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	EUROPEAN COMMISSION

DIRECTORATE-GENERAL FOR HUMANITARIAN AID - ECHO

Unit 03 Civil protection - Disaster response

Monitoring and Information Centre (MIC)


ANNEX I – GUIDELINES FOR EXPERT MISSIONS
in the framework of the

Community mechanism to facilitate reinforced cooperation in civil protection assistance interventions
1) Objectives of the mission

The main objectives of the mission are 

· to facilitate the coordination of assistance operations of the Member States in close cooperation with other actors on site 

· to facilitate the integration of the European assistance into the overall relief effort 

· to provide updated information on the evolution of the situation primarily to the MIC and for the benefit of the Member States 
· to assess the situation and the needs at the accident/disaster/emergency area

· to liaise with the authorities of the state requesting assistance, with intervention teams of the Member States on site and with other relevant actors on site
· to provide technical and scientific assistance and information 
2) Before arrival at the scene of the emergency

a) Selection and briefing of experts
Experts will be selected primarily from those having followed the relevant training courses organised in the framework of the training programme set up in accordance with Commission Decision C(2003)5185 of 29 December 2003 laying down rules for the implementation of the Council Decision. In case of interventions in third countries the selection is made in consultation with the country holding the Presidency of the Council of the European Union.

The Monitoring and Information Centre will prepare a briefing for the expert prior to departure, including a detailed security briefing and all available contact details for appropriate liaison in the field. The briefing will be given either by telephone, fax or e-mail. In some cases experts may be expected to visit the Commission services prior to departure. 
Experts will be expected to depart within a very short time frame.

b) Practical arrangements

In case it is not possible or not feasible under the actual circumstances that travel be arranged by the Commission, travel will have to be arranged by the expert. In this latter case, the Monitoring and Information Centre shall be informed of the travel arrangements (i.e. means of travel, timing of departure and expected arrival, routing, stopovers, etc.)

Generally, accommodation on site shall be arranged by the expert. The cheapest available accommodation is requested to be booked. The Monitoring and Information Centre shall be informed accordingly. In exceptional cases, if the experts so require, accommodation may be arranged by the Commission services.
c) Checklist before departure

Experts must ensure that they:
· are in possession of all travel documents, such as valid passport, visas if required, tickets and an international driving licence. (It is recommended to also keep copies of all documents.)
· are in good health and have all necessary vaccinations proven by the relevant international certificates. (It is recommended to keep copies of the certificates also.)
· take a small first aid and health kit with him/her.
· have adequate clothing taking into consideration weather conditions, cultural differences, etc.

· have all necessary equipment including protective clothing, etc.

· have all briefing materials, including contact points, specific instructions, situation updates, maps, etc.
The MIC might ask experts to bring adequate telecommunication equipment as well, in case it cannot provide it before the mission for any reason.

3) On site
a) Generalities
Upon arrival, the expert shall get in touch with the contact point provided by the Commission and shall communicate her/his contacts both to the MIC and to the local contact point.
The expert will act objectively and impartially and consider the most suitable solution for any given situation. In dangerous situations experts will act with the utmost caution, tact and prudence.
The expert shall wear the EU insignia.

b) Roles and duties

Seconded personnel may be of four types as defined in the above mentioned Commission Decision:

· Technical experts shall provide advice on specific, highly technical topics and on risks involved

· Assessment experts shall provide an assessment of the situation and advice on the appropriate action to be taken

· The Coordination experts (coordination team members) may be a deputy coordination head, a person responsible for logistics and communications and other personnel as necessary. If requested, the technical experts and the assessment experts may be incorporated into the coordination team in order to assist the coordination head for the whole duration of the mission.

· The Coordination Head shall be responsible for leading the assessment and coordination team during an intervention. She/he shall assume proper liaison with the authorities of the affected country, with the MIC, with other international organisations and, in case of any civil protection assistance interventions outside the Participating States, also with the Member State holding the Presidency of the Council of the European Union or its representative and with the EC Delegation in that country and with the office or official representative of the European Community Humanitarian Aid Office (ECHO) in that country

In addition, the initial stages of a major emergency require that an appropriate assessment and coordination team (the Team) is sent on site. This need was further confirmed in lessons learnt appraisals following major emergencies.

While the Team composition will be decided upon by the Commission's Monitoring and Information Centre (MIC) on a case by case basis, the functions and roles, in addition to the above mentioned features, will be as follows:

	Coordination Head
	Will act as team leader with overall responsibility for:

· the plan of action of the whole Team taking into account the objectives of the mission

· the organisation of the Team and the assignment of individual responsibilities of the team members

· establishing an operational base for the Team

· the on-site security and safety of the Team, including medical evacuation (MEDEVAC)

· deciding on and executing the exit strategy of the Team in agreement with the MIC

· the budget and equipment allocated in the context of the mission

· the physical and psychological well-being of the Team

	
	Will ensure that European civil protection assistance is integrated into the overall international relief effort. To achieve this aim, she/he will

· define and coordinate the activities of the Team in such a way that duplication of efforts and conflicts of interest are avoided

· identify further key contact people in:

· the authorities of the affected country including the Local Emergency Management Authority (LEMA);

· the Member States' civil protection teams on site;

· the EC Delegation;

· the office of the Directorate-General for Humanitarian Aid (ECHO) in the affected country;

· the On site Operations Coordination Centre (OSOCC and possible Sub-OSOCC).

