Matrix of priority emergency capacity building activities


The matrix on the following 2 pages outlines the types of activities CARE Country Offices can and should pursue in order to strengthen their humanitarian programming and emergency response capacity. 

Tools and resources to help implement these activities are, including facilitation notes, standard presentations and other materials are held by CEG. Contact your Regional Humanitarian Coordinator for help. See page 4 for a sample list. 

[bookmark: _GoBack]The matrix and supporting resources aim to be a practical help for anyone who is involved in supporting or facilitating such activities. This is usually Regional Humanitarian Coordinators, Lead Member Emergency Units and other members of the Emergency Strategy Implementation Group (ESIG includes CEG staff, ERWG, senior sector specialists and others). It may also be useful for senior staff in regional offices or Country offices (eg DRDs, CDs, ACDs).







To use the matrix:
· Review the table on pages 2-3 
· Consider the office you are supporting: 
· Which activities have they already completed? Which have they not completed? 
· Are there areas of work they have not been able to focus on at all? Get started with the relevant first step
· Have they started an area of work and are ready to take it to a higher level – think about moving from Step 1 to 2 or 3 for that objective
· What are their current priorities, interests and areas of enthusiasm? Make sure you are supporting the COs priorities and energy.
· What resources are available? What is possible within the available resources? If not many start with some simple steps which are not resource intensive. If you are engaging in a longer process, you may want to pursue several activities, for example in a long workshop.
· Note: As far as possible, these activities should not be standalone activities, but rather be linked in or integrated with other existing CO processes. The facilitator should identify the opportunities to do this. Activities can also be combined. 
· Agree with the CO which priority activities you will work on together.
· Contact the STC to get the standard resources available to help implement the activity. Adapt them to the specific context. 
· Review the corresponding tools and materials to see how to do it.
· Implement the activity with the CO.
· Report back to the STC on activities completed.
· Start again with the next activity!
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Note: This matrix is based on the types of existing capacity building support commonly provided under the existing emergency strategy. In FY 2011 a broad revision of CARE’s emergency capacity building strategy will be undertaken to review their effectiveness and refine our approach to capacity building. This matrix will be revised, and a more complete facilitators toolkit will be developed consistent with that strategy. 




At a glance: Priority capacity building activities for Country Offices

	Objective
	Step 1: Getting started
	Step 2: What to do next
	Step 3: When you’re ready to go deeper



Core principles
	1. All staff understand CARE’s humanitarian mandate and core humanitarian principles and context
	CO receives a basic orientation session on humanitarian mandate and principles

	A more in depth orientation and discussion session is conducted on humanitarian principles and context, including the humanitarian coordination system and the code of conduct. 
	The CO incorporates the humanitarian mandate and principles into their standard orientation materials for all new staff.  

	2. The humanitarian mandate and a risk reduction approach informs long range strategic planning and program approaches
	The CO’s program approach and LRSP processes explicitly analyse and address vulnerability analysis, emergency response and risk reduction issues. 
	Emergency response strategies include a risk reduction lens including the ‘build back better’ approach.
	New programs analyse risk and humanitarian issues as part of the design process and existing programs conduct a risk reduction analysis.



Preparedness
	3. All country offices have an effective and sustainable Emergency Response Team
	CO has defined the ERT structure and named staff in each position required by EPP guidelines (see tool 3)
	All ERT members have a clear job description, responsibilities and reporting line, a strategy for backfilling their usual role, and have received an orientation on how to fulfil their role. 
	The ERT completes basic training on core functions of assessment; information management; coordination and response initiation. (Complementary to training under other objectives). 

	4. Country Offices are engaged in an ongoing process of emergency preparedness
	The CO goes through an initial emergency planning process, which includes the initial development of a plan, a gap analysis and action plan. 
	The CO reviews program and program support systems and guidelines to ensure they can be adapted to an emergency.
	The EPP is reviewed at least annually and after every emergency and actions are integrated in the AOP. 

	5. COs test their Step of preparedness through annual simulations
	The CO conducts a simulation to test its capacity and identify areas for improvement. Results are incorporated into EPP action plan. 
	The CO conducts interagency simulations with other partners, including country clusters and ECB agencies. 
	Simulations are repeated annually to review progress in addressing gaps (may be superseded by an real response).

	6. Country offices use and contribute to CARE’s CI Roster for Emergency Deployment 
	Country Office is provided with an orientation on how the CI RED works, how to request deployments and how to contribute staff to it.
	The CO identifies capable staff who may apply for inclusion on the CI RED.
	The CO supports the deployment of staff to emergencies in other countries, both to contribute to the response and as a capacity development opportunity. 



