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ANNEX A: MINE RISK EDUCATION (MRE)     
 

In ideal circumstances, MRE is nationally conceived and conducted via an effective National Mine 
Action Authority (NMAA) or Mine Action Centre (MAC). When a national MRE project is not in 
place, demining groups may have to devise and implement their own strategy for the areas where 
they work. This Annex covers both MRE as part of a National strategy and as a stand-alone 
demining group activity. 

Part 1 below documents the generic SOP for a National Mine Action Project conducted by a 
NMAA or MAC. Part 1 is derived with permission from a document drafted by Ruth Bottomley and 
Reuben McCarthy. All errors are mine. While it is designed for a national MRE project, many parts 
will be useful to demining organisations. For example, the procedures for MRE targeting, 
monitoring and reporting, job descriptions and methods for prioritising and appraising work. 

Part 2 documents the generic SOP for a demining group conducting MRE as part of community 
liaison where there is no functional national MRE programme. 
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1. SOPs for a National MRE Project 
Based on a draft produced in May 2006.  

Acknowledgements/disclaimer: These SOPs were originally a Handicap International/CMAC 
document. They were adapted for a Mine Action training exercise undertaken by Swedish Rescue 
Services Agency, UN Mine Action Service, UNOPS and UNICEF in 2006. I have adapted them 
again and present them as an example that must be adapted to suit the local situation, according 
to current national or international standards.  

The purpose of these National Standard Operating Procedures (SOPs) is to outline procedures in  
an MRE project undertaken by an NMAA or Mine Action Centre working in relatively remote rural 
areas where access and communication is limited. The SOPs are designed to serve integrated 
MRE programmes that include community based initiatives and mobile Mine Awareness teams 
working in collaboration with demining groups, a mine victim information system, EOD spot tasks 
and Hazardous area marking programmes. They are not intended to be used for stand alone mine 
awareness projects, such as those only incorporating mass media and communications activities. 
These National SOPs do not provide guidance on the development of MRE communication or  
training materials. 

The National SOPs comprise the following sections: 
One:  Project Overview 
Two:   Staff and Recruitment 
Three: Training 
Four: Targeting and Deployment 
Five: Routine Work 
Six:  Tools and Methods for Implementation 
Seven: Integration 
Eight:  Monitoring and Reporting 

These National MRE project SOPs are arranged to correspond to the chronological sequence of 
the steps involved in setting up and implementing a national MRE  programme. They can be used 
to adapt existing MRE programmes or to establish new programmes under emergency situations. 

The SOPs provide tools to measure the performance of the MRE project during monitoring and 
evaluation and are intended to be used as a primary resource material during the training of MRE 
staff. 

Staff should be encouraged to use these SOPs as guidelines rather than rigid standards, and to 
use their own initiative and common sense throughout the implementation of MRE activities. The 
strength of the MRE project lies in its adaptability and capacity to learn and grow from 
experiences. 

1.1 National SOP 1: Project overview 

1.1.1 Concept 

The MAC MRE Project must enable mine/ERW affected communities to be fully aware of the 
mine/ERW threat and to participate in the prioritisation of mine action responses in order to 
reduce their mine/ERW risk.   

Mines and ERW pose two main risks: 

• Risk to body through death and injury, and the physical and psychological impact on 
communities and individuals of mine/ERW accidents and accident survivors; and 
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• Risk to livelihoods and community development through land lost and other resource 
limitations due to mine/ERW contamination. 

MRE activities should be based in the community. The specific community is the starting point for 
risk reduction because the mine/ERW problem may differ from one community to another. No one 
is in a better position to define the community needs related to the mine/ERW threat than the 
communities themselves. 

MRE attempts to mobilise resources or to directly implement appropriate activities for individuals 
and communities to help them address their mine/ERW problem. To do this: 

1. the project works to develop the capacity of communities to interact with mine action 
services and to ensure that these mine action services are responsive to community 
requests; 

2. local people in target areas are mobilised to become focal points for the mine/ERW 
problems in their communities through the establishment of Mine/ERW Committees at 
village, sub-district and district level; and 

3. the project works to establish links with community development organisations to assist 
with development projects for individuals, groups or communities at risk, and with victim 
assistance projects for the reintegration of individuals injured by mines and ERW. 

The MRE Project should be: 

1. integrated with other activities and institutions involved in victim assistance, mine action, 
and socio-economic development; 

2. using the most appropriate mine awareness, community training and liaison methods for 
different target groups and target areas; 

3. targeted in the most heavily mine contaminated areas or areas with most accidents; and 

4. serving the basic needs of the most vulnerable groups and those most at risk of suffering 
mine/ERW incidents in contaminated areas. 

1.1.2 Goals and objectives 
The primary MRE Goal is to reduce the mine and ERW risk for communities and individuals living 
in contaminated areas by developing their capacity to participate in the prioritisation and planning 
of mine action and using their own community resources for mine risk education. 

The National MRE Project Objectives should be: 

• to establish an effective and sustainable Community Based Mine Risk Reduction (MRE) 
network at district, sub-district and village level; 

• to facilitate the access of mine/ERW affected communities to appropriate mine action 
activities, victim assistance programmes and community development responses; and 

• to maintain and improve a public information campaign to raise awareness among 
mine/ERW affected communities. 

1.1.3 Strategy 
A National MRE project should aim to achieve the overall goal and objectives using the following 
approaches: 

1. Adopting and developing a participatory approach with mine/ERW affected Communities. 

This is achieved through the deployment of District Focal Points who are mobile and 
based within an administrative district. Their task is to work with the local communities 
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using participatory approaches in order to identify the problems caused by mines and 
ERW and find appropriate and relevant responses to reduce the risk. 

The District Focal Points work closely with local volunteer representatives at village, sub-
district and district level who form Mine/ERW Committees. These counterparts are 
provided with both formal and on-the-job training. This allows a sustainable network of 
committees for mine risk reduction to be established in the target areas, and these should 
continue to function after the life-span of the MRE project. Rather than having a single 
focus on teaching people about the presence and danger of mines and ERW, the MRE 
project uses the existing resources and knowledge in the community to better address the 
problem.  

2. Promoting greater integration with outside organisations and services. 

The integrated approach involves facilitating essential links between communities and 
other institutions or organisations that can provide services to help reduce the impact of 
mines and ERW. Links with the mine action sector focus primarily on establishing and 
implementing effective systems for working with other National or MAC controlled mine 
action units such as any rapid response clearance or Explosive Ordnance Disposal (EOD) 
teams. The MRE project should also work in close collaboration with other mine action 
organisations such as NGOs, the Red Cross etc. Information obtained in the field should 
be channelled to relevant forums, data collection services and planning processes, such 
as the Mine Victim Information System (MVIS) where that is in place. 

The MRE Project assists mine/ERW-affected communities to access development 
assistance, which may help to reduce the risk and the impact of mines and ERW.  Links 
with disability services include the dissemination of information about the available 
services, their referral mechanisms and schedules.   

3. Using a public information dissemination approach. 

Mass-media campaigns and Mine Awareness Teams serve an important role in raising 
awareness and providing knowledge about safe behaviour and mobilising public support 
for mine action activities. Advertising on billboards and TV and radio forms the main part 
of the mass-media campaign. Mobile Mine Awareness Teams provide mine awareness 
education to affected communities. A national Mine Awareness Unit continues to provide 
mine/ERW awareness education to the staff of NGOs through an NGO Campaign. The 
MRE Project staff should also be involved in the co-ordination and implementation of 
National Mine Awareness day on the appropriate date each year. 
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GOAL of MRE 

 
To reduce the mine/ ERW risk for individuals and communities living in 
mine/ERW contaminated areas by:  

• 

• 

developing their capacity to participate in the prioritisation and planning 
of mine action and; 

 

 incorporating the use of community resources for mine risk education. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MRE PROJECT OBJECTIVES

OBJECTIVE 1 
To establish an effective and 

sustainable community-based mine 
risk reduction network at district, sub-

district and village level. 

OBJECTIVE 2 
To facilitate access of mine 

/ERW affected communities to 
appropriate mine action, victim 

assistance and community 
development responses. 

• Links with mine action services 
(EOD, survey teams, proximity 
clearance teams); 

• Links with international and 
local development 
organisations; and 

• Roving Mine Awareness teams; 
• Billboard campaign; and 

• Coordination and implementation 
of mine awareness day. 

• Mass-media (TV and radio 
spots); 

Public Information Campaign 
including: 

OBJECTIVE 3 
To maintain and improve a public 

information campaign to raise 
awareness about mine/ERW 

problem and support behaviour 
change among mine/ERW affected 

communities.

• Links with disability services. 
• Facilitation between communities 

and outside services and 
interventions. 

• Needs assessment and prioritisation 
from the village level; and 

• Use of participatory approaches; 

• District-based Focal Points & 
Mine/ERW Committees at village, 
sub-district & district level; 

 

 

1.2 National SOP 2: MRE project staff & recruitment 

1.2.1 Organisation structure 

At the National NMAA or MAC Headquarters, there should be two key positions for the MRE 
programme.  

 An MRE Project Manager should be responsible for the overall management, coordination 
and development of the national MRE project. The Project Manager should be responsible for 
representing the project to other bodies and for ensuring effective co-ordination of the project 
with other mine action, development and victim assistance programmes.   

 The MRE Project Officer’s main duties are to ensure monitoring of MRE activities in the field, 
to provide technical support to field staff, and to compile all project data at headquarters level.  
The Project Officer is also responsible for preparing the MRE budget, for monitoring materials 
and equipment and for producing regular reports on the field activities.   
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Generally these two staff members are responsible for the overall implementation of the MRE 
Project, the National MRE Teams, any NGO teams and any Mass Media Campaign. 

A typical national MRE Project comprises four key staff positions based in the field: 

Provincial Co-ordinator: In the target provinces the MRE project should be headed by a 
Provincial Co-ordinator who is based within the working Province. The Provincial Co-ordinator is 
responsible for supervising the field operations of the MRE project and for co-ordinating with the 
mine action sector, with development organisations and with mine victim services to ensure that 
requests from the communities and District Focal Points are channelled to the appropriate bodies 
and acted upon.   

Training and Monitoring Officers should be based within the MRE HQ at the NMAA or MAC. 
They have responsibility for training and monitoring activities throughout specified MRE project 
sites. The Training and Monitoring Officers are responsible for the technical aspects of the field 
activities, closely monitoring the work of the Mine Awareness Team, the District Focal Points and 
the Mine/ERW Committees and providing formal and informal training to build capacity and skills. 

District Focal Points are district-based positions, with each Focal Point working under the 
direction of the Provincial Coordinator. The District Focal Points work with local counterparts 
(Mine/ERW Committee representatives) at village, sub-district and district level, to facilitate links 
with mine action, community development and victim assistance, and to provide mine risk 
education within their localities. 

Mine Awareness Team staff are members of one or more mobile units of four people based 
within a province and responsible for mine awareness activities throughout the project sites and in 
other areas where there is a need and/or demand for mine awareness education. 

1.2.2 Typical organisation chart 
 

 

 

 

 

 

 

 

 

 

 

 

MAC Operations Officer/Director 

District focal point

MRE Project Officer

Training/monitoring Officers 

Mine Awareness instructors   Driver(s) 

Provincial coordinator(s) Mine Awareness Team Leader 

MRE Project Manager 

District focal point District focal point

Local Mine/ERW Committees 

 

1.2.3 Job descriptions 
The individual responsibilities of each position in the typical MRE project are described below. 
Each staff member has a duty to perform these minimum requirements and also to constantly look 
for ways of improving their performance and the performance of the entire project.   
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MRE Project Manager 
The Project Manager is responsible for the overall management, coordination and development of 
the national MRE project. The Project Manager must represent the MRE project to other bodies 
and ensure effective co-ordination of the project with MAC units and with other mine action, 
development and victim assistance programmes.      

The main Tasks related to the Project Manager’s position are to: 

 prepare a yearly integrated workplan and six-month activity plans for the MRE project in close 
consultation with the NMAA or MAC Operations Officer; 

 supervise the production and development of MRE training and awareness raising materials, 
reporting tools and formats; 

 ensure that the SOPs become a working document used by all MRE staff; 
 develop MRE project deployment plans, including plans for exit and entry strategies, and 

monitor the implementation of these plans in the field; 
 undertake periodic field visits to ensure that the project is being implemented effectively and 

efficiently, and project objectives are being reached; 
 ensure effective coordination and collaboration between the MRE project and other NMAA or 

MAC projects and departments; 
 ensure effective coordination and collaboration between the MRE project and other mine 

action agencies and activities; 
 ensure effective coordination and collaboration between the MRE project and community 

development initiatives and victim assistance agencies and activities; 
 check, review and analyse the MRE project activity data and information compiled at central 

level on a regular basis; 
 analyse the information collected from the field in order to inform the national mine awareness 

strategy and the design of mine awareness materials; 
 organise and lead monthly project management meetings at HQ level, and periodic meetings 

in MRE project areas with the field staff; 
 prepare documents and processes for the recruitment, promotion or dismissal of MRE staff, 

and participate on recruitment or disciplinary panels as required; 
 conduct appraisals of the MRE project management staff at Headquarter level; 
 collaborate with the relevant NMAA staff to prepare project proposals, narrative reports and 

financial reports for donors as required; 
 verify and update the budget as required by project changes; 
 monitor and oversee the support and logistics of the MRE project; 
 participate in MRE project evaluations, activity reviews and forward planning; 
 attend and represent MRE at the Mine Risk Education Working Group meetings and other 

relevant meetings and workshops; 
 assist in the planning, preparation and co-ordination of National Mine Awareness Day;  
 undertake routine branch administration and office jobs; and 

 perform other tasks related to the position as requested by the NMAA Management. 
 
Required Qualifications 
COMPUTER SKILLS: Microsoft Word, Excel, PowerPoint, Outlook 
LANGUAGE SKILLS: Read, write and speak local language and English. 
SPECIALIST SKILLS: Documented management and leadership skills; 

Good Knowledge of the mine/ERW problem; 
Good knowledge of public communication; and  
Good knowledge of mine action operations. 
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MRE Project Officer 
The main duties of the MRE Project Officer should be to ensure monitoring of MRE activities in 
the field, to provide technical support to field staff, and to compile all project data at headquarters 
level.  The Project Officer is also responsible for preparing the MRE budget, for monitoring 
materials and equipment and for producing regular reports on the field activities. 

Main Tasks related to the Project Officer’s position: 
 Undertake regular field monitoring visits to ensure that the work, training and recruitment 

standards of the MRE project are maintained, and provide technical support to field staff when 
required; 

 Conduct appraisals of the MRE field staff; 
 Ensure the MRE monitoring and reporting systems are being implemented correctly by field 

staff; 
 Centralise and compile all MRE project activity data, information and progress reports into a 

MRE database.  This should include information about: 
Productivity related to work of field staff; 
Information about MRE target villages, sub-districts and districts; and 
A database of the mine/ERW Committees. 

 Prepare monthly, quarterly and yearly progress reports summarising the main MRE project 
activities and progress for the Operations Co-ordinator; 

 At Headquarters level, monitor and follow-up the incoming and outgoing equipment and 
materials used by the MRE project.  Maintain an inventory of MRE equipment for the logistics 
branch; 

 Prepare the quarterly and yearly MRE budget; 
 Participate in MRE project evaluations, activity reviews and forward planning; 
 Undertake training in landmine safety training for journalists, NGOs and other organisations 

and agencies when requested and according to the current workload; 
 Undertake routine Branch administration and office jobs; and 
 Perform other tasks related to the position as directed by the MRE Project Manager. 

Required Qualifications 
COMPUTER SKILLS: Microsoft Word, Excel, PowerPoint. 
LANGUAGE SKILLS: Read, write and speak local language and English. 
SPECIALIST SKILLS: Administration and logistics; 

Good Knowledge of the mine/ERW problem; 
Good knowledge of public communication; and  
Good knowledge of mine action operations. 

 

MRE Training and Monitoring Officer 
Generally, the Training and Monitoring Officer should work as part of a team of two or more. The 
main responsibility of the Training and Monitoring Team is to monitor the activities of the MRE 
Project District Focal Points, the Provincial Co-ordinators, the Mine Awareness Teams, and the 
village, sub-district and district level Mine/ERW Committee members in the project areas, and to 
provide supervision and training when required. The Training and Monitoring team must work 
closely with all members of the MRE field staff, and should report directly to the MRE Project 
Manager. 

Main Tasks Related to the Training and Monitoring Officer’s position: 

 Undertake regular field visits for the purpose of monitoring, supervising and evaluating all 
aspects of the field operations to ensure that work, training and recruitment standards are 
being maintained and project objectives achieved; 
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 Organise and facilitate regular performance assessment meetings with the Provincial Co-
ordinators, the District Focal Points and the Mine/ERW Committees at district, sub-district and 
village level; 

 Monitor the project implementation including communication techniques, working hours, 
involvement of the mine/ERW committees, morality, behaviour and performance of field staff; 

 Assess project output including people reached, activities going as planned, messages and 
assistance reaching target groups, mine/ERW reported etc; 

 Provide training/refresher training to the District Focal Points and the Mine/ERW Committees 
at district, sub-district and village level; 

 Make recommendations and provide advice to the MRE field staff and Mine/ERW Committees 
over how they could improve their work, including improving collaboration and linkages with 
and survey or marking and EOD Teams, community development and disability referral; 

 Make recommendations and/or develop new mine risk reduction tools and training methods 
for use by the project; 

 Attend the regular project management meetings organised by the MRE Project Manager; 
 Provide monthly reports and regular submittal of monitoring forms to the MRE Project 

Manager; 
 Report any staff negligence or problems to the MRE Project Manager; and 
 Perform other tasks related to the position as directed by the MRE Project Manager. 

Required Qualifications 
COMPUTER SKILLS: Microsoft Word and Excel. 
LANGUAGE SKILLS: Read, write and speak local language and English. 
SPECIALIST SKILLS: Experience in monitoring, supervision and evaluation; 
   Experience in training; and 
   Background in mine/ERW awareness an advantage. 

 

Provincial MRE Coordinator 
Generally based within the NMAA offices, MAC or relevant RMAC, the Provincial Coordinator 
should co-ordinate and supervise the networks of District Focal Points and the Mine/ERW 
committees at district, sub-district and village level. The Coordinator is primarily responsible for 
coordinating and liaising with mine action organisations, community development NGOs and 
disability referral services, and for ensuring that the requests of the communities are fully 
implemented by the different players. 

Main Tasks related to the Provincial Coordinator’s position: 
 Coordinate and supervise the operations of the District Focal Points and Mine Awareness 

teams and their work with the Mine/ERW committees at district, sub-district and village level; 
 Facilitate the administration, logistics and finance for the District Focal Points and Mine 

Awareness teams, and support of the Mine/ERW committees;  
 Coordinate with the NMAA or MAC, other mine action organisations, community development 

organisations and victim assistance to ensure the integration of all sectors with the MRE 
project; 

 Coordinate and facilitate the management of reports and requests gathered by the Mine/ERW 
committees and the District Focal Points and ensure they are passed to the appropriate 
bodies and acted upon where possible; 

 Coordinate with the Training and Monitoring team to ensure the monitoring, training and 
supervisory functions and operating in a timely and regular manner; 

 Attend and represent the MRE project at provincial meetings and working group meetings; 
 Compile regular computerised progress reports of the MRE Focal Point, Mine Awareness 

team and Training and Monitoring activities and provide regular reports and updates to the 
MRE Project Manager; 

 Plan and coordinate the deployment of the Mine Awareness team in the project target areas 
and elsewhere; 
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 Participate in periodic monitoring meetings with the District Focal Points, Mine Awareness 
team(s) and the Training and Monitoring team to discuss procedures, techniques and 
communication; 

 Participate in periodic management meetings organised by the MRE Project Manager; 
 Oversee the discipline and welfare of MRE staff and Mine Awareness teams, and report to the 

MRE Project Officer and Project Manager; and 
 Perform other tasks related to the position as directed by the MRE Project Manager. 

Required Qualifications 
COMPUTER SKILLS: Word, Excel. 
LANGUAGE SKILLS: Read, write and speak local language and English. 
SPECIALIST SKILLS: Experience in co-ordination, supervision and management; 

Finance and logistic experience; and 
Good networking and organisational skills. 

 

District Focal Point 
The District Focal Point should be a mobile position based within an administrative district. The 
District Focal Point is responsible for undertaking capacity building exercises and information 
dissemination and collection activities with Mine/ERW committees at the village, sub-district and 
district level. The District Focal Point will identify representatives at each level to form a network of 
Mine/ERW committees and will work closely with these networks through training, facilitation and 
information sharing activities in addition to providing mine awareness messages. The Focal Point 
will also be responsible for channelling information from these levels up to the provincial level 
through the Provincial Coordinator. 

Main Tasks related to the District Focal Point position: 
 Conduct needs assessments in target villages; 
 Identify volunteer representatives at the village, sub-district and district level who will form 

Mine/ERW committees; 
 Provide mine/ERW risk reduction education training to community members and manage the 

distribution of mine risk reduction materials to the communities; 
 Work with Mine/ERW committees using participatory methodologies to identify groups 

vulnerable to mines and ERW and to prioritise the needs at village, sub-district and district 
level; 

 Train mine/ERW committees to relay mine/ERW risk reduction messages to other community 
members, to gather information on the mine/ERW and casualty situation and to develop a 
mine/ERW reporting system in their communities; 

 In collaboration with the Provincial Coordinator, facilitate all sectors in mine action, community 
development and victim assistance to address needs identified at village, sub-district and 
district level; 

 Collect real-life stories and record local level attitudes and opinions to inform the development 
of appropriate mine risk reduction materials; 

 Ensure that requests for the Mine Awareness teams, EOD or proximity mine clearance are 
relayed to the relevant Coordinator for rapid action;  

 Provide continued support and on-going training to the Mine/ERW committees; and 
 Participate in regular Lessons Learnt workshops and monitoring meetings held by the Training 

and Monitoring Team. 
 Perform other tasks related to the position as directed by the Provincial Coordinator 

Required Qualifications 
LANGUAGE SKILLS: Read, write and speak local language. 
SPECIALIST SKILLS: Experience in working in rural communities; 

Experience in participatory methodologies and communication techniques 
an advantage; 
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Good reporting skills; 
Good inter-personnel skills; 
Ability to drive may be necessary; and 
Background in mine action and/or community development an advantage. 

 

Mine Awareness team leader 
As part of the Mine Awareness team, the Team Leader is responsible for planning and 
supervising the movements and operation of the Mine Awareness team.  As a team member, the 
Team Leader is also responsible for overseeing the collection of Mine/ERW information in the 
target area, for co-ordinating and liaising with the District Focal Points, and for ensuring that 
appropriate messages are used for different audiences and situations. 

Main Tasks Related to the Mine Awareness Team Leader position: 
 With the Provincial Coordinator, plan and supervise the movement and operation of the Mine 

Awareness team;  
 Collect Mine/ERW information in the target area and ensure this information is developed by 

the team into appropriate messages for different audiences and situations; 
 Oversee the Mine Awareness team presentations of mine/ERW risk reduction education for 

communities; 
 Liaise with the District Focal Points to ensure effective and complimentary collaboration; 
 Liaise with the District Focal Points and relevant NGOs to identify target areas for mine risk 

reduction education; 
 Coordinate with NGOs and the local authorities to ensure that vulnerable groups are being 

targeted; 
 Collect and report information on mine/ERW incidents;  
 Prepare and submit quarterly, monthly and weekly work plans to the Provincial Coordinator; 
 Maintain overall responsibility for the discipline and welfare of all the Mine Awareness team 

members; and 
 Perform other tasks related to the position as directed by the MRE Provincial Coordinator 

Required Qualifications 
LANGUAGE SKILLS: Read, write and speak local language. 

Some English is preferred. 
SPECIALIST SKILLS: Leadership and supervisory skills; 

Teaching experience is an advantage; 
Good inter-personnel skills; 
Mine awareness knowledge; and 
Driving license for relevant vehicle. 

 

Mine Awareness Team Instructor 
As part of the mobile Mine Awareness team, the Instructor is responsible for conducting mine risk 
reduction training in communities affected by mines/ERW. The Instructor will be responsible for 
ensuring that appropriate messages are relayed to appropriate audiences and that relevant 
information collected by the District Focal Points is incorporated into their presentations.  The 
Mine Awareness team Instructors will also be responsible for providing information on the role and 
function of other mine action sectors. 

Main Tasks related to the Mine Awareness Team Instructor position: 

 Provide Mine Risk Reduction presentations in target communities for different audiences.  The 
presentations may include traditional games, group discussions, role play, video shows or 
story telling; 
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 Undertake home and field visits to discuss informally with villagers their problems with mines 
and ERW and to ensure that villagers unable to attend mine risk reduction presentations are 
included;  

 Incorporate information and stories collected by the District Focal Points into appropriate 
messages according to the different target groups; 

 Promote an understanding of the NMAA’s mine action role, and reinforce messages provided 
by the District Focal Points on reporting mines/ERW and requesting assistance; 

 Distribute mine risk reduction materials in target communities and encourage people to 
participate in mine risk reduction presentations; 

 Assist the Mine Awareness team leader to liaise with the District Focal Points and with 
relevant NGOs over identified locations for mine risk reduction education; 

 Assist the Mine Awareness team leader in liaison with village and sub-district leaders; 
 Assist the Mine Awareness team operator(s) with the maintenance and operation of the audio-

visual equipment and the generator; and 
 Perform other tasks related to the position as directed by the Mine Awareness team Leader. 

Required Qualifications 
LANGUAGE SKILLS: Read, write and speak local language. 

Some English is preferred. 
SPECIALIST SKILLS: Experience in teaching adults, children, students, teachers and 

vulnerable groups in rural communities; 
Excellent public speaking abilities; 
Good inter-personnel skills; and 
Ability to work unsupervised. 

 

Mine Awareness Team Operator 
As part of the mobile Mine Awareness team, the Team Operator is responsible for driving and 
maintaining the vehicle, for maintaining and operating the audio-visual equipment and for 
assisting the team to collect information and to conduct home visits. The Team Operator is also 
responsible for taking the place of the Mine Awareness team instructor when absent. 

Main Tasks related to the Mine Awareness Team Operator’s position: 
 Drive the Mine Awareness team to locations for mine risk reduction education, for home and 

field visits and to meet and liaise with the local authorities and District Focal Points; 
 Conduct regular maintenance work on the team vehicle and equipment; 
 Set up and operate the audio-visual equipment and generator in the training location; 
 Assist the other Mine Awareness team members to conduct home and field visits when 

necessary; 
 Replace Mine Awareness team instructors when they are absent; 
 Assist in the liaison with the District Focal Points, in the collection of mine/ERW information, 

and in the reporting of mine/ERW incidents; 
 Monitor the Mine Awareness team activities through noting participant numbers and other 

relevant information; and 
 Perform other tasks related to the position as directed by the Mine Awareness team Leader. 