· the UN Field assessment and coordination system

· any other relevant organisations.

· represent the EU Civil Protection Mechanism by ensuring that the Team participates in the main coordination meetings with the LEMA and the UN Field coordination system and by making contacts at the appropriate level

· ensure that the Team establishes or supports the relevant field coordination structure

· ensure that ethics and local cultural aspects are respected

	
	Will hold and chair daily coordination meetings for the Team to exchange information on

· development of the situation

· daily work programme

· changes to team organisation and assignment of responsibilities

· team movements

· resources

· update on safety and security

	
	Will have the overall responsibility for reporting by

· being the authorising officer for the daily reports 

· ensuring that the efforts of the Mechanism are presented towards the media in the best way. All communication with the media should be done in close consultation with the MIC following the mission specific media strategy and should exclusively cover matters dealing with the civil protection operation itself. 

	Coordination expert – Deputy Head
	Will act as deputy team leader and

· make decisions in the absence of the Coordination Head

· plan and manage day-to-day operations of the Team

· substitute the Coordination Head in meetings when necessary

· provide all practical support for the Team

	
	Will be responsible for

· keeping constant contact with the MIC by regular written and verbal updates (via phone / e-mail / fax, as appropriate)

· collecting information and drafting the daily report 

	
	Will support and facilitate the work of the Member States' civil protection teams.

	Assessment expert(s)
	Will define priority information requirements

	
	Will constantly monitor the development of the situation in order to

· collect validated information on the emergency situation itself

· identify priority needs related to the emergency

	
	Will take the INSARAG guidelines into account where appropriate and when search and rescue teams are involved

	
	Will optimise assessment by liaising with other assessment experts on site, in particular from DG ECHO and UNDAC, and sharing needs assessments as well as other relevant information with a view to ensuring a shared understanding of the most urgent needs arising from the emergency.

	
	Will analyse the above-mentioned information with a view to 

· distributing it to the team members concerned

· making recommendations for action

	Coordination expert(s) – Liaison officer(s)
	Will assist the Coordination Head to identify additional key contact people (see functions of Coordination Head)

	
	Will establish and maintain good working relations, including formal exchanges of information:

· primarily with the Member States' civil protection teams;

· with the other key contact people identified by the Coordination Head;

· with the other liaison officers in the Team.

	
	Will obtain and disseminate information to those concerned

	Coordination expert(s) – Logistics officer(s)
	Will be responsible for facilitating sufficient logistical support for the Team, including ensuring 

· local transport

· board and lodging

· effective communication systems for "inside-team" and outside communication

· the proper functioning of the different tools/instruments of the Team (for ex. electricity supply, etc.)
· office and administration back-up



	
	Will be key contact point in the Team for

· the entry/reception point of international assistance (Reception/Departure Centre)

· all logistics-related issues of Participating States' national intervention teams

· all logistics-related issues of the emergency and the overall intervention

	Technical expert (s)
	Will advise on technical topics and risks involved

Will advise on the prevention of further damage and clean-up activities, if requested


Should the need arise, following consultation with the MIC, other tasks and functions may be assigned to the members of the Team by the Coordination Head on an ad hoc basis, especially if there is sectoral UN coordination (cluster approach) or military involvement.

c) Contacts and reporting

The Team / the Expert not being part of an assessment and coordination team will report to the Commission as necessary via either telephone, e-mail or fax. Urgent messages shall be sent via fax.

The contact points of the Commission's Monitoring and Information Centre are:

	Landline

via the Security Office of the Commission – staffed 24/24
	+32-2-29-22222

	Mobile phones 

Direct to Duty officers – 24/24
	+32-498-980-300

+32-498-980-301

	Fax – via the Security Office of the Commission – staffed 24/24
	+32-2-29-90525

	Functional E-mail of the MIC – out of office hours, notification on incoming mails should be given!
	echo-mic@ec.europa.eu



The daily report following the layout of the template attached in appendix 1 shall be submitted to the MIC by 16.00 CET each day. 

d) Special provisions on cooperation with DG ECHO experts

While fully respecting their specific roles and responsibilities the MIC Team and DG ECHO experts team will endeavour to work together in the field and establish the necessary contact and working relationship. The team leaders of both teams will ensure that they and other team members hold frequent joint meetings on the spot (typically on a daily basis), inviting other relevant actors as appropriate. The main aim of such meetings is to ensure information sharing and coordination of activities to the extent possible. 

The headquarter services will endeavour to have their respective field experts co-located so as to facilitate coordination, operational efficiency and resource sharing.

e) Termination of the mission – withdrawal and handover
The exact date for the termination of the mission will be decided upon by the Commission services in close consultation with the relevant authorities. 

Withdrawal and handover procedures will be discussed prior to the date of termination of the mission with the Commission services on a case-by-case basis. The Expert / Team will prepare the pull-out accordingly.
4) Follow up

Each expert is expected to submit a written mission report within 30 days of returning to their home country. Any payment related to the mission is subject to the receipt of this summary report by the Commission. 
Experts may be invited to participate in lessons learned meetings organised by the Commission.

5) Miscellaneous

More details on how to prepare and perform a mission are compiled in the "EU Handbook on assistance interventions in the frame of the Community Mechanism for Cooperation in Civil Protection" (currently under revision).
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