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Introduction 

INTRODUCTION 
 

The development of the Provincial Disaster and Climate Response Plan 

(PDCRP) by each provincial council has been requested by the Vanuatu 

Government and is stipulated in the ‘National Disaster Act’, CAP N0.31 of 

2000, Section 11, subsection 1. Within its ‘Strategy 2016-2020’, The National 

Disaster Management Office (NDMO) of Vanuatu has integrated PDCRP 

development for the six provinces in his planning for 2016 -2017. This 

guideline has been designed in this context, to support the development 

and the revision of the PDCRP in each province of Vanuatu. 

The guideline provides an approach and a range of tools that have been 

experienced during PDCRP building process in TAFEA, TORBA and SANMA 

provinces (early 2016), respectively supported by CARE International, 

Vanuatu and French Red Cross, Save The Children. It intends to guide the 

Provincial Governments and the NDMO to develop the PDCRP with the 

support of the DRM stakeholders such as the Vanuatu Humanitarian Team 

(VHT) who involve Non- Government Organisation (NGO) and Vanuatu Red 

Cross Society (VRCS). 

Furthermore, the approach proposed focuses on PDCCC involvement 

through consultation and training on PDCRP backgrounds and processes. 

Indeed, the whole idea of the approach is to make sure that local partners 

will feel ownership for their provincial plan and familiar with the content by 

being the main actors of its development and its implementation. 

 

WHY A PROVINCIAL DISASTER AND CLIMATE RESPONSE PLAN? 

The PDCRP is an official document, developed according to a comprehensive 

approach across Vanuatu, ensuring a standardised unity of the plans at 

national level.  

The PDCRP is a response focus document providing directive to provincial 

government and all agencies on the conduct of disaster preparedness and 

emergency operations. It is an essential tool in the national response 

mechanism to ensure the coordination between the national, provincial, 

area council and community levels in terms of prevention of, preparation 

for, response to, and recovery from disasters in each province.  

The response phase described in the present plan covers early warning, 

damage assessment and reporting, response (relief distribution…), and early 

recovery phases. The hazard mitigation activities are not included as they 

represent a long term process that not matches with the response timing. 

Such activities have to be mainstreamed in the sectorial 5 years 

development plan of the province. 
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Introduction 

The PDCRP is enshrined in a hierarchical 

series of plans guiding the government 

departments and their partners during an 

emergency as shown in the chart below 

(Figure 1 - Structure of the Disaster Plan for 

the different levels in Vanuatu.). The PDCRP 

provides a multi-hazard overview, with 

tools and processes so the provinces are 

better equipped to deal with different kind 

of hazard, with slow or rapid onset. When a 

hazard affects or is expected to affect a 

province with catastrophic consequences, a 

contingency plan has to be developed in 

addition to the PDCRP to address specific response.  

 

HOW TO USE THIS GUIDELINE TO FACILITATE THE DEVELOPMENT OF A PROVINCIAL DISASTER 

AND CLIMATE RESPONSE PLAN THROUGH A CONSULTATIVE PROCESS? 

The template is structured around three main sections (see detailed table of 

content page 25): 

● Section 1: Strategy & Scenario Building 

● Section2: Operation & Response Planning 

● Section3: Administration & Resource Mobilization 

 

Annexes provide extra information on: 

● Policies and plans (National Disaster Plans, Provincial 

specific contingency plans, etc.) 

● Baseline datas (Maps, population census, etc.) 

● Standard Operating Procedures (SOPs) 

● Surge capacities lists (Partner and volunteer contact lists, 

logistic capacity assessment, prepositioned relief items, 

etc.) 

 

The template has been partially completed with prefilled parts 

corresponding to: 

● Introduction and context. 

● Standard procedures defined at national level for the six 

provinces. 

Empty spaces, matrix and tables have to be completed at provincial level 

with contextual information according to: 

● Empty spaces highlighted in yellow “[___]“: information 

to update in each plan such as ‘date’ or  ‘name of the 

province’. 

● Parts to be filled in by the PDCCC head like the Secretary 

General (SG) or the Provincial Disaster Officer (PDO).  

Figure 1 - Structure of the Disaster 
Plan for the different levels in 
Vanuatu. 

Find the PDCRP 

template on 

https://www.dropb

ox.com/s/iirlloqk7o

8i016/PDRP_templa

te_161007.pdf?dl=0  

https://www.dropbox.com/s/iirlloqk7o8i016/PDRP_template_161007.pdf?dl=0
https://www.dropbox.com/s/iirlloqk7o8i016/PDRP_template_161007.pdf?dl=0
https://www.dropbox.com/s/iirlloqk7o8i016/PDRP_template_161007.pdf?dl=0
https://www.dropbox.com/s/iirlloqk7o8i016/PDRP_template_161007.pdf?dl=0
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Introduction 

● Parts to be filled in through a consultative process with 

the PDCCC members and DRM stakeholders at provincial 

level. 

● Annexes to be contextualised (baseline data, surge 

capacities lists and SOPs) 

This guideline provides a detailed approach to perform these tasks, 

indicating the appropriate person who should be consulted for each section. 

It is organised around two main parts: 

 Part 1 - Step by step approach to develop a PDCRP: describes the 

approach in five steps to develop the disaster plan from the 

groundwork to the PDCRP endorsement; provides tips and tools to 

organise the training and the consultative workshop to collect the 

information to complete the template. 

 Part 2 – PDCRP Template commented: details what information is 

necessary to complete each section of the plan and suggests a 

methodology to obtain this essential information. It also provides some 

examples from Torba PDCRP. 
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Step by step approach to develop a PDCRP 

PART 1. STEP BY STEP APPROACH TO DEVELOP A PDCRP 
 The step by step approach proposed in this guideline is structured around 

five important steps. The preliminary work summarised in Step 1 and Step 2 

lays the foundations of the whole PDCRP development process. The key 

activity (the training and consultation workshop) described in Step 3, is crucial 

to gather the information to build the PDCRP and to strengthen local partners 

to cope with disaster management. Lastly, the testing and revision of the 

provincial plan through the design and implementation of a Simulation 

Exercise explained in the Step 4, allow to amend the document to get to the 

final Step, the PDCRP endorsement by the Vanuatu Government.  

 

The PDCRP 

development is a 

long term process 

involving various 

stakeholders at different 

levels and in the different 

stages summarised in the figure 

opposite. To ensure the 

continuity of the whole process, a 

focal point in charge of this project 

has to be designated. The PDCRP 

coordinator could be a NDMO officer 

such as the Provincial Liaison Officer 

(PLO), the PDO or an officer of a VHT 

member’ organisations who is 

designated to support the PDCCC. 

The coordinator has a key role to 

find financial and human resources to organise the workshop, compile the 

consultation outputs and organise the testing and endorsement of the 

PDCRP. 

Figure 2 - Step by step for PDCRP development 
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Step by step approach to develop a PDCRP 

 
 

 Schedule of PDCRP development 

The development of a PDCRP is a long process which could last for few 

months. It involves various stakeholders having their own agenda and who 

are usually busy across the year. It is recommended to stagger the five steps 

on a civil year timeframe so the focal persons can better anticipate the 

activities and have these planed in advance. 

Besides, the workshop schedule has to be defined together with the 

provincial authorities, NDMO and the DRM specialists to ensure that both 

facilitators and participants will be fully available to prepare and attend this 

activity and will have enough time to compile the information needed 

before the next stage (Step4, Simulation Exercise). 

 

The Erreur ! Source du renvoi introuvable.. 

 
Activity 
description 

Steps J F M A M J J A S O N D 

Coordination 
meeting 1 

            

Preliminary 
research 2 

            

Workshop 
preparation 3 

            

Workshop              

PDCRP first 
draft 

4 

            

SimEx 
development 

            

Simulation 
exercise 

            

PDCRP 
finalisation 

5 

            

Endorsement             

Printing and 
diffusion 

            

Figure 3 - Example of PDCRP development schedule 

  

  NOTE 

In the PDCRP development, the process is as important as the final result. Therefore, a maximum 

of stakeholders has to be involved in every step.  

● A good coordination for the PDCRP development will strengthen the stakeholder network 

and increase their efficiency during a future response. 

● DRM stakeholders have to be involved in the preliminary research, so they will know 

where to find the baseline information. 

● The participatory approach of the consultation workshop represents a great training 

opportunity for provincial officers. 

● The PDCRP testing and final endorsement process will highly involve the PDCCC heads 

and contribute to ensure that they will feel ownership and use the plan 
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Step by step approach to develop a PDCRP 

 

1. STAKEHOLDERS COORDINATION  

The coordination of the DRM stakeholders at national and provincial levels is 

an essential preliminary stage to develop a PDCRP. 

For this purpose, the PDCRP coordinator has to organise the following 

meetings: 

 At provincial level: Meeting with the Secretary General (SG), the 

Provincial Disaster Officer (PDO) and the others PDCCC members, as 

well as important stakeholders (from municipal council or private sector 

for example) in order to: 

● Explain the importance to develop a PDCRP. 

● Determine the willingness and expectation of the 

province to develop such plan. 

● Check the availability of the provincial officers to 

organise the workshop. 

 At national level: Coordination meeting lead by the NDMO PLO and 

involving Vanuatu Meteorology and Geo-hazard Department (VMGD), 

the key stakeholders at national level having an active role in the 

province in term of DRM activities, to: 

● Get the potential contribution of each stakeholder. 

● Check the availability of facilitators for the workshop. 

During this step, the PDCRP coordinator should make sure that: 

● All the stakeholders are involved: Every officer, 

department, agency or private institution that may have 

a key role at provincial level during an emergency has to 

be involved in the process. 

● The PDCRP development schedule is properly planned 

to make sure that key people and executives (SG and 

head of departments) will participate and provide their 

inputs. 

● The existing resources are available (disaster plans, 

reporting templates etc.) and shared to the DRM 

stakeholders to be reviewed and integrated in the new 

plan. 

● Stakeholders have defined their expectations and have 

a common understanding of the objective of the plan. 

  

1 

  NOTE 

A good coordination before and during the PDCRP development contributes to reinforce the DRM 

network and strengthen the relationship between the stakeholders for ongoing preparedness 

work. This will have positive repercussions on the coordination during an emergency and the 

response will be more efficient as people will get use to work together. 
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Step by step approach to develop a PDCRP 

 

2. PRELIMINARY RESEARCH 

Preliminary researches have to be done in order to gather the existing 

information that will be used as supporting data for the development of the 

PDCRP. The following information has to be considered: 

 Official DRM plans and documents to get background on DRM legal 

framework in Vanuatu and in the province:  

● National Disaster Act 2000 

● National Disaster Plan 2010 

● NDMO Strategy 2016 - 2020 

● 5 years Provincial Development Plan 

● Existing Provincial Disaster Plan or Contingency Plan 

 Existing Standard Operating Procedure (SOP) that can be applied at 

provincial level (e.g. early warning system, need assessment…).  

