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Tool 1 
Case management 
information checklist


	Initial case information

	Date and time of incident
	

	Number of missing persons, names, and nationalities 
	

	Location of incident 
	

	Description of incident, including any contact from the hostage-takers 
	

	Details of last contact with the affected person(s) (date, time, place, subject)
	

	Details of any witnesses
	

	Are local authorities aware of the incident (include contact details)?
	

	Who reported the incident (include name, contact details, and source of information)?
	

	Who else knows of the incident (UN, embassies, other NGOs, etc.)?
	


	Hostage personal details (should be completed for all hostages)

	Name(s)
	

	Date of birth
	

	Sex (consider also sexual orientation, gender identity, and gender expression, if known and deemed relevant given the crisis and context)
	

	Passport number
	

	Nationality (used to enter country)
	

	Any other nationalities held (consider ethnicity if known and deemed relevant to the crisis and context)
	

	Country of residence
	

	Phone numbers (mobile (including make/model, IMEI/IMSI – if known), satellite phone, home, and work)
	

	Details of any personal, equipment or vehicle tracking employed
	

	Email address(es)
	

	Social media accounts
	

	Any known medical and psychological conditions if available (including any known disability or chronic condition)
	

	Economic conditions (hostage-takers may cross-check)
	

	Marital status
	

	Age
	

	Position within organisation
	

	Language skills
	

	Relevant experience (i.e. if person has experienced critical incidents before)
	

	Proof of life information on record?


	


	Next of kin and family members

	Primary contact
	

	Name(s)
	

	Address
	

	Telephone numbers 
	

	Email addresses
	

	Language
	

	Are the family aware of the incident?
	

	Is there a nominated alternative point of contact?  If so, details:
	

	Other relevant details (consider the dynamics of fractured families or instances where the partner of the victim is not (and may not wish to be) known to the family)

	

	Next of kin (details if different from above)
	


	Internal crisis management structure details

	Name and contact details of crisis response team members
	

	Contact details of point of contact/lead for external queries
	

	Contact details of local representatives at location (establish out of hours contact procedure)
	

	Other relevant details (for example, what is the nature and scale of the organisation’s presence in the country?)
	


	More detailed case information

	Were any proofs obtained to establish the hostage's safety or authenticity of the hostage-takers? For example, Proof of Life (POL) or Proof of Possession (POP).
	

	Is there any evidence concerning the identity of the hostage-takers?
	

	Was any demand made?
	

	Was any offer made in response to the demand?
	

	Describe any organisational or family action taken to date.
	

	Has any element of law enforcement become involved?
	

	Is there any media exposure so far? Is media exposure likely?
	

	Is this the first time that the organisation or family has suffered an abduction?
	


	What are the known or perceived attitudes of the host and home government and law enforcement to this incident? Consider also the perceived attitudes to the personal profile of the victim, e.g. ethnicity.
	

	Is there any family or organisational relationship to any member of the host or home governments?
	

	What about the context needs to be considered (for example, local language, political situation, etc.)?
	


This tool provides a summary of information that should be collected as soon as an abduction is suspected. This information will support the organisation’s incident management and also serve to answer questions that are likely to be raised by crisis response consultants and home government authorities. This information, particularly that which relates to a personal characteristic of the victim (e.g. sexual orientation), must be kept confidential and only be shared on a need-to-know basis.
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