
Deployment Checklist
Emergency Personnel

This checklist should be used for the briefing of all staff members travelling from one country location to another, to be deployed to an emergency response operation (this includes national staff deployed from one country office location to another).  It is the responsibility of the National Member (for international staff) or the Country Office (for national staff) along with the staff member concerned to ensure this checklist is completed. 
Employee Name:                                                    Emergency Assignment:
Position:


                         
   Departure Date:




	Essential Activities
	( when completed

	Issue employment contract or contract variation and Terms of Reference as agreed by all parties
	

	Provide brief on terms and conditions, including per diem policy and R&R entitlements
	

	Ensure visa requirements and travel schedule organised. Where air travel is involved, allow for 3-6 month open economy return airfares to ensure flexibility as travel plans may be subject to change
	

	Ensure staff member has completed medical checks and vaccinations are up to date
	

	Activate the Emergency Personnel Support Programme, in particular coordinate the pre assignment briefing prior to departure for the field
	

	Activate insurance provisions and ensure full compliance with miminum standard  including travel, health & medivac (SOS) and War Risk requirements
	

	Coordinate pre-departure admin requirements including cash advances and currency transactions where needed
	

	Ensure the staff member has received :
       Letter of invitation from the CO
       CO Visitor Briefing Kit to include

-  on arrival pick up details 

      -  accommodation arrangements

      -  CO emergency contact numbers
	

	Provide the staff member with a safety & security brief relevant to their assignment prior to departure 
	

	Provide any available and relevant written materials on the emergency environment and country location e.g sitreps, program summary sheets etc. Provide information on known conditions – accommodation, food, living and working conditions
	

	Inform the staff member of any personal supplies or equipment that they should travel with e.g. laptop computer, radios etc.  
	

	Update personal details on file including emergency/next of kin contact details
	

	Provide staff member with emergency contact numbers at National Member level
	

	Update staff member on latest relevant policies and procedures including a copy of:

· Emergency Response Guidelines/relevant sections according to assigned position
· SPHERE Handbook
· Red Cross Code of Conduct

· CARE International Code of Conduct

· CARE International Code of Ethics

· Accountability to Program participant Communities Regarding Harassment & Exploitation 

· Global Policy Against Discrimination, Harassment & Sexual Harassment 
-  CARE’s Gender & Diversity Policy 
	


	***ESSENTIAL DOCUMENTS FOR STAFF TRAVELLING INTERNATIONALLY *** 

Keep a copy of all documents in employee file

Staff member – Keep a copy of all documents in a separate place/bag 

	Valid Passport for 6 months after expected return (allow for at least 6blank pages) and  Valid Visa as required
	CARE ID Card (may be provided on arrival at the CO) 

	Immunization record (yellow book) fully updated 
	Letter of Introduction for staff member explaining purpose of travel

	Passport size photos (at least 6)
	Drivers Licence or second piece of photo id

	Copies of all travel documents
	Major Credit Card

	Medivac (SOS) Card
	Cash in US/local currency

	For each item of specialized equipment that may have to be transported by staff member through international checkpoints, please provide a separate letter introducing staff member and identifying the piece of equipment Note: if all equipment is listed in one letter and staff member is travelling and has left a piece of equipment back at the office, clearing a check point may not be possible if they cannot produce all of the equipment listed in a single letter.



	INDIVIDUAL  SUPPLIES

	The Country Office must advise staff members of supplies/items that may be needed prior to their departure for the emergency assignment, as per the list below. Any suggested items MUST NOT put the staff member at a security risk.  



	Specialised Equipment

	Mobile phone, charger, adapter, plugs relevant to local communications network
	Maps

	Lap-top computers, modems and adapters

Portable printers(s) (with extra ink cartridges)
	 Camera – film or digital – for snap shots  (extra cartridges or rolls of film

	Satphones
	Camera – digital – for video (with extra cassettes or cartridges) 

	GPS
	

	Office Kit

	Mini Stapler and staples
	Scissors*

	pens
	glue stick

	pencils
	Duct tape

	Hi-Liter
	Wrapping tape/Scotch Tape

	Permanent marker
	Calculator

	Dry earasable marker
	Ruler/measuring tape

	Post-it
	USB Memory Stick

	
	

	Personal Items

	Food / Snacks (particularly for first 36 hours)
	Adaptors for electrical outlets

	Plastic screw top water bottle
	Extra Batteries / Recharger

	sleeping bag/blanket
	Flashlight/Head lamp

	mosquito net
	Candles/waterproof matches

	Clothing appropriate for official meetings
	Alarm Clock

	Four changes of clothing   (check climate,  season, cultural)
	Pocket Language dictionary

	Hiking shoes / boots
	Pocket knife*

	All weather jacket
	Ear plugs

	Warm fleece
	Travel secret pocket

	Toiletries Kit
	Hat/Cap

	pair sandals / lighter shoes
	For Women - head covering/shawl

	Shower shoes/ flip flops
	Music device/travel radio

	Sun Glasses
	Playing cards/games

	Glasses/contact lens (extra pair)
	 

	Personal Health Item Kit

	Water purification tablets
	A basic first aid kit with syringes 

	Sunscreen (15 or higher)
	_malaria treatment

	Insect repellent
	_headaches

	Soap/ shampoo
	_colds

	antiseptic ointment
	_allergies

	lip balm
	_diarrhoea - immodium and antibiotics

	vitamins
	_athlete's foot

	Small scissors*
	_menstrual cramps

	Tweezers*
	_haemorrhoids

	5 pairs of surgical gloves/2 pair of cloth gloves
	_constipation

	Dust masks and tissues
	Bandages

	
	Any Prescription medicine for  length of stay

	Representation/Visibility

	Pins
	Care Cap

	Pens
	Care T-shirt

	CARE stickers
	Flags, stickers


* Do not pack sharp items in carry on luggage.
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