Required Qualifications 
LANGUAGE SKILLS: Read, write and speak local language. 

Some English is preferred. 
SPECIALIST SKILLS: Awareness of Mine/ERW situation; 

Driving license for appropriate vehicle(s); 
   Experience in maintaining vehicle(s); and 

Experience in operating and maintaining audio-visual equipment and 
generators. 
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1.2.4 Recruitment procedures 
In order to select the most capable persons for the required positions, it is recommended that a 
formal recruitment process be conducted to ensure fairness and transparency  

At the request of the MRE Project Manager, the NMAA or MAC’s Human Resources Department 
should establish a recruitment committee to oversee the recruitment process. The committee 
should comprise a Chairperson, a Secretary, members and observers drawn from the Directorate, 
the Human Resources Department, the Mine Awareness unit and funding partners 

The recruitment committee should be responsible for: 
1. Designing the written and oral tests that will form the interview/selection process; 
2. Overseeing the interview/selection process; and 
3. Ensuring that the recruitment is conducted in a fair and transparent manner 

The recruitment committee must be briefed about the particular requirements of the advertised 
position and the particular qualities the ideal candidate should have. 

When staff are being recruited internally within the NMAA or MAC, MRE Project Management 
staff should arrange for notices to be posted in all relevant places. 

When staff are being recruited externally, advertisements should be posted in newspapers. All 
advertisements and notices should be posted for at least two weeks. This is generally the 
responsibility of the Human Resources department in collaboration with the MRE Project 
Manager. 

To shortlist candidates, the recruitment committee should check applications and CVs against the 
selection criteria. A reasonable number of candidates should be short-listed to ensure there are 
enough candidates to allow a choice. 

Short-listed candidates for all positions should undertake two tests, one written and one oral. The 
tests should be designed by the MRE project management staff to assess the candidate’s ability 
to meet the requirements of each of the positions.   

Written tests should be organised as an examination, and each candidate should generally be 
given plenty of time to complete the test (two hours is suggested). Members of the recruitment 
committee may oversee the examination by rotation. Oral tests should be interviews that last 
between 10-20 minutes. All of the recruitment committee should be present at the oral interviews. 

All candidates should be told the outcome as soon as possible after a first choice has been 
selected. A reserve candidate should also be selected in case the chosen candidate is unable to 
take up the position or withdraws their application. 

Salary should be paid to staff from the date of their signature on the employment contract. 

1.2.5 Special recruitment procedures for District Focal Points 
District Focal Points should be recruited from within the target districts where they will be working, 
because: 

• The District Focal Points will have a good knowledge of the target areas (the terrain, the 
people and perhaps the extent of the mine/ERW problem);  

• It will be easier for them to integrate with the local communities; 
• Local recruitment can provide for longer term capacity building and sustainability; 
• There are savings on time, travel and accommodation when the District Focal Points are 

already resident in the district; and 
• The work of the District Focal Points is very demanding.  It is important that the potential 

candidates are willing to spend long periods of time staying in villages and travelling 
within their allocated district. These are qualities that can perhaps best be found in local 
candidates. 
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Recruitment from the district is a more time consuming process than recruitment through internal 
NMAA or MAC channels.  The recommended recruitment procedure involves advertising the 
position, which may be achieved in one or more the following ways: 
1. A one-minute radio announcement is an effective method for broadcasting a vacancy in many 

areas; 
2. TV announcements may also be used when there is confidence that potential candidates 

have access to TV.  Announcements should be aired at peak times for viewers; 
3. Announcements may also be placed in district administrative offices with the permission and 

co-operation of the District Authorities;  
4. The administrator of the District Office can be asked to post announcements in public places 

at sub-district level; and 
5. Members of the MRE project team may be required to go to the districts to oversee the 

placing of announcements at district and sub-district level, or this could be arranged through 
other mine action agencies working in the field. 

1.2.6 Tests and recruitment 
After applicants have been short-listed, interviews and tests should take place close to the district 
where the work will be conducted. For most positions, this will involve the recruitment committee 
going to the district for two to three days. Generally, written tests can be held in the morning and 
those short-listed can be interviewed in the afternoon. A means of notifying applicants of the 
results must be agreed and implemented. All interviewed applicants should be notified of the 
results as soon as possible after a selection has been made. 

1.2.7 Selection criteria 
It is important that the minimum requirement from candidates is decided in advance of advertising 
the post. Some recommended criteria for the different MRE positions are given below as a 
guideline. These must be adjusted for the particular country and must reflect National norms.  For 
all positions, equality in the recruitment of men and women is important, and persons with 
disability should be encouraged to apply.  

Training and Monitoring Officers 
Suggested eligibility criteria: 

A bachelor's degree or equivalent qualification; 
From 25-50 years of age; 
Proven experience in monitoring and training for NGOs or other organisations; 
At least two years experience of working with rural communities; and 
A valid driving license. 

Suggested selection criteria: 
Strong initiative and motivation; 
Good communication skills; 
Good computer skills; 
Good English language skills; and 
Good health. 

Provincial Co-ordinators 
Suggested eligibility criteria: 

Former MAC Mine Awareness team Leader; 
From 25-50 years; 
High school graduate or equivalent qualification; 
Proven experience in planning and co-ordination; and 
A valid driving license. 
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Suggested selection criteria: 
Strong initiative and motivation; 
Good communication skills; 
Good computer skills; 
Good English language skills; and 
Good health. 

District Focal Point  
Suggested eligibility criteria: 

From 25-50 years of age; 
High School Graduate; 
Preferably local to the target districts of the MRE project; and  
At least two years proven experience of working with local communities and/or local 
authorities. 

Suggested selection criteria: 
Strong initiative and motivation; 
Good communication skills; 
Willingness to spend long periods of time travelling and in villages; 
Able to drive a relevant vehicle; and 
Good health. 

Mine Awareness team leader   
Suggested eligibility criteria; 

Former MAC Mine Awareness team Supervisor or Team Leader; 
From 25-50 years of age; 
High School Graduate or equivalent qualification; 
Proven leadership skills and ability to supervise a team; and 
A valid driving license. 

Suggested selection criteria: 
Strong initiative and motivation; 
Good planning and communication skills; 
Willingness to spend long periods of time in the field; 
Good health; and 
Good English language skills. 

Mine Awareness team Instructor 
Suggested eligibility criteria: 

Former MAC Mine Awareness team Supervisor, Team Leader, Instructor or Operator; 
High School Graduate or equivalent qualification; 
From 22-50 years of age; 
Proven experience in teaching or training; and 
A valid driving license. 

Suggested selection criteria: 
Strong initiative and motivation; 
Good communication and inter-personnel skills; 
Willingness to spend long periods of time in the field; 
Good health; and 
Good English language skills an advantage. 
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Mine Awareness team Operator  
Suggested eligibility criteria: 

Former Mine  Awareness team Supervisor, Team Leader, Instructor or Operator; 
High School Graduate and/or at least two years field experience within mine action; 
From 22-50 years of age;  
Proven experience in vehicle and audio-visual equipment maintenance; and 
A valid driving license. 

Suggested selection criteria: 
Strong initiative and motivation; 
Willingness to spend long periods of time in the field; 
Good health; and 
Good English language skills an advantage. 

1.2.8 Recruitment tests 
Recruitment tests must be prepared in advance and designed to test the candidate’s knowledge, 
comprehension of written material and ability to write a structured response. Normally a written 
test will consist of at least five questions with each question awarded the same number of points 
during assessment. If a post is re-advertised after candidates have taken the test, the same test 
questions should not be used a second time. Examples than may be used as questions are given 
below. 

Training and Monitoring Officers 

1. The Training and Monitoring Officer will be responsible for monitoring the project activities 
and the staff working in the field.  Why is it important to monitor project activities? (Provide 
up to four reasons.) 

2. The project activities will involve working closely with villagers.  What methods can you 
use to involve villagers in the process of monitoring project activities? (Describe up to four 
methods.) 

3. The Training and Monitoring Officers will be responsible for providing training to other staff 
members. What skills do you think it is important for a trainer to have? (List up to four 
skills.) 

4. Evaluating training sessions will be an important part of the training process. How would 
you evaluate a training session? (Describe up to four methods.) 

5. Why are you interested in this job?  

Provincial Coordinator 

1. The Provincial Coordinator will be responsible for co-ordinating the work of the MRE field 
staff with the work of others working in Mine Action.  What methods would you use to 
ensure good co-ordination and communication with others working in Mine Action? 
(Describe up to four methods.) 

2. The MRE project differs from other mine awareness projects because it will work more 
closely with local communities. In what ways do you think this will improve the relevance 
of mine awareness? 

3. The MRE project will aim to work more closely with other Mine Action agencies and with 
development and rehabilitation organisations.  In what ways do you think this will improve 
mine awareness? 

4. The Provincial Coordinator will work with many different people including the MRE project 
staff, the NMAA or MAC staff, community representatives and representatives of other 
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agencies and organisations.  What skills do you think the Provincial Coordinator will need 
in order to achieve this? 

5. Why are you interested in this job? 

 

District Focal Point 

1. Mines and ERW remain scattered throughout the district as a result of the long years of 
war.  What problems do you think mines and ERW cause for the country and this district? 

2. As a District Focal Point you will be working closely with villagers and also with local 
authorities.  What personal qualities or skills will you need for this work? 

3. One of the tasks of the District Focal Point will be to collect information on the mine/ERW 
situation in villages. The NMAA or MAC and organisations working with disabled people 
or community development may use this information. List four kinds of information that 
you think it would be important to collect? 

4. The District Focal Point will be responsible for identifying people at the village level who 
would be interested in becoming a volunteer representative of a village Mine/ERW 
committee. List four ways you might use to identify suitable candidates. 

5. The District Focal Point will be responsible for collecting different types of information 
about the mine/ERW problem in villages. List four groups of key people you would need 
to talk to in order to collect information about which families in a village are most affected 
by mines and/or ERW. 

 

Mine Awareness team Leader 

1. Mines and ERW remain scattered throughout the countryside as a result of the long years 
of war.  What problems do you think mines and ERW cause? 

2. Mine Awareness teams provide information to villagers about how to live more safely in 
mine and ERW affected areas. What are some of the messages provided through mine 
awareness education? 

3. The team leader will be responsible for a team of people. What skills do you think a good 
team leader should have? 

4. During a mine awareness presentation in a village, a Mine Awareness team can use 
different materials and methods to tell the local people about the danger of mines. Which 
methods and materials do you think are the most effective? (Describe two materials and 
two methods.) 

5. Why are you interested in this job? 

 

Mine Awareness team Instructor 

1. Mines and ERW remain scattered throughout the countryside as a result of the long years 
of civil war.  What problems do you think mines and ERW cause? 

2. Mine Awareness teams provides information to villagers about how to live more safely in 
mine and ERW affected areas.  What are some of the messages provided through mine 
awareness education? 

3. During a mine awareness presentation in a village, a Mine Awareness team can use 
different materials and methods to tell the local people about the danger of mines.  Which 
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methods and materials do you think are the most effective? (Describe two materials and 
two methods.) 

4. Mine awareness presentations need to be planned so that an appropriate presentation 
can be given to the audience. What points are important to consider when planning a 
mine awareness presentation? 

5. Why are you interested in this job? 

 

Mine Awareness team Operator 

1. Mines and ERW remain scattered throughout the countryside as a result of the long years 
of civil war.  What problems do you think mines and ERW cause? 

2. Mine Awareness teams provides information to villagers about how to live more safely in 
mine and ERW affected areas. What are some of the messages provided through mine 
awareness education? 

3. The Mine Awareness team Operator will be responsible for driving the team vehicle.  
What do you consider to be the most important rules for driving in rural areas? 

4. The Mine Awareness team Operator will be responsible for maintaining and operating the 
audio-visual equipment.  What things would you need to check to ensure the equipment 
will work well during the presentation? 

5. Why are you interested in this job? 

1.2.9 Staff appraisals and evaluation 
Every six months staff appraisals for the MRE project staff should be conducted using MRE staff 
appraisal forms.   

• The NMAA or MAC Operations Officer (or other appropriately experienced staff) should 
conduct the appraisal of the MRE Project Manager. 

• The MRE Project Manager will appraise the Project Officer and any other MRE staff 
member working at headquarters. 

• The Project Officer should conduct the appraisals of the Training and Monitoring Officers 
and the Provincial Coordinators. 

• The Provincial Coordinators and Training and Monitoring Officers should conduct 
appraisals of the field staff working in their area .  

The MRE appraisal should be designed to allow for a regular review of MRE staff performance 
over a period of six months. It is intended that the appraisal forms are completed in a participatory 
manner with the full involvement of both the appraiser and the employee. The completion of the 
form should be based on discussions between the appraiser and the employee focusing on the 
results achieved, the areas of strength and the areas that need improvement.  

The objectives of the appraisal should be as follows: 
• To identify staff responsibilities and to set individual objectives; 
• To identify staff strengths and areas needing improvement; 
• To identify appropriate training or mentoring to address staff needs; and 
• To provide staff an opportunity to discuss their expectations, concerns and ideas about 

their specific work, role or the overall project. 
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1.2.10 Mine/ERW committees 
The MRE Project aims to develop some momentum towards sustainability by building capacity  to 
address the mine/ERW problem at district, sub-district and village level. The intention is that local 
communities will be pro-active in reducing risk for themselves using local resources, and that they 
will gain a better understanding of how to request the services of outside agencies.  A National 
MRE project should intend to: 

• Provide community representatives with training to enable them to teach mine risk 
education in their communities;  

• Provide communities with information and access to efficient mine/ERW reporting 
systems and to facilitate a mine action response to these requests; 

• Provide communities with information about, and access to, disability services; 
• Provide communities with information about and access to community development 

interventions; and 
• Allow communities to exchange information and share ideas on how to address the 

mine/ERW problem 

A Mine/ERW Committee is comprised of volunteer community representatives based at district, 
sub-district and village level, who act as a reference point and information source on the 
mine/ERW problem and related issues. The Mine/ERW Committees are supervised and 
supported by the District Focal Points. The District Focal Points should visit each Committee on a 
regular basis to exchange information, provide support, discuss issues and provide refresher 
training. The Mine/ERW Committee representatives will also receive formal training from the MRE 
Training and Monitoring Officers. 

Mine/ERW Committee representatives are volunteers who are working because of their interest in 
helping their communities. The MRE project helps to establish the network of volunteers and to 
provide support and training. The MRE project should encourage the volunteers to take ownership 
of the activities. The MRE staff should respect and support these volunteers while avoiding 
criticism. 

Mine/ERW Committees should be established in all affected districts, and these committees 
should, in the long term, become the local reference point for all mine/ERW interventions in the 
area. 

1.2.11 Role and responsibilities of Mine/ERW Committees 
The Mine/ERW Committees should be responsible for the following: 

• Providing basic mine/ERW risk education to their communities on a regular basis; 
• Promoting safe behaviour amongst the community; 
• Informing all newcomers to the area about the mine/ERW problem; 
• Gathering information related to mines and ERW and mine incidents in the area to provide 

to the District Focal Points and relevant organisations; 
• Working with the District Focal Points to conduct participatory exercises to prioritise mine 

action, community development and disability needs at village, sub-district and district 
level; 

• Completing request forms for EOD, proximity clearance and Mine Awareness training; 
• Informing villagers of mine action activities in the village and encouraging their co-

operation and involvement; 
• Identifying the location of ammunition, ERW and mined areas in co-ordination with the 

District Focal Point and demining agencies;  
• Providing disability services information to disabled people in the area; 
• Attending meetings at village, sub-district and district level to provide information about 

the mine/ERW issues and risk reduction strategies; 
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• Attending village, sub-district and district development meetings and liaising with 
community development workers when appropriate; 

• Providing on-going representation and advocacy for the village, sub-district or district; and 
• Participating in meetings, workshops and training as arranged by the District Focal Points.  

The Village Mine/ERW Committee representatives will undertake most of the above activities in 
their villages. The Sub-district and District representatives will have a less operational role, but will 
be important for passing information up from the village level and representing the mine/ERW 
problems in their areas. The Sub-district and District representatives should retain an active 
interest in the work of the village Mine/ERW Committees. 

1.2.12 Benefits and incentives 
The Mine/ERW Committee representatives are volunteers who work without remuneration. 
Generally, the NMAA or MAC cannot support regular payments for the Mine/ERW Committees 
and there are also very good reasons why MAC should avoid providing regular incentives. These 
include: 

• If incentives are provided to the Mine/ERW Committees, the sustainability of the project is 
called into question. Past experience has shown that volunteers who receive incentives 
often stop working when these incentives are withdrawn; 

• Many communities have volunteers who actively organise traditional activities for the 
benefit of the village. The Mine/ERW Committees will also be working for the benefit of 
their village and this should earn them respect from their fellow villagers; 

• When villagers work without incentives, it is a sure sign of their commitment to the work 
and the value of the activities they undertake; 

• Village volunteers promote self-help and ownership and can help to discourage villagers 
from reliance on outside assistance; 

• The work-load of the mine/ERW committee should be minimal and should not detract from 
their everyday income generation activities. If the committee members are involved in 
more than a minimal level of activities they should receive some compensation to make 
up for lost income; 

The District Focal Points should spend time with the villagers and potential volunteers explaining 
that the interest of the work lies elsewhere than in remuneration (knowledge, community 
protection, respect, training, facilitating clearance in the village etc.). The main motivation for the 
Mine/ERW Committees should be that they will be helping to reduce the mine/ERW risk in their 
village but the MRE Project should ensure that the Mine/ERW Committees do not lose any 
income through their work. 

There will also be opportunities for showing appreciation for the work and commitment of the 
mine/ERW committees. The MRE Project staff should take every opportunity to provide 
“psychological pay” in terms of praise for their efforts and achievements. In addition, the following 
material benefits should be provided to the Mine/ERW Committees: 

• Mine Awareness T-shirts (small and large); 
• Pens, pencils and notebooks; 
• A regular supply of mine/ERW risk education materials and EOD, clearance 

request/report forms; 
• A MAC certificate of completion of training; 
• Per diem and travel expenses when they attend meetings, workshops or training outside 

of their locality; and 
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• A signpost identifying each volunteer as a NMAA Mine/ERW Committee representative 
should be erected outside their homes. This will make it easier for interested people to 
identify and contact them. 

1.2.13 Suitable people for Mine/ERW Committee membership 

It is recommended that representatives of the mine/ERW committee should be selected based on 
the following criteria: 

• Willing to volunteer; 
• Popular and trustworthy; 
• Demonstrates commitment and honesty; 
• Able to read and write; 
• Based in the village and with a real occupation in the village; 
• Preferably a long-term resident; 
• Shows an interest in the work of the District Focal Point; 
• Has a good knowledge of the mine and ERW situation; and 
• Is able to motivate others 

If possible, the following people should be avoided: 
• People involved in politics (government officials etc.) who want to increase their political or 

personal power; 
• People who are newcomers to an established village; 
• People who live in the village but work outside; and 
• People who are only interested in the incentives. 

A wide variety of people in the village, sub-district or district may become Mine/ERW Committee 
representatives. They can be people who are already in positions of responsibility such as school 
teachers, or health workers. They can also be farmers, demobilised soldiers, village deminers, or 
traders. Their background and occupation is not as important as their interest in the Mine/ERW 
Committee work. It is important to make sure that potential candidates have the free time required 
for them to work as a committee member. 

1.3 National SOP 3: Training 

1.3.1 MRE curriculum 
Training is an important aspect of the MRE project.  Two curricula are often necessary:  

• Training Curriculum for MRE staff (English language), and 
• Training Curriculum for Mine/ERW Committees (English and local language) 

Both curricula should contain the following parts: 
• An introductory chapter; 
• A chapter outlining the training objectives; 
• A chapter on training implementation; 
• A chapter outlining the units and session plans; 
• A suggested timetable; and 
• Sample evaluation forms.   

The curricula should be designed as complete packages for either newly recruited MRE staff or 
for training Mine/ERW Committee representatives from the district, sub-district and village level. 
The sessions may also be used independently for refresher sessions, or can be adapted to meet 
varying training needs as appropriate.   
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While the suggested curricula are comprehensive, they must be adapted, modified or improved 
upon regularly. 

1.3.2 Training course for MRE Staff 
Overall Training Objectives: 

• To provide a common understanding of the MRE project and the staff roles within the 
project; 

• To provide training in the basic tools and skills that will help the MRE staff to implement 
their work effectively and in a participatory way; and 

• To build a team dynamic between the different MRE staff members. 

Structure of the training course 
The training package is for staff members newly recruited to work on the MRE project. Newly 
recruited staff  not only require knowledge about mines and ERW and mine risk education 
messages, they also require skills to enable them to work closely with local communities at 
village, sub-district and district level. 

The training must be designed to be conducted over a set period, generally three-weeks (15 
days). The training consists of two major components, Induction training and training in 
Community based approaches and skills. 

NMAA or MAC/MRE induction training 
This part of the course covers topics relating to the NMAA or MAC generally and to the MRE 
project in particular.   

Unit One: Introduction to MRE and the NMAA or MAC. 
Unit Two: MRE Project Roles, Reporting Systems and Links. 
Unit Three: Mine/ERW Risk Education. 
Unit Four: MRE Integration and Partnerships. 
Unit Five:  Mine Incidents/accidents, First Aid and Disability Awareness. 

Training In community-based approaches and skills 
This part of the training looks much more at the skills and competencies required by the staff so 
that they can implement their work in the field in a participatory manner. 

Unit Six: Approaches to Working with Village Communities. 
Unit Seven: Facilitation Techniques and Effective Communication. 
Unit Eight: Participatory Methodologies and Activities. 
Unit Nine: Teaching Methodologies. 
Unit Ten: Problem Analysis and Community Action Planning. 
Unit Eleven: Monitoring MRE. 

Training logistics 
Generally, the training should be held at an NMAA or MAC Training Centre with appropriate 
existing facilities. The MRE project should transfer appropriate parts of the training budget to the 
Training Centre. The Training Centre should be responsible for organising the training room, 
accommodation and water, refreshments and training equipment. 

Training materials 
The Training Centre should provide training equipment such as overhead projectors, white-board, 
chairs and tables. The Mine/ERW Awareness project should provide consumables such as 
marker pens, flipchart paper, coloured paper and other training materials.  

The MRE project should ensure that the trainees are provided with the following materials: 
• A copy of the MRE SOP in the local language; 
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• Training curriculum for Mine/ERW Committee Representatives; 
• NMAA or MAC rules and regulations; 
• MRE Job Descriptions; 
• MRE Report Forms; 
• Request Forms for proximity clearance and EOD; 
• Accident report forms; 
• Training Certificates; and 
• A medical kit (for the First Aid Training). 

Facilitators and trainers 
The MRE Project Manager and Project Officer, together with the Training and Monitoring Officers, 
should be responsible for the organisation, conduct, output and quality of the training. 

The MRE Project Manager and Project Officer should be responsible for ensuring that guest 
speakers are invited to the training and briefed on their presentations.  

When available, the following NMAA or MAC staff should be involved in the MRE induction 
training: 

• Operations Director;  
• Operations Coordinator; 
• Human resources officer; 
• Transport officer; 
• EOD officer; 
• Mine clearance officer; 
• Socio-economic officer; and 
• Medical officer. 

Key Partners who may also be invited to the training include: 
• NGOs; 
• Local authorities; 
• UN; and 
• Red Cross. 

A training organisation may be recruited to conduct the training in community-based approaches, 
or these sessions can be conducted by the MRE staff after they have become established, 
competent and confident in their work. 

Methodology 
The following are guiding points for the training methodology: 

 The training should be conducted in appropriate local language(s);  

 The training should be participatory and centred around the existing knowledge and skills of 
the trainees; 

 The training should comprise a mixture of classroom-based activities, technical briefings and 
fieldwork where lessons can be put into practice; 

 To ensure that the trainees can see the trainer, and allow the trainer to easily call on the 
trainees to participate in the lessons,  trainees should generally sit in a semi-circle around the 
trainers; 

 The use of games and icebreakers should be used to help to build team spirit and provide for 
better working relationships, in addition to providing stimulation; 
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 Group work and feedback should be an important part of the training as this allows the 
trainees to discuss issues and come to their own conclusions and provides experience at 
presenting back to the other trainees; 

 The skills should be task oriented and involve the trainees in practically applying what they 
have learnt. Technical skills should be practised in both the classroom and the field to ensure 
trainees are confident to use them; 

 The training should provide skills for training of trainers, which will allow the MRE staff to 
actively pass on their skills and knowledge to the representatives of the Mine/ERW 
Committees through informal training sessions and discussions; and 

 The training should be focused around the actual work the trainees will be doing in the field.  
Training must refer to their work with communities in mine affected areas wherever possible. 

Training Needs assessment 
The MRE Project Management staff should conduct a needs assessment before the training to 
measure the level of knowledge, the background and the existing skills and experiences of the 
trainees before the beginning of the training. The MRE Project Management staff should be able 
to get a useful sense of this during the recruitment process. 

The assessment should include both formal skills and capabilities learned through previous 
training courses or work experience, and also more informal skills or knowledge learned through 
life experience. 

At the beginning of the training, it is recommended that a short session is held to find out what the 
trainees expect to learn from the training. 

Training Evaluation 
Throughout the training it is recommended that the facilitators ensure that the participants 
complete a short daily evaluation, which can provide feedback to the training organisers on daily 
logistics, the quality of the training sessions and the level of understanding. 

A large sheet of paper can be put on the wall at the beginning of each day and the participants 
should be encouraged to write down their thoughts and feelings about the training. 

At the end of the training a full-evaluation by the participants needs to be conducted to assess the 
overall impact of the training. 

For sample training evaluation forms, see Part ****. 

Follow-up 
The Training and Monitoring Officers will be responsible for providing close follow-up and support 
to newly deployed field staff through regular monitoring visits. 

The Provincial/District Coordinator should also ensure that regular meetings are held with the staff 
to provide an opportunity to share experiences or to raise problems encountered. 

The MRE Project Manager and Officer should also be responsible for monitoring staff activities in 
the field on a regular basis. 

Associated Documents 
The MRE Staff Training Curriculum should be used in conjunction with the following NMAA or 
MAC documents: 

 MRE Standard Operating Procedures; 
 National of International MRE standards (IMAS); and 
 Training Curriculum for Mine/ERW Committee members. 
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1.3.3 Training course for Mine/ERW Committee members 
The training of the local Mine/ERW Committees is the key to sustainability. The process of training 
the Mine/ERW Committees is the first step in building a mine/ERW capacity at the village, sub-
district and district level. All the mine/ERW committee representatives from one district should 
attend the same training session. The training is intended to provide appropriate knowledge, skills 
and materials, and to build on existing local knowledge and systems. The training should be 
followed up with continual support and mentoring by the District Focal Points and the Training and 
Monitoring Officers. 

