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CARE International

General Guidelines for preparing Emergency Situation Reports (Sitreps)
An emergency strikes or it is due to strike soon. After an initial Alert, the Country Office (CO) prepares a situation report (Sitrep). What is a Sitrep? It is a snapshot of the overall humanitarian/emergency situation. It lists needs, gaps, as well as CARE‘s response plan and response achievements.
A Sitrep is…
· …A communication channel that allows the information sharing and connects the CO with the rest of CARE;
· …A mean to ensure that all CARE uses and works around the same data, information and knowledge. 
Who is the intended audience? 

· The CARE Humanitarian and Emergency Focal Points, Program Managers, Communications, Advocacy, Fundraising and Safety & Security staff members in the various offices of CARE International across the world. 

· They are member to the ‘CI - Emergency Information’ distribution list, through which the Sitreps are circulated within CARE. The list includes more than 800 people. 
· Important: this audience does not necessarily know the local or regional context of the emergency or of the CO’s response, but it needs to quickly understand it in order to: 

· Represent CARE with their donors;
· Understand the kind of support the CO needs and how to mobilize it through CARE
When preparing the Sitrep, CO must consider the kind of audience it is addressing and for what purposes. 

What level of detail is required? 
The Sitrep must be kept concise and to the point. The sitrep should be as short as possible. 

When writing a Sitrep, it is important to be specific and  provide the strict level of detail that can help the audience understand what has happened, where, how many people were affected including sources, what the international community and the government are doing and what are the gaps in the response and what is CARE doing. 

How to Report Critical Information
1. Context analysis: a short paragraph describing the overall context; the nature of the emergency; the aggravating or positive factors; the response efforts made by the government or by other actors; the gaps and provide reference and possibly online links to further information.  
If there is no CARE specific contextual analysis to report in your sitrep, attach the link to the OCHA or any other relevant sitrep.  
Example
Yes: In the 2 Departments of RANA and RASA the disaster has resulted in extensive damage to infrastructure, limiting the access of humanitarian agencies to the beneficiaries. The government estimates that the needs of 70% of the population have not yet been attended. 
No: 3 bridges in the towns of Smithsfield, Santa Maria and Talahuco have been damaged.
The first description provides the audience with the sufficient level of detail that is needed in order to define where the problems are and understand the implications for the humanitarian response. 

The second description gives specific details, but does not help the audience to understand why the information is important or what its implications are at strategic level if the audience does not know the towns or their significance.
2 – CARE’s response
· How to provide a brief overview of CARE ‘s response 

The report about the response should be aligned with the strategy if applicable and should provide an overall overview of the response to date. The Sitrep should reflect the overall objective, achievements, challenges and changes in the strategy (if any). We encourage COs not to report by grant or by providing a list of activities undertaken during the reporting period.  
Good example: “CARE is targeting 200,000 beneficiaries: Leyte (20,000HH), Panay (10,000HH) and Samar (10,000HH). CARE is currently working in shelter and food sectors, providing food packages (rice, canned fish and meat, dried fish, oil and beans), shelter kits (tarpaulins and tools) and kitchen sets (cooking utensils, plastic mats, blankets, flashlights and mosquito nets). Procurement is underway for shelter kits that include corrugated and flat iron sheets. In the coming month CARE is planning to switch to cash or voucher distribution for both food and shelter programs, particularly when markets open up and food and items become more available in local markets. (Source: 2013.12.23_Philippines_Typhoon Haiyan_Sitrep#15)
This paragraph provides a brief overview of the overall strategy, the type of response, the geographical location, numbers, ongoing activities and plans. The summary allows the audience to understand quickly the overall objectives and the nature of CARE’s response. If needed, this kind of introduction may be expanded with additional information. 
· How to report changes and correction on numbers
Good example: “To date, CARE has reached 301,157 individuals (verified). In the last sitrep, it was stated that CARE reached 317,240. But upon consolidation and verification of all data from the local partners, the new total number without double counting was determined” (Source: 2014.05.01_Philippine_Typhoon Haiyan Sitrep#20)
· Check the consistency of the information with previous Sitrep 
The Information Manager (IM) should check whether the population data and the information reported are aligned with what had been said in a previous Sitrep. In case of an inconsistency, the IM should check with the appropriate person to correct or explain the origins of the inconsistency. 

The aggregation of data should be done following the beneficiary reporting standards that are in use in the humanitarian context (refer to the Beneficiary Reporting Guidance Note). The IM should also make sure that the reporting method is consistent and aligned with the standards related to SADD, limiting double counting, etc.
Special cases: 

Sitrep covering multiple emergencies within a country 
If the CO is responding to more than one emergency and of different nature, the CO may discuss with CEG to agree on the best reporting mechanism.  In some cases, emergencies can be reported in one sitrep by separating the different components of the individual crisis and responses.
Sitrep covering multiple country responses 
In regional sitreps, it is important to provide separate data and information on each country crisis and CARE‘s response status. The reporting should include the summary of planning targets (target population, funding) and of reach for each of the countries involved. It is advisable that the regional sitrep be aligned to a regional strategy which defines the overall regional response targets and the rational for a regional response if it is applicable.  
Wanting to improve the quality of the Sitreps? Look at an example of a Sitrep made using good practices from COs reporting. Ask for feedback to your audience and make the changes! 
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