 

 Geographical data research to have background on previous mappings 

and get base maps (administrative boarders, infrastructure) to use during 

the workshop. Request of data sets and base maps can be done to the 

Department of Lands or the National Advisory Board (NAB). 

 

 Historical Disaster data research on previous disasters that happened in 

the province. Request can be done to VMGD to get their database. Other 

databases exist online as well: 

● desinventar.org: 

https://online.desinventar.org/desinventar/#VUT-

1250695628-

disaster_database_of_the_republic_of_vanuatu 

● glidenumber.net: 

http://www.glidenumber.net/glide/public/search/search

.jsp  

● emdat.be: 

http://www.emdat.be/advanced_search/index.html 

 

  

  NOTE 

It is important to print the key documents and make sure that information is available for the 

participants during PDCRP training and the consultation workshop. This will help the 

participants to be more informed about DRM context and will add value to the discussion. The 

PDO should have copies of the various documents and should make sure that they are available 

when needed. 

 

2 

Find the Official 

document on 

nab.vu 

https://online.desinventar.org/desinventar/#VUT-1250695628-disaster_database_of_the_republic_of_vanuatu
https://online.desinventar.org/desinventar/#VUT-1250695628-disaster_database_of_the_republic_of_vanuatu
https://online.desinventar.org/desinventar/#VUT-1250695628-disaster_database_of_the_republic_of_vanuatu
http://www.glidenumber.net/glide/public/search/search.jsp
http://www.glidenumber.net/glide/public/search/search.jsp
http://www.emdat.be/advanced_search/index.html
http://www.nab.vu/documents?f%5b0%5d=field_resource_type%3A193
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

 

3. TRAINING & CONSULTATION WORKSHOP 

The key activity of the whole approach is the training and consultation 

workshop, targeting principally the PDCCC members, but also the Area 

Council Secretaries, community representatives such as Community Disaster 

and Climate Change Committee (CDCCC) and others key DRM stakeholders 

at provincial level. The PDCRP coordinator is the focal person to organise the 

operational and logistic aspects of this activity. 

The objective of this workshop is to give an overview of the PDCRP content 

by going through each section so the participants are better equipped to 

gather the information requested and complete the PDCRP template. Two 

approaches should be used during the workshop (and are further detailed in 

Part 2): 

● Training on standard sections (prefilled parts) of the 

template and on the SOPs. 

● Consultative exercises to complete, in a participatory 

way, the sections specific for the province (Parts to be 

filled in at provincial level). 

 Workshop agenda & participants 

 Workshop agenda 

IT IS RECOMMENDED TO ALLOCATE 5 FULL DAYS TO THE TRAINING AND 

WORKSHOP IN ORDER TO LET TIME TO THE PARTICIPANTS TO GO 

OF THE PLAN. HOWEVER, THE TIMEFRAME HAS TO BE DISCUSSED 

PARTICIPANTS AND FACILITATORS ACCORDING TO THEIR RESPECTIVE 

AVAILABILITY. IN ANNEX 
Annex 1, an example of workshop agenda is proposed and follows the step 

by step approach explained in the guideline. 

 Participants 

The main targets for this workshop are: 

● PDCCC members 

● Area Council Secretaries (ACS) 

● CDCCC representatives  

● Municipal council representative (if relevant) 

● VHT, NGOs, VRCS representative 

● Private sector representative 

When elaborating the participant list, the PDO and PDCRP coordinator must 

take into account the diversity aspect:  

● Gender balance: Usually there are an over representation of 

man in the provincial officers, however it is important to try as 

much as possible to respect gender balance to get the women’ 

point of view. The number of woman could be adjusted inviting 

some provincial volunteers that may be able to support the 

PDCCC during an emergency. 

3 
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

● Province wide representation: PDCCC are usually based in the 

provincial headquarter; however it is also important to 

encourage the attendance of the different area council. Even if 

ACS and CDCCC have strong knowledge of community related 

concerns, the provincial officers coming from rural areas will 

add value to the discussion and will also bring back their 

leanings and contributions into their respective areas. 

 

 Logistic & Budget  
The logistic groundwork for the workshop organisation is crucial to ensure a 

good participation with a great provincial representation. PDCRP 

coordinator should verify that the following aspects are defined in advance: 

 Venue: Choose a sitting room that can accommodate every participant, 

has power access, a place for the catering etc. When possible, it is 

recommended to use the place assigned during an emergency like the 

Provincial Emergency Operation Center (PEOC) room. 

 Transport & accommodation: The organisation of the transport and 

accommodation of the facilitators and participants is determinant to 

secure their coming, especially for the area councils and community 

representatives. Moreover, transport and accommodation are always 

the most expensive cost in the budget, so it has to be considered during 

the PDCRP preparatory work. 

 Catering: A catering has to be provided to participants and facilitators 

to allow their full contribution during the workshop. 

 Material: A minimum of material is required to run the workshop as 

suggested in the exhaustive list below: 

Materiel required Description 

Laptops 
At least 2 laptops will be required: one for the projector 
and the other one for the note taking. 

Projector, screen 
& speakers 

Useful to display the presentation and movies. 

Printer To print documents for the participants. 

Power extension 
& multi plug 

For projector and laptops. 

Stapler For the documents distributed. 

Other stationaries 
To organise the consultation exercises. The detailed list 
is available in the Annex 2 - Workshop Budget template. 

 

 Budget: Should include all the elements mentioned above. A template 

example is available in Annex 2 - Workshop Budget template 

  NOTE 

It is recommended to plan and prepare the agenda in advance to be able to send it at least a 

month before the workshop with the individual invitation letter. This will allow the participants 

to give their feedbacks on the agenda content and suggest adjustment if necessary. 

Remember to precise in the invitation letter the condition for the workshop participation in term 

of transport, accommodation, catering and per diem if relevant. 

Kelvin Willie & Sheryl Mahina 

taking note at the Sanma 

PDCRP workshop (June 2016) 
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

 Participatory methodology 
A comprehensive PDCRP depends on a well organised and an effective 

workshop. The facilitation team need to be trained and confident in their 

roles to share accurate information and build constructive discussions 

during the consultation exercises to complete the PDCRP template.  

Tools for the training and the consultation have to be developed in advance 

and facilitators must be familiar with those ones. 

 The facilitation team: PDCRP coordinator has to set up a facilitation 

team and seek appropriate person to endorse the following 

responsibilities: 

● PDCRP background training: One or several facilitators 

are in charge of the presentation and explanation of the 

narrative parts of the PDCRP. The presentation includes 

open discussions, questions and exercises to ensure that 

participants acquire a good understanding of the PDCRP 

content, concept and process. An officer from NDMO 

and /or VMGD, according to the topics, would be 

relevant as they are familiar with the disaster plans. 

● Exercise facilitation: It is recommended to have several 

facilitators to explain the exercises and spend time 

during the group activities to help the participants in 

their discussion and to formulate their answers. 

● Note taking: It is important to have someone dedicated 

to take note ‘in live’ during the workshop in order to 

speed up the reporting process. 

The facilitation team could be composed of: 

● The PDO 

● NDMO / VMGD officers 

● External support facilitators of VHT members; VRCS 

representatives 

● Local volunteers 

The PDCRP coordinator isn’t necessary in the facilitation team but needs 

to appoint, invite and coordinate the facilitators. 

 

 

  

  NOTE 

It is essential to considered gender when building the facilitation team to arise gender issues in 

the disaster scenarios and response options. Indeed, for example, female facilitators can have 

more facilities to gather information on cross-cutting issues linked with women conditions in the 

communities and that would be more delicate to share with men. 

Philip Meto, Provincial Liaison 

Officer of NDMO, Torba 

PDCRP workshop (April 2016) 
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

 Training material: 

 The facilitation team can use the following training materials to facilitate 

the workshop: 

● PDCRP template: 

It has to be printed and distributed to the participants so they can 

have a general overview of the document. 

 

● PDCRP workshop presentations: 

Power-point presentation has been developed to support the 

facilitators to go through each section of the PDCRP template 

content (annex 3). The presentation follows step by step the 

workshop agenda suggested in annex 1, and goes through every 

section and subsection of the provincial plan.  

The presentation contains: 

 Information to train the participants on the PDCRP. 

 Guidance to facilitate the consultation exercises. 

 Notes for facilitators to comment some slides. 

 

● Suporting documents: 

Used at different stages of the workshop to maximise the level of 

information provided to the participants and ensure a qualitive 

training. These documents have to be collected during the 

preliminary research work and could be official documents, 

Historical disaster record, movies. 

 

● Flipcharts: 

Flipcharts representing the tables to be completed in the PDCRP 

template are provided for most of the exercises. This has to be 

prepared in advance by the facilitation team. The participants will 

use theses formats to take notes on during the collective 

brainstroming. Examples of flipcharts are available in annex 4. 

 Participatory approach: 

The subsection below describes some tools that can be used by the 

facilitators during the consultation workshop, the ‘PRACTICE’ 

paragraphs provides guidance on the implementation. The Part 2 of the 

guideline precises which tools should be used for each PDCRP sections. 

● Group brainstorming: 

The workshop activities, designed to gather elements to develop the 

PDCRP, are mainly based on oriented  group brainstorming sessions. 

Three kind of grouping will be recommended depending of the 

session need: 

 Per hazar: according to the threat identified in 

the province. 

 Per sector: like water and sanitation, education, 

health, logistic, etc. 

 According to PEOC structure: working groups, 

PEOC administration and ACS. 

Movie ressources: 

vanuaturedcross.org

/resources/ 

Sila from Qwatevaveq (Gaua) 

in the movie “Disasta komiti 

wok” (May2016) 

John Max during the Torba 

PDCRP workshop (April 2016) 

Annex 4 - PDCRP 

flipcharts 

template 

 

 

Annex 3 - PDCRP 

Presentation 

Ketty Napwat, Torba Province 

SG during Torba PDCR 

workshop (April 2016) 

http://www.vanuaturedcross.org/resources/
http://www.vanuaturedcross.org/resources/
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

PRACTICE 

Start with a brief introduction of the exercise, to clarify what 

information is expected to be raised. Then, participants are divided 

into small groups of 4 to 5, depending on the specificity of the 

session as listed above, so they can focus on their own specialities. 

The groups have to brainstorm and fill in the flipchart prepared 

according to the information expected. Each group presents his 

findings during a plenary session of 5 to 10 minutes. 

 

● Plenary discussion and open question 

Facilitators may organise question times after the training session to 

ensure that the participants have a clear  understanding of the 

PDCRP content and process. Plenary discussions allow the 

participants to share their views on the findings presented after 

group brainstormings and to agree on the consensus that will be 

compiled and incorporated into the PDCRP template. 

