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Unit 03 Civil protection - Disaster response

Monitoring and Information Centre (MIC)


PRACTICAL INFORMATION FOR EXPERTS 
expert missions in the framework of the

Community mechanism to facilitate reinforced cooperation in civil protection assistance interventions
1. The legal framework of your mission

By signing the Agreement of Service you enter into a contractual relationship, accepting the conditions of your mission and undertaking to fulfil some duties. It is essential therefore that you read all the documents very carefully. The contract contains the following documents:
· The Agreement of Service, including the Conditions of the mission sets up the general frame for your mission. It regulates the nature of your duties, the duration of your mission as well as the allowances and the reimbursement of expenses and the insurance coverage.

· The Guidelines document contains more general information. It briefly explains the selection procedure for experts and gives a more detailed overview of on site duties of the team.
· The list of daily allowances and hotel rates according to countries of destinations is indicative and for information purposes only.

· The appendices contain different templates you need to fill out before, during or after your mission. 
2. Preparation for a mission
2.1. Availability
A mission lasts ±14 days, not including travel time. Travelling overseas can further increase the length of the mission. Furthermore, the Commission may ask to prolong your stay, should the need arise in the course of the development of the situation on site.  

It is of utmost importance that you make sure you are really available for the period of the mission, taking into consideration all the above factors. 
2.2. Briefing 
The Monitoring and Information Centre will prepare a briefing for you prior to departure, including a detailed security briefing and all available contact details for appropriate liaison in the field, when available. The briefing will be delivered either by telephone, fax or e-mail. In some cases experts may be expected to visit the Commission services prior to departure. 
2.3. Travel arrangements
The Commission has a framework contract with a travel agency to obtain travel tickets required for missions. As flight tickets could be expensive, the financial burden on the expert can be eased through these travel arrangements organised by the Commission. However, the Commission needs to respect the working hours of the travel agent and for the time being tickets cannot be booked out of office hours. In this case, and in extreme urgent cases, you might be asked to organise your travel and inform the MIC on the travel arrangements you would have made. In this case, you may want to seek the assistance of your employer to advance the relating travel costs, which the Commission will reimburse after your mission directly to your employer. 

2.4. Accommodation on site
Generally, accommodation on site shall be arranged by the expert. The Commission can however facilitate your booking via the EC Delegation in the country or via the above mentioned travel agent. For the time being hotel accommodation cannot be prepaid in most cases for practical reasons; therefore you will need to pay for your accommodation upon checking out and your costs will be reimbursed based on the invoice.
The list of daily allowances and hotel costs contained in Annex II attached to the contract indicates the highest possible amounts per night per country for accommodation. You are kindly requested to select your lodging, which rate falls within the mentioned threshold. In justified cases the Commission can still authorize an accommodation with a higher per night rate; however this authorization must be given in writing. It is your interest to inform the Commission on your request and acquire the written confirmation well in time. 
2.5. Checklist before departure

You must ensure that you
· 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 you, including your personal medicaments.
· have adequate clothing taking into consideration weather conditions, cultural differences, etc.

· have all necessary equipment including protective clothing, EU insignia, etc.

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

3. On site
3.1. Security

Before your departure, you will receive an information package on the country in question. This country profile is first and foremost downloaded from relevant websites. 

Equally, other relevant services of the Commission will provide updated information on the security situation in the country, including details on evacuation arrangements. 
3.2. Insurance

From midnight on the day of departure till the day of your return home you are covered by insurance paid by the Commission. This insurance coverage is provided via four different, but complementary insurance framework contracts: three with Van Breda International NV and one with Van Breda Risks and Benefits. The contracts provide the following services. For more information please refer to the contract, a copy of which you can always request from the MIC.
3.2.1. SOS Air Ambulance

· Repatriation and transport for health reasons in case of extreme urgency, repatriation on the victims remains, delivery of medicines if they are indispensable and not available locally

· A local physician needs to establish the extreme urgency and the fact that it's impossible to treat the beneficiary on site as well as that it's impossible to use a regular airline for transportation. The choice of means of transport shall be made by mutual agreement between the doctor called upon by the insurance company and the local doctor. 

· No limitation of the service relating to the cause of the emergency situation (i.e. no risks excluded)

· In case of emergency of this kind, International SOS London UK main centre is to be contacted by telephone on +44-208-762-8008
3.2.2. Benefits in case of accidents
· In case of death following an accident: 300.000 EUR

· In case of permanent and total invalidity: 500.000 EUR / In case of permanent and partial invalidity: a certain percentage of 500.000 EUR 
· In case of an accident, the Commission must inform Vanbreda International NV thereon within 8 days. It is therefore of utmost importance that you inform the MIC about the accident as soon as possible so as not to lose the eligibility for indemnities.
· In case of an accident you (or someone else) shall immediately call in a doctor on your own costs (this will be reimbursed, see 3.2.3). The insurance company will not be responsible for any aggravation due to medical delay.