Training objectives 
The main objectives are that: 

 Mine/ERW Committee representatives should gain a common understanding of their roles 
and responsibilities; 

 Mine/ERW Committee representatives should learn some basic skills and tools that will assist 
them to implement their activities effectively in their communities; and 

 Mine/ERW Committee representatives in each district should get to know each other and build 
up supportive relationships. 

Structure of the training course  
This training course is intended to provide the volunteer mine/ERW Committee representatives 
from the village, sub-district and district levels with an understanding of their roles and 
responsibilities. It should also impart some skills and tools that will help them to implement risk 
reduction activities in their communities, and introduce them to other volunteer representatives 
within their district. 

The training is designed to be conducted over a period of five days. The training course consists 
of three units and 14 topics including a visit to the nearest minefield. 

Unit One: Roles and Responsibilities of Mine/ERW Committee members. 
Session One: Training Introductions and Expectations. 
Session Two:  Background to mine action and it operates in country. 
Session Three: Role and Responsibility of Mine/ERW Committees. 
Session Four: Community Prioritisation and Action Planning. 
Session Five: Sustainability of Mine/ERW Awareness in the community. 

Unit Two: Mine Risk Education in the Community. 
Session Six: Mine/ERW Contamination in the Community. 
Session Seven: Recognising Mines and ERW. 
Session Eight: Clarifying Safety Messages. 
Session Nine: Mine/ERW Risk Behaviour. 
Session Ten: Presenting Safety Messages. 

Unit Three: Reporting and Submitting Requests. 
Session Eleven:  Disability Awareness. 
Session Twelve: Accident Reports. 
Session Thirteen: Mine Action Requests. 
Session Fourteen: Field Visit to a Minefield. 

Training logistics 
The training should be held at district level, with the mine/ERW committees from the village, sub-
district and district level attending the same training. This helps to introduce the Committee 
representatives to each other and provides a foundation for future collaboration and support. The 
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training should take place in a suitable location at district level, for example a school or a district 
office. 

The District Mine/ERW committee representatives and the District Focal Points should assist in 
finding a suitable venue for the training.   

Participants should be provided with travel expenses and those who have to travel a long way to 
the training may be collected in MRE vehicles in advance of the training and taken home at the 
end. Accommodation and additional food, or a per diem, should be provided to all participants 
who have to stay away from home during the training. These arrangements should be made in 
advance. 

Training materials 
The training should have a clear agenda written in the local language(s) which is distributed to the 
participants and also put up on the walls of the training venue for ease of reference. 

The handouts for the training must be clear and easy-to-read and summarise the main lessons, 
and should be distributed to all the participants. 

Copies of the training curriculum written in the local language(s) should be distributed to all the 
participants. 

Each participant should receive a folder, a notebook and pen 

Efforts should be made to train using simple materials, which the community Mine/ERW 
Committee representatives will be able to use themselves, for example, pens, coloured paper, 
flipcharts and scissors.   

At the end of the training, each participant should receive a package of mine awareness materials 
for use in their mine/ERW risk reduction activities in their communities. The contents of this 
package are outlined in Part **** 

Each participant should receive a certificate at the end of the training. 

Facilitators and trainers 
The MRE Training and Monitoring officers are responsible for the organisation, conduct, output 
and quality of the training.  They will be assisted by the District Focal Point for the relevant district. 

Guest speakers may also be invited to participate in the training. In particular:  

 The Mine Awareness team(s) may contribute to the Unit on Mine Risk Education in 
the Community;  

 The NMAA or MAC may contribute on demining and EOD activity; 

 The NMAA or MAC should be responsible for organising the visit to a minefield 
(session 14); and 

 The participation of high ranking NMAA or MAC personnel and a representative from 
the District authorities in the opening and closing ceremonies is also desirable. 

Close co-operation and collaboration between MRE staff and the NMAA or MAC presenters 
should be maintained to ensure that content and messages about reporting are consistent. 

Methodology 
The majority of the trainees will have a low level of formal education but they may have very good 
knowledge of their local communities and the mine/ERW problem in their community. The training 
is intended to draw on the local knowledge of the participants and to build the lessons around this.  
The following guidelines should be remembered: 

1. The training should use the local knowledge of the trainees as far as possible. 
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2. The training must not be theoretical or technical.  It should be practical and use simple 
language. 

3. The facilitators must try to make the trainees feel relaxed and not intimidated. 
4. The lessons must be clear. As literacy levels among some of the participants may be 

relatively low, it is important that the amount of information presented in a written form is 
kept to a minimum. 

5. There must be time for questions and discussion. 
6. A variety of training methods should be employed during the training. Examples are: 

i. Games and icebreakers; 
ii. Brainstorming; 
iii. Small group discussions; 
iv. Practice sessions; 
v. Showing pictures and telling stories; and 
vi. Role play. 

7. Good facilitation skills are particularly important during this training.  For many of those 
attending, this will be the first time they have attended training of this kind. Instructions 
must be clear. The facilitators may need to spend more time than usual working with the 
participants in the small groups to encourage the quieter participants to feel at ease and 
take part. 

8. A formal arrangement of chairs and tables will not encourage a relaxed and participatory 
approach. Trainees should normally sit in a semi-circle around the trainers. This ensures 
that the trainees can see the trainer and that the trainer can easily call on the trainees to 
participate in the lessons. 

Needs assessment 
Before each training course takes place the Training and Monitoring Officers should spend time 
with the District Focal Points finding out information about the participants. The Training and 
Monitoring Officers should meet the participants in their villages to discuss issues such as their 
background, their work experience, relevant existing knowledge, previous training experience etc.   

Evaluation 
Throughout the training it is recommended that the participants complete short daily evaluation 
forms. These can provide feedback to the training organisers on the daily logistics, the quality of 
the training sessions and the level of understanding.  

During break times the facilitators should also discuss with the participants their feelings about the 
training. 

At the end of the training the participants should complete an evaluation form for the whole 
training. 

See the Training Curriculum for Mine/ERW Committees in Part **** for sample evaluation forms. 

Follow-up 
The formal training for the Mine/ERW committees should be followed up by continued on-the-job 
training provided by the District Focal Points. The Training and Monitoring Officers are responsible 
for providing continued technical support to both the District Focal Points and the Mine/ERW 
Committees.  The Training and Monitoring Officers are responsible for post-training monitoring 
and for providing refresher training when it is required. 

Exchange visits for the Mine/ERW Committees will also form an important part of the follow-up 
training. Visits to other districts to meet with other Mine/ERW Committee representatives will allow 
the committees to learn from each other and to build up a sense of solidarity. 
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The sub-district and district Mine/ERW Committee representatives should have an orientation visit 
to the NMAA or MAC office and be introduced to the relevant staff. 

Associated documents 
The Training Curriculum for the Mine/ERW Committees should be used in conjunction with the 
following documents: 

• MRE Standard Operating Procedures and 
• Training Curriculum for MRE staff. 

1.4 National SOP 4: Targeting and deployment 

1.4.1 Targeting 
MRE aims to reduce the mine and ERW risk for communities living in contaminated areas with the 
intention that the casualty rate will decrease as a result.   

The MRE project should be concentrated in those districts, sub-districts and villages with the 
highest mine/ERW casualty rates as these are the contaminated areas where the risk is evidently 
the greatest. The MRE project should also be centred on villages with a potential high-rate of 
casualties (for example communities newly settled in contaminated areas). 

The accurate targeting of the villages, sub-districts and districts most likely to benefit from the 
MRE project is therefore extremely important. 

Criteria and sources for the selection of target areas 
The criteria that should be considered when selecting target areas are as follows: 

1. The area is known to be contaminated by mines and/or ERW; 

2. The area is known to have a high casualty rate, which is indicative of the risk posed by 
mines/ERW both in terms of the physical risk and the socio-economic risk; 

3. The area is believed to have a high potential casualty rate – target villages may also be 
selected based on the assumption that they are likely to have a high casualty rate (this 
applies particularly to newly settled communities in highly mine contaminated areas); 

4. The willingness of people to participate with the MRE project should be an important 
criterion for selection. The local people are not so much beneficiaries in this project as 
active subjects. Areas where there is a lack of willingness to participate will not be suitable 
target areas for an MRE project, but are perhaps more suitable for the deployment of 
Mine Awareness Teams. For a sustainable MRE project to work successfully the 
participation and involvement of the target villages is important. 

5. The area is secure for NMAA or MAC staff to visit and transit. If the area is insecure, the 
possibility for working should still be explored. 

6. The area is accessible. If the area is not accessible during parts of year, it may be 
possible to schedule MRE work for other seasons. When mine and ERW hazards on 
routes restricts access, it may be possible to get the routes cleared. 

Targeting of districts, sub-districts and villages for the MRE project must be based on varied 
sources of information, such as: 

• Casualty data (persons and livestock);  
• Landmine Impact Survey results; 
• NMAA or MAC hazardous area data; 
• Work plans of other mine action units;  
• Information from MRE field staff on appropriate villages for MRE intervention 

(local level information and priorities); 
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• Information about the deployment and work plans of other mine action agencies; 
and 

• Information from community development organisations and disability 
organisations working in possible target areas. 

Information from all of these sources should be used to identify and prioritise appropriate districts, 
sub-districts and villages for MRE intervention. Target areas should be selected based on their 
fitting the criteria to the greatest possible extent, while efforts to make excluded areas fit the 
security and access criteria should be undertaken in parallel. 

Exceptional circumstances 
In some cases it may be found that a village is unwilling to cooperate with the MRE project. It is 
recommended that MRE does not deploy a District Focal Point to villages where there is a lack of 
participation. The NMAA or MAC should try to address their mine awareness needs by using a 
Mine Awareness Team, who can also help the villagers to report mines or ERW, or through the 
mass media campaign. 

1.4.2 Steps for targeting of areas 
The steps for targeting are described below. 

District identification 
Before the teams are deployed, MRE Project Management at HQ should identify high-risk districts 
based on the incident/accident statistics, hazardous areas recorded in centralised databases, and 
information from other mine action, community development and disability organisations and mine 
action units. 

A deployment plan must be developed by the MRE Project Management and should be shared 
with the other key organisations at forums such as a Mine Awareness Working Group. 

Sub-district and village identification 
After MRE staff have deployed to the district, the process of sub-district and village identification 
can begin.  

Identification of target villages should come first, and the sub-districts should then be chosen 
based on this information. To promote efficiency, in each district a number of villages should be 
chosen as target villages whenever possible. 

The Provincial Coordinator should investigate possible target villages based on information from 
the MRE Project Manager, other NMAA or MAC units and other organisations working in the area. 
At HQ level the project management staff will identify high-risk villages based on the incident 
statistics from the central-level databases. This information must be passed on to the Provincial 
Coordinator for confirmation. 

The District Focal Point for each district is responsible for carrying out an initial assessment of 
possible target villages suggested by the Provincial Coordinator and the Project Manager. The 
District Focal Point should also meet with the District and Sub-district administrators to learn their 
opinions about possible target villages. Some village level information may not be recorded on the 
centralised databases. If the District Focal Point can provide good information and justification for 
working in previously unidentified areas, they may be selected.   

After making an assessment, the District Focal Point fills out a Village Assessment Report Form 
(See Part *****) for each village that is considered to be an appropriate target village for the MRE 
project based on the selection criteria. 

The District Focal Point and the Provincial Coordinator send the Village Assessment Forms (See 
Part ****) to the Project Manager together with their reasons and recommendations for selection. 
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The Project Manager checks the information, verifies it against the centralised sources of 
information and approves a final selection. The Project Manager then notifies the Provincial 
Coordinator and the District Focal Point, who can then begin to work in the selected villages. 

The Project Manager should keep a list of all the target villages and sub-districts. 

The Provincial Coordinator should mark target villages and sub-districts on a district map. 

NOTE: The ideas and impressions of the Provincial Coordinator and the District Focal Point are 
very important in the village selection process because they have the most contact with 
the local area. They may discover discrepancies in the database information or, for 
example, find that high-casualty figures were related to a one-off incident that is not an 
indication of a long-term risk.   

The accurate targeting of villages for the MRE project  relies on a two-way flow of information from 
the HQ to the field and from the field to HQ. 

1.4.3 Deployment plan for the District Focal Points 
The MRE Project selects its working areas through a district selection followed by a village 
selection. The districts are selected on the basis of their casualty figures, and within those districts 
the villages are selected using the approved selection criteria. The sub-districts affected are a 
result of this process, so while the number of target districts and villages is maintained, the 
number of sub-districts may vary from district to district. 
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Targeting MRE project villages for the District Focal Points 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Project Manager and Project 
Officer at HQ check data on 

high-casualty villages in target 
districts: 

 Health data;. 
 Landmine Impact Survey; 
 Hazardous area data. 

Project Manager has meetings 
with other NMAA or MAC units 
and mine action organisations 
to discuss deployment plans. 

 NMAA or MAC units 
 NGOs 

Information is passed to the 
Provincial Coordinator who checks 
the information against provincial 
sources: 
 MAC or RMAC Manager; 
 Provincial authorities; 
 NGOs. 

District Focal Point conducts an 
assessments in possible target 
villages as suggested by PC and 
PM. 
 Meet with District and sub-

district authorities. 
 Fill out appropriate form. 

Based on additional information from 
the local communities the District 
Focal Point will check other villages 
that are reported to be high-risk.  If 
the District Focal Point feels these 
are appropriate target areas, good 
information and justification for their 
inclusion must be provided. 

District Focal Point reports back to 
Provincial Coordinator who 
provides recommendations to the 
Project Manager, identifying target 
villages based on the MRE criteria. 

CRITERIA 

 Area contaminated 
by mines/ERW; 

 High casualty rate; 
 High potential 

casualty rate; 
 Willingness of 

villagers to 
participate; 

 Security 
 Accessibility. 

Project Manager approves 
village selection. 
 Field staff informed. 
 Project Officer enters 

village information onto 
MRE database. 

1 

2 

3 

4 
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6 

7 
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Deployment plan for the Mine Awareness team(s) 
The deployment of the Mine Awareness Team(s) should be based on districts with a high-rate of 
casualties. For efficiency, normally one Mine Awareness Team is deployed to one province and 
will be responsible for working in several of the high-risk districts within that province 

Frequently the Mine Awareness team will be deployed in the same areas as a District Focal point. 
The Mine Awareness team will be responsible for responding to the requests generated through 
the District Focal Point and the Mine/ERW Committees. 

The Mine Awareness team may also work in other areas according to requests from the mine 
action sector, schools and community development agencies. The Mine Awareness team may 
also be deployed in response to situational factors, for example, sudden population movements to 
high-risk areas. 

The deployment of the Mine Awareness team generally also depends on the accessibility to 
villages by vehicle.  

1.4.4 Criteria for exit from target villages 
Careful targeting of MRE should ensure that initial deployment is in areas of most need based on 
casualty rate, local participation, security and accessibility. However, there will come a time when 
there is less need for a continued, regular presence of the District Focal Point in these initial target 
areas. This may occur for a variety of reasons. Examples are: 

• The Mine/ERW Committee have shown they are able to carry on the work without 
assistance from the District Focal Point. 

• The risk factor in the village has been reduced or eliminated due to demining activity. 

• The number of accidents in a village has been significantly reduced or has been 
eliminated. 

At the same time, other villages may become a priority for MRE intervention when, for example: 

• Other villages record higher casualty rates; 

• People are settling in villages in hazardous previously uninhabited areas; or 

• Villages that are high priority but were previously inaccessible become accessible. 

Considering exit strategies 
District Focal Points newly deployed to a district begin by working in a number of villages. The 
initial work load within new villages is relatively intense, and District Focal Points are required to 
visit each village at least once a week.   

However, as the Mine/ERW Committees become established and the initial information collection 
activities are completed, the Focal Point’s role becomes one of monitoring the ongoing activities 
and providing support when required. This allows the District Focal Point to expand their work to 
other high-priority villages within the same district (because the District Focal Points are local to 
the districts where they are working, it is recommended that they are not moved from their district, 
but that their range is expanded within their district). 

The national MRE system, once established, should prove to be relatively low cost, requiring few 
staff and low maintenance. The Mine/ERW Committees may prove to be sustainable and continue 
to act in their role even if MRE stops supporting or visiting them. 

Theoretically, the involvement of a MRE District Focal Point in a village can continue until the 
mine/ERW threat in rural areas has ended.  More realistically, the project will need to develop 
criteria for exit from one village in order to devote more resources to another village in the area. 
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It is recommended that the exit strategy is planned in two phases, one for reducing activity and 
expanding to new high-priority villages, and a second stage of curtailing intervention within a 
selected village. 

Phase One (Reducing activity to allow for expansion to new villages) 
When it becomes apparent that the initial work load in a village has lessened and the Mine/ERW 
Committees are taking on their responsibilities, the intervention of the District Focal Point can be 
reduced to a regular monitoring and support role rather than active facilitator. Reaching this phase 
may take quite a long time and no time limit should be imposed. 

If the village suffers from a serious mine or ERW problem and accidents continue to be high, it is 
preferable for the District Focal Point to maintain a more active role in the village. 

Different risk levels and/or village organisation will require different amounts of input on the part of 
the District Focal Point. 

Because of the relatively short distance to be covered between villages, it is recommended that 
the District Focal Points keep Phase One contact with as many existing villages as they can, even 
after their remit is extended to cover other high priority villages. 

Phase Two (curtailment of activity)  
It is highly unlikely that the mine/ERW risk in contaminated villages will be completely eliminated 
in the short term, and theoretically the need for the District Focal Points work could continue in all 
villages, even if only on an irregular basis to ensure that the Mine/ERW Committees are 
continuing to function.   

It may be possible for the District Focal Point to withdraw completely if the mine/ERW committee 
prove beyond doubt that they are able and willing to continue their work and do not require any 
additional support from the District Focal Point. This will often be difficult to guarantee, or even to 
predict, and even villages with highly successful mine/ERW committees may undergo a change in 
circumstance which requires District Focal Point intervention to ensure that mine risk reduction 
activities continue.   

If there is available time, and the cost of deploying District Focal Points to all new and existing 
target villages remains low, then it is preferable to maintain a minimum of contact with the 
established project target villages and Mine/ERW Committees. 

However, it is possible that as the District Focal Point’s work expands to new villages there may 
be a need to exit completely from some villages in order for those villages requiring the most 
assistance receive it.   

The following criteria should assist the judgement of when it is time to reduce input and then to 
finally exit from a village.  

Criteria for Phase One of Exit: 
• The village Mine/ERW representatives are reasonably active, mine smart and taking 

responsibility; 
• The number of accidents in the village have been reduced significantly; 
• The number of minefields in close proximity to the village or hampering access to 

resources are in the process of being reduced and villagers are able to access essential 
resources free from risk; 

• Other mined areas in the village are marked; 
• The number of ERW reports have decreased; and  
• The level of mine awareness in a village is assessed to be high-level and sustained. 
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Criteria for Phase Two of Exit: 
• The assistance of the District Focal Point in facilitating activities is not sought and the 

village mine/ERW representatives have taken on responsibility for these activities; 
• Mine accidents in the village have ceased (no report of injuries or deaths by mines and/or 

ERW in the community); 
• A risk reduction plan for the village has been implemented, including clearance and 

marking; 
• ERW reporting has decreased or stopped altogether; 
• The level of mine awareness in a village is assessed to be high-level and prevalent; and 
• The village population is relatively stable and unlikely to undergo any major changes or 

upheavals. 

NOTE: If the sub-district and district Mine/ERW Committees are also active, they will be able to 
provide continued support for the villages that MRE is withdrawn from. 

The MRE District Focal Point Follow-Up Report (see Part ****) allows for a review of MRE input 
and the need for continued assistance in a target village. This is intended to help the MRE staff at 
HQ level to plan for the gradual withdrawal from some villages and the expansion to other 
villages. 

1.4.5 Guidelines for working in Hazardous areas 
Areas with high casualty figures are indicative of areas most in need of the MRE intervention.  
This means that the MRE staff are required to work in hazardous areas. All MRE staff must follow 
the guidelines below to ensure that the risk posed by their work is kept to a tolerable level. 

NOTE: All MRE staff must be fully covered by insurance from the day they start work, with 
medical costs and full compensation for any disability that results from an accident. 

Areas with no prior Hazardous area marking or clearance 
In areas where there has been no prior minefield marking or clearance, the MRE staff should take 
the precautions described below. 

After a high-risk area has been selected, the Provincial Coordinator must notify the MRE Project 
Officer of the selection, and request any known information on the mine/ERW situation in that 
area.  Information may also be sought from NGOs or government authorities and departments 
based in the area. The information should be passed on to the relevant MRE field staff. 

The MRE field staff are responsible for checking information with District and Sub-district 
authorities before they go to the village. 

Visits to high-risk villages should always be reported to the Provincial Coordinator 

When in the village, the MRE field staff should use common-sense and judgement based on 
observation and local level information. They must: 

• Work in areas that show signs of daily living and where there are usually people; 
• Follow paths and tracks that have been well-used by the villagers; 
• Ask the villagers about the areas that are safest; 
• Watch out for danger signs and clues that indicate an area may be mined; and 
• Not venture beyond the areas where the villagers are living. 

Areas with prior clearance or marking 
In areas where there has been prior clearance or marking, MRE staff should try to work in the 
cleared areas, providing they are suitable in terms of shade and space where the villagers can 
gather together. If the prior clearance is not in areas suitable for carrying out the work activities, 
selection of a work site should be based on the guidelines set out for working in uncleared areas. 
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In areas where there has been limited clearance with permanent marking, the MRE staff should 
again use villager information and their own informed judgement.   

MRE staff should always be more cautious in newly settled areas where the villagers may have 
less information and knowledge about the local mine/ERW situation. If the MRE staff feel there is 
inadequate information or it is not clear whether the land has been used (for example, vegetation 
has been newly cut), the area should be avoided. Advice should be sought from the Provincial 
Coordinator and the MRE Project Officer. 

If there is an area that is highly suspect with a population in need of the MRE intervention, the 
Project Officer should hold discussions with the NMAA or MAC to try to arrange clearance of an 
area in which to work. This should only be done when there is a real need because demining 
capacity is limited and the MRE project must be wary of diverting resources from clearing other 
areas that may have a higher priority. 

1.4.6 Target Groups 
The rural population differs in terms of sex, age, occupations, habits, attitudes and daily concerns 
about mines/ERW. Each may have different information needs and requirements. The MRE 
Project, through the use of different strategies and methods, should aim to reach the highest 
possible proportion of the population affected by mines and/or ERW. 

District Focal Points 
The Mine/ERW Committees and the District Focal Points, through their long-term involvement 
with villages, will be able to disseminate mine risk education messages and advice throughout 
local communities on a regular basis. 

The Mine/ERW Committees and District Focal Points will work to identify those people in 
communities who are most at risk through participatory activities such as: 

 Vulnerability mapping; 
 Risk ranking; and 
 Transect Walks (see Part 1.5: Tools and Methods for Implementation). 

After high-risk people in the village have been identified, the Mine/ERW Committees and the 
District Focal Point will ensure that they work closely with these people and provide additional 
advice, assistance and support in order to try and reduce the risk in their lives. 

Mine Awareness Teams 
Mine awareness presentations will continue to take place during the day to ensure that children in 
school and out of school receive mine awareness education. The day time sessions will also 
continue to reach women and members of local authorities, such as the village chief. 

Mine Awareness Teams will begin to work in the early evening in an attempt to reach a greater 
proportion of the male population who are usually absent from the village during the day time. 

The Mine Awareness Teams will develop their presentations for the different audiences by 
carrying out needs assessments in each village and developing session plans for each 
presentation. 

The Mine Awareness Teams will also gather information from Mine/ERW Committees and District 
Focal Points about the high-risk activities and people in villages. 

Children 
Children are often a high-risk group for the following reasons: 

 They often lack knowledge about mines and ERW; 
 They are likely to imitate what they see adults do; 
 They may be tempted to play with "unknown" objects; 
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 In a group children may encourage each other to do dangerous things; and 
 They are highly mobile and may visit areas for no reason other than curiosity. 

The Mine Awareness team will continue to reach children both in school and out of school through 
presentations that are aimed at a child audience. The majority of these presentations will be held 
during the day. Out of school children must be targeted through village presentations and house 
and field visits.   

The District Focal Points and the Mine/ERW Committees will also aim to reach children in villages 
though informal mine risk education, the passing on of information, liaison with schools and 
linking. 

Men 
The previous Mine Awareness team campaigns tended to miss adult men because they are often 
out of the village during the day.  The MRE project specifically recognises that adult men, 
although they may have more knowledge about mines and ERW, often tend to conduct high-risk 
activities because of livelihood pressures.   

The MRE project must attempt to target adult men in the project through the following strategies: 

 Through the work of the District Focal Points and mine/ERW Committees in trying to 
reduce the socio-economic pressures that often force adult men to take risks; 

 Through maintaining a regular and supportive relationship with high-risk adult men in 
the village; and 

 By trying to understand the underlying causes that oblige adult men to take risks. 

The Mine Awareness Team will also try to better target adult men with the following strategies: 

 By holding mine awareness presentations in the evening when the men have returned 
from daytime activities; 

 By better targeting poorer households during house and field visits; and 

 By tailoring mine awareness presentations to a more knowledgeable and adult 
audience. 

Women 
Women are often less mobile than men, tending to stay closer to home, and therefore they are 
often considered to be less at risk. However, women may move further afield to collect water, 
thatch or forest vegetables, or to cultivate their fields. Although these trips may be less frequent 
than those made by the men, they may put women at higher-risk because of their lack of 
familiarity with the safe paths, the warning signs, or previous accident sites. Because women and 
men have different productive roles, the contaminated areas that are a threat to the women may 
be different from the areas that are a threat to the men. 

Women are often influential at passing on mine/ERW risk education messages and advice to 
other members of their family, particularly their children. The MRE project must ensure that 
women are involved in defining the mine/ERW problem in their community and that they will play 
an important part in mine risk education. 

Where the national culture permits, the MRE project must ensure that women are encouraged to 
become both District Focal Points and Mine/ERW Committee representatives at the district, sub-
district and village level. 

The District Focal Points and the Mine/ERW Committees must ensure that women are actively 
involved in the participatory activities at the village level 
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The District Focal Points and the Mine/ERW Committees must ensure that some activities (for 
example mapping) are carried out simultaneously by single sex groups to gain a better 
understanding of how the mine/ERW problem affects men and women differently. 

Female staff should be recruited to the Mine Awareness teams whenever possible. 

The Mine Awareness teams must continue to reach as many women as possible through 
presentations held during the day and at night, and also by making household visits. 

The Mine Awareness teams must encourage women to pass on mine risk education messages 
and information to other family members. 