 

● Ranking 

The ranking method allows the participants to classify priorities 

between the different disaster scenarios that are established during 

the group brainstorming. This method aims to reduce the number of 

disaster scenarios and to consider only the ones that may create 

enough damages to request provincial involvement in the response. 

PRACTICE 

Display the scenarios written on flipcharts on the wall and ask the 

participant to tick the scenarios that they consider as the most 

important with a marker; allow a limited number of ticks by person 

(3 or 4 maximum). Then the facilitator summarises the main 

priorities highlighted for the province. 

 

● Risk matrix: 

The risk matrix is used to evaluate the level of risk of the different 

disaster scenarios established previously by the participants through 

the ranking method. The risk matrix appearing in the PDCRP 

includes two variables: 

 The likelihood that a disaster can happen 

 The probable damage 

PRACTICE 

Firstly, the facilitator should explain the concept of the risk matrix. 

Then, in plenary session, he defines what would be the position of 

each disaster scenario identified by the participants during the 

ranking exercise in the matrix according to the two variables listed 

above. The facilitator can use different coloured stickers to indicate 

the best, likely and worst-case scenarios in the risk matrix, so it is 

easier to recognise from the back of the room. 

  

Torba PDCCC making ranking 

during PDCRP workshop (April 

2016) 

Torba PDCCC making ranking 

during PDCRP workshop (April 

2016) 
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It is recommended to allocate 5 full days to the 

training and consultation workshop in order to let 

time to the participants to go through each section of 

● Risk mapping: 

The risk map aims to give to PDCCC a better picture of the risk 

exposure in the province so they will be better prepared to organize 

a most efficient response. 

 

The map is based on a multi-hazard risk indicator build according to 

the intensity of the 2 variables mentioned below and evaluated by 

the participants according to their knowledge of the area: 

 Vulnerability: Access to services (education, health, 

shipping, etc.), infrastructures (communication, 

transport, etc.), density of population (it increases 

the number of vulnerable people). 

 Multi-hazard exposure: Intensity and frequency of 

hazard (based on historical data and number of 

hazard). 

 

The intensity of these 2 variables can be evaluated according to 

three levels: low, medium and high. The multi-hazard risk indicator 

is deducted following the matrix bellow: 

 

Multi-hazard risk 

indicator 

matrix 

Multi-hazard exposure 

   

V
u

ln
e

ra
b

ili
ty

 

Medium risk of 

disaster 

High risk of 

disaster 

High risk of 

disaster 

Low risk of 

disaster 

Medium risk of 

disaster 

High risk of 

disaster 

 

Low risk of 

disaster 

Low risk of 

disaster 

Medium risk of 

disaster 

Figure 4 - Multi- hazard indicator matrix 
The Multi-hazard Risk Indicator is based on a multi hazard spatial analysis which is different 
from the Risk Matrix (sub-section 3.4) that aims to rank the disaster scenarios based on their 
impacts and their frequencies. 

 

Example: 

If an area has a  vulnerability and a  multi-hazard 

exposure, its multi-hazard risk indicator is . 

 

PRACTICE 

The participants are divided in groups according to the area/island 

they know the best. 

Before the exercise, the facilitation team needs to prepare the base 

maps representing the islands, area councils, communities and the 

infrastructures (roads, airports, anchorages, schools, health 

facilities). Maps are printed on A1 size paper, and covered with 3 

plastic layers. 

Sanma PDCCC making 

mapping during PDCRP 

workshop (June 2016) 

Sanma PDCCC making 

mapping during PDCRP 

workshop (June 2016) 
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time to the participants to go through each section of 

Base maps are distributed to the groups with 3 markers of different 

colors corresponding to the 3 levels (low, medium, high) indicated in 

the matrix. 

On the first layer, the participants identify the vulnerability using 

their own knowledge and classify the vulnerable areas according to 

the 3 categories. 

On the second layer, they identify the hazard exposure using the 

past historical data and classify the areas according to the 3 

categories as well.  

 

 

Multi-hazard risk indicator matrix is printed and distributed to the 

participants so they will be able to deduct the multi-hazard risk 

indicator from the vulnerability and the hazard exposure layers and 

present it to the assembly. 

  

Figure 5 - Multi-hazard risk map construction 

TIPS 

 

1. Grouping 

The ACSs are always 

reliable sources of 

knowledge so 

facilitators should 

ensure that they are 

involved in this exercise. 

 

2. Find a base map 

Could be found on Open 

Street maps.org 

 

3. Urban hazard maps 

Existing scientific hazard 

maps can be printed to 

help the participants to 

define more preciselly 

the hazard intensity for 

the urban area: 
http://www.nab.vu/docum

ent/hazard-and-risk-maps 

 

4. Adapt the colour 

code 

The code of colour can 

be changed for the 

exercise in green, blue, 

red to be able to use 

permanent markers that 

may be easier to use on 

plastic layer. 

https://www.openstreetmap.org/#map=6/-17.476/168.706&layers=T
https://www.openstreetmap.org/#map=6/-17.476/168.706&layers=T
http://www.nab.vu/document/hazard-and-risk-maps
http://www.nab.vu/document/hazard-and-risk-maps
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time to the participants to go through each section of 

 

● Tabletop exercises for SOPs 

Tabletop exercises (TTX) are used to guide the participants to share 

their feedback on PDCRP standard operational procedures (SOP) 

implementation in imagining what would be the activity to 

implement during real situations from the disaster preparedness to 

the technical assessment phases. Examples of injects are available in 

annex 5. The output of the exercise will be used to complete the sub-

section 9.3 ‘Agency function and accountability’. 

 

PRACTICE 

Participants are divided by sectorial groups (WASH, Shelter, ACS, 

PDC etc.) and have to answer to the simulation questions suggested 

in the inject. They will have to define what would be their respective 

roles and responsibilities. 

 

● Monitoring and evaluation 

Monitoring on the impact of the workshop is essential to 

measure the level of understanding of the participants and, 

at the same time, to determine the quality of the data 

gathered to complete the PDCRP. Different tools or method 

are recommended to analyze the workshop efficiency: 

 Participant evaluation form is used to get the feedback 

of the participants. (annex 6) 

 

 Baseline / End line question can be asked respectively 

at the beginning and the end of the workshop to assess 

the evolution of the understanding of key notions such 

as disaster management, use of the PDCRP or the PEOC 

functions etc. Some questions are suggested in the 

workshop power-point presentation. 

PRACTICE 

Stand-up method to assess the understanding of the 

participant. 

1. Ask the participants to stand-up  

2. Ask a question that can be answered by: ‘No 

understand’, ‘understand a little’, ‘good 

understanding’, ‘very good understanding’. 

Annex 5 - 

Tabletop Exercise 

  NOTE 

The disaster risk map is built during the PDCRP workshop with the participants’ knowledge and not 

on scientific data. It is a decision aid tool for the PDCCC to analyse a situation during an emergency 

and have an overall view of which areas are more vulnerable to be more efficient for the response 

strategy. It is empiric and should not be used for other purposes such as development of projects 

or activities. 

Annex 6  -

participant 

evaluation form 
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3. Assign each answers to a specific place in the room 

(corner, a table etc.) and ask the particiants to walk 

to the reflecting their thoughs. 

4. Note the number of people to have an idea of the 

understanding of the key notions of the whole 

group. 

5. At the end of the workshop, redo the same 

exercise and compare the results with the baseline 

questions.  
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training and consultation workshop in order to let 

time to the participants to go through each section of 

 

4. TEST AND REVIEW THE PLAN 

A major milestones is the compilation of the information into the PDCRP 

template, the dissemination of the work produced with the PDCC and the 

organisation of a Simulation Exercise (SimEx) aiming to test the plan and 

review it if necessary. 

 

 PDCRP first draft 

Within the next few weeks following the workshop, the facilitation team 

(NDMO, stakeholders) and the PDCCC (especially the SG and PDO) need to 

compile the information produced during the Step 3. 

 

To that end, the PDCRP coordinator makes sure that the following persons 

provide the necessary information: 

● Workshop facilitation team compiles the information 

gathered during the workshop into the PDCRP template. 

 

● The Province SG writes the PDCRP preface and approves 

the communication trees. 

 

● The PDO writes the provincial general information 

(Subsections ‘2.Situational Overview’ and ‘3.2 Hazard 

Profiles’), cross checking with the VMGD the hazard 

profile data. 

 

● The PDCCC provides elements to complete the annexes 

(contact list, logistic assessment, list of evacuation 

centres/temporary shelters, list of stock materials (NFIs), 

and updated population data for the province). 

 

● The NDMO Provincial Liaison Officer verifies that the 

PDCCC has the latest version of the SOPs, national law 

and policies to be annexed to the PDCRP. 

 

  

4 

  NOTE 

 

This activity is a long term process and its success will depend on the ability of the PDCRP 

coordinator to lead the follow-up and the compilation of the various information required into 

a final draft. 
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 Simulation Exercise and PDCRP revision 

 The step following the PDCRP first draft edition is to test the provincial plan. 

According to the Vanuatu Disaster Act (article 11), PDCCCs need to practice 

and review their plan every year through a Simulation Exercise (SimEx) in 

order to be effective in case of emergency. 

 

The SimEx aims to: 

● Learn more about the PDCRP implementation: 

 How to use scenarios, response options tables, or SOPs? 

 What are the NDMO, PDCCC, ACS and CDCCC roles? 

● Improve the PDCRP draft and revise the content during the 

debriefing session. 

 

The SimEx has to be prepared well in advance and will often occur few 

months after PDCRP workshop. It is important to involve all the key 

stakeholders mobilised during an emergency situation such as: 

● PDCCC 

● ACS 

● CDCCC 

● VHT members 

 

This exercise is organised by the NDMO and its partner at the provincial 

headquarter. It lasts for 2 to 4 days and generally includes: 

● Revision of the PDCRP draft  

● Briefing session 

● The SimEx implementation 

● A debriefing session with PDCRP amendments 

 

The final output of the SimEx is to produce a PDCRP revised version 

including the amendments proposed by the PDCCC. This latest version 

compiled by the PDCRP coordinator will be presented to the NDMO for 

endorsement. 

  

  NOTE 

 

The SimEx activity is a crucial stage in the disaster preparedness approach to ensure that 

emergency plans and processes are well understood by the PDCCC and DRR stakeholders to 

cope with these situations. It is also a good opportunity for the PDCCC to become more familiar 

with their provincial plan, the tools and SOPs. 