· Please, inform the MIC if you are left-handed prior to departure!
· To declare an accident, Vanbreda International NV can be contacted on +32-3-217-5775 by the MIC.

3.2.3. Medical insurance
· This policy covers all reasonable and customary expenses for medical and hospital services resulting from an accident or sickness contracted during your mission. After the termination date of the service costs are still admissible within 24 months following the mission, provided that they relate to an accident that took place during the mission or to a sickness resulting from risks inherent to the mission. All costs are reimbursable at 100%.

· Most of the risks you might be exposed to during your mission are covered, including risk of war, strike, riots and civil unrest. 

· To declare an accident, Vanbreda International NV shall be contacted on +32-3-217-5775 by the MIC.

3.2.4. Third Party Liability Profession and Public Liability
· Damages and Defence costs arising out of an alleged or actual wrongful professional act (ie any actual or alleged error, neglect, or omission committed) which gives rise to a claim are covered.
· The loss (damages and defence costs) arising out of any claim for accidental bodily injury or property damage which the insured becomes legally obligated to pay to any third party as a result of the insured persons business activities is covered.

· Policy provides worldwide coverage with the exception of the United States of America and Canada.
· This policy also covers MIC liaison officers.

3.3. Relations with the Press

3.3.1. Press briefing for experts

The media is a portal through which the good work done through the Community mechanism for civil protection can be advertised at large. However one must be vigilant as to what is said to the media as this could compromise other work that the European Commission is doing both in civil protection as well as in other fields.

A) The European Commission's spokesperson

A statement delivered by an institution such as the European Commission is delivered through its spokesperson. It has to go through a number of filters before it is released. Speaking on behalf of such an institution without going through the process therefore carries enormous responsibilities and can have dangerous consequences. 

The spokesperson for DG ECHO, responsible for the implementation of the Mechanism and the MIC, is usually well-briefed on any ongoing emergency. The MIC has regular contact with the spokesperson during the emergency. Alerting the MIC that further information may be required by a journalist is important. 

B) A few reminders

It is mandatory that the following brief guidelines are observed by all experts deployed on behalf of the MIC.

· Remember that you have been deployed by the European Commission and are dealing with the provision of civil protection assistance provided by Member States. 

· The journalist should be informed that you are possibly providing a partial picture of the whole community effort, especially in operations conducted in non-EU countries.

· The attached press pack should be given to the journalist, which will provide them with further contact details and information on the institution you are then representing.

· You should always report back to the MIC any contact you have with the media, and draft a few lines on what has been said. Press cuttings, if available, should also be relayed back to the MIC. 

3.3.2. What to do and what not to

· DO NOT speak on behalf of any institution, be it the European Commission or a Member State.

· DO NOT say you represent the European Commission. In fact you don't. You are deployed on behalf of the mechanism, which embraces a wider context. 

· DO NOT speak on behalf of the European Commission. The European Commission more often than not would have other of its own services on the field or providing assistance in various ways. 

· DO NOT say you are co-ordinating European assistance. You are facilitating the provision of civil protection assistance provided by EU Member States through the Community mechanism for civil protection. Your work is more often than not only one part of the overall framework of European assistance.
· DO NOT lie, guess or speculate. Bad publicity does not help anyone's work. 

· DO NOT use technical jargon. You wouldn't want to be misunderstood.

· DO NOT get upset at a reporter. Take any question at your own pace. Think about the answer and provide a faithful answer within the limits of your competence. The press brief will give the reporter enough information and leads to continue his or her story.

· DO be courteous. Journalists would understand that you do not have all the information you can provide them with. They are perfectly happy if you can lead them on. Refer journalists to the MIC, where duty officers will liaise with the Commission spokesperson.

· DO say if you don't know. No one can know everything. Hand over a press brief with contacts and information.

· DO say you what work you are doing. The operational part of the work is your turf. Explain how you are working; how you're set up; the composition of your team; and the role of the Mechanism. Stick to the facts and keep to your own area of expertise.

· DO say you that your work is a small part of a larger context. This is especially so if you are working in a third country. The European Commission Delegation in that country has a Press Officer that should be aware of all the European Commission activities taking place.  

