Chapter 28 Administration / Annex 28.5

Annex 28.5 
Staff house furniture requirements

For longer staying staff, it is appropriate to identify suitable staff accommodation in the emergency operation area so that incoming staff can be immediately housed. Depending on the size of the operation and the number of personnel involved, a large staff house would be appropriate to accommodate a maximum of 4 staff members. This should include:

· 1 living room

· 1 dining room

· 4 bedrooms

· 1 office room (if possible)

· 1 large kitchen

· 2 Baths & toilets

· Regular water & power supply

Special consideration should be paid to gender and diversity issues when assigning a new staff member to shared housing. The staff member’s preference can be sought in order to show sensitivity and to avoid potential problems.

Regardless of whether it is shared housing or individual quarters, it is essential to provide maximum facilities for the mental and physical well being of the staff.  To avoid the procurement of a large amount of household furniture and equipment it is better to negotiate the rental agreement for a fully furnished house or apartment. 

The following items may be considered as being part of the landlord’s obligation to provide:

· Living room furniture

· Dining room furniture

· Large size bed with mattress

· Closet space, shelves, desk and 2 chairs in each bedroom

· Double main entrance door with outer metal door if possible

· Large size refrigerator

· Washing machine

· Electric iron and ironing board

· Electric kettle

· Electric or Gas Cooking Range

· Satellite Television & DVD

· Working landline telephone

· Air conditioner and at least 2 pedestal fans

· Room heaters (if central heating not working or provided)

· Water heaters in bathroom and kitchen

· Wall Clock

· Kitchen utensils of appropriate size and number

· Crockery and cutlery adequate for 4-6 people

· Garbage disposal container

· Adequate bed linen, towels, blankets, etc.

· Water storage container with mug 

· Housekeeping & Laundry services

CARE should hold itself responsible to provide the following items with replenishment of some of them on a regular basis:

· Emergency lamp

· Basic First Aid Kit

· Duplicate keys of the apartment

· Basic supplies comprising of:

· Toilet paper

· Detergent

· Candles & matches

· Basic beverages (Coffee, tea, sugar, salt and pepper

· Bottled water & dispenser

· Briefing or Information Folder containing the following:

· Up to date Office Telephone & Staff Residence Telephone List

· Current Warden Tree

· City Map

· List of other NGOs & UN agencies with address and telephone numbers

· Security Information

· Vehicle Request Form

· Travel Request Form

· Staff House/Apartment Address & Telephone Number
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