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Framework Note for the Implementation of Emergency 

Preparedness and Response Planning 
 
Focal point: ACF Emergency Pool 

Last Update: January 2013 

 
The Emergency Preparedness and Response Plan (EPRP) is a process that allows a 

permanent intervention capacity to be established in order to respond to humanitarian 

emergencies. 

 
The operational advantages of this process are as follows: 

 
  Potential humanitarian risks are clearly identified for ACF missions 

  ACF staff (national and expat) are trained and ready to respond 

  All tools for assessing and responding to emergencies are available 

  Partnerships with other operational actors are identified and formalized 

  Contacts and prepositioning with donors are formalized (pre-contracts signed) 

  Genuine deployment capacity is in place even with remote management 

  Pre-positioning of emergency stocks (if necessary) or formalised access to emergency 

stocks belonging to partner agencies (ex. UNICEF, WFP, Red Cross…) 
 

The aim of this framework note is to support the implementation of emergency 

preparedness and response planning in ACF missions and this note comes in addition to the 

attached Emergency Preparedness and Response Plan (EPRP) format. This EPRP format is 

tailored to all ACF missions (at a country level and not at an inter-agency level) and of course 

aiming for an integrated approach covering WASH, FS and Nutrition. 

 
The main aim is to support a process that should be as basic as possible and will allow a 

highly operational document to be produced. It should be emphasized that the process for the 

construction and appropriation of the EPRP by the mission and the partners involved is 

more important than the end document itself. Moreover, this process should be implemented 

as much as possible in collaboration with other relevant stakeholders on the field (Clusters, 

NGOs, national authorities, etc.). 

 
 Please note that the terminology linked to emergency planning may vary according to 

sources. For ACF, EPRP will cover the major risks analysis phase together with the entire 

implementation of emergency planning without going into greater detail concerning planning 

on a risk-by-risk basis. Indeed, this would be contingency planning, term often (mis)used by 

other organisations on the field. For example the ACF mission in Zimbabwe has a contingency 

plan for Cholera which focuses on one specific risk and details the emergency response. 

 
The conception of an EPRP starts with the collective implementation of a process for 

the regular forecasting of potential crises. Depending on the disaster risk
1  

linked to these 
 

 
1                   “Disaster risk” is defined as = (unknown variables (risk) x vulnerability) / response capacity 

   Variables (risk): a physical phenomenon or event or a human activity that can potentially cause damage 
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crises, the aim is to define the strategies allowing delivery of aid to the affected populations. 

Several scenarios then emerge, with varying degrees of risk. These scenarios must detail the 

range of measures and procedures to be put in place, as well as the means required to achieve 

effectively the set objectives. 

 
The drafting and adoption of the EPRP allows the mission to take a logical approach to 

the management of risks, priorities and difficulties, in order to draw up a list of the actions to be 

completed for additional effectiveness and efficiency in its response to emergencies. 

 

I - The emergency preparedness and response plan: process formalisation 
 

1 – Implementation by the mission…with dedicated support! 
 

 

Emergency preparedness and response planning allows the ACF mission, in tandem 

with headquarters, to define ACF‟s  catastrophe scenarios and intervention thresholds, the 
resources available and the decision as to whether pre-positioning of contingency supplies is 
required or not. The aim is to predict and anticipate the human, financial, technical and 
logistical needs of various different scenarios and to implement the necessary procedures 
before an emergency occurs. In addition, a large part of the effectiveness of the process 
depends on the training given to national staff and local partners prior to an emergency, 

which is of course highly time-consuming. 
 
 

The plan which formalises the emergency preparedness and response planning process 

is a strategic document defining several scenarios for probable events and their impact on the 

population. It must be concise, functional and relevant. It must be drafted either at mission 

level or by the mission itself. 