Key Communicators 
Local individuals who are in positions of influence and/or persons who are good communicators 
can be encouraged to endorse the importance of mine risk education messages and risk 
reduction activities.  To achieve this: 

 The MRE project must ensure that good relations are established and maintained with 
the local authorities at district, sub-district and village level;   

 The local authorities must be encouraged to participate in the participatory activities at 
the village level and to show active support for the mine/ERW committees; 

 The results of all MRE activities at the village level should be communicated to the 
village authorities; 

 The sub-district and district Mine/ERW Committee representatives should be kept 
informed of village level activities and other mine/ERW issues or activities occurring at 
sub-district and district level; 

 Key communicators at village level may be elected as Mine/ERW Committee 
members or should be involved in the village activities conducted by the mine/ERW 
committees and the District Focal Points; 

 The Mine Awareness teams must ensure that local authorities are encouraged to 
participate in mine/ERW awareness presentations through the provision of a welcome 
statement and concluding remarks; and  

 Mine awareness materials must be provided to key people to display in the village, for 
example in schools and health centres.   

Key communicators may include: 
 The village authorities; 
 Community professionals (for example, teachers, health workers and veterinarians); 

and 
 Cultural figures (Village elders, religious leaders, traditional healers or midwives, etc.). 

High-Risk Groups 
Within all of the above groups there may be people who, because of their livelihood activities, or 
their lack of knowledge, or their attitude, or a combination of these factors, are at a higher-risk of 
having a mine/ERW accident than others.    

These factors may also vary over time (time of day, time of year, time of life). For example, some 
may enter high-risk areas only during the dry season, or teenage children may be more at risk that 
their younger siblings because they wander further afield and are more likely to copy adults.  
Groups of people may become high-risk when they resettle in a new environment without knowing 
the mine/ERW problem. They may be internally displaced peoples (IDPs), victims of land 
expropriation, or economic migrants who travel to heavily mined border areas in search of trading 
opportunities.   
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The MRE project and the Mine Awareness team must aim to better understand the factors that 
lead to risk-taking, and to better target the people within a community who are at high-risk. This 
can be achieved  through a series of participatory activities (outlined in Part 1.6: Tools and 
Methods for Implementation). 

1.5 National SOP 5: Routine MRE work 
The purpose of the following SOP is to set out the daily tasks and general routines for the MRE 
staff. This SOP describes what tasks need to be accomplished, details expected outputs and 
provides guidelines on how each staff member should perform their tasks.   

This SOP is directive in nature but allows for some flexibility because the mine/ERW situation and 
the communities with which the MRE project works will vary. The monitoring of the work 
implemented is the responsibility of the Provincial Coordinator, Training and Monitoring Officer, 
MRE Project Manager and Project Officer. 

1.5.1 Command and Control 

Command 
All MRE Project staff remain under the command and technical control of the MRE Project Officer 
at Head Quarters. The MRE HQ allocates tasks to staff in the provinces and districts. 

The MRE Project Manager and Project Officer generally report to the NMAA or MAC Operations 
Coordinator. 

Control 
The MRE project should be placed under the administrative and operational control of a MAC or 
RMAC when deployed to regions where they exist. The MAC or RMAC Managers should 
coordinate with the MRE Project Manager for tasks and priorities. Senior MRE staff should attend 
RMAC and/or HQ meetings and security briefs. 

Provincial Coordinators and Training and Monitoring staff should be based at the MAC/RMAC or 
other administrative base from which they can supervise the technical and operational aspects of 
MRE field work. 

Planning 
Strategic planning is the responsibility of the MRE project manager is consultation with the 
relevant national authorities. 

Operational planning is the responsibility of the MRE project manager in coordination with and 
national mine action authority or MAC. 

Administrative 
When possible, administrative and logistic support should be shared with the NMAA or MAC, but 
must be established independently when necessary. The MRE administrative base must arrange 
medical support for MRE staff in their location. MRE Provincial Coordinators should control  
accommodation, equipment, per diem issues, vehicle use, maintenance, etc. in their Provinces. 

Generally Radio Communications will be shared with the NMAA or MAC with frequencies 
assigned for use by MRE staff. 

1.5.2 Implementing the work of District Focal Points 
The District Focal Point is a mobile position based within an administrative district. The District 
Focal Point is responsible for undertaking capacity building exercises and information 
dissemination and collection activities with the Mine/ERW Committees at village, sub-district and 
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district level.  The District Focal Point will identify representatives at each level to form a network 
of Mine/ERW Committees and will work closely with these networks through training, facilitation 
and information sharing activities in addition to providing mine awareness messages. The Focal 
Point will be responsible for channelling information from these levels up to the provincial level 
through the Provincial Coordinator.  At all times the District Focal Points should work in a sensitive 
and respectful manner with the communities with which they are working.  The District Focal Point 
works to build a long-term relationship with the communities in which they work, building sufficient 
trust and building local capacity through continuous support. 

Site entry 
Site entry describes the point at which the District Focal Point begins to spend time in the 
community on a regular basis.  It is the time when the District Focal Points really learn about the 
village and build up relationships.  he goal is to build trust and friendship and to learn about the 
community to form a basis for a future relationship. 

The objectives are as follows: 
 to form initial relationships with a variety of different people in the community; 
 to become familiar with the community; 
 to generate rapport within the community; and 
 to identify key people. 

To achieve these objectives it is often helpful for the District Focal Point to: 
 Gain some information about the community from different sources before entry (NGOs, 

MAC etc.); 
 Enter the village in a way that is relaxed and unobtrusive as possible; 
 Recognise the role of the authorities and always keep them informed; 
 Avoid raising expectations by adopting a low profile approach; 
 Avoid immediately asking for information, but explain why they are there, then listen to 

what the villagers have to say; 
 Avoid lecturing people, rather learning from them; 
 Ask open questions; 
 Responding appropriately to questions; 
 Identify other people that should be talked to; and 
 Respect both formal and informal leaders. 

At District level 
Carry out the following: 

1. Introduce yourself to the District authorities and deputies. Explain about the MRE project 
and the role of the District Focal Point. Request permission to carry out work (get 
permission in writing when possible). 

2. Discuss with the district authorities which sub-districts and villages you want to work in 
and the reasons why these sub-districts and villages have been selected. 

3. Explain that the MRE project would like to identify two district level Mine/ERW Committee 
representatives who will represent the mine/ERW problem in the district.  Arrange a 
meeting with them to discuss this further. 

After the district authorities have given permission for you to work in their district, go to the 
sub-district authorities (with the written permission when possible.  

4. Together with the District authorities, identify two district level representatives for the 
Mine/ERW Committee (see criteria of selection for Mine/ERW committee representatives). 
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5. Provide reports of information collected and activities conducted at the sub-district and 
village level to the district Mine/ERW Committee representatives. 

6. Invite the district Mine/ERW Committee representatives to attend training provided by 
MRE Training and Monitoring Officers. 

7. Regularly visit the District Mine/ERW Committee representatives to gather information on 
the mine/ERW problem in the district and to discuss mine action, community development 
or disability referral services. 

At Sub-district level 
Carry out the following: 

1. Introduce yourself to the Sub-district Chief and deputies. Explain about the MRE project 
and the role of the District Focal Point. Request permission to carry out work (get 
permission in writing when possible). 

2. Discuss with the sub-district authorities which villages you want to work in and the 
reasons why these villages have been selected. 

3. Explain that the project would like to identify two sub-district level Mine/ERW Committee 
representatives who will represent the mine/ERW problem in the sub-district. Arrange a 
meeting with them to discuss this further. 

4. When the sub-district authorities have given permission for you to work in their sub-
district, you can begin work in the villages (always try to get written permission). 

5. Together with the sub-district authorities, identify two sub-district level representatives for 
the Mine/ERW Committee (see criteria for selection of Mine/ERW Committee 
representatives). 

6. Provide reports of information collected and activities conducted at the village level to the 
sub-district Mine/ERW Committee representatives. 

7. Invite the sub-district Mine/ERW Committee representatives to attend training provided by 
the Training and Monitoring Officers. 

8. Regularly visit the sub-district Mine/ERW Committee representatives to gather information 
on the mine/ERW problem in the sub-district and to discuss about mine action, community 
development or disability referral services. 

At Village level 
Carry out the following: 

1. Introduce yourself to the village chief and deputies.  Explain about the MRE project and 
the role of the District Focal Point.  Request permission to carry out work. 

2. Organise a meeting with the village chief and collect information about the village, 
including its population, the mine/ERW problem, livelihoods, any ongoing NGO work, 
mine action and community development and disability services. 

3. Conduct house-to-house visits to introduce yourself to the villagers and to gather further 
information about the family situation and how the mine/ERW problem effects them.  
Remember to visit key people in the village such as any NGO volunteers, teachers, 
disabled people, and people with a good knowledge of the mine/ERW situation (both men 
and women). 

4. Find out from the Provincial MRE Coordinator information about any Mine Action activities 
in the village. 

5. Visit the offices of any NGOs working in the village to gather further information about the 
village and the activities of the NGO in that village. 
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6. Complete a Village Assessment Form (see Part ****) using all the information collected. 

7. Hold a village meeting and liaise with the village authorities to identify two village 
Mine/ERW Committee members (see procedures for selecting village Mine/ERW 
Committee members).  Explain what the duties will be and distribute T-shirts and MRE 
materials. Introduce the Mine/ERW Committee members to all the villagers. (If the 
mine/ERW Committee members are elected before you have gathered all the information, 
make sure you involve them in helping to collect information.) 

8. Begin to conduct participatory activities in the village to investigate the mine/ERW 
problem and to begin to look for solutions.  Work with the Mine/ERW Committee 
representatives to conduct the activities and provide on-the-job training. (See Part 1.6 for 
tools and methods).  Work towards the development of a community action plan. 

9. Organise the attendance of the Mine/ERW Committee representatives to training sessions 
organised by the Training and Monitoring Officers. 

10. Provide on-the-job training to the village Mine/ERW Committee representatives covering: 
• Mine risk reduction messages and how to teach these to other villagers; 
• How to fill in request forms for EOD, Mine Awareness Teams or other mine action 

activity (such as marking and demining); 
• How to record mine/ERW incidents and report them; 
• How to provide information on disability referral services; and 
• How to prioritise community development needs. 

11. Give the village Mine/ERW Committee members responsibility for following up activities 
on the action plan that they have been trained to undertake. 

12. Make regular visits to the Mine/ERW Committees and the village to: 
• Provide ongoing support, materials and help in problem solving; 
• Work on the community action plan; 
• Collect mine/ERW report forms and casualty data; 
• To provide refresher training for the Mine/ERW Committee representatives; and 
• To keep up contact and good relations with the villagers and Mine/ERW 

Committee representatives. 

13. Each quarter complete a Village Follow-up form (see Part ****) to record the progress of 
work in each village. 

Coordination activities 
Coordination involves: 

1. Relaying requests for EOD, mine clearance and Mine Awareness Teams to the Provincial 
Coordinator and informing villagers of the progress of these requests. 

2. Provide the Village Assessment Forms (see Part ****) and Follow-up reports (see Part 
****) to the Provincial MRE Coordinator. 

3. Provide information about the community development needs and disability service needs 
to the Provincial MRE Coordinator and inform villagers of progress. 

4. Attend regular workshops and monitoring meetings held by the MRE Training and 
Monitoring Officers. 

5. Attend regular coordination meetings held by the Provincial MRE Coordinator. 

6. With the help of the Provincial MRE Coordinator, organise village exchange visits so that 
mine/ERW affected villages can share experiences and ideas for problem solving. 
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District Focal Point activity flow-chart 
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1.5.3 Selecting Mine/ERW Committee Representatives 
Possible candidates for the Mine/ERW Committees are identified by the District Focal Points 
during their visits to the local communities. Candidates will have shown an interest in the work of 
the District Focal Points and perhaps have a good knowledge of the Mine/ERW situation in their 
area. They may also be representatives of the local authorities. Women and disabled 
representatives should be actively encouraged to become committee members. The District Focal 
Points will have worked to establish good relationships with their target communities, which will 
help with the selection of Mine/ERW Committee representatives. However, not every mine-
affected village in the project site will have a Committee as their establishment is dependent on 
the interest of the villagers in becoming volunteers for the Committee. 

The Mine/ERW Committees are selected through three main processes facilitated by the District 
Focal Point.   

1. An election is held and all the villagers participate to elect their candidates.  This 
process allows for a more democratic election of Mine/ERW Committee representatives 
through the secret voting by community members.   

2. People raise their hand and volunteer during a village meeting. This method is less 
effective. The District Focal Point must ensure that all the people present at the meeting 
are fully aware of the roles and responsibilities of the mine/ERW Committees before they 
volunteer. However, this method can be useful when identifying candidates before the 
election. 

3. By assignment of the village chief or other members of the village authorities. In 
some villages an election process may not be appropriate. In this method a series of 
meetings with local authorities and village leaders are held to discuss what the Mine/ERW 
Committee is, and describe what its members are responsible for. General meetings are 
held with all village people to explain the same to them, and to encourage them to discuss 
amongst themselves who are the best people to serve as mine/ERW Committee 
members 

Generally the election process is the preferable method to select the mine/ERW committee 
members as it means the decision is made more democratically and with the participation of the 
villagers. In some villages, it is possible that the village chief will prefer or be expected to choose 
the representatives. The villagers can be asked during a meeting if they agree with the decision.  
Choices may also be affected by location within the village. It is important to ensure that the 
Mine/ERW Committee representatives will be able to work with everyone in the village.  

Make sure that villagers from every part of the village have the opportunity to nominate a 
candidate. This will help to ensure that the committees selected will not be from one group within 
the village.   

At the sub-district and district level, representatives may volunteer or be selected from the 
authorities (chiefs or deputy chiefs, administrators, secretaries etc.), or the staff of district and sub-
district departments (for example the Department of Education, Health, Social Affairs and Rural 
Development). 

Election Procedure 
The election site should be selected. Preferably it should be: 

 easily accessible; 
 a large space for people to gather comfortably; 
 shady and/or sheltered from the rain; and 
 a place not associated with politics. 
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The District Focal Point makes an appointment with the village chief to hold the village meeting.  
The District Focal Point is also responsible for encouraging the villagers to attend the meeting.  
The community must be informed about the date, location and purpose of the election. A spot 
check may be carried out two days before by asking villagers living in different parts of the village 
if they know about the election. 

Materials should be prepared in advance. These include: 
 loudspeaker; 
 flipchart paper/blackboard/whiteboard; 
 markers; 
 small pieces of paper; 
 pencils or pens; 
 container for ballots; and 
 table and chairs. 

Before the Election day 
The District Focal Point holds the meeting and explains the purposes and roles and 
responsibilities of the Mine/ERW Committee.  The qualities of a mine/ERW candidate are 
explained. The District Focal Point facilitates the meeting, asking the villagers to identify a suitable 
number (4-10) candidates to stand for election. There should be more candidates that the number 
of committee members so that there will be a few people who are not elected. 

After potential candidates have been identified the District Focal Point should meet with the 
identified people, describe the MRE project and the expected roles of a mine/ERW committee 
member. They should be asked if they have any questions or require further clarification, and if 
they are still willing to be candidates. The District Focal Point should also establish whether they 
have the time and ability to do the work, or if they have other commitments. 

On Election day 
The facilitator should check that all the candidates are present.  For the election to be a good 
representation of the village, at least 50% of families in the village should attend. 

After identification the facilitator writes the name, age and sex of the candidates by drawing a 
chart on a flip chart. 

The facilitator explains the election procedure, reinforcing that the purpose of the election is to 
select the people who are good and willing to work. 

Each candidate is given a number and asked to stand at the front and hold a number. 

A small piece of paper and a pen is given to each person and they are asked to write the number 
of their candidate on the paper. They should keep their choice secret. The District Focal Point 
should assist any villagers who may have difficulty writing or reading. 

After writing the people roll their paper into a box on the table so that everyone can see them 
doing so. 

When they finish, the ballots are counted out loud. The votes are marked next to the names on 
the flipchart.  The facilitator must total the score of the candidates by writing up each score on the 
flipchart so that everyone can see. This should be done with one village person reading the 
numbers and the facilitator placing a mark for each vote. 

The villagers can complain if they feel the process is not fair. 

Record the names of candidates name who are not elected in the note book along with the names 
of those elected. Both lists of names should be included in a report to the Provincial MRE 
Coordinator and the Training and Monitoring Officer(s). 
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Points to Remember 
The District Focal Point should remember the following points when electing Mine/ERW 
Committee members: 

1. They should clearly be able to explain the purpose and expected activities of the Mine 
and ERW Committee, as well as the benefits it should bring to the community; 

2. Committees should be selected after the District Focal Point has worked in the village for 
some time and developed relationships with the villagers. This will mean the villagers 
understand more about the work of the District Focal Point and may have already 
expressed an interest; 

3. Meetings to elect candidates should be held at a time when as many villagers are present 
in the village so elections may have to be held in the early evening; 

4. There is a need to take time over the process so that people have the time to think, 
discuss and ask questions; 

5. The materials necessary for the election should be organised beforehand and the 
instructions written up and described clearly; and 

6. The choice of meeting place is important – it should be a large space, in the shade, where 
the people can sit and listen to the meeting. 

Commitments 
After they are elected, Mine/ERW Committee representatives are expected to attend any training 
that is held by the Training and Monitoring Officers or the District Focal Point. If they are unable to 
attend due to personal or other work commitments, the District Focal Point should ensure that 
they can join another training session, even if it is held in a different district. 

Mine/ERW Committee representatives are asked to commit for a term of at least 6 months or one 
year.   

When elected candidates do not fulfil their role as expected, the district Focal Point should initiate 
anew process to elect new candidates. 

Mine/ERW Committee Representative lists 
The District Focal Point should place a chart in their house with the names and photographs of the 
District Focal Points in the villages, sub-districts and district in their remit. 

A form recognising the official status of the Mine ERW Committees should be signed by the Sub-
district and District Administrators. 

Each Mine/ERW Committee member should be given a copy of the form with the names of the 
other Mine/ERW Committee members in the district. 

A copy of the form for each District should also be given to the Provincial Coordinator and a copy 
sent to the MRE Project Officer. 

The MRE Project Officer is responsible for compiling a database of the Mine/ERW Committee 
representatives. 

1.5.4 Implementing the work of Mine Awareness teams 
The goal of the Mine Awareness team is to reduce civilian casualty rates by sensitising the rural 
population to the dangers of mines and ERW in such a way that they are encouraged to change 
their habits and activities in the risk environment. The Mine Awareness team employs an 
information dissemination approach that is particularly important for reaching children and 
populations who are moving into unknown areas. The work of the Mine Awareness team 
complements the more participatory approaches employed by the District Focal Points.   
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Work planning 
The Mine Awareness team workplan is based on the deployment strategy outlined in the SOP 1.4. 

The Weekly workplan should be drawn up by the Mine Awareness team leader in close co-
operation wit the Provincial Coordinator. 

The Weekly workplan will reflect requests for mine awareness education submitted by villagers, 
schools, the District Focal points or Mine/ERW Committees, other Mine Action units, or NGOs. 

Road conditions in the rural areas vary according to the season. This should be taken into 
consideration when planning.  High-risk villages that are not easily accessible in some seasons 
should become priority targets during  seasons when they are accessible. 

The Weekly workplan can be checked against the Weekly Activity Report which will record the 
activities completed during the week. 

Liaison and permissions 
Local authorities are important both in terms of being key communicators and sources of 
information. The village and sub-district authorities should be approached for local-level 
information, but also to help the Mine Awareness team find a good location for the presentation 
and help to gather the audience. They may also be asked to give an introduction before the 
presentation, which can demonstrate their support for the activity.   

NOTE: MRE is a non-political organisation. The Mine Awareness team should ensure that the 
local authorities do not use mine awareness presentations as an opportunity to give 
political messages. 

The Mine Awareness team members should meet with the local authorities to confirm the visits 
scheduled in the work plan for the following week.  Liaison should happen at provincial, sub-
district and village level. 

The purpose of liaison is to meet with the relevant authorities, to provide information about the 
MRE project, and to request permission to conduct mine awareness education in the area.  It is an 
important way to establish understanding and cooperation. 

A letter to request permission and signed by the NMAA or MAC director should be forwarded to 
the Provincial authorities in any province where Mine Awareness teams wish to work.   

The Provincial authorities should issue a letter granting permission. This letter should be 
submitted to the district, sub-district and village levels during liaison. 

Times and locations of visits and presentations should be verified during the liaison visits, and the 
support and help of the local authorities should be encouraged. 

Needs Assessments and Session Plans 
Since each local target audience has different information needs, the Mine Awareness teams 
must identify and adjust their themes and messages to each location and tailor the education to 
each target audience.  After investigating the local mine/ERW problem, population statistics and 
the socio-economic situation, the Mine Awareness team decides which lessons to emphasise and 
how to present the information. Sessions should aim to reach those sections of the community 
that are perceived to be high-risk based on the information collected.    

Before each presentation, the Mine Awareness team should conduct a needs assessment in the 
target location. The purpose of the needs assessment is to collect information about the 
mine/ERW situation in the target area so that the Mine Awareness presentation can be 
appropriate and targeted. 

The Mine Awareness team may collect information from the District Focal Points (from report 
forms and through discussion), and by interviewing village authorities mine/ERW Committee 
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members, and other key people in the village (health workers, religious leaders etc.). Information 
should also be sought from general villagers, particularly the poorest who may be more vulnerable 
to mines and ERW. Information may be collected using participatory techniques such as mapping 
and focus group discussions. 

After the Mine Awareness team members have collected village information, a Needs Assessment 
Report form should be completed. The Mine Awareness team members should discuss the 
information and prepare lessons and teaching methods based on the mine awareness needs of 
the community and the chosen target group(s). Working together as a team. the Mine Awareness 
team then decide the main target groups and the most important messages they need to convey 
in a village. 

A session plan is developed for the village presentations based on the information collection and 
discussions. Session plans should include information on the following: 

 who is the target audience and why; 
 what are the main messages that are relevant to the village and the target audience; 
 which methods are most appropriate to use;  
 which materials are most appropriate to use; 
 how long will the presentation be; and  
 what time of day will the presentation be held? 

Equipment and Material Check 
Before each presentation, the Mine Awareness team operator must check the vehicle and make 
sure all audio-visual equipment is present and usable. Mine Awareness team teachers should 
ensure that all teaching aids and materials are present and usable. 

A daily checklist of materials and equipment should be made, and defects or missing items 
reported to the Project Coordinator.  

House and Field Visits 
It is recommended that house and field visits are conducted before Mine Awareness presentations 
as they are a good way to introduce the Mine Awareness team members to the community, to 
better understand the problems with mines/ERW that individual families face, and also to 
encourage family members to attend the later presentations. The time allocated to house and field 
visits should be varied depending on the size of a village. Generally, allow at least a morning or an 
afternoon.  Remember that the early morning or late afternoon can be good times to find people at 
home. 

Every household in the village should be visited, particularly focusing on the poorer households 
where people are more likely to undertake high-risk activities (poorer households may often be 
identified by house size). 

Mine Awareness team members should use their common-sense when conducting house and 
field visits. Use paths that have been well-used by the villagers and always ask the local villagers 
when uncertain about the safety of an area. 

Household visits should be relaxed and informal. Ask the people about their own lives and 
problems with mines and ERW,and provide mine awareness advice based on this. Find out if 
anyone in the household practices high-risk activities. Encourage members of the household to 
attend the presentations. 

Do not rush household visits. Spend enough time to listen to the villagers and to provide advice. 

Household visits should be conducted before a presentation, so that information from the visits 
can be included in the presentation. 
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Mine awareness posters can be posted in the houses or in public locations during the house and 
field visits 

EOD report forms should be used for documenting mines and ERW reported by villagers during 
the house and field visits. 

When a mine or ERW is located, the Mine Awareness team member should place a local warning 
sign nearby, or erect an appropriate nationally approved warning sign. 

Presentation Locations 
The location of the Mine Awareness team presentation should be selected with assistance from 
the village or sub-district chief at least one day before the presentation by the Mine Awareness 
team. Suitable locations have the following features: 

 Are under natural shade, in a public building, or in a tent erected for the purpose; 
 Have enough light for the audience to see clearly; 
 Dry, clean and quiet; 
 When necessary, plastic sheets should be placed on the ground so that the audience 

can sit down; 
 Have enough space at the front of the audience to allow participation and role play; 
 The audience should not be facing the sun. They should be able to sit comfortably 

and to see all the mine awareness materials. 

Presentation Set-Up 
Enough time should be allowed before a presentation to set up the audio-visual equipment and 
teaching aids. The following are guidelines for successful set-up: 

 The audio-visual equipment, mine models, hazardous area marking signs, etc,  should be 
set up so they are visible to the audience from every direction. Children should be able to 
see, and adults around the outside should be encouraged to come forward to see. 

 All equipment and materials should be set up under cover to protect from the rain and 
dust, and to block out the sunlight which can make a screen difficult to see when that is 
used. 

 Loudspeakers should be set up at least 10 metres away from the audience.  They should 
face towards the local houses to attract people to the presentation. 

 The generator should be kept at least 50 metres away. Ensure that the wind does not 
carry the noise towards the presentation location. 

 Electrical equipment should be checked properly before being connected to the generator 
using a voltage regulator. 

 All equipment should be checked and counted, cleaned of dust, and packed up properly 
before departure from the presentation site. 

Presentation Guidelines 
Each presentation should be targeted at the particular audience and village situation. The 
guidelines below may be useful: 

 Before the presentation, the Mine Awareness team Leader and local authorities should 
invite the villagers to attend using the loudspeakers. 

 Mine/ERW awareness compilation tapes and entertainment tapes should be played for no 
longer than 20 minutes before the start of a presentation. 

 The Mine Awareness team leader should welcome the audience and introduces the 
village leader(s) who should make a short introduction, stressing the importance of mine 
awareness. 

 The Mine Awareness team teachers should then conduct the presentation in accordance 
with their training and following the session plan based on the Needs Assessment. 
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 The presentation should be no longer than one and a half hours. 

 The presentation should be appropriate for the audience. Child audiences require a 
different presentation technique to adult audiences. 

 Different teaching methods and materials should be planned in advance (and outlined in 
the session plan). They should be varied in order to keep the attention and involvement of 
the audience. 

 It may be necessary to hold different presentations at different times in the village to reach 
the necessary target groups. For example, a day-time presentation may be held aimed at 
children, and a night-time presentation for adults. 

 At the end of the presentation the Mine Awareness team Leader should provide a 
summary of the lessons disseminated. 

 The village leader(s) should make concluding remarks. 

School Presentations 
Presentations may also be held in schools. The above guidelines also apply to presentations is 
schools, with the following additional considerations: 

 When planning school visits the school vacation, national holidays and local ceremonies 
must be taken into consideration. 

 The school management and head teacher should be involved in setting up the schedule, 
deciding the location, and providing introductions and concluding remarks. 

 If there are more than 100 children at the school, the Mine Awareness team should 
conduct two or more separate presentations. 

 Before the presentation the Mine Awareness team should find out what mine awareness 
material is already included in the school curriculum. 

