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ENTER DESCRIPTION OF PARTICIPATING ENTITIES, for example:
The UN Environment/OCHA Joint Unit (JEU) assists Member States in preparing for and responding to environmental emergencies by coordinating international efforts and mobilizing partners to aid affected countries requesting assistance. By pairing the environmental expertise of United Nations Environment and the humanitarian response network coordinated by the United Nations Office for the Coordination of Humanitarian Affairs (OCHA), the JEU ensures an integrated approach in responding to environmental emergencies. The Environmental Emergencies Centre (EEC) (www.eecentre.org) is an online tool designed to build the capacity of national responders to environmental emergencies developed by the JEU.

The United Nations Disaster Assessment and Coordination (UNDAC) is part of the international emergency response system for sudden-onset emergencies. UNDAC is designed to help the United Nations and governments of disaster-affected countries during the first phase of a sudden-onset emergency.
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Executive Summary

N.B.: Delete these instructions when finalizing the report

The Executive Summary is the most important part of the report since many readers may only read this section. It should be short and concrete, keeping in mind that the target audience is decision makers without specialized expertise. Do not go into technical detail. As a rule of thumb, the Executive Summary should amount to 10 percent of the text of the entire document and should – if possible – not exceed one page.  

The Executive Summary should consist of a shortened and understandable recapitulation of the report: 

· Introduction: Briefly describe the disaster context. If relevant, make reference to assessment missions that may have taken place (specify the dates) and their preliminary findings.  

· Body: What are the main results of your assessments?

· Conclusions: Briefly, what are the primary outcomes of your mission?

· Recommendations: What are the most important actions to be taken for next steps (short, medium and long-term).

List of abbreviations, acronyms and glossary of terms 

	ECHO
	European Commission’s Humanitarian Aid and Civil Protection Directorate General

	IMO
	International Maritime Organization

	IUCN
	International Union for Conservation of Nature

	JEU
	UN Environment/OCHA Joint Unit

	NGO
	Non-Governmental Organization

	OCHA
	(UN) Office for the Coordination of Humanitarian Affairs

	PPE
	Personal Protective Equipment

	UCPM
	(European) Union Civil Protection Mechanism

	UN
	United Nations

	UNDAC
	United Nations Disaster Assessment and Coordination

	UNDP
DWM

MSB
	United Nations Development Programme
Disaster Waste Management

Swedish Civil Contingencies Agency

	
	



N.B.: Delete these instructions when finalizing the report

Refrain from using abbreviations/acronyms as much as possible to increase readability of the report;

(In alphabetical order) list all abbreviations/acronyms used in the report, even those that seem to be obvious;

Spell out all acronyms when first used in the report, e.g. “United Nations (UN)”, then use acronym for any subsequent reference;

If necessary/appropriate, explain certain (scientific) terms to facilitate understanding for the (non-expert) reader;

The table above already provides a selection of frequently used abbreviations/acronyms which you may wish to expand according to the abbreviations used in the present report.

Mission background and scope

Subsections to be decided by mission:
Be very clear about what the problems are and what the objective of the mission is, (i.e. to assess and give recommendations for mitigation/prevention measures).
Always keep in mind and make explicit who the report (especially the recommendations) is addressed to (i.e., national authorities: Ministry of Environment/Civil Protection Agency, UNDP country office, UN RC/HC, etc). 
The introduction should focus on outlining the “what”, “why” and “how” of the report.
What:  

· Description of the disaster situation: what kind of disaster, which areas are affected; what is the scale and severity of the disaster; how many people have been affected (based on OCHA SitReps, media monitoring etc.); include a map; also describe the initial response of national and international actors (incl. UNDAC mission or similar).
· Provide brief general information on the disaster affected country/area, such as location, climate, population, economy. 
· Summarize findings and recommendations from preliminary assessments that are relevant for this specialized assessment (e.g. slope stability has been affected by floods, hence assessment of stability of slopes necessary for present and future settlements in the affected area). 
Why: 

· Potential secondary impacts of natural disasters on human life, health and the environment. 
· Case-specific: why is the issue that is being assessed a problem (e.g. landslides have been caused by heavy rains, requiring further assessment of stability of slopes because slope instability could lead to future land-/mudslides that can kill humans, bury villages, destroy livelihoods) 
How:  

· Give details of the mission (deployment, period of time, team); 
· Give an overview of the methodology and tools used for the assessments (e.g. HIT, FEAT in first assessment missions); 
· Which agencies/authorities were consulted, etc.; 
· Provide definitions of concepts used, especially to make the report readable and understandable for non-experts (who are the main target audience of the report).
1.1 Context

[ENTER MAP OF AREA]
[Possibly: table with key events and dates related to the event]
In case a detailed description of the context is required (beyond that written in the introduction), please enter it here.
1.2 Mission objective

Focus on the mission objective as described in the mission Terms of Reference and (potentially) clarified with the Government upon arrival in country.
Clearly outline any issues which were not a focus of the mission. Also point out the constraints which may have had a negative impact on the mission or its findings.
Key Activities and Findings
Each sub-section will be based on the areas/locations visited and assessed. They should have a brief introduction consisting of “what”, “why” and “how” (unless it becomes repetitive).

What was assessed (i.e. which issue(s) in which geographical areas, what was the focus and how (go more into detail here than in the introduction on how information was gathered – who did you meet with, etc).

What were the findings?

What are the problems: immediate impacts and potential secondary impacts?
Why is it a problem/why does it need to be addressed?