Provincial 

Simulation Exercise 

Guideline 

 

A guideline to develop a 

provincial SimEx has 

been developed by the 

NDMO. It details a step 

by step methodology to 

design and implement a 

SimEx. 

https://www.dropbox.c

om/s/7z26g0b8k5cu1k3

/Provincial%20SIMEX%

20Guidelines_JL_16102

7.pdf?dl=0 

https://www.dropbox.com/s/7z26g0b8k5cu1k3/Provincial%20SIMEX%20Guidelines_JL_161027.pdf?dl=0
https://www.dropbox.com/s/7z26g0b8k5cu1k3/Provincial%20SIMEX%20Guidelines_JL_161027.pdf?dl=0
https://www.dropbox.com/s/7z26g0b8k5cu1k3/Provincial%20SIMEX%20Guidelines_JL_161027.pdf?dl=0
https://www.dropbox.com/s/7z26g0b8k5cu1k3/Provincial%20SIMEX%20Guidelines_JL_161027.pdf?dl=0
https://www.dropbox.com/s/7z26g0b8k5cu1k3/Provincial%20SIMEX%20Guidelines_JL_161027.pdf?dl=0
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5. ENDORSEMENT PROCESS 

The PDCRP is an official document that has to be endorsed by the Vanuatu 

Government to ensure its conformity with the national requirement. The 

endorsement process is the following one: 

 

 Cross-reading 

The PDCRP draft has to be submitted to the NDMO to be cross-read and 

analysed by the different government departments in charge of the disaster 

management: 

● NDMO: Revises the response coordination issues and the 

assessment process conformity. 

● VMGD: Revises the hazard profile and historical data. 

● NAB: Revises the Climate Change Adaptation 

mainstreaming and the technical consistency in the 

document. 

 

 Revision 

The PDCRP coordinator supported by the PDCCC has to compile the 

feedback provided into a final version. The SG should be highly involved in 

the revision process as he is one of the PDCRP signatory. 

 

 Sign off 

When the comments have been incorporated, the document is forwarded to 

the NDMO to be sign off by the following executives: 

● Director of National Disaster Management Office  

● Director of VMGD Office  

● Secretariat of NAB 

● Secretary General of the province 

 

 Diffusion 

When the PDCRP final version has been endorsed, the document should be 

printed in large quantity to be distributed to the relevant stakeholders 

(PDCCC, ACS, VHT representative). Some relevant annexes could be printed 

in poster size (A1), to be used as operational tools during an emergency. This 

could include: 

● Risk and base maps 

● PEOC structure 

● Communication trees 

 

 Update and review the plan 

The PDCRP is a living document and needs to be updated and reviewed 

regularly to always be consistent with an evolving context. The Vanuatu 

Disaster Act specifies that the PDCRP should be reviewed: 

5 
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time to the participants to go through each section of 

● Annual update: has to be done by the PDCCC to verify if 

the plan is relevant. This could be done through a SimEx 

and should focus on: 

 PDCRP annex (contact list, resources, NFI, 

volunteer list…) 

 Minor amendments in the core text are possible 

without changing the full document. 

 

● 5 years revision of the PDCRP: includes a full revision of 

the document (scenario, response options, action 

plan….) through the organisation of another PDCRP 

workshop. The updated document has to go through a 

new validation process to be endorsed by the 

government. 
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PART 2. PDCRP TEMPLATE COMMENTED 
 

The second part of this guideline provides directives to: 

● Complete the PDCRP Template. 

● Facilitate the workshop and obtain the information expected to 

appear in the provincial plan. 

● Train the DRM provincial stakeholders on the use of the 

provincial plan and its processes. 

 Use the PDCRP template: this Part 2 should be read in parallel with the 

PDCRP template that provides content descriptions for each section and 

subsection and standard matrix and tables to be filled in. Also, most of 

the tools necessary to facilitate the workshop (such as surge capacity list 

template, contact list template, etc.) are annexed to the PDCRP 

template. 

 Methodology box: also, for each PDCRP subsection, a summary table 

provides the following information: 

Essential information Methodology Tools  Tips 

 Main information 
expected to appear in 
each section or 
subsection. 

 Approach used to 
collect the 
information (all the 
approaches suggested 
are detailed in Part 1, 
section 3.3 of this 
guideline). 

 Tool, format or 
template used to 
organise the training 
or the consultation to 
gather the 
information needed 
(all the tools 
suggested are 
detailed in Part 1, 
section 3.3 of this 
guideline). 

 Notes to guide the 
facilitator to: 
- facilitate a training 

session 
- organise a 

consultative 
exercise 

- to compile the 
information into a 
final version 

● Examples on how to fill in the different subsections are provided 

for the parts to be filled in at provincial level. 

 

● In addition to the sections or subsections content descriptions 

appearing in the PDCRP template, this guideline provides 

additional information highlighted in grey. 

 PDCRP template content: the table below summarises the different 

sections and subsections appearing in the PDCRP template and 

indicates, for each of these, which methodology to use to obtain or 

share the information through the workshop: 

● Facilitation tools: what tools should be used to complete the 

section or subsection (refer to Part 1 section 3.3 of this 

guideline where training materials and participatory approaches 

suggested are further detailed). Icons indicate the type of 

session : 

Training Consultation exercise 

● To be compiled by: recommend the person who should be in 

charge to compile the information for the respective sub-

sections. 
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Table of content of the PDCRP 

PDCRP Sections Facilitation tools To be compiled by 

PLAN AUTHORIZATION Presentation  -  

PREFACE Presentation  SG 

SECTION 1. STRATEGY & SCENERIO BUILDING  

1. Introduction Presentation  -  

1.1. Mission Statement Presentation  -  

1.2. Purpose, Scope and Objectives Presentation  -  

1.3. Methodology Presentation  -  

2. Situational Overview Presentation  PDO 

3. Hazard Risk & Vulnerability Profile  

3.1. Historic Disaster Timeline Brainstorming  PDCRP coordinator 

3.2. Hazard Profiles Plenary discussion  PDO 

3.3. Disaster Scenarios Brainstorming  PDCRP coordinator 

3.4. Risk Matrix Ranking  PDCRP coordinator 

3.5. Risk mapping Mapping exercise  PDCRP coordinator 

4. Potential Humanitarian Consequences  

4.1. Disaster triggers Brainstorming  PDCRP coordinator 

4.2. Population at risk Brainstorming  PDCRP coordinator 

4.3. Cross-cutting issues Brainstorming  PDCRP coordinator 

SECTION 2. OPERATION & RESPONSE PLANNING  

5. Priority Needs & Response Options Brainstorming  PDCRP coordinator 

6. Decision Making & Coordination  

6.1. PDCCC Roles and Membership Presentation + TTX  PDO 

6.2. PEOC Presentation+ TTX  -  

6.3. Agencies Functions & Accountability Brainstorming  PDCRP coordinator 

7. Communication & Reporting Presentation + TTX  PDCRP coordinator 

8. Response Systems & Procedures  

8.1. Early Warning Systems Presentation + TTX  -  

8.2. Damage and needs assessment systems Presentation + TTX  -  

8.3. Evacuation, temporary shelter, long Term 
Displacement 

Presentation + TTX  -  

8.4. Distributions & Logistics Presentation + TTX  -  

8.5. Life Line Services Presentation + TTX  -  

SECTION 3. ADMINISTRATION & RESOURCE MOBILIZATION  

9. Response Preparedness  

9.1. Provincial Disaster and climate Response 
Plan Review 

Presentation  -  

9.2. Simulation Activities Presentation  -  

9.3. Planning & Capacity Building Brainstorming  PDCRP coordinator 

9.4. Humanitarian Partners & Programs Presentation  -  

10. Resource Mobilization    

10.1. Surge Capacity Presentation  -  

10.2. Emergency Funds Presentation  -  

10.3. Donations/External Funds Management Presentation  -  
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TITLE AND FIRST PAGE 
Add provincial logo 

Add the date 

Add name of the province 

PLAN AUTHORIZATION 
Through their ratification, the executives of the departments in charge of the disaster management 

(NDMO, VMGD, NAB) and the provincial Secretary General approve the PDCRP content.  

Their signatures certify that the PDCRP endorsement has followed the adequate process and is aligned 

with National Disaster Plan. Their signatures are also the last step in the finalization of the PDCRP and 

formalize the document, authorizing its publication and utilization during five years, date by which it will 

be reviewed. The signatures of the executives must appear in the final version of the PDCRP.  

PREFACE 
The preface introduces the PDCRP; it refers to the national and provincial contexts in which the PDCRP has 

been designed. An example of preface is presented in the PDCRP template and could be adapted by the 

SG.  

SECTION 1: STRATEGY & SCENARIO BUILDING 
This section provides a brief introduction of the PDCRP (scope and objectives, methodology), and an 

overview of the risk exposure in the province. 

Planning of the response options is built on the hazard, risk and vulnerability analysis developed in this 

part. Based on the province profile and the historical disaster data, planning assumptions have to be made 

for different scenarios (best, likely and worst cases) to anticipate on the future emergency situations. It is 

important to complete this section in a participatory way to increase local DRM stakeholders’ resilience. 

 

1. INTRODUCTION 

 Mission Statement 

Essential information Methodology Tools  Tips 

 Reference to Vanuatu legal 
framework on disaster 
management such as: 

● National Disaster Act. 
● National Response 

Plan. 
● National CCDRR Policy. 

 Distribution of 
legal documents. 

 Presentation of 
legal documents. 

 Open questions. 

 Annex 3 PDCRP 
Presentation. 

 Legal 
documents 
printed. 

 Ensure that official 
documents are available 
for the participants. 

 

 Purpose, Scope and Objectives 

Essential information Methodology Tools  Tips 

 Specific purpose and scope 
to develop this plan. 

 Specific objectives to 
develop this plan. 

 Presentation. 

 Open discussion 
to adapt general 
objective to 
provincial context.  

 Annex 3 PDCRP 
Presentation 

 After the 
presentation, ensure to 
have participants’ 
consensus on the 
SMART1 objectives. 

                                                           
1 SMART: Specific, Measurable, Attainable, Realistic, Time-bound 
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 Methodology 

Essential information Methodology Tools  Tips 

 Description of the approach 
utilised to develop the PDCRP. 

 PDCRP endorsement 
process. 

 Frequency to update this 
plan. 

 Presentation. 

 Plenary 
discussion to have a 
consensus. 

 Annex 3 PDCRP 
Presentation 

 After the 
presentation, ensure to 
have participants’ 
consensus on the 
methodology. 

2. SITUATION OVERVIEW 
Essential information Methodology Tools  Tips 

 Provincial geographic 
situation (administrative 
units, number of islands, 
surface, urban and rural areas, 
topography, remoteness etc.) 

 Demography (Census of 
2009 or newer, list of habited 
islands etc.) 