 The Mine Awareness team should find out if teachers or students have been involved in 
other MRE programmes, and should build a presentation around the existing knowledge 
and work of the teachers and students. 

 Teachers should be encouraged to include mine awareness messages in their lessons. 

 The children and teachers should be encouraged to pass on mine awareness messages 
to children out of school. 

 Posters should be put up around the school, particularly in the classrooms, with the 
permission of the school management. 

 Mine awareness materials should be provided to the school library when there is one. 

Presentations at night 
When the Mine Awareness teams conduct activities during the evening, the following additional 
guidelines are suggested. 

 Mine Awareness campaigns should be held in early evening. The length of the 
presentation will depend on the audience and the messages to be conveyed. 

 Before planning a night-time presentation, the Mine Awareness team should obtain 
security information from the sub-district and village authorities in all areas where security 
is an issue. 

 Road conditions should be checked during the day, in advance of a night-time visit. The 
Mine Awareness team night-time campaign can continue during the rainy season, but 
extra attention must be paid to the road conditions. 

 The Provincial Coordinator and local authorities should be informed in advance of night-
time presentations. 

GENERIC SOPS: Annex A: MRE –  Page: 51   



 

 On some occasions it will be necessary for the Mine Awareness team to stay overnight in 
villages. This will occur when the village is a long way from the permanent residences of 
the Mine Awareness team, or if the road is difficult to negotiate at night. When this occurs, 
the MRE project must make equipment available to allow the team to comfortably 
overnight in villages. When necessary, agreement from the village and sub-district 
authorities should be obtained by the Mine Awareness team in advance. 

 A food allowance should be provided to the Mine Awareness team when they stay 
overnight in a village. The village administrator should sign a form acknowledging the 
overnight stay. 

 All Mine Awareness team staff should show appreciation to the villagers for their 
hospitality. 

 The Mine Awareness team members should work an eight-hour day. . To compensate for 
night-time work, the Mine Awareness team should be entitled to rest for an equivalent 
number of hours during the morning or afternoon of the same day. 

 The Mine Awareness team may be required to conduct both day-time and night-time 
presentations in the same village in order to reach different groups of the population. 

 A needs assessment must be conducted and a session plan developed for night-time 
presentations, as they are for the day-time presentations. 

Follow-up 
The Mine Awareness team is responsible for completing a follow-up form when it returns to 
villages where they have previously conducted mine awareness presentations. This allows 
assessment of the impact of the presentations and indicates whether there is a need for further 
mine awareness. A Mine Awareness team Follow-Up Report form should be used for this 
purpose. The following guidelines are intended to help the Mine Awareness team in their follow-up 
activities: 

 Data and information should be collected through different sources, for example, 
observation, reports, or interviews with village authorities or key people, villagers, 
Mine/ERW Committee representatives or District Focal Points.   

 Observation may also be used in follow-up visits, and further mine awareness materials 
should be posted if necessary 

 The Needs Assessment form and session plans for each village should be consulted prior 
to a visit to remind the Mine Awareness team staff what the main problems were and who 
the main target groups were. 

 Requests for EOD should be followed up.  

 If a need for further mine awareness is evident, the Mine Awareness team should develop 
new session plans to address the continuing problem and arrange times for household 
visits and presentations. Different strategies may have to be employed if the earlier 
strategies were not effective. 

 The Mine Awareness team Follow-up report form should be completed after each village 
follow-up and submitted to the Provincial Coordinator. 

1.5.5 Training and Monitoring work cycle 

Training of Mine/ERW Committee members 
The Training and Monitoring Officers are responsible for organising and implementing the training 
of Mine/ERW Committee representatives in the target districts using the MRE Training Curriculum 
for Mine/ERW Committee representatives. Guidelines for implementing the training are as follows: 

 Training should be held once in each of the MRE target districts. 
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 The Mine/ERW Committee representatives from village, sub-district and district level 
should attend. The District Focal Point should also attend to assist with the training and 
facilitation. 

 The Training and Monitoring Officers should be responsible for the training arrangements, 
in collaboration with the relevant District Focal Point. 

 Each training session should extend for a period of up to five-days. The training must be 
divided into different units and the curriculum adapted according to the lessons learned 
during the training. 

 The Training and Monitoring Officers are responsible for following up after the training and 
ensuring that the Mine/ERW Committee representatives are confident in their work and 
understand their role. 

 The Training and Monitoring Officers are also responsible for developing a schedule for 
refresher training for the Mine/ERW Committees.   

 The Training and Monitoring Officers should advise the District Focal Points on how they 
can follow-up the training and provide continued support and advice to the Mine/ERW 
Committees. 

Monitoring of District Focal Points and Mine Awareness teams  
The Training and Monitoring Officers are responsible for monitoring the District Focal Points and 
providing advice and support to them so as they can better carry out their activities. Each Training 
and Monitoring Officer is also responsible for developing a schedule for monitoring the District 
Focal Point. Two to four days should be spent in each district with each District Focal Point.  

The Monitoring process should include: 
 A review of all reports completed by the District Focal Point; 
 Interviews with the District Focal Point, Mine/ERW Committees(district, sub-district 

and village), and villagers; 
 Field visits and observation of activities; and 
 Completion of  a Technical Monitoring Report. 

The Training and Monitoring Officers will also be responsible for monitoring the work of the Mine 
Awareness team. This can coincide with the monitoring of a District Focal Point if the Mine 
Awareness team is working in the same district. The monitoring process should include: 

 A review of all reports completed by the Mine Awareness team; 

 Interviews with the Mine Awareness team members and villagers; 

 Field visits and observation of activities; and 

 Completion of a Technical Monitoring Report. 

At the end of each monitoring visit, the Training and Monitoring Officers should spend some time 
with the District Focal Point and Mine Awareness team discussing the observations made and the 
recommendations for improvement. This should be done in a constructive way, building on the 
existing capabilities of the staff. 

At the end of each quarter (three months), a Quarterly Evaluation Report summarising the main 
points from the monitoring visits, and providing recommendations and action for improvement 
should be completed. 

As the MRE project expands, the Training and Monitoring Officers will be responsible for 
continued monitoring of the work in the original districts, but also for providing initial training in 
new districts, followed by monitoring of the activity in these new areas. 
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Follow-up Training 
Based on the results from the monitoring visits and the Quarterly Evaluation Report, the Training 
and Monitoring Officers are responsible for designing and implementing training for the District 
Focal Point, Mine Awareness team and Mine/ERW Committees when required. The Training and 
Monitoring Officers will be expected to use the existing MRE curriculum with both the MRE staff 
and for the Mine/ERW Committees.  

Coordination 
The Training and Monitoring Officers will be involved in several co-ordination activities: 

 The Training and Monitoring Officers will attend regular (bi-monthly) project meetings 
with the Project Manager and Provincial Coordinators (District Focal Points and Mine 
Awareness team staff may also attend); 

 The Training and Monitoring Officers will attend relevant provincial level meetings 
together with the Provincial Coordinators and the NMAA or MAC; 

 The Training and Monitoring Officers will ensure good coordination between the work 
of the District Focal Points, ensuring that activities are consistent and focused; and 

 The Training and Monitoring Officers will work with the District Focal Points in 
arranging activities such as village exchange visits to help to develop greater 
ownership, coordination and confidence among the Mine/ERW Committees. 

1.5.6 Provincial Coordinator work cycle 
The Provincial Coordinator is responsible for a range of co-ordination activities that ensure the 
smooth running of the MRE project and supervision of the field staff. The Provincial Coordinator 
acts as the liaison point between the field staff, the MRE HQ and the NMAA or MAC. The 
Provincial Coordinator is also responsible for co-ordinating and liaising with mine action 
organisations, community development NGOs and disability referral services at the provincial 
level. 

Meetings 
The Provincial Coordinator is responsible for organising monthly meetings with all the MRE staff in 
that Province. The agenda should cover the following items: 

 Attendance records and discipline issues; 

 General working situation and deployment (including security, road conditions and 
expansion of the project sites); 

 Feedback on the month's work activities; 

 Plans for the next month's activities; 

 Financial matters; 

 Problems which require higher level support; and 

 Briefing on any information from the HQ.  

Minutes from the meetings should be compiled by the Provincial Coordinator and submitted to the 
MRE Project officer. 

The Provincial Coordinator will be required to attend periodic project management meetings 
organised by the Project Manager or Project Officer. During these meetings the Provincial 
Coordinator will be expected to provide a comprehensive overview of the project operations under 
his/her control.   
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Logistics 
The Provincial Coordinator will generally be responsible for all the logistics relating to the field 
staff working under his/her control. This includes: 

• Vehicle maintenance, fuel and repair; 

• Supply and monitoring of distribution of mine awareness and other materials to staff; 

• Correspondence and memos; 

• Facilitating visits from the HQ; and 

• Facilitating the financial matters for District Focal Point, Mine Awareness team and 
Training and Monitoring Officers through the Finance Officer. 

Reporting Systems 
The Provincial Coordinator must ensure that the staff report forms are completed in an accurately 
and timely manner. The Provincial Coordinator must check and read the report forms and pass 
them to the Project Officer at HQ or other designated person at the NMAA or MAC. The Provincial 
Coordinator should attach a memo with the forms if there are any additional comments to be 
made relating to the reporting period 

The Provincial Coordinator should keep a copy of all the MRE Report forms in a filing system in 
the regional MRE office.   

If forms are not filled in correctly or comprehensively, the Provincial Coordinator must talk to the 
relevant staff member and to task the Training and Monitoring Officers to provide some 
supplementary training on the completion of report forms when necessary. 

The Provincial Coordinator is also responsible for completing the report forms relevant to his/her 
position in an accurate and timely manner. 

The Provincial Coordinator is responsible for regularly updating the Project Manager and Project 
Officer at the MRE HQ on the progress of the project implementation and on any issues or 
problems that have arisen concerning this.  

Deployment 
The Provincial Coordinator is responsible for ensuring that staff deployment reflects the criteria 
outlined in the SOP 1.4. 

The Provincial Coordinator should ensure that he/she has access to regular updates of any 
nationally collected Mine Victim database(s). 

The Provincial Coordinator should keep a spreadsheet of mine/ERW casualty information in the 
target districts to enable accurate targeting of villages using casualty data. 

Casualty figures for the deployment sites should be carefully monitored by the Provincial 
Coordinator. 

Following the procedures outlined in the SOP 1.4 regarding deployment, the Provincial 
Coordinator is responsible, in very close consultation with the HQ, the NMAA or MAC and field 
staff, for selecting appropriate villages for MRE work. This should be done methodically and 
accurately and the Provincial Coordinator must be able to provide good justification for the 
choices made. 

The Provincial Coordinator should establish a map of the target region and locate the target 
villages, sub-districts and districts where the MRE project is working.  This map should be located 
at the regional MRE office. 

The Provincial Coordinator should, based on meetings with the field staff and reports, advise the 
HQ when the time is suitable for the expansion of the project to work in new villages. 
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MAC Liaison 
The Provincial Coordinator is responsible for co-ordinating the requests for assistance by other 
NMAA or MAC units (for example, EOD teams, Marking Teams and Mine Awareness teams) as 
submitted by the District Focal Points, Mine Awareness teams or Mine/ERW Committee 
representatives. 

The Provincial Coordinator should check the requests submitted from the field staff and make 
sure that there is adequate information to back up the request. If the request is not complete, the 
Provincial Coordinator should return the form to the relevant field staff with directions about what 
additional information is required. This will prevent complaints that MRE requests are difficult to 
understand and hard to follow up. 

When a request has been completed, the Provincial Coordinator passes the request to the NMAA 
or MAC Manager with copies to the relevant officers (often the Field Liaison Officer and/or Ops 
Officer). 

The Provincial Coordinator must keep a copy of the request in a filing system, and should record 
the number of requests submitted each week. 

It is the responsibility of the Provincial Coordinator to follow-up on the progress of these requests 
with the relevant unit and to inform the District Focal Point of actions to be taken. The Provincial 
Coordinator should also record the response time of the requests and any problems that arise. 

The Provincial Coordinator may also be responsible for ensuring that detailed information 
collected at village level by the District Focal Points is passed on to the socio-economic unit, or 
other relevant bodies, for reference.   

Liaison with other Mine Action Services 
The Provincial Coordinator is responsible for making contact with other organisations providing 
mine action services in the province. The Provincial Coordinator should introduce the MRE project 
to these organisations and discuss deployment plans and activities. Discussions should be held 
about how the projects can collaborate together without duplication. 

The Provincial Coordinator should inform the MRE HQ staff and the field staff under his/her 
control about the outcome of these discussions. Together with the Training and Monitoring 
Officers, the Provincial Coordinator should organise and co-ordinate appropriate visits by the MRE 
staff to project sites of the other organisations. The Provincial Coordinator is responsible for the 
liaison with the other organisations. 

The Provincial Coordinator should provide information concerning the clearance and use of mined 
land gathered by the District Focal Points to a designated office at the NMAA or MAC.  

NGO Liaison 
The Provincial Coordinator should establish links with relevant NGOs, international organisations 
and government departments that are working in the target areas and with whom there could be 
collaboration. 

The Provincial Coordinator should draw up a list of potential partners from NGO listings and 
spend some time finding out about the activities of these organisations. This may be best 
achieved by holding an introductory meeting with these organisations. The Provincial Coordinator 
should provide a clear presentation of the MRE project objectives, highlighting areas of common 
interest. A presentation document should be designed to give to potential partners. The meetings 
should also allow the MRE staff to get to know the fields of intervention, the expertise and the 
position of the different actors and the links between them. 

The Provincial Coordinator should draw up a list, or a diagram, of people, projects and agencies in 
the area for easy reference. This information should be passed onto the field level staff and 
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discussions should be held during the monthly meetings about ways in which the organisations 
could work with the MRE project. 

Based on the needs prioritisation and community action plans drawn up by the District Focal 
Point, the Provincial Coordinator should meet with the relevant organisations to discuss the 
possibility of collaboration in the project areas. The Provincial Coordinator should also attend any 
NGO or working group meetings in the province to enable him/her to better understand the role of 
each organisation, and to present the development needs based on risk reduction formulated by 
the District Focal Points and target villages. 

Disability Services Liaison 
The Provincial Coordinator should gather information at the provincial level about the availability 
of disability services and victim assistance projects. This should be done through visiting the 
organisations or departments, talking to representatives about the services they provide and 
collecting literature. The information should be provided to the District Focal Points and updated 
when there are changes. Copies of the literature from the disability organisations should be 
provided for the District Focal Points to give to the disabled villagers in their target areas. The 
Provincial Coordinator can help the District Focal Point facilitate the access of the villagers to 
these services through helping to pass on information at the provincial level and assisting with 
logistics. 

Monitoring Activities 
The Provincial Coordinator should also conduct periodic monitoring visits to the working areas for 
the following purposes: 

• To gain field experience of the target areas where the District Focal Points are 
working and to assess the success of the deployment strategy; 

• To observe links and collaboration between the MRE project and other NMAA or MAC 
controlled units, as well as independent mine action organisations; and 

• To observe collaborative work or activities between the MRE project and community 
development organisations or disability services. 

1.5.7 Project Officer work cycle 
The MRE Project Officer works at the HQ level and reports to the Project Manager. The main 
duties of the Project Officer include monitoring MRE activities in the field, providing technical and 
training support to staff, and compiling all project data at headquarter level. 

Monitoring 
The Project Officer should be responsible for monitoring the work of all the field staff, including the 
Training and Monitoring Officers and the Provincial Coordinators, and ensuring that the work, 
training and recruitment standards of the MRE project are maintained.   

It is recommended that the Project Officer undertake monitoring visits to the field every two to 
three months. The Project Officer should discuss the schedule for monitoring visits with the MRE 
Project Manager who will also undertake field monitoring activities.  

The Project Officer should plan monitoring trips in advance and detail an agenda of activities to be 
undertaken during the trip. The Provincial Coordinator should be informed of the monitoring trip 
and the agenda to ensure that the schedule will go as planned and the appropriate staff will be 
available. 

During the monitoring visit the Project Officer should keep a note of the activities undertaken and 
record comments on the staff performance. The Project Officer should provide constructive advice 
to the staff during the monitoring trip and inform them of any directives from HQ. 
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On return to the HQ the MRE HQ Monitoring Form should be completed and copied to the Project 
Manager and Operations Coordinator. Any concerns identified by the Project Officer should be 
highlighted and may be discussed in the monthly management meetings. 

It is very important that feedback from monitoring trips is provided to the field staff, so the main 
observations, conclusions and suggestions arising from the monitoring trip should be forwarded to 
the Provincial Coordinator to share with the staff.   

The Project Officer should work together with the Project Manager to develop a plan to address 
any field implementation concerns. The Project Officer is responsible for ensuring that these plans 
are implemented in the field. 

Reporting and Documentation 
The Project Officer is primarily responsible for checking the accuracy and quality of information 
contained on the field staff report forms, for analysing and entering data into the MRE database.  
The Project Officer also keeps files of MRE project reports. 

In coordination with the PC, the MRE project officer will be responsible for ensuring that all field 
staff reporting is carried out regularly and on time. The Project Officer should also check the report 
forms that he receives are being filled out correctly and with adequate information.  If the forms 
are not being completed accurately, the Project Officer needs to report to the Provincial 
Coordinator and ask him to rectify this.  The Project Officer may also advise staff on how to 
improve their reporting during monitoring trips to the field. 

The Project Officer is responsible for centralising and compiling all MRE project activity data, 
information and progress reports into a MRE database. The database should include information 
about: 

 Productivity related to work of field staff; 
 Information about MRE target villages, sub-districts and districts; and 
 A database of the mine/ERW Committee members. 

This database should be updated regularly as activities are carried out in the village, or mine/ERW 
Committees change, or the District Focal Points start work in new villages. 

The Project Officer is responsible for summarising the field staff reports and undertaking an 
analysis of project progress and impact with the project manager. Together the Project Manager 
and the Project Officer should ensure that MRE procedures and work plans are being 
implemented in the field and that project objectives are being met. Work plans and procedures 
should also be revised as new information emerges from the field. 

The Project Officer is also responsible for preparing monthly, quarterly and yearly productivity and 
narrative reports summarising the main MRE project activities and progress for the Operations 
Coordinator. The information for these reports is obtained from the MRE report forms. 

Training 
The Project Officer is responsible for assisting the Project Manager to organise the training for 
new MRE staff. The guidelines for implementing the training are outlined in the SOP 1.3. 

The Project Officer will be responsible for preparing and conducting parts of the training sessions 
directly related to mine risk education training. The Project Officer must try to ensure the use of 
participatory methodologies for all training.  

The Project Officer is also responsible for providing support and technical assistance to the 
Training and Monitoring Officers in their training of Mine/ERW Committee representatives. It is 
important that the Project Officer attends some of the district training sessions in order to monitor 
the quality and effectiveness of the training. 
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The Project Officer together with the Mine Awareness team staff must also provide appropriate 
MRE training to the staff of NGOs and to internal NMAA or MAC staff. 

The Project Officer should ensure that the MRE curricula are used for the training of the MRE staff 
and that revisions to the curricula are made based on the experience gained during training 
implementation and the feedback of the participants. 

Appraisals 
The Project Manager is responsible for ensuring that appraisals of all MRE project field staff are 
conducted every six months. This will involve the Project Officer travelling to the field to conduct 
appraisals in a participatory manner. 

Routine Administration 
The Project Officer will undertake routine administration tasks for the Mine/ERW Branch as 
required.  Specifically for the MRE project the Project Officer should: 

 Prepare the MRE quarterly and yearly budget; 

 Ensure that the incoming and outgoing equipment and materials used by the MRE project 
are monitored; and 

 Maintain an inventory of MRE equipment for the logistics branch. 

Coordination 
The Project Officer will attend and/or lead regular (bi-monthly) meetings with the Project Manager, 
the Provincial Coordinators at the regional bases in the MRE target districts (the District Focal 
Points and Mine Awareness team staff may also attend). 

The Project Officer will attend a monthly management meeting chaired by the MRE Project 
Manager. The Project Officer should also participate in MRE project evaluations, activity reviews 
and forward planning together with the Project Manager and the Operations Coordinator. 

1.5.8 Project Manager work cycle 
The MRE Project Manager is responsible for the overall management, coordination and 
development of the MRE project.  he Project Manager is also responsible for representing the 
MRE project to other bodies and for ensuring effective coordination of the project with the NMAA 
or MAC units and with other mine action, development and victim assistance programmes.  

Project Planning and Development 
The MRE Project Manager is responsible for preparing the yearly integrated workplan and six-
monthly activity plans for the MRE project in close consultation with the NMAA or MAC Operations 
Coordinator (or other designated authority). 

In close consultation with the National Authority, the MRE Project Manager is responsible for 
developing and ensuring the implementation of the MRE Project deployment plans, including 
plans for extension and for exit from existing areas. The Project Manager is responsible for 
monitoring the implementation of these plans in the field and for ensuring that the project is 
deployed effectively in high-risk areas and working with high-risk target groups. 

The Project Manager should initiate a project review session every six months to review the 
project progress towards the objectives. The Operations Coordinator, Project Officer and other 
project stakeholders should participate in these meetings. 

The Project Manager will also participate in project evaluations and is responsible for ensuring 
that the recommendations and lessons learned are applied in the field with procedures adapted 
accordingly.   
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The Project Manager has the ultimate responsibility for ensuring that the procedures and 
guidelines outlined in the MRE SOPs are implemented effectively in the field. The Project 
Manager should also be responsible for ensuring that the SOPs are updated according to lessons 
learned in the field. The Project Manager should consult with the Project officer on any procedures 
that may need to be revised and make periodic, structured updates. 

Monitoring 
The MRE Project Manager is responsible for overseeing the overall monitoring system of the MRE 
project and ensuring that field staff undertake their monitoring functions conscientiously and 
accurately. He/she should take the time to check, review and analyse the MRE project activity 
data and information compiled by the Project Officer(s). The analysis of the information can be 
used by the Project Manager to inform project planning and development and to gauge project 
progress towards objectives. The Project Manager may also use the information to inform the 
national mine awareness strategy and the design of mine awareness materials.   

The Project Manager should meet with the Project Officer on a monthly basis to discuss the 
information in the MRE reports being submitted from the field. In consultation with the Project 
Officer, he/she should make overall recommendations for changes in implementation procedures, 
additional support, or for a revision of the monitoring framework, based on the analysis of field 
data. 

The Project Manager  should also undertake regular monitoring visits (on a quarterly basis) to the 
field to observe operations and the implementation of planned activities. The Project manager will 
play less of a role in monitoring the technical capabilities of the staff (assisting the Project Officer) 
but will monitor the operations in terms of their progress towards the project objectives. 

The Project Manager should plan the monitoring trips in advance and detail an agenda of 
activities to be undertaken during the trip. The Provincial Coordinator should be informed of the 
monitoring trip and the agenda to ensure that the schedule will go as planned and the appropriate 
staff will be available. 

During the monitoring trip the Project Manager should keep a note of the activities undertaken and 
the comments on the project implementation.  Monitoring trips may also be a good opportunity for 
the Project Manager  to meet with other organisations working with MRE in the target areas, or for 
following up potential partnerships. 

On return to the HQ the MRE HQ Monitoring Form should be completed and copied to the Project 
Officer and designated officers at the NMAA or MAC. Any concerns the Project Manager has 
should be highlighted for potential discussion at the monthly management meetings. 

It is very important that feedback from monitoring trips is provided to the field staff. The main 
points from the monitoring trip and the main recommendations should be forwarded to the 
Provincial Coordinator to share with staff. 

The Project Manager should work together with the Operations Coordinator and the Project 
Officer to develop a plan to improve any implementation or planning concerns.  The Project 
Manager  has overall responsibility for ensuring the attendance of MRE staff at relevant training 
courses and workshops, based on discussions with the project officer. 

Recruitment and Staffing 
The Project Manager is responsible for preparing the documents and processes for the 
recruitment, promotion or dismissal of MRE staff in line with approved procedures and in 
collaboration with and NMAA or MAC Human Resources department. The procedures for 
recruiting MRE staff are outlined in SOP 1.2.  The Project Manager must also participate on 
recruitment and disciplinary panels as required. 
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The MRE Project Manager is responsible for conducting appraisals of the MRE staff at HQ level.   
This should take place every six months and should be conducted in a participatory manner with 
the full involvement of the staff. 

Plans for staff development and capacity building based on the outcome of the appraisals should 
be designed by the Project Manager in consultation with the NMAA or MAC Human Resources 
department. 

The Project manager is responsible for ensuring that MRE staff training is conducted according to 
the MRE curriculum. The Project Manager is also be responsible for conducting some of the 
training sessions and presentations. The MRE Project manager has overall responsibility over 
decisions to revise or update the training curriculum. 

Coordination 
The Project Manager should organise and chair a monthly project management meeting at HQ 
level.  The Project Manager should check with other staff at the HQ level for agenda items, and 
should ensure that the minutes are recorded and disseminated. Each meeting should begin with a 
review of the previous meetings minutes and the action taken. 

The Project Manager is also responsible for organising and chairing a bi-monthly meeting at the 
NMAA or MAC with the project field staff. This should be arranged collaboration with the Project 
Officer, who may also chair some of these meetings which, when possible, should be arranged to 
take place during monitoring trips. The Project Manager and Training and Monitoring Officers 
should be asked to contribute items for the agenda. Minutes should also be taken during these 
meetings. 

The Project Manager is responsible for ensuring effective coordination and collaboration between 
the MRE project and other NMAA projects and departments. This means that at the HQ level the 
Project Manager needs to maintain close relationships with the EOD, demining and other relevant 
units that should work closely with MRE. The Project manager should ensure that MRE issues are 
put on the agenda of internal NMAA or MAC meetings. 

The Project Manager is responsible for ensuring that the MRE project coordinates and 
collaborates with other mine action agencies and activities.  The Project Manager should ensure 
that: 

 MRE plans and activities are presented at Mine Awareness Working Group meetings 
and other mine action forums; 

 That the deployment plans for MRE are disseminated to other mine action agencies; 

 That regular contact is kept up with other mine action agencies (where possible 
including these agencies in regular e-mails about MRE activity); 

 During field visits the Project Manager should try to meet with local mine action 
partners with the MRE project to endorse collaboration and discuss any issues; and 

 Lessons learned from collaboration with other mine action agencies should be 
documented in the SOP. 

The Project Manager is also responsible for ensuring effective coordination with community 
development and disability services, working closely with the Provincial Coordinator on these 
issues and ensuring that the Provincial Coordinator develops a list of potential partners and their 
activities. The Project Manager should analyse this list and consider opportunities for collaboration 
with MRE.   

The Project Manager is responsible for identifying partners and developing links with these 
organisations at the HQ level. Opportunities should be taken to meet with potential partners, to 
present the MRE project objectives and to highlight areas of common interest.   
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The Project Manager should attend relevant development forums, and/or become a member of 
coordination bodies of relevance to victim assistance.  

