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CARE International (insert CO)
Visitors Information

&

Briefing Pack
(insert date)

CARE INTERNATIONAL (insert CO)
IMPORTANT INFORMATION

FOR CARE VISITORS TO (insert Country location)
~  WELCOME TO (insert location)
POINTS OF CONTACT:

CARE OFFICE:
 


Tel: 


Address: 

CONTACT PERSONS:
	Position
	Cellphone
	Telephone

	Country Director
	
	

	ACD Program
	
	

	Emergency Team Leader/ Logistics
	
	

	Information and Management
	
	

	Security Officer
	
	


Embassies in (insert Country location)
	Country
	Telephone
	Fax

	Australian 

(Insert address)
	
	

	Canadian


	
	

	France


	
	

	United Kingdom

	
	

	United States of America


	
	


Other Emergency numbers:
	UNDP Office
	
	

	Police
	
	

	Hospitals
	
	

	
	

	
	

	Chemists
	
	

	
	

	
	

	Dentists
	
	

	
	
	

	
	
	


Country Facts 
	Country Type
	

	Time Zone:
	

	Area
	

	Capital City
	

	Population
	

	Country Code:
	

	Electricity:
	

	Currency:
	

	Religion
	

	Language
	

	Population below poverty line
	

	Literacy rate
	

	Major Political Parties
	

	Government
	

	Head of State
	

	Prime Minister
	

	Foreign Minister
	

	Membership of International Organisations
	

	


Geography: 

(Source)

(insert CO location facts)
	Official name:

	
	Climate:

	
	Location:

	
	Terrain:

	

	


Travel to (insert location) 
Visa: 
Health:

Message from the team in Islamabad
On arrival at the airport – pick up and transport to hotel

Housing/Accommodation

Transport from hotel to CARE office

.
Upon Arrival TO-DO check list:

Upon arrival in office, please ensure to follow-up on the following tasks:

· Entry Interview
Please see the HR Manager and complete an Entry Interview. 

Please bring your passport, 2 passport photos, and your airline tickets if you have arrived by air.

Please bring a completed copy of the attached Record of Emergency Data (RED) form.

Please ensure you have registered with your embassy.

If you do not have a CARE ID card you will be issued with one.

Receive a security briefing.
Per diem

	· Breakfast
	Lunch
	Dinner
	Incidentals

	· 15%
	25%
	35%
	25%


Security (insert CO location)
GENERAL
BACKGROUND

THREATS
TRAVEL AND MOVEMENT

Vehicle Travel

Rail Travel

CULTURAL TIPS

General
Work
CONCLUSION

Personal security is an individual responsibility.  It requires a dose of common sense, situational awareness, and following a few basic guidelines.  Pay attention the security briefing you receive upon arrival, as this will flesh out the details contained herein and provide a more comprehensive and timely appraisal of the security situation.  If you have any questions, please do not hesitate to contact the SSO at any time, day or night.
Programme
CARE Programming in Response:
Locations of intervention(s):   
Sectors covered: 
Implementing Strategy: 
Local partners/ implementing partners 
Other Information
Banking & Currency:  
Attire: 

Climate:
Dining out: 
Shopping: 
Basic Greetings

	Good morning/evening/afternoon
	Salaam aleykuum 

	Good bye
	Khuda hafiz

	Thank you
	Shukria 

	How are you
	Kiya haal hai

	Do you speak English?
	Kiyya angrezi aati hai?


Record of Emergency Data (RED)
This form is to be completed by all emergency personnel.  Please fill in and return to the CO HR Manager. 

	
NAME:  
	DATE:  

	Address:
	
	Phone: Cell: 

Email: 

	Emergency Contact Information

	Primary Contact:

Relation:  
	Address: 


	Phone: 

	Next of Kin: 

Relation: 
	Address: 


	Phone: 

Mob:

Email: 

	Additional Family:
	Relation:
	Contact Info:

	
	
	

	
	
	

	
	
	

	Notes:



	Medical Information

	Blood Type:
	

	Allergies:
	
	

	Medications:
	
	

	Medical Conditions:

None



	Recent Illnesses: none
	When/Duration: -

	Physician:
	Address:


	Phone:

	Additional Information

	


Arrival Form

This Arrival Form must be completed by all staff traveling from outside of (insert country)  to work with CARE International in (insert CO)  for any given purpose. The arrival form enables the CO to issue you a letter of invitation required by embassies and immigration authorities. You are able to obtain a visa for traveling in to the country once you have received your letter of invitation. It is therefore essential that this Arrival Form be filled in and returned to the CO HR Manager immediately upon confirmation of your travel.

** please attach a scanned copy of your passport to this form when possible.
	Personal Information

	Name (as per passport)
	

	Country of residence
	

	CARE office of reference (contractor)
	

	Permanent personal address


	

	Citizenship(s)
	

	Duty station (the location where you will be working most of the time)
	

	Position (title in contract)
	

	Expected arrival date in Pakistan
	

	Airline (if available)
	

	Purpose of the stay

(Brief description of duties)
	

	Status (please circle)
	CARE employee  Consultant  CARE HQ visitor

Other: …………………….

	Contract starting on :
	

	Contract ending on :
	

	Permanent email address
	

	Permanent mobile phone #
	

	Passport Information

	Passport #
	

	Citizenship
	

	Date of birth
	

	Expiration Date
	

	Passport issued on
	

	Embassy of reference

(where visa application will be filed)
	


Entry Interview Form

All staff commencing work with CARE International in Pakistan must complete an Entry Interview. Please ensure that upon arrival you complete an Entry Interview with the CO HR Manager or delegate and return this form to the CO HR Manager. All staff are responsible for ensuring they can circle YES to all items listed below. If you circle NO to any item, please take immediate action to ensure you complete the necessary requirements for commencement with CARE International.

	
	Fill in the details or circle as necessary

	Name
	

	Date of arrival
	

	Date of departure
	

	Method of transport to arrive in country
	AIR                      ROAD

	For arrivals by air - flight ticket validity date
	

	I have left a copy of the following documents for my personnel file in the CO

	Passport
	YES                      NO

	Flight tickets
	YES                      NO

	I have completed a Register of Emergency Data (RED) form for my file in country
	YES                      NO

	I have completed the following actions to commence work in the CO

	I have registered with my embassy


	YES                      NO

	I have been advised of my accommodation arrangements


	YES                      NO

	I have received and read the visitor’s briefing kit (I may have received this prior to departure from home)


	YES                      NO

	I have a valid CARE ID card


	YES                      NO

	I have received the security numbers for CARE International in country


	YES                      NO

	I have been advised of my email account and password


	YES                      NO

	I have signed the assets register for any equipment taken from the CO


	YES                      NO

	I have received the following equipment from the CO (only where applicable)

Office keys

Laptop computer & peripherals

Corporate Credit Card

Mobile/charger/SIM card

VHF Radio  & Charger

Satphone

Other Telecoms equipment (please list):


	YES                      NO

YES                      NO

YES                      NO

YES                      NO

YES                      NO

YES                      NO

	I have received my per diem (I received my per diem from the following office………………………………….) and I will maintain a  travel expense report as necessary


	YES                      NO

	I have received a Country Office orientation


	YES                      NO

	I have received a security briefing from the CO Security Officer or delegate
	YES                      NO

	I have received safety equipment necessary to undertake my duties ( please list items where applicable):


	YES                      NO   


Signature of new arrival staff member:

Date:

Signature of CO HR Manager:

Date:
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