 Province headquarter 
situation (Provincial 
departments) 

 Infrastructure and services 
(Roads, airports, ports or 
anchorages…) 

 Services (health facilities, 
education services, power 
access, telecommunication 
available, public transports) 

 Livelihood (Description of 
subsistence activities for the 
population) 

 PDO to develop 1 
to 2 pages with 
detailed information 
on the province. 

 Information can be 
collected from 
provincial council 
office. 

 Information can be 
extracted from 5 year 
Provincial 
Development Plan. 

 Discuss with 
the SG and PDO. 

 Annex 3 
PDCRP 
Presentation. 

 SG or PDO can 
present this part to the 
participants (or give a 
brief overview). 

 Final version can be 
developed later with 
the PDO. 

Example – TORBA PDCRP 2016 – Part 2 [Abstract] 

Geography 

Torba is the northernmost province of Vanuatu, consisting of the Banks Islands and the 

Torres Islands. The province’s name is derived from the initial letters of Torres and Banks. 

TORBA is Vanuatu’s remotest province and one of the most vulnerable because it is prone 

to drought, volcanic eruptions, tsunamis flooding and cyclones. 

Each island of TORBA province has its own specificities and physical features which set it 

apart and distinguish it from the other islands. 
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3. HAZARD, RISK & VULNERABILITY PROFILE 
This section aims to build the hazard profile and province vulnerability situation by analysing past 

disasters and responses, and evaluating actual risk to anticipate on future emergencies. 

  Historic Disaster Timeline 
In this section is inventoried the exhaustive list of past disasters that have impacted the province. 

Information has been collected during the preliminary research descripted in Part 1 of this guideline 

and completed with participants’ knowledge. The list can be long and will have to be updated on a 

regular basis so it will be annexed to the PDCRP. In the template, only a transversal analyze of the 

risk will appear in this section. 

 

Essential information Methodology Tools Tips 

 Historical Disaster Data table 
(to be annexed to the PDCRP): 

● Description of the 
hazard: Hazard type, 
intensity, date & 
location. 

● Damage and loose: 
Description and figure as 
much as possible on the 
population impacted, 
damages, impacts on 
livelihood and economic 
sectors…. 

● Response: Which 
stakeholders and what 
actions have been 
carried out in this time? 

 Analyse of the table: Give a 
transversal vision of the past 
disasters and the province 
exposure, as well as past 
responses to these events. 

 Present the 
exercise and define 
key notions. 

 Group 
brainstorming (per 
hazards). 

 Plenary 
discussion to get 
participants’ 
consensus. 

 The analysis is 
developed after 
the workshop by 
the facilitation 
team base on the 
findings and will be 
reviewed by the 
VMGD and NAB. 

 Annex 4 - 
PDCRP flipcharts 
template. 

 Organise participants 
into groups with 
flipcharts: 1 disaster type 
per flipchart. 

 Distribute historical 
disaster database 
researches to the 
participants. 

 Facilitators help the 
groups to gather precise 
information data and to 
use disaster databases. 

 Debriefing discussion 
to build the cross-cutting 
analyse. Historical Data 
table to be included in 
annex. 

 Facilitator & PDO to 
include only summary 
analysis of Historical Data 
table into the final plan. 

Example – TORBA PDCRP 2016 – Part 3.1 [Abstract] & Annex 4 Historical Disaster [Abstract] 

Analysis: 

Recently in 2015/2016, Torba Province has been affected by El Niño drought, resulting in shortage of water 

and food. […] 

Torba Province has 2 volcanos active in Vanualava and Gaua. If eruptive events are not frequent in Gaua 

and Vanualava, recent historical events have shown that damages can occur at any time. Indeed, in 2009, 

the increased activity at Gaua volcano has forced the evacuation of over 500 people from 5 communities 

and has damaged livelihood and water sources of communities in west Gaua for a long term period. […]  

Most of the time, people in Torba have managed to organize only a partial response to large and small scale 

disasters. […] 
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Annex 4 Historical disaster timeline Torba 

  Hazard Profiles 
This subsection gives an overview of the existing hazard in the province. It is completed before and 

after the workshop by the PDO in collaboration with the PDCRP coordinator and VMGD Scientifics. 

Findings should be briefly presented to the participants so they can have a global vision of the 

hazard that could be a threat for the population or the economic activities in the province and 

facilitate the risk analysis. 

Essential information Methodology Tools  Tips 

 Specific information on 
each hazard (start with high 
ranking hazards). 

 Summary of historical 
information. 

 To be developed by 
the facilitation team 
and cross-checked by 
VMGD. 

 Historical 
disaster data 
base. 

 National 
disaster plan 
hazard profiles 

 Secondary 
data 

 PDO can briefly 
present the hazard 
profile information and 
get participants’ 
feedback. 

Example – TORBA PDCRP 2016 – Part 3.2 [Abstract] 

Severe weather / Flooding / Landslide 

Communities are located near river banks and low lying areas, including coastal areas, which are 

prone to flooding. These villages become vulnerable each year when the cyclone season brings 

heavy rainfall, and the associated threat of flooding. 

Floods can potentially destroy gardens, houses, personal belongings, and are a risk to people as 

high river levels cause infrastructure damage to bridges and roads. With a growing population 

and increased population density the threat of damage or injury increases yearly. 
 

 

  

Description of the hazard Damage and loose Response 

Drought  

2015-2016 
El Niño 

Bush / House fire 
Shortage water & Food  
Dead animal, 
Malnutrition 
Outbreak of disease: 
Skin infection, Diarea, red eye 

Stakeholders: 
World vision / Save the children / Red 
Cross / health center / agriculture dep 
Actions: 
Distribution: Water and jerry cans, Water 
filter, buckets, Hygiene kit, Awareness  
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 Disaster scenarios 
This subsection describes the disaster scenarios that could potentially occur in the province and their 

impacts according to three levels defined per hazard: best, likely and worst case scenarios.  

 

Essential information Methodology   Tools  Tips 

 Likely impacts of each hazard according 
to disaster scenario level. 

 Each scenario presents: 

● Hazard strength: Category, strength of 
the hazard, area of impact, timing of 
the hazard (quick or slow onset). 

● Damages and losses: Damages, figure 
of population/ number of community 
/ area affected. 

● Sector impacted: Which sectors is 
likely to be the most impacted? (e.g. 
health, water and sanitation, 
livelihood, agriculture, education, etc.) 

 Present the 
exercise and the 
key notions 
(level of case 
scenarios). 

 Group 
brainstorming 
(per hazard). 

 Plenary 
discussion to 
get participants’ 
consensus.  

 Annex 3 
PDCRP 
Presentation 

 Annex 4 
PDCRP 
flipcharts 
template 
(See below 
example of 
table 
completed) 

 Clarify what we 
mean by best, likely 
& worst case and 
how to determine it. 

 Help the 
participants, by 
referring to the 
previous disasters, to 
determine what 
would be the 
impacts of a future 
disaster according to 
its intensity. 

Example TORBA PDCRP 2016 – 3.3 Disaster Scenario [Abstract] 

Cyclone 

Scenario Hazard strength Damage and loss Sector impacted 

Best-case Tropical Cyclone 

category 1 

Part of the province is affected 
(e.g.: Torres Group, 5 Islands) 
Around 1000 + people affected 
Some gardens and houses affected 

Agriculture 
Water Supply 
Health 
Infrastructure 

Likely-case Tropical Cyclone 

category 2-3 

Half of the province is affected 
(e.g.: Full northern and central part, 8 Islands) 
Around 5000 + people affected 
Some gardens and houses affected 

Agriculture 
Water Supply 
Health 
Infrastructure 
Education 

Worst-case Tropical Cyclone 

category 4-5 

Full Province 
9000+ people affected 

All sectors affected 
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 Risk Matrix  
 

The subsection refers to the description of the ranking and risk matrix exercises described in Part 1, 

subsection 3.3 of this guidelines to go through this session. 

 
Essential 
information 

Methodology Tools  Tips 

 Ranking of 
the disaster 
scenarios 
according to the 
probable 
damages and 
hazard 
likelihood. 

 Present the exercise 
and the key notions (risk 
matrix, damage level, 
likelihood) 

 Ranking exercise for 
the scenarios. 

 Risk matrix exercise. 

 Plenary discussion to 
get participants’ 
consensus on the 
scenario classification. 

 Annex 3 PDCRP 
Presentation. 

 Annex 4 PDCRP flipcharts 
template 

 Hazard & risk matrix 
flipchart and markers 

 Stickers 

 Filled scenario flipcharts 

 

 Using the 
presentation, explain 
clearly to the 
participants what 
the risk matrix is. 

 In plenary 
session, facilitate the 
ranking and the 
classification of the 
scenarios in the risk 
matrix. 

Example - TORBA PDCRP 2016 – 3.4 Hazard & Risk Matrix 

 
TORBA HAZARD RISK ANALYSIS MATRIX 
Considering worst case / likely case. 

PROBABLE 
DAMAGE 
resulting 
from the 
event if it 
occurs 

CATASTROPHY     
EXTREME 
DISASTER 
RISK 

CRITICAL   

Cyclone 
Drought 
Volcano 

HIGH 
DISASTER 
RISK 

 

SEVERE   
SOME 
DISASTER 
RISK 

Flood 
Landslide 
Accident 

 

MODERATE  
LOW 
DISASTER 
RISK 

 

Cyclone 
Earthquake 
Landslide 

Drought 

MINOR 
VERY LOW 
DISASTER 
RISK 

   Accident 

LIKELIHOOD RARE UNLIKELY POSSIBLE LIKELY IMMINENT 
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3.5. Vulnerability, Multi-Hazard and Disaster Risk Mapping 

The disaster and climate risk mapping gives a spatial overview of the population and infrastructure 

exposure to a multi-hazard risk indicator resulting of the following equation: 

Disaster Risk = Vulnerability x Exposure 

 

Essential 
information 

Methodology Tools  Tips 

 Multi-hazard 
risk indicator 
mapping. 

 Infrastructures 

 Population at 
risk per area. 

 Present the exercise and 
the key notions (multi-
hazard risk indicator). 

 Risk mapping exercise. 

 Presentation in plenary to 
get participants’ consensus. 

 According to the risk 
areas and population data, 
deduct percentage of the 
population at risk in each 
area. 

 Base maps 
printed in A1 
with 3 plastics 
layers. 

 Risk 
indicator 
matrix. 

 Markers 
with 3 
different 
colours. 

 Request base map to VMGD 
or Land department with the 
infrastructure and population 
information as well as technical 
support. 

 Distribute the multi-hazard 
risk indicator matrix to the 
participant. 

 Help the groups to identify 
the areas in the maps. 

 Ask groups to be precise 
when drawing on the maps. 