The MRE Project Manager should represent the MRE Project with other interested stakeholders 
and visitors, making presentations on the project, accompanying donors on field visits, and 
representing the project at relevant forums. The Project Manager should have a set of handouts 
or documents about the project and the national mine risk education strategy to pass out on such 
occasions. 

Reports and Documentation 
The Project Manager is responsible for preparing project proposals, narrative reports and financial 
reports for donors. It is important that the information contained in these reports is based on 
information in the field reports. The Project Manager should follow the guidelines for report writing 
outlined in SOP 1.8.9. 

Administration 
The Project Manager will also be involved in routine administration tasks as required by the 
Mine/ERW Awareness Branch. Specifically the Project Manager will be responsible for: 

 Verifying and updating the MRE budget as required by project changes; 

 Monitoring and overseeing the support and logistics of the MRE project; and 

 Submitting MRE Project documents for NMAA or MAC management approval. 

1.5.9 Distribution of Mine Awareness materials  
A variety of Mine Awareness materials are issued for distribution by the MRE staff. The main 
purpose of the materials is to remind people about the danger of mines and ERW. The materials 
also serve to encourage good relations with the key people with whom the MRE Project is 
working.   

The Mine/ERW Committee Representatives must be provided with mine awareness materials to 
assist them to be able to provide some mine risk education in their villages, and to be able to 
distribute awareness materials in their locality. 

Guidelines for Distribution 
The following guidelines will assist the Mine Awareness team, District Focal Point, Mine/ERW 
Committee representatives (and other MRE staff) to ensure effective distribution of mine 
awareness materials. 

1. Mine awareness posters should be posted in the following areas with the permission of 
the local people. Posters should be visible, but avoid places with direct sun, or exposed to 
rain and water: 

 On village houses and trees around the location of Mine Awareness team 
presentations or District Focal Point meeting areas; 

 On and around the houses of local authorities; 

 On and around the houses of the Mine/ERW Committee representatives; 

 In the village in rooms used for public events; 

 In village, sub-district, district and provincial offices; 

 On notice boards; 

 In and around schools, particularly in classrooms; 

 In health centres and other public buildings; and 

 In coffee shops, barbers, local shops etc. 

2. A display of Mine Awareness materials should be placed in the NMAA or MAC office. 
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3. Mine awareness materials should be distributed for the following purposes: 

 As visible reminders to villagers of the mine/ERW problem and safe behaviour; 

 As rewards for audience participation in Mine Awareness team presentations; 

 As materials for use by the Mine/ERW Committee representatives ; and 

 As a show of appreciation to key communicators such as local authorities and 
school staff for their assistance and support (during liaison activities). 

4. During Mine Awareness team presentations the instructors should ensure that different 
people receive the materials, avoiding duplication. 

5. Request for re-supply of Mine Awareness materials should take place at least 15 days 
before the stocks of Mine Awareness teams or District Focal Points are used up. The 
District Focal Point should submit requests for materials for the Mine/ERW Committees. 
The following procedures should be followed for the supply of mine awareness materials: 

 A Mine Awareness product request form should be completed and forwarded to 
the Provincial Coordinator, who must check and sign the form; 

 The Provincial Coordinator forwards the form to the MRE Project Officer at the 
HQ; 

 The Project Officer signs the form, summarise the requests in the summary form 
and forwards this to the MRE Project Officer for approval. 

 With the Project Officer’s approval, Mine Awareness materials are issued and 
distributed. A record of all incoming materials should be made by the Provincial 
Coordinator using the Incoming Products Form. 
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Record of Mine/ERW Awareness materials distribution 

Position Purpose T-shirt 

(large) 

T-shirt 

(small) 

Book Poster Leaflet Cartoon 

Book 

Stationery Frequency 

of 

distribution 

Training and 
Monitoring 

Officers 
 

Training and 
Monitoring 
Officers 
receive no 
regular 
provision of 
materials, but 
may request 
materials for 
training. 

        

Provincial 
Coordinators 

To distribute 
during liaison 
with district, 
sub-district 
and village 
authorities, or 
with NGOs 
and 
departments 

  

 

 

 

 

 

     

 

District Focal 
Points 

To post in 
villages during 
work and 
information 
collection, to 
provide to 
NGOs and 
departments, 
to post in 
public places 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

Mine 
Awareness 

teams 

To distribute 
during liaison 
with local 
authorities, to 
distribute 
during house 
& field visits & 
presentations, 
to post in 
public places 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

1.5.10 Vehicle safety 
 All drivers of MRE vehicles must have a valid driving licence. The driver should be alert and drive 
carefully, always observing maximum speed limits. Any National or organisation SOP covering 
drivers should be followed. One additional person in a Mine Awareness team should be licensed 
to drive in case something happens to the regular driver/operator. Seatbelts must always be worn 
when the vehicle is moving. All staff should sit inside the vehicle and ensure that the driver drives 
safely. When parking a parking brake should be used. 

Transport forms recording the use and maintenance of the vehicle must be completed by the 
driver as directed. 

 

 
Mine/ERW 
Committees 

For own use, 
to distribute 
during house 
& field visits 
and risk 
education 
activities, and 
to post in 
public places. 
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1.5.11 Attendance 
Attendance reports should be completed for all staff members and submitted on a monthly basis 
to the MRE HQ for monthly pay grade and yearly evaluation. 

1.5.12 Security check 
HQ staff are responsible for informing MRE staff about national and provincial security issues as 
they arise. 

When security is an issue, Provincial Coordinators should check the security situation daily with 
the NMAA or MAC and keep all field staff informed. Field staff should check the security situation 
with the district and sub-district authorities before departure to each working location. 

Workplans must be changed to meet a changing security situation. 

1.5.13 Visits to MRE project sites 
The MRE Project may have many visitors to activities in the field. Non-project personnel may be 
visiting for professional, educational or PR purposes. The following outline the main guidelines for 
visits to MRE Project Sites: 

Notification:  All visits must be authorised in advance by the Project Manager.  All visitors must 
be informed that they are not covered by any insurance, and a waiver should be signed before 
any visit is started. The Project staff to be visited should be notified as soon as possible, and 
preferably no less than two working days before the proposed visit. 

Briefing: If possible the Provincial Coordinator should brief the visitors before leaving to observe 
field activities. If the Project Manager or Project Officer are accompanying the visitors, they should 
help to explain about the project activities. 

Size of visiting party: Generally there should be no more than four visitors for each MRE staff 
escort in high-rick areas, and preferably not more than two escorted groups at one time. It is 
essential that the visitors remain in areas that are known to be safe. Small groups visits are also 
less intrusive for the villagers themselves. 

Viewing of activities: If possible visits should be able to see activities that are happening as part 
of the MRE work rather than a demonstration put on especially for the visitors. Time should also 
be allowed for the visitors to talk to the MRE staff in the field and the Mine/ERW Committee 
representatives. 

Feedback: Some visitors will provide feedback after a visit to MRE project activities. The Project 
Manager and Project Officer must ensure that this feedback is passed onto the relevant field staff 
and villagers. 

Exchange Visits 

The MRE Field staff may undertake exchange visits with other organisations running similar 
projects. These visits would be for educational purposes, allowing exchanges in ideas and 
methods for implementation. 

The Project Manager should arrange for these visits to take place together with the Project 
manager of the other project. The Provincial Coordinator would be responsible for organising the 
logistics of the exchange visits. The NMAA or MAC Manager should be informed of the activities 
in advance. 

Mine/ERW Committee representatives may also undertake exchange visits to other districts to 
meet fellow mine/ERW Committee representatives and to discuss their activities, their problems 
and their successes. This is a good way to motivate the village volunteers and to give them an 
opportunity to discuss issues and share ideas with their peers. 
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The Training and Monitoring Officers should arrange these visits as part of the on-going training of 
the Mine/ERW Committees. The Provincial Coordinators and District Focal Points should assist 
with the logistics. A plan of what is to be achieved by the visits and some points for discussion 
should be drawn up by the Training and Monitoring Officers in advance. The Project manager 
must be informed about these activities in advance. 

1.6 National SOP 6: Tools & methods of implementation 
This SOP outlines some of the tools and methods that are to be used by MRE staff during the 
project implementation.  Central to these tools and methods is the concept of participation. 

These guidelines are not strict instructions. Participatory methods are characterised by ingenuity 
and flexibility. If participatory activities are conducted according to fixed rules and regulations, 
their effectiveness will be lessened. The principles underlying participation should remain the 
driving force behind the activities, but the activities may be innovative and flexible.   

1.6.1 Participation 
Participation for MRE implies: 

 A focus on cumulative learning by all participants, including the MRE staff.  The 
participants learn not only from the trainers, facilitators or outsiders, but also from each 
other; 

 Pursuit of multiple perspectives. Participatory approaches encourage diversity and avoids 
simplifying complex situations. This recognises that different individuals and groups are 
affected differently by the mine/ERW problem; 

 An approach building on the interaction of the people from the outside (MRE staff) and the 
people on the inside (the local people); 

 A flexible approach that can be adapted to suit new sets of conditions and new actors; 

 An opportunity for exchanging ideas and experiences so that people can learn how to 
solve problems; 

 An approach that leads to change. The process of joint analysis and dialogue helps to 
define changes that will bring about a reduction of risk in mine/ERW affected villages and 
motivate people to take action to implement these changes. 

Participatory approaches are based on a two-way flow of information that encourages dialogue. It 
can allow the participating villagers to look anew at their community, to analyse the problems, and 
to suggest possible solutions to those problems. It requires "learning by doing." 

The use of participatory approaches in the community can help the MRE staff to: 

 Collect accurate data on the mine/ERW situation according to the real needs and 
conditions of the villagers; 

 Build up good relationships with the villagers; 

 Build the capacity and potential of the villagers; 

 Allow the villagers to gain a sense of ownership over both their mine/ERW problems and 
the solutions to these problems; and 

 Participation should be a learning process between the villagers and the MRE staff.  

The skills and aptitude required for using participatory methods and tools, include the following: 

 The ability to develop mutually respectful relationships with the people living in the village 
and to understand the challenges facing them; 

 The belief in the potential of villagers and their local knowledge; 

 Recognition of the importance of knowledge derived from real experience; 
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 The patience not to expect immediate solutions to the problems; 

 Skills in communicating and facilitating information exchange at the village level;and 

 The ability to train and work with village counterparts, to mobilise community members for 
village activities. 

 

Remember... 

R   Respect the People 

E   Encourage people to share ideas 

A    Ask Questions 

L   Listen Carefully 

 

L    Listen 

E   Encourage 

A   Ask 

R   Review 

N   Note 

  Hand over the pen 

  Listen carefully 
 Observe carefully 

 Encourage and ask 

 

General Guidelines for the implementation of participatory activities 
1. Get to know the community and establish relationships of trust before beginning activities. 

Do not build up the expectations of the villagers, but explain that the solutions lie in their 
own hands and capabilities. 

2. Ensure that all activities are carried out step by step, in line with the capabilities, 
understanding and time of the people. Processes should not be pushed to meet external 
agendas or deadlines 

3. Take into consideration the seasonal workloads and other livelihood commitments of 
community members. 

4. Prepare materials, the location and the equipment before the activity. 

5. Make appointments with selected participants in advance to encourage them to join in the 
activities. Ensure that all participants are aware of the time, place and purpose of the 
activity in advance. 

6. Whenever possible, share responsibility with community members to promote ownership. 

7. The results of the activities should be shared with the participants and materials should be 
left with the villagers to be used as a community resource. 

8. Always consider whether participatory methods are the best methods to use for a 
particular activity. Don't use participatory activities for the sake of it. 

9. The outcome depends on the attitude and vision of the people facilitating the process.  If 
the process is carried out too quickly it can lead to errors. 

10. The choice and sequence of teaching methods should be adapted to fit each situation. 

Village Entry 
An important part of the MRE work in the village is the first arrival at the village. When outsiders 
enter a village for the first time, the local people may have very mixed feelings about why the 
outsiders are there. 

When MRE staff enter a village for the first time wearing uniforms and driving cars and 
motorbikes, they should remember that the villagers may be asking themselves: 

 Perhaps these people are military or from the government? 
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 Have they come to report on us, to take money, or do they want something else from us? 

 What might we get from them? "Development", food, money, etc?. 

 Are they like the other outsiders who came to the village?  Will they ask a lot of questions, 
discuss problems, promise things and then leave without doing anything? 

The purpose of initial visits to a village should be: 

 To introduce yourself to the community and to form initial relationships with a variety of 
people in the community; 

 To explain your reasons for coming to the village.  Make sure you are honest and do not 
build up the expectations of the people; 

 To identify key people in the village; 

 To begin to understand the mine/ERW problems in the village. 

In initial stages, it is a good idea for the District Focal Point to conduct house to house visits in the 
village to introduce him/herself and to begin to get to know the villagers. General discussions 
about the mine/ERW problem can also be held during this period. 

People are not always in the village. The District Focal Point may have to walk to farmsteads or 
make appointments with the villagers for suitable times to meet them. The District Focal Point 
must spend as much time as possible in the village getting to know the villagers. If the District 
Focal Point is a stranger to the villagers, it can be difficult for them to work together. 

After the Mine/ERW Committee representatives are elected, a similar process of house to house 
visits should be conducted to introduce the representatives to EVERYBODY in the village, 
including the very poorest people and those people who live at the edges of the village. During the 
visits the Mine/ERW Committee member representatives should explain that they are a focal point 
for mine/ERW problem. Villagers should be invited to report any mines or ERW and to join the 
future mine risk education and reduction activities in the village. 

The District Focal Point should ensure that the Mine/ERW committee members keep in regular 
contact with as many people in the village as possible, particularly those that are most affected by 
mines and ERW. 

1.6.2 Communication skills 
Good communication is at the heart of the MRE work but it is not always easy to achieve. Despite 
choosing appropriate activities, there may be barriers to communication which reduce the 
effectiveness of planned activities. 

To avoid misunderstanding, MRE staff should always be open and explicit about what the 
activities are trying to achieve. Comments and questions should be encouraged. To clarify doubts, 
regular feedback should be asked from the villagers, either as individuals or in groups. 

MRE staff need to ensure that they communicate with the communities they are working with in 
the most effective way. 

These are points to remember about good communication: 

 Good listening skills are essential.  When a villager is talking, remain silent and let the 
person talk. Interest can be communicated through non-verbal behaviour such as 
nodding, smiling, etc.; 

 Use brief expressions that communicate understanding; 

 Use expressions that invite the people to continue to express their thoughts and feelings; 

 Repeat what you have heard to confirm accurate understanding; 

 Try to understand all different perspectives; 
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 Don't show scepticism or impatience; and 

 Provide support and information where necessary. 

Sometimes we can make communication with villagers difficult by the way we behave. Typical 
communication blocks include the following: 

 Providing solutions or advice – saying that your way is the best and not giving people time 
to come to their own conclusions; 

 Giving orders – this can provoke resentment as people are not given a choice and their 
feelings are not considered; 

 Using threatening behaviour – using an assumed authority to tell people what will happen 
if they do not do it our way can provoke resentment and also fear; 

 Moralising or lecturing – when we tell people what they should or ought to do, it shows 
that we value our own values more than their feelings; and 

 Criticism or ridicule – we deny people's feelings by telling them that they are bad or stupid 
people. 

1.6.3 Facilitation skills 
For all participatory activities, the District Focal Point or Mine Awareness team staff members 
must act as a facilitator.  This requires good observation and organisational skills.  The following 
points should be remembered when facilitating participatory activities: 

 Make sure people participate on an equal basis; 

 Try to prevent any disruptive or aggressive behaviour; 

 Encourage shy people to take part; 

 Ask those who speak a lot to give an opportunity to others to speak; 

 Propose alternative ideas for the group to consider; 

 Ensure that the group reaches consensus on any decisions; and 

 Always provide a summary of the activities on their completion, and thank the participants 
for joining the activity. 

Providing feedback 
The District Focal Point will also train the Mine/ERW Committees to facilitate some meetings and 
risk reduction activities. During these activities it is important for the District Focal Point to provide 
feedback to the representatives. The Training and Monitoring Officers are also responsible for 
providing feedback to the MRE field staff on their activities. The following are some pointers for 
providing good and constructive feedback: 

 If a facilitator makes a mistake, do not take over the activity and demonstrate how it 
should be done.  People learn better by doing themselves than by watching other people.  
When other people take over, the people participating in the activity may feel less 
confident in their own ability. 

 Provide the feedback after the training, when you are alone with the facilitators. Do not 
provide the feedback in front of the other participants. 

 Keep comments simple and remember that there is a limit to how much people can 
remember. 

 Give praise before offering a negative comment, and criticise the performance and not the 
person. 

 Suggest ways in which the performance can be improved next time. Try to make the 
person feel positive about improving the activity. 
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1.6.4 Holding meetings 
The following are guidelines for MRE staff when holding meetings. Meetings allow for the 
participation of people to discuss issues. Good facilitation skills are required to ensure that 
everybody has equal chance to speak and express their opinions. The same guidelines may also 
be used when training the Mine/ERW Committee representatives. 

Preparation 
 Decide why the meeting should be held, where and when it should take place and who 

should be invited. 

 Develop an agenda of topics to be discussed and send it out in advance together with the 
meeting invitations. 

 In the village, it may be appropriate to visit people in their homes to inform them of the 
meeting and to put up notices in public places. Also ask the village chief to announce the 
meeting during other village gatherings. 

 Check the meeting venue and see if there is any additional organising to be done, for 
example, providing additional chairs, a whiteboard to write on etc. 

 Make sure the venue is somewhere with minimum distractions and interruptions. 

 Organise refreshments and/or lunch if required. 

 Organise per diems if they are required by any participants.. 

During the meeting 
General rules are: 

 Always arrive first at the meeting venue.  Do not keep the other participants waiting. 

 Ask somebody to write minutes of the main points during the meeting. 

 Welcome the participants and introduce the agenda and topics for discussion. 

 Facilitate the discussion using good listening, speaking and observation skills. 

 Keep people focused on the topic. 

 State problems constructively and suggest possible solutions. 

 If other participants are presenting during the meeting, make sure you introduce and 
thank them. Provide time for questions and answers on their input. 

 Keep to the agenda. Keep to the time limit.  If meetings are too long, people may be 
discouraged from attending them in the future. 

 Conclude by summarising the decisions reached during the meeting 

A meeting facilitator should not: 

 Criticise ideas or values or blame others; 

 Force their own ideas or agenda; 

 Make decisions for others; or 

 Talk too much. 

After the meeting 
Ensure that the meeting minutes are typed up and distributed to the participants of the meeting. 
The minutes should contain the main points discussed and the main conclusions and 
recommendations.  The points should be numbered or bulleted. 

Ensure that all participants receive a copy of the minutes.  If it is a village meeting, the main points 
from the meeting can be displayed on the village notice board. House to house visits may be 
needed to ensure that all the people affected by the meeting decisions are aware of what was 
decided. 

GENERIC SOPS: Annex A: MRE –  Page: 70   



 

1.6.5 Interviewing 
As part of information collection activities, the MRE staff must interview people from the 
communities in which they are working. The interviews should generally be conducted with 
individuals, although sometimes more people may be present, particularly if the interview is 
conducted in a household.  

General interviews 
Individual interviews are undertaken with selected respondents to obtain information.  If the 
interviews are part of the process to gather information on the village, interviewing as many 
different people as possible on the same topic will reveal a number of opinions, attitudes and 
strategies. Men and women, for example, tend to have different experiences and therefore 
different opinions. The same is true of rich people and poor people, people of different ages, and 
people of different backgrounds.  By interviewing different people you can also help to check and 
verify information.   

Key informant interviews 
Interviewing key informants is for the purpose of obtaining special knowledge.  Key informants 
usually have a special knowledge on a given topic. They may be the village leaders or authorities, 
or they may be village deminers, people who go to the forest to cut firewood, health people etc. 

Conducting interviews 
Important points to remember when conducting interviews include: 

1. The setting – preferably you should conduct interviews somewhere quiet, where the 
interviewee feels comfortable and you will not be disturbed. 

2. The timing – interviews should not last longer than one hour, otherwise the interviewee 
may become bored or tired.  If you need more information, ask if you can make another 
appointment for a second interview. 

3. Body language – if you are looking bored, tired, unhappy or disapproving, the interviewee 
will feel uncomfortable.  Make sure that your body language shows that you are interested 
and welcoming. 

4. Seating arrangements – make sure that you are sitting at the same level as the 
interviewee.  To sit above an interviewee may be intimidating for them. 

The interview process 
Before the interview is conducted a checklist of questions should be prepared by the MRE 
interviewer, noting the main subject areas on which information is required. Normally the MRE 
staff will do interviews using a report form as a guide.   

If possible appointments should be made with the interviewee, although informal interviews may 
take place during visits to village houses. 

On meeting with the interviewee the interviewer should introduce him/herself and explain the 
reasons and aim of the interview. A friendly atmosphere should be created to make the 
interviewee feel relaxed. This may be achieved by asking about the interviewees family. 

During the interview look, smile and listen to what the interviewee has to say. The interviewer 
must show they are interested. They must always listen to the interviewee, even if the subject is 
not directly relevant to the data collection. After the interviewee has finished speaking, the 
interviewer can try to direct the interview back to the relevant subject matter. 

Notes should be taken during the interview to record the data accurately. 

The interviewee must be given time to think and reply to each question. The interviewer must not  
rush the interviewee. 
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If the interviewee does not understand the question, the interviewer must patiently ask the 
question in a different way, using different words. 

The interviewer should use prompting questions (how, what, why, when, who) to gather more 
information. 

At the end of the interview the interviewer must thank the interviewee, explain again what the 
information will be used for, and perhaps provide some mine awareness materials in appreciation 
of their time. 

The interviewer should write up the notes from the interview later the same day so that they do not 
forget the information.  

The interviewer must avoid these mistakes: 

 Repeating questions impatiently or helping the interviewee to give the answer; 

 Asking vague or insensitive questions, or questions that lead the interviewee to answer in 
a particular way (leading questions); 

 Pressurising the interviewees to give an answer or making them feel they ought to know 
the answer; and 

 Making assumptions about what the correct answer should be. 

1.6.6 Focus Group discussions 
Focus group discussions are discussions involving typically six to eight people who discuss a 
particular topic in detail. Group discussions help to provide access to the knowledge of several 
people at the same time. The discussion participants are able to share ideas, cross-check 
information and learn from each other. It can create an environment that encourages group 
reflection and problem solving. 

Focus group discussions may involve people with similar ideas or specialist knowledge (e.g. 
village deminers, farmers, health workers) who are invited to discuss a particular topic concerning 
their community (for example, risk-behaviour, the impact of disability, or the impact of mines on 
local livelihoods). If the groups are composed of like-minded people, they may feel more 
comfortable to speak freely.   

Sometimes focus groups discussions may involve two groups of people with different ideas about 
an issue. This can draw out comparisons usefully when examining risk behaviour in a village, 
although facilitating a discussion with groups of people with opposing ideas, beliefs or behaviours 
can sometimes be difficult.  

In group discussions, men may dominate the discussions, younger people may feel less inclined 
to speak up in front of their elders, and poorer people are often reluctant to be drawn into the 
activity. Sometimes it is useful to have separate focus group discussions for different groups of 
people to encourage them to speak more on issues. The facilitator should be aware of these 
issues, and for focus groups: 

 Arrange the location, time and topics for discussion.  Make sure the location is relatively 
private, for example, in the house of one of the participants.  This will prevent other 
villagers from trying to take part in the discussion. 

 Keep the numbers of participants small (no more than ten. people). 

 Invite the chosen participants to attend the discussion 

 Explain the aims of the discussion and outline the topics. It can be useful to have three or 
four questions written down for the participants to discuss. 

 The District Focal Point should act as facilitator for the discussion.  At the beginning of the 
discussion the facilitator may need to ask some questions to encourage the discussion. 
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 The facilitator should follow the guidelines for good facilitation skills (see SOP 1.6.3). 

 Notes should be taken of the important points agreed upon by the group during the 
discussion. 

 The facilitator should ask for clarification of any issues that are not clear. 

1.6.7 Village mapping 
Mapping exercises can be used for many purposes within a village.  Mapping is a way of involving 
the community in mapping and assessing the location of minefields and ERW, of vulnerable or 
high-risk people, and of resource use in relation to the hazardous areas. Resource maps can 
show the location of community infrastructure and areas contaminated by mines and ERW.  
Social maps can show where particular groups of people live, or where mine/ERW accidents have 
happened.  Maps are useful for helping people to visualise problems with mines and ERW.  

The following are guidelines for mapping exercises:  

1. Check if the village or community already has a map. NGOs or other organisations may 
have already carried out mapping exercises with communities. If a map already exists, 
discuss the information on the map with the villagers. Discuss what information needs to 
be added which will relate to the mine/ERW problem. Additional information may be 
added onto the old map, or a new map can be drawn. 

2. Arrange the time, day and meeting place. Ensure that the meeting place has a table, bed, 
or clean floor on which the map may be drawn, and is out of the sun or rain. 

3. Prepare the materials in advance. This may include sheets of paper, coloured pens, cut-
out symbols and glue. 

4. Invite the participants. The most suitable number for mapping exercises is 8-12 people, 
allowing all to be involved, and enough sources of information to attend. A varied 
selection of participants is best, including men, women, young old, people in key 
positions, and ordinary villagers. Make sure there are key mine/ERW people such as the 
Mine/ERW Committee representatives or former soldiers. 

5. Maps may also be drawn by single-sex groups of men, women and children. This can 
help to show how each group perceives the mine/ERW problem, and how they are 
affected by the problem. The groups would then meet together later to discuss their maps 
and to draw a final map including all points of view. 

6. The facilitators (normally the District Focal Point and Mine/ERW Committees) must be 
flexible and open-minded and ready to listen to all ideas and opinions without judging 
them. 

7. The introduction to the mapping session should be clear. Explain that the objectives are to 
assist the community members to collect information on the mine/ERW problem and to 
make a visual map which can be used for future discussions. The map should help to 
identify problems and priorities and to assist in future planning. 

8. Ask the participants to map out the basic infrastructure and natural features such as 
roads, rivers, large trees, paths or roads and mountains. 

9. Let the participants think together, exchange data, choose objects and symbols, discuss 
and map out the risk areas and vulnerability in the community. Important items to include 
on the map are: 

 Location of minefields and ERW (including areas that are marked, un-
marked, cleared, or suspect); 

 Families who live close to minefields; 
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 Families who go into the minefields to farm or collect resources; 

 The houses of disabled people; 

 The houses of key people in the community; 

 The location of mine/ERW accidents; and 

 The resources that are affected by mines/ERW. 

Remember that the map is a guide which can help you to: 

 Locate your way in the village; 

 Locate the resource people; 

 Locate the people who are high-risk; 

 Locate the mine/ERW contaminated areas; and 

 Find out how the mines and ERW may affect the people. 

The facilitator should observe the activities, but let the participants draw the map.  The facilitator 
should not dominate the process but should be patient. 