When presenting the results of the assessments, you should already have the recommendations in mind. Each recommendation (part 3 of the report) should clearly link to the results of the assessments.

When presenting results, avoid making assumptions, and drawing conclusions about unknown information. Avoid making statements of opinion regarding how (you feel) the situation is being dealt with. Report on information provided, concrete data, and analysis of data as concisely as possible.

Categorize issues based on urgency (instead of chronologically).

If a facility/object was assessed and it was found not to have any relevant secondary impacts, this should be noted as well. 

Specify if certain areas were not assessed and why (in particular if contrary to recommendations from the FEAT impact assessment).
Summary
Based on the results of the assessments, draw conclusions and make recommendations. 

· The recommendations should address relevant actors (if possible, assign responsibilities, but in consultation with the respective actors to ensure follow up measures will be taken).

· The conclusions and recommendations must be clearly and logically related to the outcomes of the assessments.  All recommendations must be addressing an identified problem (i.e. there should be no recommendations that are not related to a problem identified in the report).

· Distinguish between measures for the short, medium, and long-term, based on priorities (urgency) and feasibility of implementation.  If possible, develop a clear timeline;

· Try to make recommendations that are S.M.A.R.T.:

· Specific & short

· Measurable 

· Attainable/achievable 

· Realistic 

· Timely

· Indicate in country contact details for follow-up (i.e., contact person in national authorities and/or in UN country team).
1.3 Conclusions
The conclusions chapter should be short and concise. What are the main findings concerning the incident’s impact on health, livelihoods and the environment? Try to make clear statements even if more assessments would be needed for a full picture.
1.4 Recommendations
Outline the recommendations, with the most urgent ones listed first. Clearly state which actor each recommendation belongs to.
References

If sources are used for certain data (country population etc.), reference has to be made to them. While footnotes may be sufficient in most cases, a bibliography should be compiled when required to refer to “further reading” or similar. 

Examples:

National Academy of Sciences. 1985. Oil in the sea: inputs, fates and effects. National Academy Press, Washington, DC, USA. 601pp. ISBN 0-309-03479-5.

United Nations Environment Programme. 2011. Environmental Assessment of Ogoniland. Nairobi: United Nations Environment Programme. 262 pp.

International Tanker Owner Pollution Federation (ITOPF) Bangladesh Country File.
Karim, S. 2009 Implementation of the MARPOL Convention in Bangladesh, Macquarie Journal of International and Comparative Environmental Law 51. Page 51 - 82.

Useful links

Enter useful links as appropriate, for example:
Environmental Emergencies Centre, www.eecentre.org 

International Tanker Owners Pollution Federation (ITOPF) www.itopf.com
International Maritime Organization (IMO), www.imo.org
Annexes

Enter annexes, for example: NB: Include technical details and detailed figures/analysis in annexes.

Annex 1.
Request for assistance

Annex 2.
Team composition

Annex 3.
Mission agenda

Annex 4.
Field Observation Locations

Annex 5.
List of consulted stakeholders

Annex 6.
Wildlife Assessment Report

Annex 7.
Assessment of Human and Socioeconomic Impacts

Annex 8.
Chemical characteristics
N.B.: Delete this instruction box when finalizing the report





The Table of Contents should include all section and sub-section titles (with identical numbering) and page numbers. While we ask that you keep the given titles of the main sections, please choose and structure the subsections as you deem most appropriate and helpful for the reader. 








N.B.: Delete this instruction box when finalizing the report





Reporting Guidelines for the Technical Reports


of Environmental Experts





As environmental expert, you are deployed to undertake a rapid environmental assessment to identify and assess secondary environmental hazards and impacts following sudden-onset disasters, with emphasis on those that pose immediate life-threatening risks to humans. You may also be required to identify and assess medium and long-term issues that need to be addressed in the early recovery phase.





The present report template provides guidelines for the report an environmental expert is required to deliver to the JEU at the end of her/his mission. Each section of this template contains guidance on the content required in the specific section of the technical report (the instruction boxes are to be deleted as the report is filled in). 





The following main questions have to be addressed in the report:


-  What is the context (natural disaster or other)? 


-  What is being assessed and why? 


-  Which methodology is used, i.e., the “how” of the way you conducted your mission – which tools (e.g. FEAT) did you use, with whom did you meet, etc.? 


-  What are the results/findings of the assessments? 


-  What are the conclusions and recommendations (for follow up measures)?





To improve readability of the report, use clear language and short sentences. Ensure that all (sub) sections have an appropriate title and are visually separated from one another. 








Remark on updates and report compilation/review:





During the mission, the environmental expert should provide regular updates to the JEU. These updates can be provided by phone or email and should provide information on the actions taken, meetings held, assessments undertaken and, in particular, any needs/requests for additional specialized expertise. 





It is strongly recommended that the environmental expert uses these updates to begin drafting the report from the on-set of the mission. A draft report, reviewed by the JEU, should be provided to the UN Resident Coordinator and/or the national authorities, as well as the JEU before or upon departure from the country. 





This draft will be reviewed again by the JEU and you may be required to provide further information, details and clarifications. The JEU will then finalize the report for publication. The timeframe for this review and finalization is approximately one week. 





An environmental emergency is defined as a sudden onset disaster or accident resulting from natural, technological or human-induced factors, or a combination of these, that cause or threaten to cause severe environmental damage as well as harm to human health and/or livelihoods.


UNEP/GC.22/INF/5, 13 November 2002 
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