Example - SANMA PDCRP 2016 – 3.5 Risk Map 

Level of risk 

considered 

Percentage of population at risk 

(Pop at Risk/Total Pop) x 100 

High  

Medium  

Low  
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4. POTENTIAL HUMANITARIAN CONSEQUENCE 
In this sections are listed the potential consequences of a disaster in terms of response triggers, 

impacts on population and cross-cutting issues. These elements will have to be contextualised to the 

provincial context during the workshop.  

 Disaster response triggers  
Disaster could have various impacts on the population and the different administrative levels (local, 

provincial, national and international) will be activated to provide an emergency response according 

to the population needs. It is important to define the disaster response triggers per hazard for each 

the administration levels mentioned previously. It will be determined according to: 

 The strength or intensity, of the hazard. 

 Early warning systems sent by authorities, to warn about an 

upcoming disaster or a crisis situation already in the country (alert, 

emergency state etc.)  

 The impact on the population and infrastructure.  

 The vulnerability of the impacted area. 

 

Essential information Methodology Tools  Tips 

 Define the trigger for the 
response of each 
administrative level 
(community, province, 
national) against each hazard.  
 

 Explain the trigger 
concept. 

 Plenary discussion to 
get the participants’ 
consensus. 

 Annex 3 
PDCRP 
Presentation 

 Annex 4 
PDCRP flipcharts 
template 

 Refer to the past 
responses to help 
the participants to 
define the triggers. 

Example - TORBA PDCRP 2016 – 4.1 Disaster Trigger [Abstract] 

 

Hazard 
Trigger for disaster response 

Community Provincial National / international 

Cyclone  VMGD Warning 
 Category 1 
 10% of the 
population 
impacted 

 VMGD Warning 
 PEOC activation 
 Category 2 to 3 
 Until 30% of the 
population impacted 

 VMGD Warning 
 State of emergency 
 Category 4 to 5 
 More than 30 % of 
population impact 
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 Population at Risk  
 

Essential information Methodology Tools  Tips 

 In which type of area the 
people are the most exposed 
to the risk. 
 Identify most vulnerable 
groups who could be highly 
impacted. 

 Present the key notions. 
 Group brainstorming 
(per hazard). 
 Plenary presentation to 
get participants’ 
consensus.  

 Annex 3 
PDCRP 
Presentation. 
 Annex 4 
PDCRP 
flipcharts 
template 

 When possible, 
identify specific 
geographic location 
(communities, area, 
etc.) of people at 
risk. 

Example - TORBA PDCRP 2016 - 4.2. Population at Risk [Abstract] 

Hazard Population exposed Vulnerable people 

Cyclone 
 Coastal areas 
 Low land areas (inland) 
 Close to river 
 High land/hill 
 Boat/Ship 
 People who face the wind 
 People with old or traditional houses/not 
resilient houses 
 People living in extremely remote areas 
where there is no communication means 
(radios, phones, etc.) and thus no 
information coming in or out 

 All men/women 
 School children 
 People with special needs 
 Disable people 
 Babies/children 
 Elderly  

 

 Cross-cutting issues  
Essential information Methodology Tools  Tips 

 Give examples of potential 
cross-cutting issues that can 
occur in the different sectors 
to anticipate them.  

 Group brainstorming 
(per sectors). 
 Plenary presentation to 
get participants’ 
consensus. 

 Annex 3 
PDCRP 
Presentation 
 Annex 4 
PDCRP flipchart. 

 Help the groups to 
find example 
according to their 
own experience. 

Example - TORBA PDCRP 2016 - 4.3. Cross-cutting issues [Abstract] 

Impacted sector Other related 
sectors 

Examples 

Water and 
sanitation 

Education 
 School closed 
 Repeat classes 
 Affect delivery of school syllabus  
 Affect personal hygiene of boarding students 
 Affect academic results 

Health 
 Sickness 
 Bad hygiene 
 Dehydration 

Food Security 
 Shortage of food 

 Malnutrition 
 Wilting of fruit trees 
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SECTION 2: OPERATION & RESPONSE STRATEGY 
The section 2 presents the strategy and the operational aspects of disaster and climate response by 

defining the priority needs and response options, decision making and coordination mechanism, and 

operational procedures. 

5. PRIORITY NEEDS & RESPONSE OPTIONS 
In this subsection are listed the responses options identified according to the priority needs 

established by specific sectors. These 2 elements are defined according to the 3 types of scenario 

(best, likely, and worst case scenarios). 

Essential information Methodology   Tools  Tips 

 What are the priority needs 
in each sector against the 
estimated scenario. 
 What will be the response 
for each sector. 
 Mapping partners, 
stakeholders, resources & 
contingency stocks. 

 Group brainstorming 
(per sectors). 
 Plenary presentation 
to get participants’ 
consensus. 

 Annex 3 PDCRP 
Presentation. 
 Annex 4 PDCRP 
flipcharts template. 
 List of 
contingency stock 
available (Annex). 

 Each working 
group could look 
after various 
sectors. 

Example - TORBA PDCRP 2016 - 5. Priority Needs & Response Options [Abstract] 

Sector of 

intervention 

Priority Needs Response Options 

Water and sanitation 

Best-case 
 Clean Water 
(drinking, cooking, 
Showering) 

 First Assessment 
 Awareness 
 Water source 
 Water containers 
 Underground wells 
 Existing GFS and RWHS 
 Tools & fixing Material 

 Chiefs  
 CDCCC 
 Water Committees 
 village plumber 
 Community labour 

Likely-case 
 Clean Water 
(drinking, cooking, 
swimming) 

 First assessment 
 Water containers 
 Water pipes 
 Water tanks 
 Relocation 
 Water quality test 

 Chlorine 
 PDCCC 
 Red Cross 
 Church 
 PDCCC 
 Provincial plumber 

Worst-case 
 Clean water 
 (drinking, cooking, 
swimming) 
 Good sanitation 
 Good hygiene 

 Technical assessments 
 Hygiene kits 
 GFS an RWHS donation 
 Water purification unit 
deployment 

 NDMO Doctor Mark (Gaua) 
 Church 
 Partners 
 VHT/NGOS 
 WASH cluster 
 Water Dept. 
 Foreign Aid (military, air and 
boat transport, hygiene kits, 
toilets 
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6. DECISION MAKING & COORDINATION 
This subsection defines the SOPs and decision making processes to activate in case of emergency. 

They are established at national level to ensure consistency in the disaster response system.  

The SOPs will be reviewed during the workshop in order to familiarize the participants with the 

existing processes. However, the exercises propose to contextualize these processes defining the 

roles and responsibilities of each local stakeholder during the various emergency stages.   

 PDCCC Roles and Membership 
Essential information Methodology   Tools  Tips 

 PDCCC membership 
(name and contact). 
 PDCCC roles and 
responsibilities (annexed 
to the PDCRP). 

 Presentation 
 PDCCC members share their 
contacts. 

 Annex 3 
PDCRP 
Presentation. 
 

 PDCCC 
administration to fill 
in this table. 

Example - TORBA PDCRP 2016 – 6.1. PDCCC Roles and Membership [Abstract] 

Stakeholders Position Name Contact 

Department of Local authority Secretary General 
Ketty 
Napwatt  

******* 

NDMO 
TORBA Provincial Disaster 
Officer 

Fisher Young 
Dinh 

******* 

Department of Finance 
TORBA Finance manager, 
Department of Finance 

Peter Karie ******* 

Department of Public works 
TORBA Public Works 
Manager, Department of 
Public works 

Ronald 
Matavusi 

******* 
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 PEOC 
In this subsection the participants will go through the standard PEOC role and its activation, referring 

to the corresponding annex. The consultation exercise will allow the participants to determine PEOC 

working groups membership according to the competencies of each stakeholder. 

 

Essential information Methodology Tools  Tips 

 PEOC roles and 
responsibility. 
 PEOC activation procedure. 
 Establish the working 
groups membership. 

 Presentation 
 In plenary, 
establish the 
working group 
membership. 

 Annex 3 
PDCRP 
Presentation. 

 Facilitate the session to 
obtain comprehensive 
working groups covering all 
the sectors. 
 Some sectors can be 
gathered in a single working 
group. 
 Appoint a leader agency for 
each working groups. 

 Agencies Functions & Accountability 
This subsection establishes the actions to be implemented by each stakeholder in charge of the 

response. The consultation exercise will allow the participants to determine their tasks during an 

emergency situation, according to the response systems and procedures defined in the subsection 8. 

Therefore, this exercise will be organized after the presentation of these procedures (See annex 1, 

workshop agenda day 4). 

Essential information Methodology Tools Tips 

 Establish the specific tasks 
of the main stakeholders in 
charge of the response 
(CDCCC & ACS, PEOC, 
sectorial working groups) 

 Divide the participants 
in groups according to 
the PEOC structure. 
 Introduce the tabletop 
exercise injects 1, 2, 3 
and ask the participant to 
answer to the questions. 
 Groups present their 
findings. 

 Annex 3 
PDCRP 
Presentation. 
 
 Annex 
Tabletop 
exercise. 

 Injects can help the 
participants to imagine 
a real situation.  
 Facilitator should 
guide the participants to 
extrapolate to a general 
situation (not only 
cyclone oriented for 
example) to fill in the 
table. 

Example - TORBA PDCRP 2016 – 6.3. Agencies Functions & Accountability [Abstract] 

Stakeholders 
Tasks 

Early warning Assessment 
Response and 
Early recovery 

Provincial 
Secretary 
General/ 
PDO 

PDCCC / 
PEOC 

Trigger for alert 

dissemination 

 Advisory warning alert 

from NDMO Director. 

 NDMO Director asks the 

SG to activate the PEOC. 

 For slow onset hazards 

(Drought) the warning 

could come from 

community level 

DAMAGE ASSESSMENT 

First community assessment 

 PDCCC gathers verbal information on 

damage from Area Council Secretaries in 

the first 24 hours 

 Submission of first situation report 

NDMO 

 Gathering of the CDCCC First community 

assessment form through ACS and CDCCC 

within 24 to 72 hours. 

 PEOC organises 

coordination meeting 

frequently (according to 

the emergency need) 

 PEOC coordinates 

relief distribution using 

the working groups 

 PEOC invites any 

external help to 

coordinate with the 
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 Consequence 

 Activation of 

communication tree (see 

communication tree) 

 SG & Controller call each 

Head of Departments 

(PDCCC members) for an 

info meeting 

 Activation of PEOC with 

recommendation from 

NDMO Operator 

 Set up of PEOC Office 

SG contacts ACS if big 
emergency. Otherwise, 
communication Officer is 
named and in charge of 
notifying ACS and identified 
as focal point to 
disseminate information at 
the community level 

 Analysis of data with support from the 

working group 

 A beneficiary’s database (excel sheet) 

should be set up at this stage. 

