Afghanistan Advocacy and Communications Signoff Table
Updated as of April 2022
[bookmark: _Hlk80784552]PART ONE – ADVOCACY 
This protocol should be read along with and complements the CI Global Advocacy Approval and Sign off Procedures, April 2020 here.  
	Primary approvers [footnoteRef:2] [2:  The person who has the authority to approve the advocacy statement/ messages/event etc. and is accountable to CARE’s stakeholders.] 

	Purpose of signoff
	Backup approvers[footnoteRef:3] [3:  In case primary approver is absent.] 

	Consulted [footnoteRef:4] [4:  No feedback given from colleagues to be consulted by the set deadline does not stop the process from going forward/prevent the sign-off.   ] 

	Informed before release [footnoteRef:5] [5:  People who need to be kept "in the picture", and updated on progress or decisions, but they do not need to be formally consulted, nor do they contribute directly to a task or decisions] 


	Country Office

(Country Director)


	To confirm position is appropriate from Country Team perspective (critical given the sensitivity), based in program experience and will impact positively on people. To ensure country level ownership of positions
To confirm position does not place staff or programs in the country at risk
If needed, to ensure position aligns / is coordinated with other NGOs / UN agencies / HCT and key partners in country.
	Deputy Country Director
	(Security Focal Point) on public statements only

Additional colleagues to be determined by CD; 
	Senior
Communications Advisor


	Regional team

(Regional Director, Asia)


	Only if content refers to / involves other countries in the region (e.g. in relation to refugee influx etc); 
To confirm position does not place staff or programs in the region at risk
	Director, WGEP 

	Regional
Advocacy Advisor

Additional colleagues to be determined by RD;
	(CI Asia 
Pacific Regional Communications
& Media Advisor
Based in Melbourne)



	CARE USA Lead Member

(Vice President of US Programs and Policy Advocacy)

AND

(Vice President Humanitarian Affairs)

	To confirm position is appropriate from perspective of lead member and vis-à-vis USG

	Humanitarian Policy Advocate 

AND 

Senior Manager, humanitarian policy advocacy 

	
Additional colleagues to be determined by __ and __ (e.g. Director of Security, if any security concerns)
	(Executive 
Director Media)



	CI Confederation

(CI Humanitarian Policy Advocacy Coordinator and UN Representative, Geneva)

	To confirm position is consistent with CARE’s global/EU/UN positioning, past positioning and humanitarian principles. 
To confirm position does not place staff or programs globally at risk
	(CI Head of Global Advocacy)
 

	(CI Head of Emergency Operations – CARE Emergency Group (CEG) 


	(CI Head of Global
Communications)

(CI Humanitarian 
Communications Coordinator)


	Additional Sign Off

	Note that additional National Director/CEO/Multilateral agency relationship Coordinator (MRC) signoff for each represented Sign off Authority in a given statement is required for individual high level
(eg UN security Council or Head of State) engagement, as per the CI Global Advocacy Approval and Sign off Procedures, April 2020 here; 



Note on coordination of sign-off & consultations for Advocacy : the CARE AFG Humanitarian Advocacy Advisor (HAA) is responsible for coordinating the sign off process of Advocacy products and for coordinating with Communication colleagues on content of communication products, including for consulting key colleagues as necessary, prior to seeking final formal sign off.  More specifically, the HAA will: 
· Exercise a first level assessment / triage of what CARE should sign on, based on existing positions. This implies that all parts of CI receiving requests to sign on an advocacy statement / letter, whether emanating from inside or outside CARE, must share it with the HAA for an initial assessment. 
· Determine if CARE should sign or not and whether the product requires to be taken through a new round of sign off or not.  Already approved messages that fully align with existing agreed positions do not require new sign off but will be shared with approvers for information;   
· Ensure the advocacy sign-off procedures are followed (see above table) when the first level assessment mentioned above determines that CARE should sign on a product; This includes coordinating the necessary consultations and consolidating inputs; 
· Ensure the product is disseminated to other CARE advocacy colleagues, colleagues of other departments and potentially externally stakeholders, as needed;  
· Regularly update and disseminate CARE’s own advocacy messages (including sensitive messages when necessary) in close consultation with the country team, including clearly stipulating what can be said publicly[footnoteRef:6] (including what can be used by Communication colleagues) and what needs to be strictly kept for private closed-door advocacy.  [6:  Already approved materials is defined as any advocacy or communications positions and materials that have ALREADY been approved through the sign-off process - such as press releases, stories, blogs, statements, briefs, etc. These can be used publicly with modifications as long as the core messages and positions are not altered and only if they had already been approved to be used publicly for the specific audience / market.] 



PART TWO – COMMUNICATIONS 
This protocol should be read along with and complements the CI global sign-off guidelines (https://tinyurl.com/yfhyp7k2).  The aim is to release external communication within TWO hours.  If those consulted provide no input in the timeframe provided, external communication can still go ahead
	Primary approvers [footnoteRef:7] [7:  The person who has the authority to approve the advocacy statement/ messages/event etc. and is accountable to CARE’s stakeholders.] 