 
While it is up to the mission to develop and implement emergency preparedness and 

response planning, external support is strongly recommended for a short term mission (1 to 

2 months) so as to organise the methodology-based support allowing the process to be set up 

and formalised.  This dedicated support recruited at mission level should ideally know ACF and 

the context of intervention and should have good training capacities. It should be emphasised 

that all input must come from the mission and that the person in charge of the process must 

ensure as much appropriation as possible by the mission. In addition, an “EPRP focal point” 
should be designated within the ACF coordination team so as to facilitate the appropriation and 
follow up of the emergency preparedness and response planning process. 

 
The role of the Emergency Pool must consist in supporting the implementation of the 

emergency preparedness and response planning process by providing methodology support and 
by providing a link to ACF International global resources which can be integrated into the 

mission‟s EPRP (see attached plan showing the emergency stocks available via the ACFIN 
 

 
 

   Vulnerability:  characteristics  of  an  individual  or  group  concerning  their  capacity  to  anticipate, 

manage/face up to, resist and recover from the impact of a variable (risk) 

   Response capacity: the capacity to respond alone or to provide assistance/support to the response during 
or just after a disaster, in order to meet the survival and subsistence needs of the population i mpacted 
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network). The role of the Emergency Pool also consists in centralising and capitalising on the 

EPRP at headquarters level. 

 
2 – Lifespan of an EPRP: a living and changing document 

 
The EPRP should be updated at the same time as the country strategy, i.e. on a six- and 

twelve-monthly basis (if relevent). Clearly, the frequency will depend on the type of potential 

disasters. Major  trends can be forecast from one year to the next (cyclones,  the “el niño” or 
“la niña” effect, etc.) but, in a majority of cases, regular monitoring and updates must be carried 
out to refine response strategies. 

 
This is why, starting from a six-monthly basis, forecasts should maintain an acceptable 

level of reliability. There will be no need to re-write the entire EPRP, only parts that need to be 

updated. 

 
3- What types of disasters/crises should be taken into account? 

 

By “crisis”, we identify a panel of possible events: 
 

 

 

Hazard 

 

 

Likelihood 

 

 

Details 

 

Floods 
  

 

Earthquakes 
  

 

Landslides 
  

 

Volcanoes 
  

 

Tsunamis 
  

Insect 

Infestations 
  

Hurricane/ 

windstorms 
  

Extreme temperature   

 

Epidemics 
  

 

Droughts 
  

 

Civil Conflicts 
  

 

Others 
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4- Presentation of the document to be drafted 
 
The EPRP must be a useful and operational document containing: 

 
1.   Introduction: Getting Started: general and specific objectives of the EPRP, reasons 

for drawing up the EPRP, process used in the country and contact list; 
 

2.   Analysing  Risks:  analysis  of  past  disasters  and  their  impacts,  analysis  of  current 

potential threats, likelihood, mapping of prone areas, seasonal timetable for natural 

disasters,  vulnerabilities,  general  response capacity (population  coping mechanisms, 

local and/or national authorities, other local and/or international NGOs, IGOs), ACF 

priorities in terms of aid response; 
 

3.   Assessing Needs: for the 3 selected disasters, 2 scenarios
2 

will be developed according 

to likelihood, impact, population vulnerability, problem tree; 
 

4.   Designing Response: planning of the response (operational decision made by the Head 

of Mission in conjunction with ACF headquarters) – aims and strategies: criteria of 
ACF  intervention,  strategies  of  intervention  (solution  tree,  LFA),  emergency needs 
assessment, logistics, administration (HR, Budget, Cash), Security, Donors, Reporting 
monitoring, coordination, external communication, operational partnership; 

 

5.   Activating  Response  Plan:  triggers of assessment,  internal  coordination,  roles  and 

responsibilities in emergency; 
 

6.   Conclusion: Activating Preparedness Plan: identification of gaps (HR, equipment, 

financing, procedures), capacity building of the partners, preparation of a budget and a 

preparedness plan, updating and monitoring of the EPRP. 
 

II – Emergency preparedness and response plan methodology chart 
 

Below is a methodology chart to guide the facilitator. 
 