 Submission of 2nd SITREP to NDMO 

Technical assessment is requested (for 

provincial or national level) following the 

identification of affected sectors in the first 

community assessment analysis 

 

TECHNICAL ASSESSMENT 

 PEOC calls for a meeting with working 

groups to prepare joint technical 

assessment team to be deployed in affected 

islands. 

 In case of national or international 

support PDCCC members should take part 

into the technical assessment 

 Debrief meeting with all working 

group members is organised after 

the field mission 

 PEOC compiles the reports of different 

working groups in a provincial sectorial 

assessment report 

 Submission of the sectorial 

assessment report to NDMO 

working group for 

technical support 

PEOC coordinates the 
logistical aspects 
(available transport, 
storage…). PEOC issues 
Situation reports 
frequently (according to 
the emergency need) 

 

 

 

7. COMMUNICATION & REPORTING 
Essential information Methodology Tools  Tips 

 Who will communicate 
to whom during the 
different emergency 
phases? 

● Early warning  
● PEOC activation 
● First community 
Assessment 
● Technical assessment 
● Response and 
recovery operation 

 Presentation of 
the different 
communication 
needs and 
channels. 
 Plenary 
discussion to 
establish the 
channels 
between the 
stakeholders. 

 Annex 3 PDCRP 
Presentation (P#) 
 Tabletop 
exercise output 
 PEOC activation 
communication 
tree (PDCRP 
Annex)  

 2 communication trees have 
to be formalised for:  

● The early warning system 
activation  
● The PEOC activation  

Take note of the discussion 
during the plenary session and 
finalise the communication 
tree after the workshop with 
the PDO. 

Example - TORBA PDCRP 2016 – Early warning system communication tree  
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8. RESPONSE SYSTEMS & PROCEDURES  
This subsection presents the standard procedures defined at national level to be implemented 

during an emergency response. During the workshop, this will be reviewed with the participants 

before the subsection 6.3 to guide them in the establishment of their roles and responsibilities. 

 Early warning system  
Essential information Methodology   Tools  

 Procedure of receiving & 
disseminating early warning 
messages. 

 Presentation of 
existing early warning 
systems for each 
hazard. 
 

 Annex 3 PDCRP 
Presentation (P#). 
 Early warning flowchart 
including responsibilities. 

 

 Damage and needs assessment systems 
Essential information Methodology Tools  Tips 

 Needs assessment process 
& formats. 
 Agreed timeframe & 
responsibility to conduct & 
compile assessments. 

 Presentation. 
 Open question. 

 Annex 3 PDCRP 
Presentation 
(P#). 
 First 
Community 
Assessment 
Form (Annex).  

 Ask feedback 
from the PDCCC 
on past 
assessment 
experience 
(challenge and 
strength). 

 

 Evacuation, temporary shelter, long term displacement 
Essential information Methodology   Tools  Tips 

 Evacuation Center (EC) 
categories. 
 Presentation of the EC list 
template (name, location, 
capacity, responsible person, 
etc.). 
 

 Presentation 
 Open question. 

 EC list 
template. 

 The EC list has to be 
developed by the PDCCC 
after the workshop based 
on the guideline provided. 

 

 Distributions & logistics   
Essential information Methodology Tools  Tips 

 Distribution procedure. 
 Logistic process. 
 Logistic capacity 
assessment (warehouses, 
volunteer transportation & 
freight services). 

 Presentation of the 
procedure and logistic 
component. 
 Secondary information 
collection from provincial 
office. 

 Logistic 
capacity 
assessment 
template 
PDCRP annex. 
 List of 
contingency 
stock. 

 The logistic 
capacity assessment 
is developed by the 
PDCCC after the 
workshop. 
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 Lifeline services 
Essential information Methodology   Tools  Tips 

 Mapping of lifeline services. 
 List of resources from 
different departments 
available during emergency. 

 Secondary information 
collection from provincial 
office. 

 Logistic 
capacity 
assessment 
template 
(PDCRP annex). 

 The lifeline 
services is 
integrated into the 
logistic capacity 
assessment and 
developed by the 
PDCCC after the 
workshop. 

 

SECTION 3: ADMINISTRATION & RESOURCE MOBILIZATION 
This section describes the activities to implement to ensure that local DRM stakeholders will be 

ready to cope with an emergency situation. The workshop provides an opportunity for each PEOC 

group to develop their own action plan that will be validated through the PDCRP endorsement. 

9. RESPONSE PREPAREDNESS 

 Disaster plan review 
Essential information Methodology   Tools  Tips 

 Frequency to review the 
plan. 
 Responsible persons to 
initiate & formalise the 
review. 

 Presentation 
 Plenary discussion 
to establish a review 
calendar. 

 Annex 3 
PDCRP 
Presentation 
(P#) 
 

 PDO to complete the 
table indicating the SG and 
provincial government 
council’s names and 
contacts; these appointed 
person will be in charge to 
approve PDCRP’ potential 
amendments. 

 

 Simulation activities 
Essential information Methodology   Tools  Tips 

 Frequency to organise 
simulation exercise. 
 Responsible persons to plan 
& initiate the testing. 

 Presentation of what 
is a Simulation 
Exercise. 
 Plenary discussion to 
establish when will be 
organised the next 
Simulation Exercise. 

 Provincial 
Simulation 
Guideline. 
 Annex 3 PDCRP 
Presentation (P#) 

 Print and share 
copies of the 
provincial simulation 
guideline to 
participants. 
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 Planning & capacity building  
Essential information Methodology   Tools  Tips 

 Mapping of current and 
future preparedness activities 
by agency. 
 Establish surge capacity. 
 Financial management 
(emergency fund). 

 Divide the participants in 
groups according to their 
membership in the PEOC. 
 Group brainstorming. 
 Plenary presentation of 
the group findings to get 
participants’ consensus. 

 Annex 3 
PDCRP 
Presentation 
(P#) 
 

 Compilation to be 
done by the 
facilitation team. 

Example - TORBA PDCRP 2016 – 9.3. Planning & capacity building [Abstract] 

Agency Actions 

Provincial Secretary 
General/PDO 

1) Prepare contact list 
PIC: PDCCC => logistics, CDCCC => ACS, community => CDCCCs 
2) Community profiling 
PIC: ACS/CDCCC 
3) List of evacuation centres 
PIC: ACS/CDCCC/Chiefs/Community leaders 
4) Emergency fund – “Masoi Tape Waana” 
PIC: PDCCC/Operations Manager 
E.g.: fundraising kava night 
5) Capacity Building of Officers inside PEOC (trainings and refreshers 

on log, intelligence, etc.; SIMEX) 
PIC: NDMO/Red Cross  

Comment: boats and trucks should be available to PEOC 

 

 Humanitarian partners & programs 
Essential information Methodology Tools  Tips 

 Listing of the humanitarian 
partners and their disaster 
management programs in the 
province. 

 Presentation of the key 
notions and the associate 
templates. 

 Annex 3 
PDCRP 
Presentation 
(P#) 
 PDCRP annex  

Updated 
Contact List  

 PDO to update 
the PDCCC & key 
stakeholder contact 
list.  

 

10. RESOURCE MOBILIZATION 
Essential information Methodology   Tools  Tips 

 Surge Capacity 
 Emergency Funds 
 Donations/External Funds 
Management 

 Presentation of the 
key notions and the 
associate templates. 

 Annex 3 PDCRP 
Presentation (P#) 
 Annex 14 List of stock 

materials & NFI 
 Annex 15  - List of 

trained volunteers 
and their contacts 

 Annex 16 Logistics 
capacity assessment 

 PDO to update 
the data after the 
workshop. 
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LIST OF ANNEXES 
The table below presents a non-exhaustive list of the documents to be annexed to the PDCRP. This 

list can be adapted to the provincial context. 

 

# Description Type of document To be updated 

Annex 1. Policy Reference to National Disaster Act Policy Every 5 years 

Annex 2. NDMO Strategy 2016 - 20120 Plan Every 5 years 

Annex 3. Provincial Contingency plan Plan Every 5 years 

Annex 4. TOR for Provincial Disaster and Climate Change 
Committee 

TOR Every 5 years 

Annex 5. PEOC SOP SOP Every year 

Annex 6. PEOC activation communication tree Communication tree Every year 

Annex 7. Assessment SOP SOP Every year 

Annex 8. Mass Evacuation SOP  SOP Every year 

Annex 9. Demographics data Baseline data Every 5 years 

Annex 10. Provincial historical disaster Timeline  Baseline data Every year 

Annex 11. PDCCC & key stakeholder contact list Contact list Every year 

Annex 12. List of evacuation centres & temporary shelters Surge capacity list Every year 

Annex 13. List of Emergency Stockpiled Materials Surge capacity list Every year 

Annex 14. List of Volunteer/First Aiders Contacts Surge capacity list Every year 

Annex 15. Logistics capacity assessment Surge capacity list Every year 

Annex 16. Risk map Baseline data Every 5 years 
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SOURCE 
GUIDELINES, REPORTS AND WEBSITES: 

IFRC (2012) – Contingency planning guide 

IFRC (2012) - Facilitation Guide for Contingency, Planning Working Groups 

FRC (2016) - Torba PDCRP methodological report 

http://static1.squarespace.com/static/55679bc4e4b0c51fbacf7d0d/t/57d9ebb0e58c627633823e8e/

1473899459487/PDP+-+Torba+Province+Workshop+Report_Final_31052016.pdf  

VANUATU OFFICIAL DOCUMENTATION 
Vanuatu Government (2000) - National Disaster Act CAP 267 N0 [1], law 

http://www.ifrc.org/docs/idrl/978EN.pdf  

NDMO (2010) - National Disaster Plan 

http://reliefweb.int/sites/reliefweb.int/files/resources/Vanuatu_Final%20Review%20National%20Di

saster%20Plan_2010.pdf  

NDMO (2013) - NDMO Standard Operating Procedures 

https://www.humanitarianresponse.info/en/operations/vanuatu/document/vanuatu-national-

disaster-management-office-sop-2013  

NDMO (2015) - Strategic Plan 2016 – 2020 

https://www.humanitarianresponse.info/fr/operations/vanuatu/document/ndmo-strategic-plan-

2016-2020  

NDMO (2016) - Tafea Provincial Disaster and Climate Response Plan  

NDMO (2016) - Torba Provincial Disaster and Climate Response Plan  

NDMO (2016) - Sanma Provincial Disaster and Climate Response Plan  

 

  

http://static1.squarespace.com/static/55679bc4e4b0c51fbacf7d0d/t/57d9ebb0e58c627633823e8e/1473899459487/PDP+-+Torba+Province+Workshop+Report_Final_31052016.pdf
http://static1.squarespace.com/static/55679bc4e4b0c51fbacf7d0d/t/57d9ebb0e58c627633823e8e/1473899459487/PDP+-+Torba+Province+Workshop+Report_Final_31052016.pdf
http://www.ifrc.org/docs/idrl/978EN.pdf
http://reliefweb.int/sites/reliefweb.int/files/resources/Vanuatu_Final%20Review%20National%20Disaster%20Plan_2010.pdf
http://reliefweb.int/sites/reliefweb.int/files/resources/Vanuatu_Final%20Review%20National%20Disaster%20Plan_2010.pdf
https://www.humanitarianresponse.info/en/operations/vanuatu/document/vanuatu-national-disaster-management-office-sop-2013
https://www.humanitarianresponse.info/en/operations/vanuatu/document/vanuatu-national-disaster-management-office-sop-2013
https://www.humanitarianresponse.info/fr/operations/vanuatu/document/ndmo-strategic-plan-2016-2020
https://www.humanitarianresponse.info/fr/operations/vanuatu/document/ndmo-strategic-plan-2016-2020
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ANNEX 
Annex 1 - PDCRP training and consultation workshop agenda. 

