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Case management team - 
First meeting guide


	Item
	Led by
	Key points and questions

	1. Reason for CMT
	CMT leader 
	Why CMT has been established.
Presentation of facts.
Identification of information gaps.
Briefing on actions taken to date.

	2. CMT protocols, roles, and responsibilities
	CMT leader 
	Overview of crisis management and related security procedures. 
Agreement of individual CMT member roles and responsibilities.
Is there any conflict of interest/personal involvement of any of the CMT members with incident victims?

	3. Security situation in country
	CMT or IMT leader
	Briefing on the country security situation.
Are changes required to existing security measures to ensure the security of other staff? 
Should other organisations whose security might be affected also be contacted?

	4. Crisis resolution
	CMT leader 
	What immediate steps need to be taken?

	5. Local crisis response
	CMT leader

IMT leader
	Has a country-based incident management team (IMT) been established?
Is the IMT capable of responding? 
Should the CMT send additional staff? 
Are any other resources required to support the IMT (logistical, financial, etc.)?

	6. External assistance
	CMT leader

IMT leader
	Key organisations that may be able to assist (e.g. embassies, UN, ICRC, NGOs, partners).
Agree who will contact these (CMT or IMT).

	7. Notification of hostage’s family
	Message deliverer/
Family Support Officer
	Depending on the nature of the crisis, it may be important to contact the hostage’s family immediately.

	8. Communication (Internal and external)
	Media manager and 
Internal communications 
	Agree on key messages for initial communication with all key stakeholders and media (for example, a reactive line).

	9. General CMT
	CMT leader
	Confirm key contact person between CMT and the country (usually the IMT if one is established).
Confirm contact details and ongoing availability of all CMT members.
Confirm time/date of next meeting.

	10. Summary of key decisions and action points
	Note taker and Internal communications
	Confirm who will take notes and action points at which meetings.
Confirm action points from this meeting.

	11. Information management system agreed
	CMT leader 

Note taker
	Agree how all information pertaining to the crisis will be collected, analysed, disseminated and stored.

	12. CMT room set-up
	CMT leader 

Note taker
	IT and communications equipment.
Whiteboards/flip chart paper.
Policy documentation.
Access to HR information.
Key information/photos of affected staff.
Key dates, times, locations, names.
Ability to conceal information if non-CMT members happen to enter the room.


This tool provides guidance on what to discuss at the first meeting of the crisis management team (CMT) to aid discussion and the establishment of courses of action. This tool should be used in conjunction with ‘Tool 3: Crisis management team – Meeting agenda’.


The CMT should meet as soon as possible and the first meeting should agree urgent action points to be carried out immediately. Briefings should be concise and non-urgent decisions postponed.


Note that it is becoming more common for CMTs to meet virtually, and therefore technology options should be researched and practised prior to an incident occurring.














Based on source material available at www.eisf.eu
Page 1 of 1
Abduction and Kidnap Risk Management
Based on source material available at www.eisf.eu
Page 2 of 3

