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Assessment planning checklists 

Assessment preparation checklist 

Plan 

· Does the assessment team have a clear plan for carrying out the assessment? 

Clear objectives 

· Are the objectives of the assessment clear, included in its terms of reference and agreed by all team members and key stakeholders? 

Team make-up 

· Is there an assessment team leader? 

· Does the team have the mix of technical and functional skills needed to achieve the objectives of the assessment? 

· Does the team include women and men, and people with local language and cultural skills? 

· Are other agencies and/or the affected community represented on the team? 

Logistical support 

· Has there been enough logistics and administrative planning for the team to do its job effectively and safely, e.g. transport, equipment, permits, route planning? 

· Does the assessment team have reliable options for communicating (primary and secondary), e.g. phone, sat phone, radio? 

· Has a preliminary safety and security analysis been completed to determine if it is safe to deploy the assessment team to the field? 

Information needs

· Has the team identified the priority information needs to focus on in the assessment? 

· What information do they need to meet the objectives of the assessment and conduct the analysis required? 

· What information do they need to understand cross-cutting issues (e.g. gender, protection)? 

Involvement of disaster-affected people 

· How will the team involve disaster-affected women and men in the assessment? 

· Have they told the affected community of their planned visit? 

Information sources 

· Who is the team going to talk to? 

· What are the available sources of information? 

Data collection methods 

· What data collection methods will the team use? 

· What skills or tools do they need to use these methods? 

Guidelines and tools 

· What guidelines and tools will the team use in the field to help them gather and analyse information? 

Analysis frameworks 

· How will the team analyse the data? 

· What analysis of the context do they need to do to make useful recommendations? 

· What information and tools can help with the analysis? 

Recommendations 

· What types of recommendations are expected of the team? 

· Who are the recommendations for? 

Reporting 

· When will the team deliver its preliminary report and final report? 

· What format will the report be in? 

· Will there be a public version as well as an internal version? 

Proposals and other outputs 

· What other outputs (e.g. operational plans, budgets) will the team prepare? 

· What proposals, plans and communications are expected of them? 

Assessment basic information form 

At a minimum, the assessment team should gather and analyze this basic information. 

GENERAL HUMANITARIAN SITUATION 

· Location and conditions of disaster area 

· Impact of disaster—physical, social, economic, political, security, environmental 

· Affected population—size, demographics (disaggregated by gender and age) and location 

· Capacities and vulnerabilities of affected population 

· Priority needs of women, men, boys and girls—food, food security and nutrition; water, sanitation and hygiene; shelter; health 

· Information about context—gender roles and relations, cultural issues, conflict and power dynamics, violence, discrimination and protection issues, civil–military relations 

RESPONSES TO DATE 

· Affected community 

· Authorities 

· Local NGOs 

· International NGOs 

· UN agencies 

· Donors 

· Others—e.g. military forces 

OPERATING CONDITIONS 

· Security analysis 

· Availability of support infrastructure—office, accommodation, telecommunications, transport 

· Availability of (and damage to) logistics infrastructure—ports, roads, airports, warehousing 

· Market conditions and availability of relief items locally 

· Government regulations and requirements for relief operations 

· Cost estimates for budget 

· Availability of skilled staff 
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