4. After arrival home
4.1. Final report

The Final report, as a prerequisite for payment of allowances and reimbursement of expenses, shall be submitted by you within 30 days after the completion of the mission. 
When completing the final report, please use the final report template attached as Appendix to the Agreement of Service and follow the guidelines on how to complete it.
4.2. Payments and reimbursements 

In the "Agreement of Service" it is stipulated that you will be paid:

· a daily allowance to cover meals, local transport, the damage to any personal belongings and other personal expenditures. The amount is based on Commission rates per country of destination +30%.

· travel costs, if these are not organised and paid by the Commission in advance.  

· actual hotel costs up to a maximum amount based on Commission rates per country of destination +30%. Derogation can still be requested in justified cases – see point 2.4 of this note for further information.
· other expenses, such as vaccinations, communication costs and further local transport subject to prior written agreement from the Commission and on provision of original invoices.

4.2.1. Forms for identification and registration
To process with your payment quickly, you will be sent, prior to departure if possible:

· a 'Legal entity– individual' form (valid with a copy of your passport attached)

· a 'Financial identification' form. (please take good note of footnote 1.)

These forms serve to enter your details into the Commission's financial system, which is a prerequisite for payments. You need to do this only once; as soon as you've been registered your future payments will be processed. But of course if your contact or banking details have been changed, the registration needs to be modified.
It is therefore strongly recommended that you make time to complete these forms and return them to the MIC before departure, or as soon as possible, so as to speed up the registration and the payment process. 

4.2.2. Forms for payments and supporting documents

Upon return from mission, you will be sent an 'Application for Reimbursement' form, which you need to complete and return to the address below with the following supporting documentation:

· For travel costs: relevant ticket(s) and boarding passes; as well as invoice if the total amount paid is not clearly mentioned on the flight ticket

· For accommodation: invoice issued by the accommodation establishment; with a written agreement for derogation from the MIC if the cost is higher than the relevant rate mentioned in the hotel rate list

· For vaccinations: invoice with a signed statement that the cost is not covered by your employer or your health insurance scheme.

· For on-site communication: detailed phone invoice where the costs related to the mission are clearly marked. (Or equivalent, i.e. invoice for phone rental, pre-paid local GSM card, etc.);

· For in-country transport: invoices for transportation of equipment, vehicle rental, etc.; with a written agreement from the MIC that you were authorised to make use of these services

As a general rule, payments based on one contract are processed in one procedure. Please pay special attention to submit all necessary documentation together. Any missing form or supporting documentation for any cost item can delay your payment process by weeks. Equally, supporting documentation must be clear enough as a proof for expenses; if we need to go back to you for clarification your payment process will be further delayed.

The payment will be processed within 30 days after approval of the detailed account and supporting documentation by the Commission.

Responsible person for payments: 

Anna RENAVILLE

BU-9 2/131
European Commission, DG ECHO 03
B-1049 Brussels

Tel. +32 2 2985060
Fax: +32 2 2986404
E-mail: Anna.Renaville@ec.europa.eu  or ECHO-MIC@ec.europa.eu
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What is the Community mechanism for civil protection?
The Community Mechanism for Civil Protection aims to facilitate co-operation in civil protection assistance interventions in the event of major emergencies which may require urgent response actions. This applies also to situations where there may be an imminent threat of such major emergencies. It is therefore a tool that enhances community co-operation in civil protection matters and was established in 2001. The Mechanism is currently governed by two main legal frameworks – Council decision establishing a Civil Protection Financial instrument and by the Council Decision establishing a Community Civil Protection Mechanism (recast)
. 

In accordance with the principle of subsidiarity, the Community mechanism for civil protection can provide added-value to European civil protection assistance by making support available on request of the affected country. This may arise if, for example, the disaster overwhelms the affected country. By pooling the civil protection capabilities of the participating states, the Community mechanism can ensure even better protection primarily of people, but also of the natural and cultural environment as well as property. 

 For more information: http://ec.europa.eu/environment/civil/prote/mechanism.htm 

Why co-operate?
Community co-operation in the field of civil protection aims to better protect people, their environment, property and cultural heritage in the event of major natural or manmade disasters occurring both inside and outside the European Union. 
The international role that European countries are playing in the provision of civil protection assistance is increasing one emergency after the other. Both past, but especially recent disasters such as the 2004 South Asia tsunami, the 2005 US hurricanes and the 2005 Pakistan earthquake, the 2006 Indonesia earthquake, the 2006 emergencies in Lebanon, or the 2007 forest fires in Greece bear witness to this. 

EU institutions and EU member states have over time increased their reliance on co-operation for the provision of civil protection assistance in order to be as effective as possible on the site of a disaster. There is clear added-value in working together. Such co-operation allows for the pooling of resources, maximising the collective European effort on site.
The management of natural and manmade disasters is a clear example of the value of action at Community level, where national responsibility for dealing directly with disasters remains unchallenged but is facilitated and assisted through sheer collective effort. 

