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COUNTRY/SUB OFFICE SAFETY & SECURITY CONTINGENCY PLAN 

CO/Sub Office Staff Contact Information for location ???____________
	
	Residence Telephone
	Mobile 

	CD
	
	

	ACD
	
	

	PM/TL
	
	

	SSFP
	
	

	SSO
	
	


Local NGO/UN/Services Contact Information
	Designated Hospital:
	

	Local Medical Clinics
	

	Police headquarters/division/local offices,
	


	NGO 1
	

	NGO 2
	

	ICRC
	

	UN/UNDP
	

	International/local Airport
	 

	Fire/Ambulance/Rescue/Civil Defence
	


Emergency coordination support from Regional/ CISSU/CEG/RMU/CSU

	CISSU
	Bob Macpherson
	+ 1 404 295 6436
	bmacpherson@care.org

	CSU 

Atlanta
	Carmen Michelin
	
	Cmichelin@care.org 

	CARE Designated Member
	
	
	


	List the name and contact information for the Emergency Medical Insurance company.
	Name:

Policy Number:

Contact Information:

To activate coverage, make a phone call to the insurance medical company and provide them with the contact information for the doctor/medical facility and the patient’s information. The decision whether or not to medevac is made by the doctor/medical staff and the insurance company medical staff, in collaboration with the CO.


CO/Sub Office Staffing:

Local staff not resident to area to return to sub office or other location (guest house, hotel, etc.) as instructed by SSO/SSFP or alternate to await further instruction.
Number of local staff: _____________
Number of CO staff including family dependants or other based staff to be evacuated: _________________

Details of local staff that may be targeted because of their work with CARE or ethnic background must be provided for and approved by CO prior to any possible evacuation.
Evacuation/Relocation Actions

In the event that there is a need to relocate or evacuate, the following actions will be strictly followed:

Sample Sample Sample (insert your steps to follow)

1. Where possible the SSO/SSFP, Safety & Security committee will assess the situation and determine what actions need to be followed such as suspending all work and proceeding immediately to the designated assembly point.
Supporting CO/Sub Office Security & Safety Committee Members (SSC):
A Name Primary Security Focal Point
B Name Secondary Security Focal Point
C 

D

E

2. Contact made with field staff and CO to advise and provide instructions as appropriate.

3. Road evacuation vehicles are prepared with food, water, full fuel tank and reserve fuel. 

4. Drivers will be instructed where to move vehicles.   

5. Finance department to secure and prepare vital finance/bank/payment records and back-ups
in boxes for movement.

6. All vital properties to be locked in secure room.

7. Laptops to remain with assigned persons.     

8. Designated person will secure office premises and take the keys with him/her.
9. Evacuation route will be determined by the situation on the ground.
10. Maintain contact with CO and CI. Establish check in times and route plan.
11. As part of regular office procedures vehicles at the end of the work day should be checked,
refuelled and parked with keys left with the office guard
CO/Sub Office Evacuation Assembly Points:

Designated Assembly Points for 
	Primary assembly point:


	Secondary assembly point:




Planned Evacuation Routes/Means

	Option 1:


	Option 2:


	Option 3:

	Vehicle/Resource needs: 


	Vehicle/Resource needs:
	Vehicle/Resource needs:


If evacuation is not possible, where are the selected safe areas for relocation/hibernation? What supporting resources are needed in these areas?
	Relocation/Hibernation
Option 1
	Relocation/Hibernation
Option 2
	Relocation/Hibernation
Option 3

	Vehicle/Resource needs: 


	Vehicle/Resource needs: 


	Vehicle/Resource needs: 




Evacuation Refusal

· CARE staff members who are ordered to evacuate or relocate and refuse to do so shall be considered terminated from their employment with CARE, effective immediately. Such persons must understand that they are staying at their own risk and responsibility and that they absolve CARE of all loss and/or liability that may arise out of such refusal and that they are solely responsible for their continued safety and security.
· Under no circumstances are those refusing to evacuate be allowed to continue CARE operations. The Country Director/Team Leader, in consultation with Designated Member, must approve any subsequent support and/or actions for those refusing evacuation, such as evacuation support and/or rejoining CARE's operations upon resumption of activities.
Designation of Responsibilities related to Safety and Security

The Country Director (CD) or the Acting Country Director in the absence of the CD, is the responsible person, in consultation with the SSO/SSFP/CMT, Regional Director as concerns safety and security matters and issues, and will make decisions concerning security phase changes, implementation of enhanced security measures, evacuation matters including the timing, routes, and personnel to be evacuated. Every effort should be made to consult the RMU and Designated Member. In the event of the absence of the CD, the Acting CD shall make all reasonable attempts to consult with the CD concerning any security phase changes or potential evacuation of personnel.

This plan provides guidance to CARE staff for their orderly evacuation in the event their safety and security can no longer be assured. The Country Director or Acting Country Director will keep CARE staff fully advised of any and all situations where evacuation may be ultimately required.

The decision to evacuate will be in consultation between the Country Director/SSO/SSFP/CMT and the Regional Director or their representative but it is understood that the Country Director will make the final decision.

In the event that there is a communications break down between this office and the regional office then the Country Director or the Acting Country Director must be prepared to make the decision to evacuate.

When there is sufficient warning of civil disorder, the initial evacuation will be staged for dependents and some non-essential personnel, as directed by the Country Director or the Acting Country Director.
Personnel Covered Under These Plans:

This plan covers CARE personnel. Coverage is usually limited to expatriate staff and their dependents. In cases where the safety of CARE national staff is at risk, the CD is empowered to include national staff.  This determination should be made by ACD/PS/SSO/SSFP and relayed to CD before the crisis develops.

Medical Emergency Evacuation

In the event of a medical emergency especially in rural areas, medical assistance must be provided at the nearest pre identified medical clinic/hospital to stabilize the patient before onward evacuation to designated medical facilities.  Alert the SSO/SSFP or relevant senior CARE staff to advise on situation and decisions made and request further instructions or assistance as needed.
Local medical service details:

	Designated Hospital


	Secondary Medical Facility 



	Red Cross/Other Ambulance 



	CARE Insurance Details  


In cases where medical evacuation is urgently required, the actual decision is mostly determined by the service provider ISOS in consultation with medical personnel at the facility where the patient is receiving initial treatment, and in consultation with the CD/SSO or designated responsible person.  Once this decision is made, the provider will undertake most of the logistical requirements in the actual evacuation and final destination.  A number of issues to consider include: the need for a staff member to act as escort; visa requirements; and how support will be provided if evacuated to a country where CARE does not have a presence.  In cases where there are no medical personnel on site ISOS will try to communicate directly with those attending and will try to determine best response.
	ISOS Philadelphia
	ISOS London
	ISOS Singapore

	1  215 942 8226
	44 20 8762 8008
	65 638 7800


In the event of sexual assault the victim should be brought immediately to one of the following hospitals for treatment.  

Hospital




       Contact Details

	
	

	
	


Emergency PEP kits are located in the following locations

Location





Person Responsible/Contact Details

	
	

	
	


Anticipated Support from CO & other Sub offices

· to assist in the movement of injured/affected staff as requested
· to coordinate with other agencies in any given security/emergency situation
· to remain in contact at regular given intervals

CARE _______________ designated Doctor and Clinic:

Other recommended medical information to be made available in the Visitor Information Package.    

HR/Admin/Finance Issues

The following office records should be pre identified, and taken when the evacuation is called. All materials need to be tagged and ready to be placed in metal containers and transported.
· HR Section: Pre identified vital documents

· Administration Section: Pre identified vital documents

· Finance Section Evacuation: Pre identified vital documents
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