The facilitator may: 

 Help to clarify points; 

 Encourage discussion and drawing by asking questions 

 Clarify symbols to ensure that everyone understands; 

 Be aware of those people who dominate the process and those who remain at the edge.  
Look for ways of bringing those at the edge of the activity into the process, or divide the 
participants so as to begin a parallel analysis with them (divide into men, women, children 
for example); and 

 Use promoting questions when people appear at a loss as what to do next – "where have 
the mine accidents happened in the village?" 

When the map has been completed, give all the members an opportunity to ask each other 
questions, to discuss and exchange opinions about the information on the map. 

The map should be kept in the village, either with the village chief or with mine/ERW Committee 
members as appropriate, and referred to when planning further activities or prioritising needs. 

The District Focal Point should also keep a copy of the map which they may use for presentation 
purposes outside of the community. 

The map should be updated as progress is made in the village. For example, areas of land that 
are cleared or marked should be marked on the map. Any new incidents/accidents should also be 
marked on the map. 

Points to remember: 

1. The District Focal Point should ensure that the villagers draw the map of the village, and 
that they do not draw the map for them. 

2. The District Focal Point should ensure that a variety of people join in the mapping 
process, and not just the authorities or other key people. This is because different people 
in the village may use different paths, resources, fields, and so have a different 
knowledge or experience of the mine/ERW problem. 

3. It should be made clear that the maps are not intended to delineate the village 
boundaries. 
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1.6.8 Observation and Transect Walks 
Observation is an important skill to use while working in villages. It can help you to become 
familiar with an area, to notice the behaviour, processes and relationships between people, and to 
verify information. MRE staff should always try to be observant when they are working in villages. 

Transect walks also rely on observation skills. Transects are cross-sectional maps or diagrams of 
an area.  A transect walk involves walking through an area with local people and observing, 
discussing and noting the problems of the area. This is a good exercise for the district focal points 
to carry out with the Mine/ERW Committees when they first start working in a village. It can help to 
point out agricultural land, housing land, areas where the poorest are living, where the resources 
are collected from, where the mine/ERW contamination is etc. It is a good way for the District 
Focal Point to become familiar with the target villages.   

Information is gathered by using direct observation, questioning the person accompanying you, 
and talking to people along the way. The District Focal Point should record the route, noting 
observations about the location of resources, different zones in the village, contaminated areas 
etc. A sketch map of the area walked through should be produced at the end of the walk to record 
the main information. 

Conducting transect walks can be difficult due to poor roads and pathways and the need to avoid 
any mine/ERW-contaminated land. The District Focal Point and Mine/ERW Committee 
representatives should check with a range of local people about the security and safety of the 
intended route before setting off. 

1.6.9 Ranking exercises to identify risk behaviour 
By using a matrix, information can be organised or ranked in order of importance.    

In order to work towards reducing the number of mine and ERW casualties, the MRE field staff 
need to be able to identify the main risk-behaviour in the communities in which they are working.  
This can be done to some extent through the mapping exercises and the information consolidated 
through a ranking exercise to arrange the behaviour in order of the number of people who practice 
it and the frequency. By making this a participatory exercise, it can identify which villagers are at 
greater risk based on their own criteria for what constitutes risk.  

The purpose of ranking for the MRE project is to identify the people and the activities in the village 
that are high risk so that assistance can be better provided to these people. It can also help the 
MRE staff understand the local perception of risk activities and behaviour. 

When a series of risk ranking exercises are conducted with villagers this helps to identify the high-
risk people and to generate discussion about risk activities among the villagers 

Some guidelines for conducting exercises in risk ranking are given below. 

General risk ranking exercise 
 Organise and prepare for the activity in the same way as for a mapping exercise. 

 Prepare a large matrix on a piece of flip-chart paper. 

 The number of participants should be 10 – 20 people of varied experience, status, sex and 
age.  Risk ranking may also be done by all-male or all-female or child groups to get a better 
understanding of the high-risk activities and people for each group. 

 Ask the participants to consider what behaviour in the community (or among the men, the 
women, the children) leads people to having mine/ERW accidents. Write the suggestions 
down on the left side of the matrix. 
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 The participants then classify different groups of people in the village and write these along 
the top axis. The classification may be done according to age or occupation or status within 
the village. The villagers should decide on the classification that suits them best.   

 Participants are then asked to discuss which groups of people are most likely to practice risk 
behaviour or conduct high-risk activities. Points should be given for each risk activity 
according to each group. One point indicates that few people do this infrequently and 10 
points indicates a behaviour that many people practice on a regular basis. Ask the people to 
think in terms of who is high-risk, who is medium-risk and who is low-risk. 

 Small stones can be used on the paper to indicate the points and can be moved around easily 
as people discuss. 

 Let the participants think, discuss, consult and exchange data. The facilitator may observe 
and help to clarify some information as required. Questions may also be raised to prompt the 
participants to consider other options.  

 When the participants have all agreed, the numbers or scores may be finally noted on the 
paper. The scores should indicate who is high, medium or low risk. 

 From this basic risk ranking exercise it will normally become clear that, for example, adult men 
undertake more high-risk activities than elderly men. It should also have identified the main 
risk activities that are carried out in a village.   

Focus Group risk ranking exercises 
For each group of people identified as high-risk, there needs to be a further risk-ranking exercise 
to gain a better picture or which groups of adult men, for example, are more at risk than other 
adult men. This is best done by holding separate risk-ranking exercises with the relevant groups 
of people 

 The same methods for ranking should be used as outlined above.  Along the vertical axis the 
group should be asked to consider which activities are high-risk for this particular group. 

 Along the top axis, the group should provide different classifications for the people within their 
group. Again this should be done according to classifications the villagers themselves feel are 
relevant. 

 The process of ranking according to risk should be completed in the same way as outlined 
above. 

 During the ranking activities the facilitator should encourage the participants to think about 
why some people are more likely to take risks than others - for example, due to their 
background, occupation, poverty level, residency status etc.  

 A discussion should be facilitated to consider the ways in which risk-behaviour in the 
community can be reduced. 

 

 

 

 

 

 

 

 

GENERIC SOPS: Annex A: MRE –  Page: 76   



 

Sample risk ranking matrix for a general risk ranking exercise 

Village 
People 

Boys 
(under 19) 

Adult Men 
(19 – 50) 

Elderly men 
(Over 50) 

Girls 
(Under 

19) 
Adult women 

(19-50) 

Elderly 
women Additional 

comments (Over 50) 
Risk Activity  

Clearing 
Land 

       

Cutting 
bamboo 

       

Selling scrap 
metal 

       

Tampering 
for TNT 

       

Cutting 
thatch 

       

Collecting 
water 

       

Herding 
cattle 

       

Cutting fire 
wood 

       

 

Sample risk ranking matrix for adult men 

 

 
 

Adult Men 

Former 
Soldiers – 

old 
residents 

 
Former 

Soldiers - 
newcomers 

Old 
Residents 

(non-
soldiers) 

 
Newcomers 

(non-
soldiers) 

 
 

 
Military/Police Authorities 

Additional 
comments 

Risk Activity  

Clearing Land        

Cutting wood        

Selling scrap 
metal 

       

Tampering for 
TNT 

       

Cutting fire 
wood 

       

Demining 
Land 

      

 

 

Further questions can be asked to clarify the exact people who are high risk. The facilitator can 
make notes on this in the right-hand column. These questions may relate to wealth, attitudes, 
knowledge etc. 

1.6.10 Problem analysis, prioritisation and action planning 
These activities outline the processes to be followed by the District Focal Point and Mine/ERW 
Committees in identifying and understanding the mine/ERW problems and planning a series of 
actions to deal with it.  he participatory information collection activities conducted by the District 
Focal Point with the communities should enable a clear understanding of the main problems 
caused by mines and ERW. This information can then be used to guide the choice of action. The 
first step in doing this is "problem analysis".   
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Problem analysis 
After a good amount of information has been collected through the participatory information 
collection activities, the villagers should be invited to a meeting to discuss the findings. Try to 
encourage as many villagers as possible to attend the meeting.  t may have to be held in the 
evening so that villagers who work out of the village during the day can attend. Make sure the 
authorities and the key people in the village attend. 

The Mine/ERW Committee members and District Focal Points should act as facilitators during the 
meeting. The facilitators should present the main problems relating to mines and ERW in the 
village. The villagers should be given the opportunity to identify any other problems that the 
facilitators have missed. These problems then need to be analysed in terms of the other factors 
that contribute to the problem and the causes of the problem. 

A problem tree should be drawn up by the Mine/ERW Committees and District Focal Point, with 
the participation of the villagers. The focal or core problem is placed at the centre of the diagram.  
The villagers are then encouraged to brainstorm the direct causes of the problem and these 
causes are placed underneath. The problem tree identifies for participants what they themselves 
thinks are the main causes of a problem.   

The drawing up of the problem tree should be a participatory exercise with the villagers being 
encouraged to provide suggestions and answers as to causes of the problem. Different problem 
trees may be drawn for different problems. 

When the causes of the problem have been identified, the problems should be ranked according 
to importance. This may be done by considering the following factors: 

 How many people have been injured in the last 2-3 years because of this problem? 

 How long has this been a problem? Does it occur frequently? 

 Who are the people affected by this problem?   

 Why and when are they affected? 

 How easy is this problem to solve?  Will it require a lot of outside resources, or are 
there resources and expertise to solve the problem in the village? 

The District Focal Point should encourage the group to think about how the problems can be 
solved. For each problem, participants should be asked to brainstorm ideas about the best way to 
solve the problem.  he facilitator can best achieve this by getting participants to look at the 
problem tree diagrams and think of solutions for each cause of a problem.   

Each suggested solution should be clarified and written up on a flip chart. 

Each solution should then be discussed amongst the participants to determine which solution is 
the best to implement.  Considerations include: 

 Which solutions will address the root cause of the problem? 

 Which solutions are interim solutions and which are permanent solutions? 

 Which solutions are most cost effective – how much will they cost? 

 Which solutions are most acceptable to the community? 

 Which solutions can be done internally with local resources? 

 Which solutions need additional resources? 

 Which solutions need technical capacity that is already in the community? 

 Which solutions need technical capacity from outside?  What will they need? 
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Example of problem tree analysis 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROBLEM STATEMENT 
High incidence of accidents related to 

tampering with mines/ERW in the village. 

Newcomers to the 
village are demining to 

clear land for 
themselves. 

The children copy the 
adults or tamper from 

curiosity. 

There are too many 
UXO lying  in the village 

vicinity. 

People gain financially 
from selling the metal  
or explosive from ERW. 

Some of the men in the 
village use reclaimed 
explosives for fishing. 

Provide risk education to newcomers. 

Village to consider if there is  alternative 
land for the newcomers. 

Provide risk education to these men. 

Village chief to inform villagers of the 
relevant national laws. 

Talk to the people about risks 
involved. 

Talk to scrap metal dealers about 
risks involved. 

Encourage people to report ERW. 

Risk education to children. 

Encourage better supervision by 
adults. 

Ask adults not to practice high-risk 
activities in front of children. 

Improve reporting of 
ERW and mines. 

Place warning signs 
near ERW. 

 

1.6.11 Community action plan 
After the problems and possible solutions have been brainstormed, clarified and agreed, the 
facilitators can begin to develop a community action plan with the community. This may need to 
be done during another meeting. It can be done with the key people in the village, and then the 
plan reported to the other villagers for their approval 
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The community action plan should specify the following: 

 What activities will be undertaken; 

 Who will be responsible for what; 

 When will it be done; 

 How it will be done (using what materials, resources, outside help); and 

 What are the possible problems. 

Each problem and choice of solution should be written down, and next to it the plan of who will do 
what, when and how. 

The District Focal Point and Mine/ERW Committee should write up a Community Action Plan form 
for each village. Copies of the form should be kept with the village authorities and Mine/ERW 
Committees, and with any of the villagers who are involved in implementing the plan. 

The Community Action Plan then forms the plan of action in each target village to reduce the risk.  
The Mine/ERW Committee representatives should be responsible for following up the local-based 
activities on the plan, and the District Focal Points should be responsible for following up with 
outside assistance. 

The Mine/ERW Committee representatives are responsible for self-monitoring the implementation 
of the Community Action Plan, keeping a record of what has been achieved and what has still to 
be done. The District Focal Point is also responsible for monitoring the progress of the community 
action plans and the activities of the Committee representatives. 

Important points to remember 
Problem solving, prioritisation and developing a community action plan take time. The activities 
may be done over a space of a few weeks. This also allows people to think about the issues in-
between the activities. Do not try to do these exercises too quickly or the results will be poor. 

The activities need very good facilitation skills. The District Focal Point should assist the 
Mine/ERW Committee representatives to facilitate the activities. The facilitators need to ensure 
that they facilitate actively and make sure everyone is involved in the activity. 

The facilitators need to ask appropriate questions to find out about the underlying problems. For 
example, if the villagers say that there is a minefield in the village we need to know why it is a 
problem, who it affects, how many injuries there have been, which resources people cannot 
access etc. The District Focal Point should ask questions to help the villagers think more deeply 
about the problems they are facing.  

The problems that the villagers list during the prioritisation activity must be related to the 
mine/ERW problem and reducing the risk in the village and the solutions must reduce the risk.   

The problems brought up by the villagers do not always have to be large. For example, one of the 
problems may be that some newcomers in the village do not know about the mines. The solution 
for this could be the mine/ERW committee providing some mine awareness to these villagers, or 
requesting a Mine Awareness team to do a presentation. Simple solutions like this may reduce a 
lot of risk in the village and are simple and quick to achieve. 

The District Focal Point should encourage the villagers to think of solutions to their mine/ERW 
problems that they can implement by themselves. These can sometimes be interim solutions until 
outside assistance arrives. An example of an interim solution is the erection of a warning sign. An 
example of a final solution might be digging a new well in a place with risk. 
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Facilitation skills for action planning 
Problem analysis and developing a community action plan require good facilitation skills. The 
following are some points to help guide the District Focal Point and the Mine/ERW Committee to 
facilitate these activities well: 

 Introduce the activities clearly and explain the reasons for doing them; 

 Explain how the process will work before beginning activities. Set some general rules, for 
example, people should take turns to speak and listen to other people's suggestions; 

 Clarify suggestions and requests so that everybody in the group is understood; 

 Listen carefully and try to coordinate all the ideas in the group; 

 Let the villagers lead the discussions and take ownership of the process; 

 Summarise each idea given by the group and ensure that everyone in the room agrees; 

 Talk clearly about who does what, when and where to make sure all participants 
understand their role in the solutions. 

The decisions should be agreed by all the members of the group if possible, or by a majority. 

Steps for problem analysis, prioritisation and action planning 
 

 

Community prioritisation and 
planning for activities to 

reduce risk from mines and 
ERW in their communities. 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

⇒ 

Collect information about mine/ERW problems 
 
 

Analyse the information through mapping 
 
 

Identify the community problems 
 
 

Prioritise the community problems  
 
 

Brainstorm/discuss possible solutions 
 
 

Develop community action plans          
   
 

Preparation and organising  
 
 

Implementing community action plan 
 
 

Monitor and Follow up work implementation 
 
 

Evaluate work quality by community  
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1.6.12 Teaching methodologies 
Being able to use different teaching methods is important for the Mine Awareness team, the 
District Focal Point, the Training and Monitoring Officers and the project management staff who 
are involved in staff training. Using different methods makes training or presentations more 
interesting, and it also helps to draw on the existing knowledge of the participants, which is 
especially important in an MRE project. The different methodologies should be employed 
throughout all levels of the MRE project from the training of the MRE staff, to Mine Awareness 
team presentations and the training of Mine/ERW committees. 

The following sections provide an outline of some of the main teaching methodologies that can be 
used by MRE project staff. 

Lecturing 
Traditional teaching and training may rely on lectures. This is the one-way communication of a 
prepared talk and is sometimes accompanied by questions and answers at the conclusion.  
Lecturing is a useful way to get across certain ideas and can help to make people feel at ease. A 
lecture should have a clear beginning, middle and end. It should be kept short and only simple 
with only key points presented. Generally, the lecture should be supported by a printed handout. 

The advantages of lecturing: 
 It is a good form of instruction for large groups; 
 The trainer is in complete control of the session and the content and timing; 
 It is useful for introducing new subjects or presenting summaries or overviews to 

participants; 
 It can be combined with visual aids to make the talk more interesting; and 
 It is often a familiar teaching method and so can make students feel at ease. 

The disadvantages of lecturing: 
 There may be little time for discussion; 
 It does not take into account the individual needs or interests of the trainees; 
 Only the ideas of the lecturer are expressed; 
 The lecturer is in control of the process and the students are passive; 
 The students or trainees can soon become bored or restless; and 
 There is no integrated way of checking that the trainees have understood the messages. 

Brainstorming 
A brainstorming session is when the facilitator invites the participants to provide ideas about a 
particular topic. The participants call out the ideas and the facilitator writes them on a board or 
flipchart. The purpose of a brainstorming session is to discover new ideas and responses very 
quickly.  It is a particularly good way of getting new insights. The facilitator should not judge the 
ideas, and participants should be allowed to generate as many ideas as possible, building on and 
improving previous ideas. After the session the ideas can be discussed further and evaluated.  
Ideas can be grouped into types and analysed. 

The advantages of Brainstorming: 
 The participants play an active role in generating information; 
 The technique draws on the existing knowledge of the participants; 
 The participants may generate ideas that the facilitator had not considered; 
 It is good method for collecting ideas, or gauging the existing knowledge of trainees; and 
 It keeps the participants active. 

The disadvantages of Brainstorming 
 It is not very effective with small groups of people; 
 People may be too shy to volunteer ideas; 
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 Vocal people may dominate the session; and 
 It requires good facilitation skills and the facilitator must be able to lead a discussion and 

analyses of the ideas. 

Role plays 
In Role Plays participants use their own experience to act out a real life situation.  When done 
well, a role play may increase the participants’ self-confidence and give them the opportunity to 
understand other people's viewpoints or roles. It can end with a discussion session and the 
suggestion of practical answers, solutions or guidelines. Role play is useful for exploring and 
improving interviewing techniques and examining the complexities and potential conflicts within a 
group. They can help participants consolidate their different lessons in one setting and are good 
energisers. 

The advantages of Role Play: 
 Role play help participants to act out a scenario from real life, and to consider their role 

and their reactions within this situation; 
 It can demonstrate the complexities of a situation; 
 It can help to build the self-confidence of participants; and 
 It is fun to do and can help to create a good atmosphere and relationship among 

participants. 

The disadvantages of Role Play: 
 Role play needs to be well organised in advance; 
 It requires good facilitation skills to encourage the participants to take an active role; 
 Some participants may feel shy to participate; and 
 It is often time consuming. 

Case studies 
The case study involves the presentation and analysis of an incident or scenario that has 
happened or could happen. The case study can be presented on a handout or a facilitator can 
relate the scenario to the participants. The participants either discuss the case study as a large 
group, or they divide into small groups to discuss separate case studies. Questions should be 
prepared to assist the discussion around the case studies. 

The case study can allow participants to consider a real life situation and to generate discussion 
about the situation. It is a good method for encouraging a learning process based on the project 
activities that are happening in the field and can help to put the training into context. 

The advantages of Case Studies: 
 Case studies encourage the participants to discuss issues based on a "real-life" scenario; 
 It can be useful for encouraging participants to consider what actions they would take in a 

certain situation; 
 The use of case studies can be relatively easy to facilitate; and 
 Case studies draw on the problem solving abilities of the participants. 

The disadvantages of Case Studies: 
 Case studies have to be prepared in advance by the facilitator which can take time, and 
 Case studies have to be topical and relevant to ensure that the discussions will focus on 

the desired issues. 

Using visual aids 
Visual aids such as Overhead Projectors, videos and models help to ensure effective 
communication and are an important part of any training session.  Visual aids may be effective 
when introducing or reinforcing critical points and can help to illustrate complex information. They 
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can also be used as a prop and a prompt for the trainer, reducing the need to rely on notes. The 
Mine Awareness team makes regular use of visual aids during mine risk education presentations. 

When using visual aids it is important to remember the following points: 
 Check all equipment thoroughly before you begin the presentation to ensure that it is 

working correctly; 
 Limit the number of visual aids that are used because too many items may begin to 

detract from the messages being imparted; 
 Keep the visual aids simple and legible.  Overhead transparencies should be limited to 

simple bullet points or charts; 
 Give the audience time to look at the visuals but when you begin to talk about something 

else, make sure you remove visuals that are not relevant; 
 Never rely only on visual aids; 
 Put visual aids (posters etc) on the wall for participants to look at during breaks and while 

waiting for a session to start; and 
 Make a copy of the core materials (OHP transparencies etc.) as a handout for the 

participants. 

1.6.13 Reflection 
Reflection refers to the process of looking back and trying to understand what happened and why. 
Following each activity carried out by the MRE staff, the responsible MRE staff member should 
take some time alone to look at the strengths and weaknesses of the activity implementation. This 
will help the staff to improve the activity each time, and will also help the Training and Monitoring 
officers in their work. This process is relevant for all MRE staff. Some questions that may be 
asked are listed below:  

 Was the explanation clear and were the villagers clear why they were doing it? 
 Was the atmosphere friendly and productive? 
 What problems arose? How were they solved? 
 How long was the activity? 
 Were the villagers satisfied with their results? 
 Was the activity suitable for the information required? 

Having taken time to reflect on the activities, the staff member should take time to consider how 
they can refine and improve their activities, their methods, and their relationship with the villagers.  
Attempts should be made to put these changes into practice before conducting similar activities 
again.   

 

1.7 National SOP 7: Integrating MRE with relevant activities  
A national MRE programme should work in close collaboration with Mine Action, development and 
disability services. 

1.7.1 Integration with a Mine Action Centre 
The Mine Action centre is usually the focal point for Mine Action activities at the national level, and 
operates in coordination with the NMAA. Because the MRE Project advocates for an integrated 
approach to mine action, whenever possible the MRE project should be implemented as part of 
the MAC and be structured to work within the MAC’s operating framework. For example, the MAC 
may supply the headquarters and regional office space for MRE staff. This promotes 
understanding and teamwork, and can increase efficiency while reducing cost.  

The MRE Project Management is ideally based in the NMAA or MAC and falls under the overall 
supervision of senior MAC staff.  
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The structure of the MRE project, with district-based focal points, allows for the MRE project to 
enhance the efficiency of the other mine action units in the following ways: 

 The field-based District Focal Points, working closely with mine-affected villages, are able 
to collect accurate information regarding the mine and ERW situation in these areas; 

 The District Focal Points are in a liaison position, which allows for better communication 
between other Mine Action units and the communities living with mines and ERW; 

 The District Focal Points and their local Mine/ERW Committees are able to prioritise 
requests for other Mine Action services based on the real needs of the communities and a 
mandate to reduce risk in the target areas;  

 The MRE project builds capacity at the village level to prioritise mine action needs and to 
request assistance, particularly through the Mine/ERW Committee representatives; and  

 The MRE project can help to enhance the response capacity to community requests for 
mine/ERW elimination and to enhance overall mine clearance programme efficiency   

Collaboration with the MAC EOD spot-task capacity 
While MRE staff and the Mine Awareness team are working in their target villages, villagers may 
report ERW to the District Focal Point or Mine Awareness team. The Mine Awareness team or 
District Focal Point should follow up on the location of the ordnance and, together with the 
villagers, prioritise the task. If a device is located near a house or a school, or in a village, it should 
be treated as a high priority. 

 A formal request for an EOD spot task team to attend should be made to the NMAA or 
MAC using their request form. The District Focal Point or Mine Awareness team should 
help the villagers to complete the form. 

 The form should outline clearly and accurately the type of ordnance (if known), the 
location, the risk it presents, and the name and location of people in the village (the 
mine/ERW Committees) who can help the EOD spot task team to locate the ERW. 

 When possible, the request form should be countersigned by the local authorities, such as 
the village administrator, priest or police officers and the MRE District Focal Point. 

 The District Focal Point is responsible for training the Mine/ERW Committee 
representatives to be able to prioritise and submit requests for EOD spot task teams.   

 The District Focal Point/Mine Awareness team should pass the request form to the 
Provincial Coordinator who will check the content of the form and ensure that enough 
information is given. If there is not enough information, the form should be returned to the 
District Focal Point/Mine Awareness team outlining the additional information required.  

 When the form has the required information, the Provincial Coordinator must liaise with 
the managers of the available EOD Spot task teams to arrange a response. 

 The District Focal Point should also work with the Mine/ERW Committees to establish or 
use local systems for submitting ERW report forms.  

 The Provincial Coordinator is responsible for keeping a record of all requests made for 
EOD spot task team assistance. 

 The District Focal Point and/or Mine Awareness team is responsible for keeping the 
villagers informed of the progress of their request, and following up with the Provincial 
Coordinator if there is a delay in response. 

 The Mine/ERW Committee representatives should be available when the EOD spot task 
team is deployed so that they can show them the reported ERW. If they cannot be 
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present themselves, they should ensure that other villagers can direct the EOD spot task 
team to the problem. 

 All EOD spot task requests submitted and responded to should be recorded by the 
Provincial Coordinator on the Monthly Productivity Report form and by the District Focal 
Point when a village follow-up report is completed. 

 Copies of mine/ERW clearance reports should be copied and given to the mine/ERW 
Committee representatives so that they have a record of mine action activities in their 
village.  The action should also be marked on village maps as a record of areas cleared. 

Collaboration with Mine Awareness team 
As outlined throughout this document, the Mine Awareness team is a component of the MRE 
Project and will complement the work being done by the District Focal Point in the target areas 
when requested (see SOP 1.4 on Targeting and Deployment).   

Mine Awareness team presentations 
The District Focal Point and Mine/ERW Committee representatives may make requests for mine 
awareness training by the Mine Awareness team in their target areas when they think it is 
necessary or it is requested by the villagers. 

The District Focal Points and Mine/ERW Committees should be able to provide the Mine 
Awareness team with information about the mine/ERW situation to assist in the planning and 
targeting of their presentations. 

The District Focal Points and Mine/ERW Committees should assist with organising the 
preparations for the requested presentations. 

Mine Awareness team support for demining 
The District Focal Point, Mine Awareness team and Mine/ERW Committees should also work 
together in planning and implementing Mine Risk Education activities when demining is happening 
in or near the target villages. The Mine Awareness team campaign should support demining 
activities by providing information to the villagers living in and near the locations where the 
clearance is happening and by holding specifically tailored campaigns for the situations described 
below. 

Before demining starts 
The Mine Awareness team field supervisor should coordinate Mine Awareness team 
deployment with the demining assets by liaising with the NMAA, MAC and demining 
agency. 

Before demining begins in a village, the Mine Awareness team should meet the District 
Focal Point, the Mine/ERW Committees and the village authorities to discuss the 
situation, the existing problems and any anticipated problems resulting from the 
deployment of deminers. 