  Keep in mind that the most important objective to achieve is the appropriation of 

the process by the mission. Therefore: 
 

Emergency preparedness and response planning methodology and EPRP format 

provided by ACF-Paris have to be adapted to the context. 
 

Make the proposed tools your own and modify them when needed. To 

inspire  you,  chapter  „Tools for  the  facilitator‟   (see  CD  homepage)  provides 
documents from other persons and organisations. 

 

 
 
 
 
 
 
 
 

2 
A maximum of two scenarios to be drafted (the most likely and the worst case scenario), more than two 
scenarios will make the process unnecessarily cumbersome. 



 

 

 
 

 

 
 

Data to be collected 
Who might have this 

data? 

Where to 

collect it 

 

How to collect it 

 

PHASE 1 
DURATION OF PHASE 1: 2 WEEKS - 1 MONTH (depends on how easy it is to move between bases and meet the different stakeholders) 

CHAPTER 1: INTRODUCTION GETTING STARTED 

 

 Presentation of the project and the process to the mission (1/2 day) 
 

The facilitator 
Already 
produced 

 

 

Recommendations: 
 

  Update the PowerPoint if needed, the objective is to present to the whole mission team (key national and international staff) the project, the process, 

the methodology and the outputs. It has to be as interactive as possible. 
 

  The introduction should be written at the end of the process and a brief description of the process is to be included. 

 

CHAPTER 2: ANALYSING RISKS 

 

 Analysis of the past disasters (impacts, occurrence in a certain 

period of time) 

 

OCHA, national staff, local 

authorities, national entities 

 
Capital 

 

 
 
 
 

Information collection (external 

resources and semi-structured 

interviews). 

Feedback to bases and capital 

for presentation and validation 

of the results of the first phase 

and presentation of the second 

phase by the dedicated 

individual. 

 

 Estimated vulnerability for each sector (food security, social, 

economic, nutrition, water, health, sanitation infrastructure, community 

resilience, map of most vulnerable areas, risk mapping factors) 

 
 
 
 

 
By programme sector 

(WASH, FS, Nutrition/mental 

health) national staff, local 

authorities, civil society, UN 

agencies, existing INGOs 

 
 
 
 
 
 

 
Bases and 

capital 

Estimation of the intervention capacity when faced with 

dangers/risks (population coping mechanisms, national and local 

authorities, local and international organisations, governmental and 

non-governmental,  ACF) 

 
 Assess the intervention capacity to face dangers in high-risk areas 

(entity mapping) 
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Recommendations: 
 

  Preparation and collection of data in the capital via OCHA, national authorities 
 

  Country level approach (general) 
 

  Consolidation of data by the dedicated individual 
 

Initial feedback must be provided to the bases and capital regarding the information collected and the results obtained.  This feedback provides reassurance 

as to the quality of the information collected and thereby validates the initial phases of the work before starting on the second phase of collective 

construction. 

 

PHASE 2 
DURATION OF PHASE 2: 2 WEEKS – 1 MONTH 

CHAPTER 3: ASSESSING NEEDS 

 

 Define the potential impacts of each disaster (max 3) for the 

population, according to their likelihood (the worst case scenario and 
the most likely scenario). 

 

 
 

Official scenarios defined by 

national authorities and/or 

clusters in the country 

Pooled for each “base” 
(capital and other bases if 
applicable) 

 

 
 
 
 
 

A common 

place 

 

 
 

First half-day working group 

session.  Introduction by the 

dedicated individual to the 

session objectives and phase 1 

outputs.  Dedicated individual 

= facilitator. 

 

 
 

 Draft sector based problem trees for each disaster (WASH, Nut, 

Mental Health Care Practices, FS) 

 

Recommendations: 
 

  Group work following the initial tasks (one half day per site + 1 day of reporting and consolidation: total 2 days per site) 
 

  Joint analysis by geographical location: presentation of the risk analysis for the zone of action and, for all sectors (support and programme), drawing 

up scenarios and programmes together. 
 

