Glossary of Terminology
	
	Telecoms
	Telecommunications

	
	Comms
	Communications

	
	
	

	Radio
	HF
	High Frequency - used for long distance communications

	Radio
	VHF
	Very High Frequency

	Radio
	P/S 
	Power Supply

	Radio
	Sel-Call
	Selective Call between HF radio sets

	
	
	

	Satellite
	VSAT
	Very Small Aperture Terminal

	Satellite
	BGAN
	Broadband Global Area Network

	Satellite
	RBGAN
	Regional Broadband Global Area Network

	Satellite
	Thuraya
	Sat’ phone company for use in Africa to South Asia

	Satellite
	Iridium
	Sat’ phone company for use all over the globe

	Satellite
	Inmarsat
	Satellite services for R/BGAN & Mini-M phone systems

	Satellite
	Nera
	Portable Satellite terminals - BGAN & M4 Terminals

	Satellite
	Thrane & Thrane
	BGAN system manufacturer

	Satellite
	Hughes
	BGAN system manufacturer

	Satellite
	Mini-M
	Semi-portable satellite phone

	Satellite
	M4
	Inmarsat-4 Satellite - 2 in operation, 3rd due in 2007

	
	
	

	Computer
	Laptop
	Portable PC

	Computer
	IT
	Information Technology

	Computer
	ISP
	Internet Service Provider

	Computer
	PC
	Personal Computer

	Computer
	S/W
	Computer Software

	Computer
	UPS
	Uninterruptible Power Supply - PC power backup 

	Computer
	VoIP
	Voice over Internet Protocol

	
	
	

	Organization
	IO
	International Organization

	Organization
	NGO
	Non-Government Organization

	Organization
	RMU
	Regional Management Unit

	Organization
	UN
	United Nations

	Organization
	UNJLC
	United Nations Joint Logistics Centre


Telecoms and IT Assessments and Planning

< Draft >
Humanitarian Assessment Mission

The initial focus will be on the assessment team requirements. Record what communications equipment is available at the base location which may be for example, a Country Office or a hotel and needs to include other agencies which may assist with the assessment or with communications during the CI assessment.

Satellite phones will be the quickest to set up and be operational during an emergency and should be hand carried to the emergency by the assessment team.

Determine the number of sat’ phones required. If a base phone is to be used, it needs to be equipped with an external antenna so as to be contactable at all times.

A minimum of two sat’ phones will be required to communicate between an assessment team and the base office / hotel, the RMU and the Lead Member office.

It is common for an assessment team to split into two or more groups within the team. If there were two groups, three sat’ phones would be necessary. One for each of the two groups and one for the base location. 

The number of groups within the assessment team will determine the number of sat’ phones required.

Spare batteries, universal voltage chargers and vehicle chargers are very important and must be included.

Current Inventory of Telecommunications Systems
< Draft >

A complete inventory must be taken of what communications systems are available and where they are located. It is important to also record the various agencies which have these services.
Landline phones:
base location / agencies


assessment locations

Mobile phones:
base location / agencies


assessment locations / agencies

Satellite phones:
base location / agencies


assessment locations / agencies

VHF Radios:
base location / agencies


assessment locations / agencies

HF Radios:
base location / agencies


assessment locations / agencies

Each sat’ phone number must be recorded in every other sat’ phone and mobile phones.
As assessment team members will use mobile phones in the base location/s a complete set of all potential phone numbers need to be stored in all mobile phones.

Assess the number of new emergency staff members?

Number of Mobile Phones and SIM Cards required?

Record all phone numbers for distribution.


Hotels


Office/s

Mobiles – local and roaming


Satellite phones


Agencies


Government offices


Important shops / restaurants
Mobile phones are also very convenient to record radio call signs and frequencies, either as a number or in the ‘Notes’ section available in most modern mobile phones.
Does the UN already have frequency allocations which CARE can use?

Does CARE use HF and / or VHF radios at this location?

Where and how many of each type of radio transceiver are available?


Base stations?


Vehicle Mobile sets?


Handsets?

Are HF / VHF systems being used in the locations where CARE will be working?


Which agencies are using them?

Are UN or other VHF repeater systems available at any office / assessment locations?

If so, which agency and where?

	
	Telecoms & IT Questionnaire / Assessment form

	The assessment team, under the responsibility of the Emergency Logistic Officer, will fill out this form.

	1.0
	How is the power / electrical situation?  How many hours a day do you experience power cuts?

	
	

	 
	 

	1,1
	Is there a need to have stabilizers for the electricity?

	
	

	 
	 

	2.0
	What is the power situation in the other major cities?

	 
	 

	
	

	 
	 

	3.0
	Is PSTN (local phone system) available? (List up in which areas, cities)

	 
	 

	
	

	 
	 

	3,1
	If yes, is it reliable?

	 
	 

	 
	 

	3,2
	Is it difficult to get international phone access?  

