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Detailed guidance on the CARE EPP Process, EPP workshops, and how to fill in this workbook, can be found in the CARE Emergency Preparedness Planning Guidelines. 
Each section of this workbook starts with a quick reference, as follows:
This tells you which section of the CARE EPP Guidelines to refer to for further guidance. 
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This tells you which offices must complete the section. This example is compulsory for all  offices, whether low, medium, or high risk. 
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Table 1: ERT Members' roles and responsibilities
	ERT FUNCTION or
FOCAL POINT
	Name
and title
	Name of back-up
	Preparedness roles
	Response roles

	Emergency Response Coordinator, CO level
	
	
	
	

	Field Coordinator
	
	
	
	

	Shelter Sector Coordinator (if applicable)
	
	
	
	

	WASH Sector Coordinator (if applicable)
	
	
	
	

	Food Sector Coordinator (if applicable)
	
	
	
	

	Sexual and reproductive health (if applicable)
	
	
	
	

	Cash programming focal point (if applicable)
	
	
	
	

	Other Sector Coordinators--as needed
	
	
	
	

	Gender 
	
	
	
	

	DRR / Resilience
	
	
	
	

	Assessment 
	
	
	
	

	Media Coordinator
	
	
	
	

	Media Spokesperson
	
	
	
	

	Information Management
	
	
	
	

	Monitoring and Evaluation
	
	
	
	

	Quality and Accountability
	
	
	
	

	Safety and Security
	
	
	
	

	Logistics
	
	
	
	

	Procurement
	
	
	
	

	IT & Telecommunications
	
	
	
	

	Administration 
	
	
	
	

	Human Resources
	
	
	
	

	Finance 
	
	
	
	

	Grants Management
	
	
	
	

	Fundraising
	
	
	
	

	Proposal Writer
	
	
	
	

	Policy Advisor, --as needed
	
	
	
	

	Other Please specify
	
	
	
	

	Other Please specify
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A. Hazard identification: 
Together with your local partners, initiate the process to identify the potential hazards that may affect the country. Consider inviting government partners and other stakeholders.  
Historical data analysis and other non-historical risks that could occur: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Analysis of future risk (next 12-24 months)  ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


B. Risk ranking: 
When the hazard identification process is complete, all hazards should be ranked by their perceived impact and likelihood of occurrence. 
Table 2: Hazard & risk analysis
	Hazard
	Probability, P
(1-5)
	Impact, I
(1-5)
	Risk level
(P x I)
	Risk Rating
(L, M, H)
	Description of risks (what, where, when?)

	Flooding
	3
	4
	12
	Medium
	Serious river flooding affecting ###,### people during the rainy season

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Risk Ratings: 		Low risk, L: 1-7		Medium risk, M: 8-14		High risk, H: 15-25
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A. Hazard categories, indicators, and thresholds identification
Risks ranked medium or higher need to be monitored to ensure that the planning process remains responsive to changes in the risk context of the country. 

Table 3: Hazard, indicators & thresholds
	Hazard categories
	Hazards
	Indicators
	Source
	Threshold (or trigger values) & frequency of monitoring
	Monitored by / Responsibility:
	Next steps

	
	
	
	
	Green, normal level
	Change to amber, requiring increased frequency of monitoring
	Change to red, potentially requiring an Alert & Advanced Preparedness Actions
	
	

	Seasonal 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	· Set an action date one to two months before the start of the lean season 

	
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	· 

	Evolving
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	· The ERT & SMT to review the risk posed by each evolving hazard as a regular meeting agenda point. 

	
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	· 

	Static 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	

	
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	·   
· 
	



B. Monitoring mechanisms and analysis 
How will information flow amongst the country team and at what frequency (should consider both data collected for analysis and decision made)?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

How will changes in risk status be communicated to trigger decision-making? 
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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Table 4: Response scenarios
	Scenario name
	CARE Disaster Type
(1, 2, 3 or 4)
	Number affected
	Target beneficiaries / participants
	Fundraising target

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Add background information about the scenarios considered and key decisions made leading to filling in the program matrix, appropriate to the disaster risk levels identified in section 2. This could include worst-case, most-likely and best-case scenarios, contextual information and analysis, response objectives, relevant coordination mechanisms, etc. 
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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Table 5: Program matrix
	Sector
	Disaster risk / scenario applicable
	Interventions
	Any gender specific considerations?
	Comments
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Add a short summary of the office’s partnership strategy for emergencies:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Table 6: Partnership matrix
	Partner
organizations
	Proposed role (assessment, distribution, registration, monitoring, etc.)
	Capacity in gender equality? 
	MOU between CARE and partner developed?
	Capacity assessment completed?
	Partner capacity building plans in place?

	
	
	☐	☐	date	☐	date	☐	date
	
	
	☐	☐	date	☐	date	☐	date
	
	
	☐	☐	date	☐	date	☐	date
	
	
	☐	☐	date	☐	date	☐	date
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Add your capacity assessment as an annex to this document (see CARE EPP Guidelines Annex 5). 
Identify any minimum preparedness actions, in addition to those mandated by CI, which are needed to address gaps in CARE’s capacity to respond to the hazards identified. It is recommended you identify no more than 10 additional MPAs. 
Table 7: Additional minimum preparedness actions
	Additional capacity required
	Additional MPAs: 
Actions to obtain the capacity needed
	Cost, if any
	Staff member responsible
	Due date

	
	
	
	
	Date.
	
	
	
	
	Date.
	
	
	
	
	Date.
	
	
	
	
	Date.
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Identify any advanced preparedness actions, in addition to those listed in the CARE Emergency Pocketbook and CARE Emergency Toolkit, which need to be assigned to ERT members to enable your response plans. 
Table 8: Additional advanced preparedness actions
	Applicable response plans
	Additional APAs: 
Actions to enable the response
	Cost, if any
	Staff member responsible
	Time for completion (days)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Annexes
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