Agenda day 1 – SECTION 1 (S1) STRATEGY & SCENERIO BUILDING 

Time Content Methodology Resources required 

15 min Registration  
Workshop opening 

SG List of participants 

15 min (S1) 1. Introduction  Presentation   

15 min (S1) 2. Situation overview Presentation   

1 hour (S1) 3.1 Historic disaster timeline Group work  Historical disasters flipcharts 
Historical data on disaster 

15min Break   

15 min (S1) 3.2 Hazard profile  Presentation   

2 hours (S1) 3.3 Disaster scenarios Group work Flipcharts 

1 hour Lunch   

1 hour (S1) 3.4 Risk matrix  Risk matrix on flipcharts 

30 min (S1) 3.5 Hazards, vulnerability & 
Risk Mapping 

Presentation Map print out / Colour pencils 

15min Break   

1 hours (S1) 3.5 Hazards, vulnerability & 
Risk Mapping (Continue) 

Presentation Map print out / Colour pencils 

15 min Day 1 Summary All participants Sticker flipchart 
    

Agenda day 2 – SECTION 1 (S1) STRATEGY & SCENERIO BUILDING 
– SECTION 2 (S2) OPERATION & RESPONSE PLANNING 
Time Item Facilitator Resources required 

15 min Opening & Recap of day 1   

1 hours (S1) 3.5 Hazards, Vulnerability & 
Risk Mapping (Continue) 

Presentation Map Print out / Colour pencils 

1 hours (S1) 4.1.Disaster trigger Group work Flipcharts with sector 

15 min Break 

1 hour (S1) 4.2. Population at risk World café  

1 hour (S1) 4.3. Cross-cutting issues World café Flipcharts with sector 

1 hour Lunch 

1 hour  (S2) 6.1. PDCCC Roles and 
Membership 

Movie 
Presentation 
Open discussion 

Presentation  
PDCCC Membership 

15 min Break 

1 hour (S2) 6.2. PEOC Presentation 
Open discussion 

PEOC activation communication 
tree. 

15 min Day 2 Summary Round table Sticker flipchart 
    

Agenda day 3 – SECTION 2 (S2) OPERATION & RESPONSE PLANNING 

Time Item Facilitator Resources required 

15 min Opening & recap of day 2   

2 hour (S2) 5. Priority needs & response 
options 

Group work Flipcharts sector scenario 
Contingency plan 

15 min Break   

1.30 hour (S2) 5. Priority needs & response 
options 

Open discussion 
Group work 

Presentation 
Flipchart 

1 hour Lunch   

1 hour (S2) 7. Communication & 
reporting 

Presentation  

15 min Break   

1 hour (S2) 8.1. Early warning systems Group work Communication tree EWS 

15 min Day 3 Summary All participants  
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Agenda day 4 – SECTION 2 (S2) OPERATION & RESPONSE PLANNING 

Time Item Facilitator Resources required 

15 min Opening & Recap of day 3   

8.15am (S2) 8.2. Damage and needs 
assessment systems 

Presentation 

Table top Exercise 

Presentation 

Flipchart 

15 min Break   

1 hour (S2) 8.3. Evacuation, temporary 
shelter, long term displacement 

8.4. Distributions & logistics 

8.5. Lifeline services 

NDMO 

 

Presentation 

1 hour Lunch   

1 hour (S2) 6.3. Agencies functions & 
accountability 

NDMO Presentation 

Group exercise 

15 min Break   

1 hour (S2) 6.3. Agencies functions & 
accountability (continue) 

  

15 min Day 4 summary   

    

Agenda day 5 – SECTION 3 (S3) ADMINISTRATION & RESOURCE MOBILIZATION 

Time Item Facilitator Resources required 

15 min Opening & Recap of day 4   

2 hour (S3) 9.1. Provincial Disaster and 
Climate Response Plan review 

(S3) 9.2. Simulation activities 

(S3) 9.4. Humanitarian partners & 
programs 

Presentation 

Table top exercise 

Presentation 

Flipchart 

15 min Break   

2 hour (S3) 9.3. Planning & capacity 
building 

Group work  

1 hour Lunch   

2 hour (S3) 10.1. Surge capacity 

(S3) 10.2. Emergency funds 

(S3) 10.3. Donations/external 
funds management 

Presentation 

Open discussion 

Group exercise 

15 min Break   

1 hour Training evaluation   

15 min Day 5 summary   

30 min Training closing   
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Annex 2 - Workshop Budget template 
 

      

Description Qty Unit Days Unit price Total 

Catering  Persons    

Training room  Lump 
sum 

   

Total  

Transport and accommodation           

Description Qty Unit Unit price Total 

Plan ticket  ticket   

Accommodation   Night   

Perdiem facilitator  day   

ACS Transport  Lump sum   

Total   

Stationaries cost         

Description Qty Unit Unit price Total 

A4 Paper   box   

Adhesive tape (large) brown  pcs   

Adhesive tape (small) transparent  pcs   

Blue Tag  pcs   

Exercise book (spiral) 100 pages  pcs   

Pen  pcs   

Staples - 26/6  pcs   

Sticker Note (Post-it) large  pcs   

Sticker Note (Post-it) small  pcs   

White Board Marker ( Black)  pcs   

White Board Marker ( Blue)  pcs   

White Board Marker ( Red)  pcs   

Flipchart (50 pages)  pcs   

Permanent Marker (Blue)  pcs   

Permanent Marker (Green)  pcs   

Permanent Marker (Red)  pcs   

Name tag  pcs   

Total   

 

 

Annex 3 - PDCRP Presentation 
Find the PDCRP Power point presentation on the following link: 

Annex 4 - PDCRP flipcharts template 
Find the file on the link below: 
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Annex 5 - Tabletop Exercise 
 

The tabletop exercise purpose is to help the PDCCC to draft the subsection 6.3 (Agencies Functions 

and Accountability) for a multi-hazard perspective. The scenarios suggested below provide a specific 

context for the participants to help them to imagine a real situation. However, when preparing their 

answers, participants should provide general tasks (not only cyclone oriented). 

Inject 1: Early warning system 

Category-3 Tropical cyclone is currently in the Solomon Islands and is moving at 10 km/hours in a 

South-West direction. The cyclone is in [insert Letter and Number] on the cyclone tracking map. Its 

intensity is expected to increase in the next 24hrs. 

NDMO has issued a blue alert for [insert name of the province] province. 
Describe the action steps to follow according to your position during an early warning. 

Please precise: 

 What will be the communication channels used to receive and share the information? 
 How the stakeholders will organise the coordination of the early warning diffusion? 

 

Inject 2: PEOC activation and assessment process 

TC Jo turned into a category-4 cyclone and crossed the province last night. He is now out of the 

[insert name of the province] province area and the wind is going down in the morning. According to 

the intensity of the cyclone and the first visual assessment, heavy damages are expected across the 

province. 

Describe the actions steps to follow according to your position in a situation of early warning 

system. 

Please precise: 

 What are the communication channels and coordination cells? 
 What templates should be used? 
 What is the administrative process? (Budget, fund release…) 

Inject 3: Response and early recovery 

TC Jo first assessment highlights important damages in the following sectors: 

- Wash: GFS destroyed, rainwater harvesting tank does not work because the roof was blown away. 
Some areas did not have clean water to drink. Most of the toilets are destroyed. 

- Shelter: more than 1500 people are estimated to be without shelter after 72h. Many people are 
still sleeping in schools and do not plan to leave in less than 2 weeks; this will delay the schools 
reopening. Cases of violence against children and women have been reported in schools. 

- Gardens have been badly affected. People have food storage for around 3 weeks. 
- 2 airstrips are blocked by fallen trees. Some tourists are stuck in Torres islands. 
- Diseases are suspected to increase given to the poor sanitation context. 
- Many damages have not been reported yet. 

Describe the action steps to follow according to your position during a response and early 

recovery operation. 

Please precise: 

 What are the communication channels and coordination cells? 
 Who are your partners? 
 What are the reporting templates to use? 

 What is the administrative process? (Budget, fund release…) 
  



Provincial Disaster and Climate Response Plan guideline - 2016 

 

48 

Annex 

 

Annex 6 - Participant Satisfaction Form 

Provincial Disaster and Climate Response Plan  
Workshop 

Date: ____________ 
 
The purpose of this form is to get feedback from the participants of the Provincial Disaster and Climate 
Response Plan workshop in order to improve the following ones. 
 
Please read the questions below and select the answers that suit the best for you. For each topic, you 
can also provide additional comment answering to the open question and propose improvements.  
 

 

2. WORKSHOP TOOLS 

 

3. FACILITATION QUALITY 

Thanks a lot for your contribution. Your feedback will be highly appreciated to improve the works

 

1. KNOWLEDGE IN THE WORKSHOP  

Strongly 
Disagree 

Disagree Agree 
Very 
agree 

The workshop has enhanced my understanding of the specific roles 
and responsibilities of NDMO / PDC / ACS & CDC?  

1. 2. 3. 4. 

This workshop has clarified the purpose and the content of the 
Provincial Disaster and Climate Response Plan (PDCRP)? 

1. 2. 3. 4. 

What other area/information the workshop should focus on? 
   
  
  
  

The tools (materials, exercise, methodology) used during workshop 
were relevant to gather the information needed to develop the 
PDCRP? 

1. 2. 3. 4. 

The tools were suitable to gather everyone’s inputs?  1. 2. 3. 4. 

What are your recommendations to improve the participatory process during the workshop? 
  
   
  
  

The facilitator language was clear and concepts were well 
explained? 

1. 2. 3. 4. 

The exercises were clearly explained?  1. 2. 3. 4. 

The exercise were achievable according to the timeframe? 1. 2. 3. 4. 

What are your recommendations to improve the facilitation of the workshop? 
  
  
  
  





 

 





 

 


