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CARE Office Capacity Assessment Questionnaire
Please answer all questions (write N/A if the question is not relevant). 
Return the completed questionnaire to the Lead Member (line manager, RMU and emergency director) and CEG within two days of the emergency alert. This should be before the first CCG call if possible. 2.5 p. 37 
CARE Office:________________________________ date: __________
Emergency name and type: ____________________________________
Your name: _________________________________________________ 

Capacity 
There are four levels of capacity. 
Level 4—Outstanding competence and capacity 
The office is very competent to achieve the programme and operational outcomes. It has more than enough capacity to respond. It can consistently perform tasks at the required level and maintain its capability in the field. 
Level 3—Strong competence and capacity 
The office can meet all the required programme and operational standards. It has enough capacity to respond. However, it needs stronger processes (mentoring, coaching, formal training, monitoring and evaluation) to keep the team’s skills up to standard. 
Level 2—Moderate competence and capacity 
The office is competent in some areas but not at the required level in others. It can meet some of the functional outcomes but probably not all of them. Not all parts of the team may be equally competent. It may not be able to respond without overwhelming some team members or dropping some priorities. 
Level 1—Low competence and capacity 
The office may not be able to meet some of the standards for the functional areas. It has gaps in competence in several areas and/or is not able to respond. 



	Area of capacity
	Level
(1, 2, 3, 4)
	Comments, gaps, needs

	1. Assessment: Does the office have the skilled staff it needs to make quick, high-quality, participatory and gender-balanced emergency assessments? 
	

	 

	2. Response strategy: Does the office have the skilled staff, resources and systems it needs to develop immediate emergency response strategies and plans based on CI priority response sectors? 
	
	

	3. Coordination and leadership: Does the office have skilled staff with time to participate in coordination mechanisms with local authorities, the UN, donors and other agencies?
	

	

	4. Humanitarian accountability: Does the office have strong capacity to ensure program quality and accountability (including monitoring and evaluation)? Are its systems accountable to all key stakeholders, including communities receiving aid? Does the office understand the CARE Humanitarian Accountability Framework obligations? Does it know how to comply with those obligations in an emergency? Can it quickly adapt its staff and systems to fast-changing emergency conditions? 
	



	

	5. Advocacy: Does the office have the skills and experience it needs to analyse policy, assess risks, and develop suitable policy and advocacy positions and materials? 
	
	

	6. Gender: Does the office have the capacity and understanding to develop and implement gender-sensitive emergency programmes? (This includes forming gender-balanced teams and carrying out gender analyses.) 
	
	

	7. Project development and proposal writing: Does the office have enough staff with the technical skills to write a lot of high-quality emergency project proposals urgently? 
	


	

	8. Funding and fundraising: Does the office have enough funds to start the emergency response? Does it have the capacity to work with the donor community in country and with CI Members to raise funds? 
	

	

	9. Programme implementation and management: Does the office have enough staff with the technical skills to manage the emergency programme? Can they implement projects effectively and in a way that meets donor requirements? Can some office staff be moved from other projects to work on the emergency? 
	
	

	Cash Based Interventions:
Does the office have staff who have previously implemented CBI in various sectors? Do the procurement/finance/logistics departments have a good understanding of CBI? 
	
	

	10. Information management: Does the CO have the capacity to set up and manage effective internal information management systems? Can it promptly deliver high-quality programme reports, sitreps and other information to CI Members and donors? 
	


	

	11. Media and communications: Does the office have the staff it needs to meet ongoing media demands? (Requests for information and interviews, high-quality photos, press statements, human interest stories etc.—in several languages.) Does it have enough bandwidth to email high-resolution photos? 
	


	

	12. HR recruitment and management: Can the office’s HR department quickly and effectively hire and manage enough emergency staff (local or international)? (It needs large capacity to increase staff numbers and orient new staff.) 
	


	

	13. Financial and contract management: Does the office have the compliance systems it needs to be financially accountable in managing emergency contracts? Can it handle a large increase in budget and in the amount and urgency of finance work? 
	


	

	14. Logistics and procurement: Does the office have emergency stockpiles? Does it have good supply-chain systems (for procurement, transport, storage, distribution, reporting)? Does it have trained staff who can move quickly and effectively into managing emergency logistics? 
	


	

	15. Administrative support: Does the office have enough administrative support for its emergency programme? (This includes things like office, accommodation and transport management.) 
	
	

	16. Telecommunications and IT: Does the office have the equipment, staff, technical skills and funds to ensure effective voice and data communications? If the emergency is in a place where the office does not normally work, can it quickly expand its systems into that area? Are there any technical or government restrictions on its ability to scale up? 
	



	

	17. Safety and security: Does the office have a safety and security plan? Is the plan operating? Can it ensure that CARE staff and assets are safe and secure? 
	

	

	18. Transition and recovery: Does the office have skilled technical staff and managers who can design and implement an effective transition from emergency to longer-term recovery? 
	

	

	19. Staff wellbeing and support: Does the office have the HR policies and procedures to provide high-quality support to its emergency staff? (Suitable accommodation, R&R etc.) 
	

	

	20. Prevention of and response to SEA: Does the office have the knowledge and capacity to set up systems to prevent and respond to claims of SEA? 
	


	



Please attach an organizational chart showing the office’s emergency staffing structure. You need an emergency coordinator (separate from the Country Director), information manager, media focal point, proposal writer, logistician, HR manager and finance manager. If you don’t have anyone for these jobs, discuss with CEG how to bring in extra people as soon as possible. 
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