Terms of Reference – Draft 03. June 2018
After Action Review (AAR) for 
CARE’s Humanitarian Response in Papua New Guinea
March – September 2018
Period of Assignment:

In-country: = 3 weeks in October 2018 + remote preparations & follow-up
Focus of Assignment:

AAR preparations, facilitation & follow up

Assignment Request from:
CARE Australia / PNG

Request to:


CEG-PQ / MEAC

1. Background and Update on Emergency Response by CARE in Papua New Guinea. 
2.  Overall objective: 
The objective of this assignment is to conduct a comprehensive After Action Review of CARE’s humanitarian response to the EQ in PNG. This includes the documentation of the good practices, successes and challenges for CARE wide learning, and recommendations for strengthening CARE’s response to the PNG EQ in particular as well as PNG’s emergency response programs in general. The AAR workshop will be preceded by a self assessment against CARE’s key performance indicators based on  CARE’s Humanitarian Accountability Framework. .
The specific objectives of the AAR are:
A. Identify and address strengths and weaknesses in CARE’s response to the EG in PNG
B.  Formulate lessons and recommendations for CARE’s humanitarian interventions in PNG and beyond
C. Strengthen feedback and complaints mechanisms established by CARE (and others) in PNG
D. Enhance  application of CARE’s PSEA and related policies in the humanitarian response in PNG
3. Roles & Responsibilities of person deployed (CEG-MEAC)
Pre-assignment preparations (remote): 

1. Clarify goals, objectives and expectations for the AAR with management (CARE AUS and CARE PNG) – AAR steering group
2. Prepare and manage pre-AAR survey amongst CARE entities and units (other than CARE Australia and CARE PNG) involved in the response;
3. Review available documentation about the response including sitreps, proposals, studies, reports, PDM data and other participants feedback 
4. Prepare draft Response Performance Summary as of CARE template
5. Obtain visa (with support from CARE host) and make flight arrangements (as appropriate, use CIUK Emirates Airmiles Award scheme as much as possible)

Pre-AAR preparations (in country):
6. Visit  response sites (scope TBD), for FGD with affected communities (refer to CARE guidance: AAP scorecard) and consultations with partners peer organizations, cluster leads, and other key informants 
7. Undertake HAF self-assessment (refer to CARE guidance: staff-engagement tool) with CARE (and partner - TBD?) field and HO staff
8. Supervise preparations at AAR workshop location

9. Orient specific session leaders and presenters (if any)

Facilitate AAR (in country):
10. Manage the flow of two day AAR workshop, maintain momentum and relevant focus 

11. Support Action planning by CARE AUS & PNG senior staff (3. day)  
12. Ensure that participants have clearly understood objectives and group tasks 

13. Establish an environment where participants can speak openly and constructively 

14. Ensure that pre-AAR inputs and analysis are taken into account during AAR discussions

15. Coordinate documentation of all workshop outcomes (need note-takers/rapporteurs)
Post-AAR follow-up (in country)

16. Prepare AAR workshop report, validate with AAR steering group and finalize
17. Review Response Performance Summary and validate with CARE PNG ERT / CARE AUS
18. Facilitate initiation/start-up of improvement plan / corrective action / scale-up of good practice identified  

19. On the job support to EQ response team: TBD but likely to include strengthening of participants feedback & complaints mechanisms and handling

Post-AAR follow-up (remote)
20. Finalize Response Performance Summary 
21. Facilitate CARE internal dissemination of AAR outcomes

22. Facilitate request of management response from CARE entities responsible for the implementation of specific recommendations

23. Facilitate development of top learnings documents (e.g. 5 min of inspiration)
4. Roles & Responsibilities of CARE host (CARE Australia, CARE PNG)

· Establish AAR steering group
· Avail to the facilitator all relevant documentation about the response including internal and external reports
· Carry out AAR process preparations 

· Organize and document agreed pre-AAR / pre-deployment 

· Provide pre-AAR inputs as required (see above) 
· Facilitate visa-application for deployee 
· Manage all logistics for deployee in country

· Facilitate access by deployee to key informants, communities etc. 

· Manage invitations and invitees of the AAR
· Support documentation of AAR process  and outputs
· Lead implementation of recommendations 

· Follow up with other CARE parties involved on implementation of recommendations

· Ensure coverage of all costs associated with the deployment:

· Flight
· Visa
· Accommodation
· In country travel & per diem (as of CARE host policy)
· Staff cost recovery  (20 working days)
· Other …
5. Duration: 
The duration of this deployment in country (PNG) is for 17 working days (Mon – Sat) plus travel (from / to home base in Germany) in the period 7. to 28. Oct 2018.  
Preparatory work as indicated above starts in August 2018. Final report and RPS is expected by 15. November 2018.
Tentative schedule
	Date
	Activity

	August 2018
	· Finalise TOR and agree on final schedule with CARE host management
· Initiate online survey

· Remote support of CARE PNG in country consultations 

	September 2018
	· Document review

· Draft RPS

	October 2018
	· In country deployment

	7/8. Oct
	· Travel home base - Frankfurt –Port Moresby (Emirates – route TBD)

	8. Oct
	· Arrival in Port Moresby – Continue to Mont Hagen, 
· S&S orientation

	9-13. Oct
	· Travel to field locations, 
· staff engagement, 
· FGD with project participants, 
· KII …

	14. Oct
	· Break

	15-16. Oct
	· Workshop preparations with AAR steering group

· Revise RPS

· Support presenters in preparation of specific workshop input

	17-18 Oct
	· Facilitate AAR workshop

	19. Oct
	· Support Action planning (smaller team: ERT/SMT)

	20. Oct
	· Compile and review AAR outputs

	21. Oct
	· Break / draft AAR report / review RPS

	22. Oct
	· Prepare draft AAR report / review RPS 

· Validate AAR report and RPS with CARE host management

	23-26. Oct
	· Support start-up of follow-up actions

· Training / coaching  feedback & complaints handling, other topics TBD…

	27. Oct
	· Travel Mont Hagen - Port Moresby – 

	27/28. Oct
	· Travel Port Moresby – Frankfurt – home base

	1.-15. Nov
	· Finalise AAR report and RPS
· Support dissemination of AAR findings

	Nov/Dec
	· Follow up on management response from CARE entities responsible for specific recommendations

· Support development of top learning documents


6.  Expected Outputs:  
The following outputs are expected from this deployment: 
1) AAR report incl. executive summary highlighting institutional learning
2) Response Performance Summary

3) Top learnings (e.g. in 5min of inspiration format) as appropriate
4) Reflections/learnings of AAR by facilitator (1 page
5) Trip Report esp. regarding action planning, coaching / training outcomes and other support provided to the response team 
)
The structure of the main AAR report would normally follow the workshop “flow” and not exceed 15 pages (not including annexes) – see example in CET. 
7. Remuneration and Mode of Payment: 
In line with CI cost recovery policy CARE host entities should aim to contribute towards the salary cost recovery of the deployee as much as possible. 
TOTAL ESTIMATED USD: 
8. Key Contacts: 
Primary CARE AUS/PNG contacts will be:
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