For this phase, analysis by geographical area is preferable. The country coordinators must be involved and must make a contribution to the measures. The 

objective is to get as much information as possible while imitating field trips on the field. 
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CHAPTER 4: DEFINING RESPONSE 

 Criteria of ACF intervention (location, scale of disasters, level for 

intervention, etc.) 

 
 
 

 

Shared for each “base” (capital 
and other bases if applicable)/head 
quarters/emergency pool in 

support (not decision-making) 

 

 
 
 
 
 

A common 

place 

 
 
 
 
 

Second half-day working 

group session.  Dedicated 

individual = facilitator 

Strategy of the response (multi sector-based LFA, activity sheet 

based on the solution tree) 

Support departments involved throughout the exercise: logistic, 

administration (HR, budget, Cash, security, communication, 

coordination, operational partnership, donors, etc.) 

Tools: RAT or MIRA
3 

for needs assessment (indicators, 

questionnaires, staff), emergency logistics kit, emergency admin kit, 
emergency HR kit, transfer protocol, 

 

Recommendations: 
 

  Second group session (1 half-day per site + 1 day of reporting, consolidation: total 2 days per site) 
 

  Response designed for the whole country and not for each base 
 

End of phase 2.  After the drafting of the scenarios, the document must be circulated between the mission (HoM) and head office, for a strategic decision to 

be made (desired intervention threshold level, available budget, mission scale, contingency stocks, etc.). 

 

PHASE 3 
DURATION OF PHRASE 3: 2 WEEKS – 1 MONTH 

 

CHAPTER 5: ACTIVATING RESPONSE PLAN 

Triggers for assessment: to be defined. 

Please keep in mind that the mission, particularly the HoM is 

responsible for launching the assessment. 

 

 
 

Country programme 

coordinators and 

support/base PCs 

 
 

 
Capital 

Operational structure = each 

department (support, 

programmes, HoM) details 

the response in its sector of 

responsibility. Consolidation 

on the level of the dedicated 

individual. 

 

 Internal coordination: decision-making structure (field, capital, head 

office), organisation flowchart in emergency, roles and responsibilities 

of each department, communication frequency 

 
3 

RAT: Rapid Assessment Tools and MIRA: Multisectorial Initial Rapid Assessment 

Translation from French                                                                                                                                                                                               7 



 

 

 

 
 

Recommendations: 
 

  The dedicated person must ask each department to provide the information 
 

  Part 5 to be compiled and forwarded to all staff. 

CHAPTER 6: CONCLUSION ACTIVATING PREPAREDNESS PLAN 

 

 Identification of gaps (HR, materials, funds – do not forget to 
put here the funds required especially for assessment and 
trainings, etc.) 

Dedicated individual with country programme 

coordinator and support/base PCs/head 

office/emergency pool in support (not decision- 

making) 

 
 
 
 
 
 
 
 

 
Capital 

 

 
 
 
 

The dedicated 

individual/head 

office/emergency 

pool provides 

feedback on the 

sections written by 

the various 

departments. 

 Staff training plan (expats, nationals, partners) in accordance 

with the needs identified (assessment tools, alarm systems, etc.) 

 
 

Dedicated individual with country programme 

coordinator and support /base PCs  

 Assessment tests before and after training 

 
 

 List of contingency stocks to be forwarded to headquarters 

with the needs identified. 

 

Dedicated individual with country programme 

coordinator and support/base PCs/head 

office/emergency pool in support (not decision- 

making) 

 
Recommendations: 

 

  The dedicated person acts as an expert for the identification of weaknesses and must be able to draw up proposals for improvements to be adopted 
 

  Headquarters and the Emergency Pool are also to be involved at this level; with hindsight and the expertise developed in other areas, they will be 

able to support the measures and cast some perspective on the then finalized plan (an approach aimed at integrating the EPRP at a regional level). 
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