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Orientation checklist for emergency staff 

This checklist helps COs clarify job expectations, provide a safe work environment and make sure new staff receive a proper briefing. You must complete the orientation in the person’s first week in the CO. 

	Topic
	Supporting documents

	Introduction to CI 

· Vision, mission and values

· Structure of CI federation

· CI codes of conduct and ethics
	About CARE International

CARE International Code of Conduct

CARE International Code of Ethics

	HR core policies 

· CO HR manual and where to find it

· Highlight relevant sections of the manual

· Include supporting documents listed
	Accountability to Program Participant Communities Regarding Harassment and Exploitation 

Global Policy Against Discrimination, Harassment and Sexual Harassment

CARE’s gender and diversity policies

	HR and finance administration

· Complete entry interview form and related actions as needed

· Relevant policies and processes—e.g. leave, per diem, R&R, etc

· Provide personal equipment and per diem (if needed)

· Set up email account 

· Embassy registration process 

· Travel arrangements, including travel and photography permits

· Visa extension process (if needed)

· Insurance policy details
	Entry interview form

ID card and/or letter of introduction

RED form 4.22 p.220

Duty travel form

CO travel request form

CO travel acquittal form

CO leave request form

Email address and email group listings

CI World Directory

	Safety and security

· Safety and security policies/procedures 

· Consequences of breaching policy/ procedures, how to raise concerns

· Local security conditions, hazards, curfews

· Local politics, cultural and gender sensitivities, local customs

· OHS, environmental/fire risks and conditions 

· Job risks

· Safety and Security Manual, particularly ‘Personal safety’ 
	CO security plan and evacuation procedures

CO visitor briefing kit, including emergency contact numbers

Care International Safety and Security Handbook (relevant chapters)

Civil–Military Cooperation Guidelines

Landmine and UXO Safety Handbook 


	Introduction to CO and emergency response

· Summary of CO strategy, programmes and projects

· Summary of response operation, current status, challenges

· Media protocols in the field

· CARE Emergency Toolkit, including log-in details
	CO mission statement 

CO organizational chart

Most recent CO sitreps

Other documents relevant to the job

	Specific department and job requirements

· Introduction to colleagues and key contacts

· Tour of working space

· Overview of project, team structure, roles and responsibilities

· Job description, expectations and key tasks

· How performance is assessed
	Job description

Project/department work plan and organizational chart

CARE Emergency Toolkit (relevant sections)

Other documents relevant to the job
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