CCLE MANAGEMENT CHECKLIST
	Logistic
	When
	CHECK

	Identify suitable CCLE candidate from the IPC region
	6 weeks before
	 

	If needed, contact a RC/RT from a different region and request CCLE candidate
	6 weeks before
	 

	Share with the Capacity Assistant of the QA team (Paul.nforneh@fao.org)  the names of the CCLE candidates for a check of the requirements 
	6 weeks before
	 

	Contact informally the CCLE candidate to check availability 
	6 weeks before
	 

	Send to the CCLE candidate the official engagement letter (click here for the version in all languages) and the Facilitators/Lead Facilitator TOR (click here for the version in all languages)
	5 weeks before 
	 

	Request to the CCLE candidate formal confirmation of participation with his/her supervisor in cc
	4 weeks before
	 

	If needed, instruct the relevant office to raise the TA and provide logistical details
	4 weeks before
	 

	Follow up and inform the CCLE on the following:
	 
	 

	Flight booking
	4 weeks before
	 

	VISA requirements and obtainment (anticipation depending on the country)
	4 weeks before
	 

	Suggested accommodation
	4 weeks before
	 

	site of the training and analysis
	4 weeks before
	 

	Airport pick up and daily transfer
	4 weeks before
	 

	If applicable, ensure the CCLE will receive security briefing and security equipment at arrival.
	4 weeks before
	 

	Technical
	 
	 

	Some CCLE will be Co-lead (those applying to L3 certification) and others will be Co-Facilitators (those applying to L2 certification). In both cases early engagement in the preparation process should be promoted, ESPECIALLY for the L3 applicant.  Remember that a CCLE as a Co-lead should be engaged in all aspect of the training and analysis preparation, implementation and wrap up, including communication product, while a CCLE in charge of co-facilitation should be engaged rather only in technical debates, daily meeting within Co-Facilitators and be responsible of small groups’ analysis.
	 
	 

	Organize a skype call with all the CCLE participating to the chosen activity to prepare the mission, including:
· Context and security situation, if applicable, workshop logistic and organization of agenda
· Review and discussion of the TOR as needed
If the CCLE is co-facilitating a training:
· Split and attribute training sessions to the CCLE and provide the link to all training materials including presentations, workbook, agenda, relevant tables, etc..
· Open a skype group with all Co-Facilitators including the CCLE where questions on training can be raised 
If the CCLE is co-facilitating or co-leading an analysis:
· IPC in the country: parameters, unit and duration of the analysis, history of IPC in the country, sensitivities, etc.. 
· Data available and analysis agenda, including procedures for small groups set up and areas split, daily meetings, vetting process, etc…
	2 weeks before
	 

	The CCLE is introduced to the all plenary, taking advantage to present his/her competencies and explaining its role. The CCLE programme should be very quickly explain, to ensure full integration of the person in the analysis team. 
	At the beginning of the activity
	 

	Ensure CCLE is engaged proactively during the whole duration of the training/analysis. The Lead facilitator acts as a mentor and promotes autonomy as this is the last learning opportunity before the CCLE becomes L2 or L3.
In training:
· Ensure the CCLE lead/facilitate some training sessions (at least 4) and he/she is asked to reply to participants’ questions, seconded by GSU/L3 staff
· Ensure the CCLE lead/facilitate the exercises in small groups and facilitate restitution of the exercise
· Ensure CCLE support the wrapping up session (online test, training assessment, etc..)
In analysis:
· Ensure the CCLE lead/facilitate a small group work. If the CCLE is applying to L3, engage him/her in all technical debate, logistic debate etc.. and ask to lead the daily debrief meeting among Co-Facilitators
· If the CCLE is applying to L3, ensure he/she also circulate among groups and is available to answer questions
· Ensure the CCLE (L2 or L3) is aware and proactive in taking responsibility of his/her group work, including checking the quality of the analysis in ISS/worksheets, participants list, and highlighting potential challenges to the co-facilitation group, sharing them openly in the Co-Facilitators daily meeting
· Ensure the CCLE (L3 applicant) is engaged in plausibility checks or vetting sessions conducted by the Lead Facilitator
· Ensure the CCLE (L2 or L3) is engaged in the communication activities (brief preparation) 
	During the analysis
	 

	Engage the CCLE (L3 applicant) in the brief formulation and revision.
	After the analysis
	 

	Wrap up on the CCLE experience
	 
	 

	Send a thank you email to all CCLE and to the TWG for welcoming the CCLE
	After the analysis
	 

	Fill the CCLE appraisal to assess the candidate readiness for certification (L2 or L3) – click here -   
	After the analysis
	 

	Request the CCLE to fill the CCLE self assessment tool  - click here -   (EN/FR)
	After the analysis
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