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The first step in Contingency Planning is to list and categorize all possible contingencies.  The list of questions below will assist the planning team in doing this.  

The contingency planning process that is best undertaken jointly by representatives from all program and operations sectors – this includes technical programs, administration, logistics, security etc.  A good contingency planning process fosters teamwork and facilitates effective decision making.  This will not only help come up with good plans, but also lead to high quality, beneficiary-centered programming within the fastest time possible when a crisis occurs.  Recognizing that there are many competing demands for peoples’ time, the list of questions below is intended to stimulate discussion and generate ideas from within the group during a joint brainstorming session. 
Recommendation for use:  

· Set aside one morning (3 hours) for the brainstorming session (preferably away from the office)

· Distribute these questions to team members for review prior to the session

· At start of session, add any additional prompts suggested by participants

· Agree with the group on timing for each section, assign a timer, and stick

· Use flip charts to record brainstormed ideas – take photos of flip charts that can be transcribed later and used for the documents you will produce next.
Define Geographic Parameters

First make it clear to everyone which geographic area you are concerned with.   Are you only concerned with a specific region inside a country (e.g. Aceh, a province on one island in Indonesia)?  Or are you thinking about things that may happen anywhere in a given country (e.g. all regions of Pakistan)?  You might, instead, be interested in an area that crosses into different countries (e.g. Syrian conflict)

Either define the area before the meeting in a smaller group, or open this question up for discussion in the group and come up with an answer together.  Either way, make sure to make the area of concern clear before moving on to the next step.
Brainstorm List of All Possible Hazards
Having established the geographic parameters, break the larger group into sub-groups, asking each to list all the reasonably possible events that could occur in the area of concern.  Below is a list of ideas to get the groups started.
Natural Hazards
Hydro-meteorological

· Hurricanes or Typhoons

· Tsunamis

· Floods

· Landslides

· Droughts

· Other issues that might affect agricultural production (e.g. major infestation of pests).
Geophysical

· Earthquake

· Volcano

Medical

· Epidemics of Disease

Man-Made Hazards

Armed Conflict 
· Civil unrest, riots

· Conflict between countries

· Conflict between communities within a country

· General civil war

· Governmental crackdowns

· Terrorist attacks

Economic Shocks

· Food price increases
· Energy price increases

· Government tariff or subsidy changes

Infrastructure Failures 
· Key bridges go out

· Rail system disrupted

· Widespread electric or gas system disruption

Environmental Disasters

· Industrial accidents

For each hazard, the group should identify the geographic area which it is likely to affect.  Would the event affect a whole country, or one or two regions or cities within your entire geographic area of concern?
Place Risks in Matrix
When each group has a final list of hazards, they should classify each along two continua.  They should give an estimate of:

· The probability that the event will happen.  Is the event highly likely, of medium likelihood, or very unlikely to happen?
· The severity of the impact of the event on lives if it did happen.  Would it have a very large impact, a moderate impact, or a small impact?
When they have each classified on these two scales, they should place all their risks into the following table.  
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The larger group can place all risks on one table in plenary, or each small group can do their own assessment first, with the larger group coming together to finalize one table later.  
IMPACT  