Knowledge and skills 
	7. Emergency Response Team and senior managers know what emergency protocols, policies and guidelines exist and how to use them
	All senior managers and ERT staff have received an orientation on the CET, the pocketbook and protocols. The CET and pocketbook are available and promoted in the CO. 
	Staff are supported to use and or apply these resources in practice, either in a real emergency or through a practical training session using case studies or simulation. 
	ERT members and senior members review in depth the specific protocols and guidelines in the CET which relate to their position.

	8. Senior managers and ERT staff have a basic understanding of CARE’s priority sectors in emergencies and know how to access technical support 
	COs are aware of CARE’s priority sectors and have a nominated focal point in each of CARE’s priority sectors (shelter, logistics, food security, WASH).
	The CO focal points for the priority sectors are in contact with the relevant CI Senior sector specialist and participate in information sharing networks.  

	The CO focal points for key sectors participate in technical training.

	9. ERT staff have an awareness of gender equity issues in emergencies and how to integrate them into an emergency response
	All ERT and senior managers complete the IASC gender e-learning training.
	A gender focal point is identified, is part of the ERT and in contact with the CI Senior Gender Advisor. Tools are provided to the CO to use during a response, and EPP reflects gender analysis. 
	The CO conducts gender analysis as part of emergency preparedness planning. This can be combined with more in depth gender training for ERT staff and senior managers. 

	10. CO identifies training priorities and invests in training opportunities for core emergency response staff and senior leaders based on CARE’s emergency training curriculum 
	Senior staff participate in the core programs of CARE’s emergency training curriculum including the practitioners course (ERT coordinators and team members) and ELMP (Country Director and ACDs). 
	A training plan is developed which identifies priority training topics for CO staff and which staff are targeted. The CO includes these training priorities in its budget. 
	As appropriate, internal/in country training programs are implemented or key staff participate in selected interagency trainings, technical training, coaching and practical experience opportunities. 



Quality and accountability 
	11. Senior managers and ERT staff understand CARE’s humanitarian accountability framework 
	Senior managers and the ERT receive an orientation to CARE’s Humanitarian Accountability Framework (HAF).
	Senior managers and ERT receive an in depth training on humanitarian accountability.

	The CO develops a humanitarian accountability plan based on EPP scenarios which are implemented in the event of a response.

	12. COs conduct learning activities after an emergency and incorporate lessons into preparedness plans, program strategies and training plans
	An after action review is conducted after an emergency response. 
	The emergency preparedness plan and program strategies are revised to incorporate lessons learned from the response. 
	The emergency capacity building action plan (part of EPP) is updated and implemented taking into account lessons learned.  





Sample list of available support tools and resources for facilitators 



Core principles
· Humanitarian mandate statement
· Introduction to CARE’s mandate powerpoint presentation
· Humanitarian mandate posters
· Jon Mitchell’s ELMP audio presentation and transcript on the humanitarian mandate
· Chapter two of the CARE Emergency Toolkit
· Facilitators session guides on humanitarian principles and context, humanitarian coordination system (from ELMP)
· Sphere training materials on humanitarian principles

Preparedness
· EPP guidelines
· EPP workbook
· Sample emergency preparedness plans from other COs 
· EPP Review guidelines 
· ERT position descriptions
· CARE training curriculum 
· CARE Emergency Toolkit Program and Operational Guidelines
· CARE Emergency Simulation facilitators handbook
· ECB Simulation guide for interagency simulation
· Overview of CI RED and forms for requesting a deployment
· CI RED Application forms and job descriptions

Knowledge and Skills
· CET Introductory presentation and talking points
· CARE Emergency Toolkit
· CET online or on CD
· CARE Emergency Pocketbook
· CET Facilitators handbook
· Facilitation notes for reviewing specific protocols and guidelines and discussion questions
· Information sheets on CARE’s priority sectors and sector strategies 
· CARE Guidance for Cash Based Interventions (CBI) in Emergencies 
· CaLP tools and resources for CBI available online
· Sector networks – email lists and groups
· Contact information for SSS
· List of technical training opportunities
· IASC Gender e-learning website – includes training program and supporting documentation.
· IASC gender handbook
· CET Pocketbook Gender tools
· CET chapter on gender
· ELMP pre-workshop self study materials
· Training plan format

Quality and Accountability 
· Humanitarian Accountability Framework
· HAF Introductory Presentation and talking points
· Facilitation notes for HAF workshop
· Sample HAF workshop agenda from LAC
· Humanitarian Accountability Framework
· Case study tasks and materials (from ELMP)
· AAR terms of reference
· AAR Guidance notes
· Sample AAR report format