 For more information: http://ec.europa.eu/echo/civil_protection/civil/prote/mechanism.htm 

Who participates to the Mechanism?

Thirty countries participate to the Community mechanism for civil protection:

	27 European Union Member States

	Austria
	Germany
	Netherlands

	Belgium
	Greece
	Poland

	Bulgaria
	Hungary
	Portugal

	Cyprus
	Ireland
	Romania

	Czech Republic
	Italy
	Slovakia

	Denmark
	Latvia
	Slovenia

	Estonia
	Lithuania 
	Spain

	France
	Luxembourg 
	Sweden

	Finland
	Malta
	United Kingdom


 

	Other participating States

	Iceland
	Liechtenstein 
	Norway


 For more information: http://ec.europa.eu/echo/civil_protection/civil/prote/cp10_en.htm 
The Mechanism's tools
The Community Mechanism for Civil Protection has a number of tools intended to facilitate both adequate preparedness as well as effective response to disasters at a community level. The Monitoring and Information Centre (MIC) as well as the training and simulation exercises within the framework of the mechanism are some of the most important ones.

The Monitoring and Information Centre (MIC) is the operational heart of the Mechanism. It is operated by DG Humanitarian Aid (ECHO) of the European Commission, in Brussels, and accessible 24 hours a day. It gives countries access to a platform, to a one-stop-shop of civil protection means available amongst the all the participating states. Any country inside or outside the Union affected by a major disaster can make an appeal for assistance through the MIC. It acts as a communication hub at headquarters level between participating states, the affected country and despatched field experts. It also provides useful and updated information on the actual status of an ongoing emergency. Last but not least, the MIC plays a co-ordination role by matching offers of assistance put forward by participating states to the needs of the disaster-stricken country. 
 For more information: http://ec.europa.eu/echo/civil_protection/civil/prote/mic.htm 
A training programme has also been set up with a view to improving the co-ordination of civil protection assistance interventions by ensuring compatibility and complementarity between the intervention teams from the participating states. It also enhances the skills of experts involved in civil protection assistance operations through the sharing of best practices. This programme involves training courses, the organisation of joint exercises and a system of exchange of experts of the participating states.

 For more information: http://ec.europa.eu/echo/civil_protection/civil/prote/activities.htm 
The role of experts

When required, the MIC deploys civil protection experts that have been seconded by participating states, mainly, though not exclusively to operations outside the European Union. These experts have been trained by their national authorities as well as the European Commission. Their tasks are outlined in a brief that deals specifically with the incumbent emergency, however generally speaking their main role is to act as a liaison between the civil protection assistance from participating states, the MIC and the recipient country. They are, you can say, the MIC's eyes and ears on the field. On certain occasions, the MIC also deploys specialised experts, such as was the case of volcano experts for the Merapi volcano (Indonesia 2006) or bioremediation experts to an oil spill in Philippines (2006). 

More information on European civil protection assistance

The European Commission's website for civil protection contains other information on the mechanism as well on emergencies for which it was activated. This may be accessed by following this link - http://ec.europa.eu/echo/civil_protection/civil/ 
Moreover, the European Commission's spokesperson for Humanitarian Aid (ECHO), who is responsible for civil protection, may also be in a position to provide you with further details. Please contact the spokesperson, Ms Barbara HELFFERICH as follows:

	Tel: +32 2 29.82.010 
	Fax: +32 2 29.63.067 
	http://ec.europa.eu/commission_2010-2014/index_en.htm


Other EU initiatives

Civil protection assistance is only one manifestation of the work undertaken by the European Union. It most probably is only a part of the ongoing initiatives on the filed or in Brussels. The Delegation of the European Commission in the country should have a more complete picture of what is going on, providing added value to your story. 
To contact the European Commission Delegation please follow this link - http://ec.europa.eu/external_relations/delegations/web_en.htm 
For the EU's foreign policy on the particular country, please visit - http://ec.europa.eu/external_relations/index.htm 
The European Union may also be providing humanitarian aid and/or development aid in the affected country.  

Information for the Press on Humanitarian aid may be accessed from here - http://ec.europa.eu/echo/index_en.htm 

Information for the Press on Development aid may be accessed from here - http://ec.europa.eu/development/index_en.cfm 






� For legal text follow this hyperlink - � HYPERLINK "http://eur-lex.europa.eu/LexUriServ/site/en/oj/2007/l_314/l_31420071201en00090019.pdf" ��http://eur-lex.europa.eu/LexUriServ/site/en/oj/2007/l_314/l_31420071201en00090019.pdf�
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