Session 4(c):  Emergency Assessment Tools 
	9:00 – 2:00


Materials:


Handout 4a.2: CRS Emergency Assessment Guidance
CRS Asia M&E guidance series

Sphere manuals

ProPack I, table 3.5

Handout 4c.1 - Assessment tool design scenarios 
Handout 4c.2 - NDCC Rapid Assessment guidance & tool
Handout 4c.3 – Pakistan flood rapid assessment tool
Handout 4c.4 – tips on tools (print out of PPT slides)

	Time
	Method
	Content 
	Handouts, Materials

	9:00 – 9:30 

20 to 30 mn
	Plenary
	Discuss homework readings 
Emergency Assessment Guidance 

( Ask participants to share anything that they have found particularly useful in the guidance. 

( Any new learning? 
NDCC guidance

( 3 things that they like / that conform with CRS guidance

( 3 pieces of advice based on CRS guidance and tips


	Emergency assessment guidance (handed out on Day 2)

NDCC rapid assessment guidance (homework reading)

	9:30 

to 
11:00

1 ½ hour total
	Plenary PPT

[20 mn]

Group work – 4 groups of 6
[45 mn]
Gallery walk
[10 mn]

Plenary discussion

[15 mn]


	Assessment Tool exercise 1
Present guidance & tips on tools 

In small groups, using SPHERE, develop checklists for 2nd assessment for your specific sector.  
( Use the “tips and tools” to check results: are the proposed checklists “good enough” for our stage of response? 

Gallery walk: participants compare the number & type of questions identified, the methods, etc. 

Debrief on process and key learning?

( What was most difficult? 

( How was the use of Sphere?

Reality check: 

* How much time is it reasonable to spend which each respondent?

* The scenario was sector specific. What happens if part of multi-sector assessment? How many questions are enough/too much?  

Conclude on qualifier that Sphere is sector specific + does not separate between rapid and more detailed assessment ( you need to chose which questions are appropriate for your information needs at this time? 


	Powerpoint on tools 

Sphere books

Handout 4c.1 (scenario) 

Handout with PPT tips

	1 ½ hour
	Group work – 4 groups of 6
[45 mn]

	Assessment Tools – Part 2

Group Exercise:  

Critically review sample tools (NDCC Rapid Assessment tool + Pakistan rapid assessment tool) compared to results of past exercise, 2nd Assessment Plan, CRS EA guidance & tips and Tips provided in last session.  
For each tool, suggest:

· 3 to 5 elements that you plan to keep

· 3 to 5 things to change


	NDCC Rapid Assessment tool 

Pakistan flood rapid assessment tool


	
	
	Lunch break
	

	1:00 to 1:30 


	Plenary debrief

[30 to 45 mn]

(before and/or after lunch)
	Plenary:  Each group to share + / - and facilitator to note on flipchart. 

· focus on PROCESS rather than exclusively on tools

· no one size fits all, need to always adapt tools to context, information needs, etc. (as per assessment plan)


	


Module 5 – Partnership and capacity building
Objectives:
Participants understand their roles in accompanying partner response and capacity building from early stages of emergency response
Key messages:


· It is our responsibility to “do it all” with partners, providing hands-on accompaniment from assessment planning, tool design, team training and supervision, analysis and decision making, especially at early stage emergency response when so much has to be done and decided.
· We need to have our most experienced staff accompany field work with partners 
· TDYers need to be prepared to provide hands on support in doing things until partner staff are in place. 

· M&E staff should be ready to support emergency assessment (tool development, data entry and analysis), as well as monitoring as soon as the response starts

· Finance and procurement/logistics staff should be among the first to be deployed
Materials:

Handout 5 - Group work scenarios
CRS Asia M&E guidance series on Team Training
	Time
	Method
	Content 
	Handouts, Materials

	1:30 

to 

3:00


	Group work

[45 mn to 1 hour]
If not enough time, cut the 2nd task
Plenary

[30 mn]
	In the same groups, participants are tasked to
Task 1: Develop a tentative SOW and schedule for a proposed 3-4 week TDY support to the partner, focusing on assessment of systems and capacity building for quality immediate response.  This may include a TDY staffing plan (if other CRS staff are requested to support the team leader).  

Task 2:  Using the Asia M&E Guidance on team training, develop a schedule and rough outline of content for a quick (½ day or less) training of the rapid assessment team.  