	 
	 

	 
	 

	3,3
	Is it difficult to get landline phone subscription? (How many days does it take)

	 
	 

	
	

	 
	 

	3.4
	Is a mobile phone network available?

	 
	 

	
	

	 
	 

	3.5
	Is the coverage good? (Describe the major cities and roads.)

	
	

	 
	 

	 
	 

	3.6
	Is it difficult to get a mobile phone subscription? (How many days does it take)

	 
	 

	
	

	 
	 

	4.0
	Number of staff working in the existing Care country office?

	 
	 

	
	

	
	

	 
	 

	4.1
	Are there any sub offices, and where are they located?

	 
	 

	 
	 

	5.0
	List the equipment in the office.  Include the brand, type, serial number and condition of each type of equipment.

	5.1
	List the type of vehicles and radios installed

	 
	 

	 
	 

	5.2
	Computers:

	
	

	 
	 

	5.3
	Fax machines (include the fax numbers):

	
	

	 
	 

	5.4
	Printers:

	
	

	 
	 

	5.5
	Servers:

	
	

	 
	 

	5.6
	Phones, landline (include the phone numbers):

	
	

	 
	 

	5.7
	Mobile phones (include the mobile numbers):

	
	

	 
	 

	 
	 

	6.0
	VHF Radios – Base stations, Handsets and Vehicles

	 
	 

	 
	 

	6.1
	HF Radios – Base stations and Vehicles:

	 
	 

	 
	 

	6.2
	Does the Care country office have any VHF frequencies please list them:

	
	

	 
	 

	6.3
	Does Care country office have any HF Frequencies, please list them:

	
	

	 
	 

	6.4
	What is the government law regarding frequencies?  How much does it cost and how long is the processing time in applying for a license?

	
	

	
	

	 
	 

	6.5
	Is there any VHF repeater in use for NGOs in the country today?

	
	

	
	

	 
	 

	6.6
	Is there a UN security officer and radio operator for NGO VHF and HF frequencies?

	 
	Record the name, phone number and email of the security officer and radio operator.

	
	

	 
	 

	 
	 

	6.7
	Is there any reliable internet service provider?  What is the cost?  Is the ISP available in other places in the country?  How is the quality of the service?

	 
	

	 
	 

	 
	 

	6.8
	Is there any radio operator in the office?

	
	

	 
	 

	6.9
	Is it difficult to send radio equipment into the country?

	
	

	 
	 

	 
	 

	6.10
	Is there any special government policy on communications equipment?

	 
	Satellite phones, HF radios, VHF radios, GPS navigators:

	 
	 

	 
	 

	 
	 

	7.0
	Is computer equipment available for sale in the city?

	 
	 

	
	

	
	

	 
	 

	7.1
	If yes, please send a list of the equipment available with prices and delivery time.

	 
	Record internet links / email addresses to actual companies:

	 
	 

	
	

	 
	 

	8.0
	Additional information and remarks.

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	
	


Annex 4.4
Telecommunication System Expansion Checklist
< Draft >

For an expansion of existing field services, an assessment will need to be carried out on what additional telecoms systems will be required and most appropriate to the needs of the response teams.

Determine what equipment will be the most useful and what quantity.


How many HF Base Stations and where?


How many VHF Base Stations and where?

How many HF Vehicle Mobile sets and where?


How many VHF Vehicle Mobile sets and where?


How many VHF Handset radios and where?

If a VHF repeater is necessary, where?
How many phone connections – Landline / Mobile / satellite and where?

How many internet connections – via dial up / broadband / satellite and where?

Is power available at each location to charge the radio batteries?
Is Solar Power necessary? What size / capacity?

Are separate radio rooms required? 

Does specialized furniture need to be purchased?
Record all frequency and Sel-Call (Selective Call) numbers of all associated agencies HF radios and include on the contact call sheet.

Radio Programming

The UN is often able to assist NGOs for programming radio sets. Contact the UN agency in charge of radio systems, usually WFP and arrange a time for the new radios to be programmed. 
A letter of request will be necessary, so prepare one before taking radios to the UN office. Include details of each radio type, serial number and location as that will be programmed into the radio transceivers.
If a programming kit is available, the programming can be carried out at the CARE office once all programming details are received from the UN office.

Office Telephone Switchboard

As the staff increase during the response stage of the emergency, a telephone switchboard may need to be purchased or upgraded.
Check on the number of phones currently available and determine the number which will be required. Cordless phones are very useful for many staff members to use before a full telephone switchboard is available.

Count the number of telephone extensions required.

Sketch a diagram of the office showing the locations of existing and new phones.

Check if the current system is capable of expanding to the number of extensions required.

Arrange for the new telephone cables and switchboard to be purchased and installed.

 Computing Assessment Checklist


< Draft >

During an emergency, assessment staff members will have their personal computing equipment with them, however there will be requirements for printing and internet connections which will need to be urgently addressed. As the response begins, there may be a large increase in computing requirements along with the increase in emergency response staff members.

With a view of the current staff members, take an inventory of what is currently available on location. This is included in the Telecoms inventory; Annex 4.3
Determine the needs for staff expansion along with the office management and then decide on what additional equipment will be necessary.

If necessary, contract a local computing office to set up and install all new equipment.
The procurement department will need to assist in the correct procedures to choose the company to carry out this work.
Laptop PCs?

Desktop PCs?

Inkjet Printers?


Laser Printers?

Network switches

Cabling systems
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