	Purpose of signoff
	Backup approvers [footnoteRef:8] [8:  In case primary approver is absent.] 

	Consulted [footnoteRef:9] [9:  No feedback given from colleagues to be consulted by the set deadline does not stop the process from going forward/prevent the sign-off.   ] 

	Informed before release [footnoteRef:10] [10:  People who need to be kept "in the picture", and updated on progress or decisions, but they do not need to be formally consulted, nor do they contribute directly to a task or decisions] 


	Country Office

(Country Director)


	To confirm messages are appropriate from Country Team perspective (critical given the sensitivity).

	Deputy Country Director




	(Security Focal Point) on public statements only

The spokesperson attributed to the statement / quote (if different from CD[footnoteRef:11]) [11:  Consultation is also needed if this is someone outside the CO as per global guidelines. ] 


Additional colleagues to be determined by CD; 
	
Humanitarian
Advocacy Advisor


	Regional team

(Regional Director, Asia)



	Only if content refers to / involves other countries in the region (e.g. in relation to refugee influx etc); 
To confirm messages do not place staff or programs in the region at risk
	
	(Regional Advocacy Coordinator Asia)  

Additional colleagues to be determined by RD;
	

	CARE USA Lead Member

(Executive Director Media)

	To confirm messages are appropriate from perspective of lead member and vis-à-vis USG

Occasionally, given the large quantity of communication going on at lead member level, the need to be responsive to a highly fluid situation and time zones issues (Suzy sits in Melbourne), the CARE USA ED for Media may initiative the sign off process.  
	AVP, Brand Marketing & Communications


	(CUSA, Vice President Humanitarian Affairs)

AND 

(CUSA, Vice President of US Programs and Policy Advocacy)

Additional colleagues to be determined by ___ (e.g. (Director of Security) if any security concerns)
	

	CI Confederation

(CI Humanitarian Communications Coordinator)

	Only if materials relate to new Coms messages (i.e. not yet approved)

To confirm position is consistent with CARE’s global/EU/UN positioning, past positioning and humanitarian principles. 
To confirm position does not place staff or programs globally at risk
	(CI Head of Global Communications) 

	 (CI Humanitarian Policy Advocacy Coordinator and UN Representative, Geneva)


 (CI Head of Emergency Operations – CARE Emergency Group (CEG) 
	









Note on coordination of sign-off & consultations for external and public communications: 
CARE AFG Senior Communications Advisor (SCA)  is responsible for coordinating the sign off process of communications products. More specifically, the SCA will: 
· Work closely with the country team, regional team, including with the HAA, lead member and CI to regularly update all communications messages, with particular care to external and public messages such as media statements, press release, interagency statement, reports, stories etc.; 
· Ensure approved public policy advocacy positions are reflected in CARE’s public and external communications;
· Ensure messages for external public use are based on pre-approved public[footnoteRef:12] advocacy positions and pre-approved public communications messages;  [12:  Already approved materials is defined as any advocacy or communications positions and materials that have ALREADY been approved through the sign-off process - such as press releases, stories, blogs, statements, briefs, etc. These can be used publicly with modifications as long as the core messages and positions are not altered and only if they had already been approved to be used publicly for the specific audience / market.] 

· Seek and coordinate sign off on any non-already approved communication product and / or messages, as per the above sign-off protocol, including conducting the appropriate consultations and consolidating inputs as required; 
· Ensure dissemination of all approved internal and external communications to other CARE communications staff and all other relevant CARE colleagues across the Confederation as needed.



CONTACT LIST

	Position
	Name
	Mobile
	Skype
	Email

	Country Director 

	
	
	
	

	
	
	
	
	

	Deputy Country Director
	
	
	
	

	Humanitarian Advocacy Advisor
	
	
	
	

	Senior Communications Advisor
	
	
	
	

	CO Security Focal Point
	
	
	
	

	Regional Director, Asia
	
	
	
	

	Director, WGEP
	
	
	
	

	CI Asia Pacific Regional Communications & Media Advisor
(Based in Melbourne)
	
	
	
	      


	CI Humanitarian Policy Advocacy Coordinator and UN Representative, Geneva
	
	
	
	

	CI Head of Global Advocacy
 

	
	
	
	

	CI Head of Emergency Operations – CARE Emergency Group (CEG) 
	
	
	
	


	CI Head of Global Communications 

	
	
	
	

	CI Humanitarian Communications Coordinator
	
	
	
	

	CARE USA, Vice President of US Programs and Policy Advocacy

	
	
	
	

	CARE USA, Vice President Humanitarian Affairs 
	
	
	
	

	CARE USA, Humanitarian Policy Advocate 
	
	
	
	

	CARE USA Senior Manager, humanitarian policy advocacy
	
	
	
	


	CARE USA Executive Director Media 

	
	
	
	

	CARE USA Director of Security
	
	
	
	

	AVP, Brand Marketing & Communications

	
	

	
	