Gallery walk of group work plans [10 mn]
Discuss. Debrief on partner capacity building & support, including MQ and PQ as needed. Refer back to the Day 1 simulation as needed 
Conclude on key messages [20 m]

	Handout 5: scenario & task instructions
ASIA ME Guidance on Training


Module 6 – Analysis of Assessment Information
Objectives: Participants understand the importance of rapid (daily) analysis of data collected in rapid assessments to support timely decision-making
Key Messages:

· There are numerous tools for analysis, each with its own specific purpose. Some tools are more appropriate for analysis of quantitative data, others for analysis of qualitative data.  In assessments, we tend to collect primarily qualitative data and rely on secondary sources for quantitative data.
· Initial tools to organize the data collected and transform it into information include simple matrices and tables. Problem trees help us investigate possible cause-effect relations between pieces of information obtained in the assessment.  
· Analysis of assessment information should help us answer the WHAT, WHO, WHERE, WHEN and HOW questions needed to make project design decisions (answers that will be documented in the problem analysis section of the Concept Note).  

Materials:


CRS Asia M&E guidance series – analysis of qualitative data

Emergency Assessment Guidance

Sphere

PPT slides on analysis best practice/key messages

	Time
	Method
	Content 
	Handouts, Materials

	3:15

to 

4:45

1 ½ hour

	Pair reading & discussion

[20 mn]

Plenary

[15 mn]

Group work

[20 mn]

Plenary 
[20 mn]

	Analysis

In pairs, review the analysis tips in the EA guidance & the M&E guidance on analysis of qualitative data.

Be prepared to discuss 
* the methods of analysis (both quantitative and qualitative) that are more appropriate for different phases of emergency assessment.  
* Who does it? 

* How to plan for it?

Plenary debrief on these 3 questions

· 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, markers!!

Draw analysis matrix in plenary if participants don’t know what it is.

Task:  Develop detailed plan for participatory analysis session of the information you anticipate to collect from your 2nd emergency assessment (based on Assessment Plan and the sector-specific Tool designed in previous session).
If you are planning to use a matrix or other analysis tool, design it now. 

Gallery walk and Q&A  
Debrief on key learning / key messages 


	Emergency assessment guidance 
M&E Guidance on analysis of qualitative data
Questions on flipchart

summary slides on Emergency analysis


	17:00 - 
	End Day feedback 
	Participant feedback ((; (; ??; !!) 
	VIP cards 




Note: we should have given handouts 7a.1 (SitRep guidance & tips) and 7b.1. (Emergency Proposal Guidance) as homework reading to facilitate participants’ absorption of content and greater focus on Q&A and review of actual examples during Day 4 session

Day 4 – April 30
8:30 – 8:45 or 9:00  
Daily debrief
Module 7 – Use of Assessment Information
Objectives: Participants understand how good assessments inform timely communication and decision-making
	Session 7 (a):  Situation Reports
	9:00 – 10:15


Key messages: 

· SitReps are internal documents but they are read & used by people at HQ (media unit, ELT, Over’Ops…) and sometimes shared with CI 

( make them useful for the audience! Don’t repeat what people already know or can find out for media sources. Focus on what CRS is doing, thinking, planning

( adjust the frequency to the pace of the emergency (how fast are things changing, how much new information do we have to report) & over time

· Keep them short and to the point! 
· CR or Emergency TL/HoP should take responsibility to review SitReps before sending out (sometime they write them), especially in early phases

Materials:


Handout 3a.1 - Emergency Assessment Guidance

Handout 7a.1 - SitRep guidance and tips 
Handout 7a.2 – SitRep #1 from Bangladesh

Handout 7a.3 – SitRep #12 from Haiti 
Powerpoint with key messages for session
	Time
	Method
	Content 
	Handouts, Materials

	15 mn 
	Pair buzz
& plenary sharing


	Intro: Use of information

From assessment & analysis to use of information

( who uses it?

( when?

( what for?

(hopefully the WHAT FOR question will lead to SitReps and Proposal Dev’t) 

General debrief – common challenges and tips.


	

	1 hour


	Plenary

[5 mn]

Individual reading and discussion
[10 mn]

Small group work [30 mn]
Plenary 

[15 mn]


	Use of Assessment information: SitReps

Plenary discussion:  why do we write SitReps? What are they and who are they primarily for?

Handout SitRep guidance, individual reading, discuss similarity or new learning

=> Key message:  Sit Reps are primarily for INTERNAL communication. They need to explain what we, CRS, are seeing, thinking, planning, etc.  It should not be a static description of the event but present CRS’ position (even if it’s preliminary thinking, likely to evolve).

Group Task: Peer review of actual SitRep(s), especially SitRep at initial stage in an emergency. Compare level of detail and type of information early and later on. Groups should identify strengths & weaknesses of the SitReps, compared to tips in guidance.  

Be prepared to discuss the following question:

· What would you do differently now to write a SitRep?

In plenary, note suggestions on flipchart to come up with list of recommendations on writing good SitReps.  

Discuss frequency expected for SitReps. Clarify CI partners vs. donors  

Conclude on process and key messages


	CRS sitrep guidance & template (cf. Asia version with tips)
Bangladesh SitRep #1 
Haiti SitRep #12 
PPT with key message




Note: we should have given handout 7a.1 (SitRep guidance & tips) as homework reading to focus this session on the critical review of actual examples as compared to guidance.

	Session 7 (b):  Emergency Proposals
	10:30 – 11:15


Key messages: 

· Emergency proposals are about documenting decisions (what and how) for communication to relevant stakeholders, and about securing additional funding as needed
· Analysis of assessment information should help us answer the WHAT, WHO, WHERE, WHEN and HOW questions needed to make project design decisions (answers that will be documented in the problem analysis section of the Concept Note).  
· Keep the proposal short!  Don’t spend limited time writing long documents that will be outdated by the time it’s finished.  
· Build flexibility into the design – recognize there is much we don’t know in early phases, and that the situation is likely to change any way.  

· You don’t need to amend your proposal every time needs change, simply communicate with donors and other stakeholders through phone calls, coordination and bilateral meetings, and document decisions in SitReps, informal updates and reports
Materials:


Handout 7b.1 - Asia emergency proposal flow chart & guidance
Powerpoint with key messages from session
	Time
	Method
	Content 
	Handouts, Materials

	45 mn
	Small group work (in 3’s)

[20 mn]
Plenary Q&A [20 mn]
	Use of assessment information - proposal process for emergencies

Review and discuss ASIA Emergency proposal Guidance   
Request feedback, solicit questions.  Focus on process (flow chart) and tips rather than outline of format.
Conclude on key messages
 
	Annex F – Emergency Proposal Guidance

PPT with key messages


Lesson learned: The session worked fine but it might have helped to distribute an example of a good Emergency Proposal (e.g. Bangladesh O’Neil proposal, which very much mirrors the SitRep #1 used in the previous session), so that participants understand how “simple” these can be.  We could have given the guidance (Handout 7b.1.) as homework reading to generate more Q&A and discussion and to allow time to review the actual example.
Module 8 – Bringing it all together
Objectives: 

· Participants make collective commitments that will contribute to improving the quality & accountability of their ER. 

· Participants collectively identify action points that can be taken now to improve ER practice in the future

· Participants identify individual action points that will contribute to improved ER practices in the future

Materials

· Flip-charts, handouts, resources

· CDs for all participants with all resources and presentations

· CDs for all participants with Emergency E-library 

· Handout 8 - Final evaluation template
	Time
	Method
	Content 
	Handouts, Materials

	11:30 

to 

12:00 


	Gallery walk in pairs

[20-30 mn]

	Key learnings

Individual or pair gallery walk through the room and reflection on sessions of the past 4 days to identify key learning / key messages on Emergency Response that they will carry forward from the workshop.  Take note as you walk through the room.
For those who had past ER experience, compare this week’s identified best practice to our past practices and focus on what you would want to do differently next time.  

Among the learning, identify 3 that you think CRS/PH (or NASSA) can / should commit to achieve in our ER a year from now.  NASSA team can also reflect on what they want CRS/PH to look like! 

= proposed agency ER commitments 

Also identify one individual action point that you personally commit to.  (We’ll use these in Final Evaluation.)
	Flipcharts on the wall, handouts and resources from the week

Write down instructions!



	
	
	Lunch break
	

	1:30 to 1:15


	Plenary round robin & discussion [15-20 mn]

	Each pair to present their 3 proposed commitments.  

Identify emerging common commitments. 

Vote to prioritize 3 top commitments from the group, if no consensus.


	

	1:30
to 

3:00 

1 ½ hours

	Plenary 

[15 mn]

Small group reflection in organization / project teams 
(NASSA, JP, Admin, agri)
[45 mn]

Plenary presentations 
(4 teams x 5 mn)


	Action planning - What do we need to do now to prepare

Presents tools we have to support improved ER in the future (show how to navigate e-library and how to set it up in favorites), distribute CDs

 Based on earlier discussion of emergening CRS/PH commitments, discuss what it will take us to get there.   When discussing what needs to happen to support improved practice, identify 

· up to 3 steps or recommendations that are actionable in the next 1-2 months (to ensure CRS/PH is prepared for the upcoming typhoon season), and  

· up to 3 action points that are more longer-term

These should be team action points 

( Be very specific on WHAT the team commits to and what it will take to do it (HOW you will ensure good practice) + WHO is responsible to lead the process + WHEN this should happen

Plenary:  Ask each team to present their flipchart. 

Q&A for clarification and wrap-up.

Discuss any shared (inter-departmental) action point that may come up.

* Have the group validate that the action plans together are “good enough” to achieve the proposed commitments.

* Have plenary endorse the collective action plan


	CDs, e-library on PPT

	3:00 – 3:30

30 mn
	Plenary
Individual, written


	Invite a few participants to share individual commitments
FINAL EVALUATION

Closure 


	Final evaluation template
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