The Mine Awareness team must analyse the situation and prepare appropriate messages 
and strategies to address the situation. 

The Mine Awareness team should visit the demining locations two weeks before work 
begins. Together with the assistance of the Mine/ERW Committees and the District Focal 
Point, the Mine Awareness team should explain to the villagers about the demining 
process and how it will affect them (marking regimes, safety distances, etc). This may 
involve house to house visits, presentations or group discussions. The Mine Awareness 
team should ensure that as many different groups of people in the village are informed as 
possible. In particular, the Mine Awareness team should ensure that village women are 
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informed because they are often left out of the village information networks regarding 
mine/ERW issues. 

The Mine Awareness team should explain to the Mine/ERW Committee representatives 
how they can also help to pass on this information throughout the village. 

During demining activity 
After demining has started, the Mine Awareness team should provide information on the 
demining process to as many of the villagers as possible. They should report progress 
covering land that is released, what the marking signs mean, how they can avoid 
accidents around the clearance sites, etc. The people should be encouraged to support 
and cooperate with the demining teams. 

The Mine Awareness team and District Focal Point should arrange for the demining Task 
Supervisor to talk to the key people (including the Mine/ERW representatives) in the 
village and to explain the work being conducted. The key people should be encouraged to 
pass the information to other villagers. The Mine/ERW Committee should be encouraged 
to keep regular contact with the Task Supervisor and keep up to date on the progress of 
the work. 

When possible the progress of the clearance should be marked on the village maps. 

After the demining 
The Mine Awareness team, District Focal Point and Mine/ERW Committee 
representatives should participate in the Land Release event which takes place after 
demining has been completed. 

In cooperation with the authorities, the Mine Awareness team, District Focal Point and 
Mine/ERW Committees will be responsible for informing other villagers about the 
completion of the demining, the purpose of any marking of remaining hazardous areas, 
and the responsibility of the villagers to let other people know which areas have been 
released and which remain hazardous. The Mine Awareness team, District Focal Point 
and the Mine/ERW Committees are responsible for future monitoring in these areas, and 
for reporting to the NMAA, MAC or demining agencies when marking needs to be 
maintained or there are other problems. 

Collaboration with other Mine Action units 
Close collaboration between the MRE project and other Mine Action units (in the NMAA, MAC or 
directly with demining agencies) must be developed as the MRE project grows and consolidates 
its practices.   

1.7.2 Procedures for linking with other Mine Action services 
Other organisations, such as NGOs, may be involved in Mine Risk Eucation or community liaison 
projects. It is essential that the MRE project links with them so that efforts can be coordinated 
rather than duplicated, and projects can share information and experience, learning from each 
other. The MRE project must make use of community resources and networks developed by other 
organisations. The Provincial Coordinator must ensure that operational coordination between the 
MRE project and other Mine Awareness initiatives happens at field level. The Project Manager is 
responsible for meeting with the management staff of these projects and/or organisations to 
discuss deployment and explore opportunities for collaboration. 

Other community based Mine Risk Education projects 
There may be MRE projects with similar aims operating in the target areas. A collaborative 
relationship should be developed between the two projects to ensure efficiency and consistency in 
the national project approach. Although the national MRE project should take precedence, every 
effort must be made not to duplicate efforts or set up alternative mine/ERW committees. 
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Discussions should be held with the MRE staff at the HQ and at field level about how the projects 
can work together and build on any capacity that has already been established at village level. 

Field visits for the MRE staff to see the other project in action may be useful, particularly during 
the training stage. 

Mine Risk Education in Schools 
MRE may have been undertaken in schools in the target areas. Teachers in schools in high-risk 
areas may have been trained to teach MRE. These programmes encourage teachers and children 
in-school to collect information about the mine/ERW problem in their communities, and then to 
organise activities to promote awareness of the danger of mines and ERW.  Some of the activities 
take place out of the school, with the aim that children who do not attend school will also become 
aware of the mine risk education messages. This method of children in-school helping to teach 
children out-of-school about the dangers of mines and ERW is called "child-to-child” learning and 
can be very effective.  

Typical structure of Mine Risk Education for children network 
On start up, the MRE project will need to determine whether the following activities have been 
undertaken or need to be undertaken. 

• Department of Education counterparts should be trained to take on a monitoring role.  

• Teachers should be trained to teach MRE to children in-school, using activities designed 
to reach out-of-school children.  

Links between MRE and School Mine Risk Education Network 
The MRE Mine Awareness Teams may link to a school project in which they provide 
presentations in schools or to out-of-school children. When working in schools, the Mine 
Awareness team staff should find out whether the Mine Risk Education curriculum has been 
integrated with the school curricula. Before any presentations are made, the Mine Awareness 
team staff should find out the MRE activities or subjects that have already been covered and build 
these into their session plans for presentations. 

Teachers who have been trained in MRE should be encouraged to join in the Mine Awareness 
team presentations. Discussions should be held with the children and teachers on how they can 
help to pass mine risk reduction messages to those children who are out-of-school. 

If school clusters are holding public education events, the Mine Awareness team should 
participate.  

The District Focal Points, when selecting Mine/ERW Committee representatives, should find the 
department of education representatives (at district, sub-district and village level) who have been 
trained in MRE. These people could be good candidates for the Mine/ERW Committees, or they 
could be useful as key resource people in the village to raise awareness about mines and ERW. 

The District Focal Point, together with the Mine/ERW Committee Representatives should go and 
talk to the relevant education staff to find out which schools have trained MRE teachers and what 
activities have happened, or are planned in that area. The MRE District Focal Point should explain 
about the network of Mine/ERW Committee Representatives at district, sub-district and village 
level and talk about the MRE project’s interest in helping to provide MRE to children. If any MRE 
activities are planned, the District Focal Point and Mine/ERW Committees should follow up and try 
to become involved. 

At the village level the District Focal Point should assist the Mine/ERW Committee 
Representatives to go to schools and meet the teachers. The mine/ERW committees may conduct 
the following activities with the children in-school, with the co-operation of the teachers: 

• Find out about the any MRE lessons and activities being used in the school; 
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• Introduce themselves to the teachers and the children. Tell the children to report any 
mines or ERW to the mine/ERW committees, or provide other relevant information such 
as reports of accidents or of people acting dangerously with mines or ERW. 

• The Mine/ERW representatives can conduct a mapping exercise with the children to find 
out where they know there are mines and ERW, and the areas where they go to play or to 
collect resources. 

• The Mine/ERW representatives can use the existing village map of mine and ERW areas 
to inform the children of dangerous places to go in the area. 

At the village level the Mine/ERW Committees, assisted by the District Focal Point and perhaps 
also the teachers, may try to provide MRE to the children out-of-school.  These children may not 
have much opportunity to learn about the risk of mines and ERW, so working with them can be a 
priority. The mine/ERW committees can conduct activities similar to those listed above. In 
addition, the schools may be able to provide some materials to help the mine/ERW 
representatives to provide MRE to these children. The Mine/ERW representatives can teach the 
children as a group, or they may visit children in their homes. A session could be held with both 
the in-school and out-of-school children to discuss the differences between their maps of the 
dangerous areas.  

The District Focal Point, Mine/ERW Committee representatives and the teachers may also think of 
other activities to help teach children MRE messages. 

Mine victim information 
The MRE project relies heavily on information about mine victims and accidents when targeting 
areas of high priority. If there is a national record held in a database, this can be of great help. The 
MRE project can also assist in data collection, providing all new data to the national database. If 
an accident happens in one of the villages where they are working, the District Focal Point or Mine 
Awareness team should complete an accident information form and submit it in the required way 
to the MRE Project Officer or other designated recipient. 

The District Focal Point should also train the Mine/ERW Committee representatives to complete 
and submit the accident information forms. 

Demining NGOs 
If the MRE project is working in target areas where demining NGOs are working, they should try to 
collaborate. 

The MRE staff may provide village information to demining teams when they are working in the 
same area. Requests for demining or other Mine Action activities can be channelled to these 
organisations. Casualty information and other impact information should be shared with these 
NGOs and regular coordination meetings held. It may be appropriate for MRE District Focal Points 
to arrange a field visit to see demining teams in action. 

1.7.3 Procedures for linking with community development 
An important part of the MRE Project is that it will link with community development initiatives and 
use the work of those development agencies to help reduce the risk faced by people living in 
mine/ERW contaminated areas. The District Focal Point will work with local communities to 
identify the problems and to prioritise their development needs. Community development 
interventions can be designed to reduce the need to go into mined areas, and so reduce the risk 
of an accident. 

What does the MRE project mean by community development? 
Development is generally seen as the provision of material assistance and infrastructure projects, 
led and implemented by outsiders such as the government or NGOs etc. MRE takes a broader 
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view of  "community development", as illustrated in the chart below.  "Community development" is 
not just seen to be the provision of services by outsiders, but also the development of community 
capacity. 

Material development 
Type of activity By whom Benefits Weaknesses 
Bridges, roads, 
schools, wells, 
health centres etc. 

Generally provided 
by outside 
organisations or the 
government. 

The community is 
"developed" by the 
provision of better 
infrastructure and 
services such as 
health and education. 

Although this type of development 
is important, it can make 
communities reliant on external 
assistance. 

Social development 
Type of activity By whom Benefits Weaknesses 

The community may still see the 
activities as being "led" by the 
organisation.  Sometimes the 
solutions initiated by communities 
are interim solutions only, and 
external assistance will still be 
required at a later date. 

Developing 
community networks 
and resource 
people, training, self-
help and problem 
solving. 

By the community, 
although activities 
may need to be 
initially facilitated by 
outsiders. 

The community is 
encouraged to be 
more self-sufficient 
and less reliant on 
outsiders. It can also 
help to build better 
community cohesion. It 
can encourage 
communities to make 
use of their own local 
resources. 

 

Linking with development NGOs 
The MRE project should always be looking for ways to link with development projects. These links 
may take a long time to establish because it may be necessary to comply with existing annual 
workplans that pursue a different agenda,. Linking with individual organisation can rely heavily on 
the NGO’s agenda and willingness to cooperate. Community development projects can often be 
suitable partners for the MRE project. The following guidelines are suggested for developing links 
with community development NGOs: 

The MRE Provincial Coordinator should be responsible for identifying potential partners at the 
provincial level who are conducting development activities in MRE project areas. The MRE 
Management at the HQ level should also  identify potential partners and develop links with these 
organisations at the HQ level. 

The Provincial Coordinator in the provincial areas and the Project Manager  should arrange 
meetings with potential partners at which MRE staff provide a clear presentation of the project 
objectives, highlighting potential areas of common interest. The meetings should also allow the 
MRE staff to get to know the fields of intervention, the expertise, the position of the different actors 
and the links between them. 

A presentation document should be designed to give to potential partners. A human and material 
resource list of people, projects and agencies in the MRE project areas should be drawn up to 
clarify their respective roles and responsibilities. 

Based on the needs prioritisation and community action plans drawn up by the District Focal 
Point, the Provincial Coordinator should meet with the relevant organisations to discuss the 
possibility of collaboration in the project areas. The Provincial Coordinator should also attend any 
NGO meetings in the province to better understand the role of each organisation, and to present 
the development needs based on risk reduction needs identified by the District Focal Points and 
target villages. 
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Small projects may be initiated first, and a common approach to assessment developed between 
the MRE project and the collaborating organisation. Collaboration between the MRE project and 
community development organisations may also involve cooperation with other Mine Action units 
who may be called upon to assist so that a development project can be implemented. 

The MRE Project staff will play an important role in advocating for the development needs of 
villagers living in mine contaminated areas to reduce the risk. The MRE project must always avoid 
raising expectations of intervention that neither the demining agencies nor the development 
agencies are able or willing to satisfy. 

Self-help initiatives 
Another important aspect of development that the MRE project should promote is “self-help”.  This 
means that villagers are encouraged to find solutions to village problems using local resources 
and local expertise. The following key points are a guide for the promotion of self-help activities in 
a village. 

1. In any village, there are often several key people who have been trained by different 
organisations or agencies. Others may have specialised knowledge of the mine/ERW 
problem.  The District Focal Point and the Mine/ERW Committee representatives should 
compile a list of the key resource people in the village. The skills and expertise of these 
people should be drawn on whenever possible in activities to reduce risk. 

2. During community action planning activities it is crucial that the villagers are encouraged 
to consider ways they can solve the problems themselves, using local materials and 
expertise. Such work may lead to interim or permanent solutions to a problem 

3. The Mine/ERW Committee representatives should be encouraged to take on 
responsibility for MRE in the village and for overseeing and coordinating the activities 
planned during the community action planning.   

1.7.4 Procedures for linking with disability services 
The MRE Project should also aim to work with people disabled by mines or ERW by linking with 
disability services and victim assistance projects that can help to facilitate their reintegration into 
the community. 

The District Focal Point should identify disabled people in the village through village mapping 
exercises, interviews and household visits, then visit these families or individuals and gather 
information on the problems they face in terms of the physical aspect of their disability, or their 
ability to support their livelihood. 

The needs of the disabled people should become part the community action plan. 

The Provincial Coordinator is responsible for collecting information on the disability services at the 
provincial level.  This should be achieved by visiting the organisations or departments, talking to 
representatives about the services they provide, and collecting literature. This information should 
be passed to the District Focal Points and updated when there are changes. Copies of the 
literature should be made for the District Focal Points to provide to the villagers. The District Focal 
Point can help to facilitate the access of the villagers to these services through the establishing of 
contact, arrangement of transport, and provision of information. The District Focal Points can also 
help to facilitate community development activities that focus on vulnerable groups such as those 
injured by mines and ERW. 

A section on disability awareness should be included as part of the Mine Awareness teams’ 
campaign and District Focal Point mine awareness sessions. 

A disability awareness curriculum and first aid training curriculum should be developed in 
collaboration with victim assistance organisations and based on national standards for care. 
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1.7.5 Procedures for providing first assistance to Mine/ERW victims 
The MRE project should assist villagers who have accidents with mines or ERW. In areas with 
many accidents, the number of lives the MRE project saves by the provision of transportation can 
become a productivity figure to be proud of. The willingness of the NMAA or MAC to provide 
medical and transportation when a civilian mine accident occurs can also help to build better 
relations with the community.  

The following guidelines are recommended for MRE staff: 

1. In the event of a mine or ERW accident in a village, MRE staff should assist the victim 
after he/she has been brought to a safe area.  Remember: 

• Do not enter a mined area to rescue someone, and 
• If there is a demining team near by, call or fetch them to come and help clear a 

path to the victim 
2. When working in the village, the MRE staff should find out if any villagers have previously  

been trained in trauma care by the Trauma Care. The name and location of these people 
should be noted so that they can be called on in case of an emergency. 

3. MRE staff must be able to provide basic first aid for shock and to stop excess bleeding. 
They must know how to: 

Check that the victim is alive; 
Remove any obstacles to breathing;  
Check haemorrhaging and apply compress; and  
Comfort victim and keep them warm. 

1. The MRE vehicles can and should be used to transport mine/ERW victims to hospital 
when no ambulance if available. 

2. Before transporting the victim to hospital, the relatives should sign a disclaimer so that the 
MRE project is not held responsible if the victim should die on route to hospital. It should 
be made clear that MRE staff are also not responsible for the quality of care the patient 
may receive in hospital. 

3. The Provincial Coordinator should supply all MRE staff with information about all health 
centres and hospitals in the area in which the MRE project is working.   

4. In the event of an accident occurring in a village where the District Focal Point is working 
without a vehicle, the District Focal Point should contact nearby Mine Action units and ask 
for a vehicle to come to assist. 

5. A debriefing should be held with the involved MRE staff member and the Provincial 
Coordinator a few days after the accident.    

Whatever the results of the assistance, the positive outcome of their action should be emphasised 
to those involved and they should be encouraged to do "even better" in case of further accidents. 

1.8 National SOP 8: Monitoring and reporting 

1.8.1 Purpose and methods 
An MRE monitoring framework should be is designed to further the following purposes: 

 To keep an on-going record of activity progress/implementation (observation, reflection & 
correction of activities); 

 To make the project accountable and transparent; 

 To collect and analyse information about the project (lessons on what works and what does 
not work); 

 To determine whether the project indicators have been met; and 
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 To help the people involved to make appropriate and timely decisions that will improve the 
planning and quality of the work. 

The Monitoring process includes the following activities: 

1. Data collection (information about the number of mine/ERW committees, number of mine 
awareness sessions held, number of villages involved, number and type of contacts 
made, number of mine/ERW reports collected, etc).   

2. Observation of activities and interviews to gauge the technical skills of the project staff, 
the impact of activities and the reception by the communities; 

3. Lessons learnt workshops and regular project meetings; 

4. Completion of report forms by all field staff; 

5. Data entry – compiling and entering data into forms; 

6. Data analysis – analysis of report data and the findings of monitoring activities; and 

7. Team review of data analysis and planning for implementing improvements based on the 
analysis. 

The MRE project monitoring will allow communities involved in the project to provide feedback 
through workshops, informal discussions, and questionnaires conducted by the Training and 
Monitoring team. This provides an important indication of how the target communities view the 
project activities, whether expectations are being met, and where any problems or 
misunderstandings may lie. It will be essential for the MRE staff implementing the project to be 
receptive to this community feedback and so to take it into account during the project 
development. The monitoring tools should include meetings, workshops and monitoring and 
evaluation visits.    

The methods of recording data include reports, meeting minutes, workshop evaluation reports and 
filling forms. There should also be the oportunity to cross-check MRE information through analysis 
of the reporting forms of the other mine action units collaborating with the MRE project.   

1.8.2 MRE project indicators  
The MRE Project has indicators of success that can be measured through the monitoring system.  
These include: 

Process indicators 
Process indicators show whether the activities that were planned are being carried out effectively.  
They show what is being done and how it is being done.  This includes the number of villages the 
MRE project is working in, the number of mine/ERW committees set up, the number of 
participants who have attended mine awareness sessions, etc. The dat is largely gathered 
through report forms. 

Impact indicators 
Impact indicators assess what progress is being made towards reaching objectives, and what 
impact the work has had on the different groups of people affected by the work. The indicators 
should be able to demonstrate changes reflecting the impact of the piece of work in relation to its 
objectives. This includes more qualitative information about how active the mine/ERW committees 
are, how much those trained by mine awareness have retained their knowledge and are using it, 
how well other Mine Action units respond to requests made by the District Focal Points, etc. 
Impact indicators are gathered through regular workshops and assessment visits held by the MRE 
Training and Monitoring team. 
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MRE success may be measured against the number of mine/ERW victims in target areas.  A 
decrease in the number of mine accidents and victims may be taken as an indicator of the 
benefits and effectiveness of the project, while an increase in the number of mine accidents and 
victims points to the limitations of the project. However, this will also have to be seen in relation to 
other factors that may be affecting casualty rates. The knowledge and information of the District 
Focal Points in the target areas should make them able to place the statistics in context. A 
decrease in accidents does not necessarily imply that the MRE project has been a success, but 
an increase in accidents does indicate very clearly that the project is not successful. 

The measure of progress towards the objectives will be based on a periodic review of activities, 
staff evaluations conducted periodically, and internal project evaluations. 

1.8.3 MRE Project indicators and means of verification 

 Summary Assumptions Indicators Means of verification 
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To reduce the mine 
and ERW risk for 
communities and 
individuals living in 
contaminated areas 
by developing their 
capacity to fully 
participate in the 
prioritisation and 
planning of mine 
action and to use 
their own 
community 
resources for MRE. 

Reduction in mine 
and ERW risk is a 
direct result of the 
project and not of 
other factors. 
Communities want 
to participate in the 
prioritisation and 
planning of mine 
action. 
Communities have 
their own resources 
for MRE. 
Mine action services 
allow communities 
to participate in the 
prioritisation of mine 
action. 

Number of mine/ERW 
accidents that have 
happened after the 
intervention of MRE. 
Number of communities 
actively involved in the 
project. 
Number of communities 
benefiting from the overall 
intervention of MRE. 
Number of requests for 
demining etc initiated by 
MRE and responded to. 
Number and type of 
activities being undertaken 
by villages to reduce the 
risk. 

Data on mine/ERW 
casualties. 
MRE village assessment 
reports and follow-up 
reports. 
EOD Spot Task and 
demining request forms 
and follow up. 
Meetings held at the 
village, district and 
provincial level. 
Meeting minutes. 
Project management 
meetings. 
External/Internal 
evaluation reports. 

 Summary Assumptions Indicators Means of verification 
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MRE village assessment 
reports and follow-up 
reports. 

By the end of the 
project ## 
mine/ERW 
committees are set 
up in the target 
areas and 
networking is 
happening between 
the different levels 
(### mine/ERW 
committee 
representatives; 
 ## District 
counterparts;   
## Sub-district 
counterparts;  
## Village 
counterparts) 

Communities want 
to form committees 
and networks on a 
voluntary basis. 
Communities 
commit to long-term 
involvement. 
Resources exist at 
community level to 
enable the 
establishment of 
mine/ERW 
committees. 

Number of mine/ERW 
committee representatives 
active in target areas at 
village, sub-district and 
district level. 
Number of localised mine 
risk reduction plans 
developed by mine/ERW 
committees. 
Number of planning 
meetings held by 
mine/ERW committees. 
Number and type of 
interventions facilitated by 
volunteers. 
People in communities 
have confidence to start to 
reduce the risk by 
themselves. 
People in communities 
have confidence in the 
MRE intervention. 

MRE work plans and 
activity reports. 
Provincial Coordinator 
activity/technical reports. 
Training & monitoring 
technical & evaluation 
reports. 
Workshops held with local 
communities. 

There is good 
cooperation 
between local 
authorities and 
village. 

Meeting minutes and 
workshop reports. 

Conditions for 
sustainability exist. 
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By the end of the 
project ## 
mine/ERW 
committees are set 
up in the target 
areas and 
networking is 
happening 
between the 
different levels. 
(### mine/ERW 
committee 
representatives;  
## District 
counterparts;  
## Sub-district 
counterparts; 
## Village 
counterparts) 

Communities want to 
form committees and 
networks on a voluntary 
basis 
Communities commit to 
long-term involvement 
Resources exist at 
community level to 
enable the establishment 
of mine/ERW committees 
(human resources). 
There is good 
cooperation and 
collaboration between 
local authorities and 
village. 
Conditions for 
sustainability exist. 

Number of mine/ERW 
committee representatives 
active in target areas at village, 
sub-district and district level. 
Number of localised mine risk 
reduction plans developed by 
mine/ERW committees. 
Number of planning meetings 
held by mine/ERW committees. 
Number and type of 
interventions facilitated by 
volunteers. 
People in communities have 
confidence in beginning to 
reduce the risk by themselves. 
People in communities have 
confidence in the MRE 
intervention. 

MRE village 
assessment reports 
and follow-up reports. 
MRE work plans and 
activity reports. 
Provincial 
Coordinator 
activity/technical 
reports. 

 

Training & monitoring 
technical & 
evaluation reports. 
Workshops held with 
local communities. 
Meeting minutes and 
workshop reports. 
 
 

 Summary Assumptions Indicators Means of 
Verification 
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To produce mine 
awareness 
materials through 
different forms of 
media, drawing on 
information that 
has been collected 
through the work of 
the MRE project. 

NMAA or MAC helps 
utilised available 
resources to develop the 
materials. 
The MRE project collects 
information that is 
relevant for the 
development of mine 
awareness materials. 
Behaviour can be 
influenced by the 
production of public 
information materials. 

Number of materials produced 
and disseminated. 
Area over which materials have 
been distributed. 
Increased awareness of the 
mine/ERW problem in areas 
receiving public information. 
Increased use of new materials 
in awareness sessions. 
Decrease in accidents in target 
areas. 
 

Project manager 
reports/Mine 
Awareness team 
reports/District Focal 
Point reports. 
Mine Awareness 
team surveys on 
reception of 
materials. 
District Focal Point 
assessment forms 
and follow up 
reports. 
Mine Awareness 
team needs 
assessment and 
follow up reports. 
Mine Awareness 
team workplans and 
activity reports. 
Victim information 

 

External/Internal 
evaluation reports. 
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1.8.4 MRE staff roles in monitoring and reporting 

Project Manager 
The MRE Project Manager is responsible for overseeing the overall monitoring system of the MRE 
Project and ensuring that field staff undertake their monitoring functions conscientiously and 
accurately. 

The Project Manager  works with the Project Officer at HQ to discuss on a monthly basis the 
results of the reports being submitted from the field in terms of the implementation of activities 
according to the plan, and in terms of the actual impact of activities. 

Based on the analysis of the field data, the Project Manager in consultation with the Project 
Officer, makes overall recommendations for changes in implementation procedures, additional 
support, and/or for revision of the monitoring framework. 

The Project Manager undertakes regular monitoring visits (on a quarterly basis) to the field to 
observe operations and the activity implementation. 

The Project Manager also has overall responsibility for requiring the attendance of MRE staff at 
relevant training courses and workshops. 

The Project Officer must check the quality and accuracy of information submitted on the forms 
and advise staff how to improve their reporting whenever necessary. The Project Officer then  
summarises the reports and undertakes an analysis of project progress and impact with the 
Project Manager. 

The Project Officer should be responsible for compiling a database of the target villages and the 
Mine/ERW Committees. This database should be updated as activities are carried out in the 
village, or Mine/ERW Committee members change. The Project Officer should make regular 
monitoring visits to the field (quarterly or more frequently if required) to oversee the operations 
and to provide technical support to the field staff. The Project Officer should sometimes be 
accompanied by the Project Manager on these monitoring trips. 

The Project Officer also assists the Project Manager in providing support and capacity building for 
the Provincial Coordinator and Training and Monitoring Officers. 

Training and Monitoring Officers 
The Training and Monitoring Officers are responsible for monitoring the technical skills of the 
District Focal Point and the Mine Awareness teams. This includes technical skills and competency 
in the following: 

 Information collection; 

 Facilitating election of Mine/ERW Committees; 

 Providing on-the-job training to mine/ERW committees; 

 Conducting participatory activities in the target villages, including developing and 
implementing community action plans; 

 Liaison activities with mine action, disability referral and community development 
organisations working in the target areas; and 

 The conduct of Mine Awareness team presentations, house and field visits and targeting 
of high-risk groups. 

The Training and Monitoring Officers conduct periodic and planned monitoring visits to the target 
districts to observe the work of the District Focal Points and also the Mine Awareness team. They 
should also monitor the establishment and the activities of Mine/ERW Committees. Based on the 
results of their monitoring activities, the Training and Monitoring Officers co-ordinate, organise and 
provide refresher training for the mine/ERW Committees, the District Focal Point and the Mine 
Awareness team. 
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Follow-up and monitoring visits should be conducted at regular intervals. In an extensive 
programme, the visit may be planned to extend over several districts and last for two weeks in 
order to reduce travel and maximise efficiency.   

Provincial Coordinators 
The Provincial Coordinators are responsible for monitoring the operations of the MRE project at 
the field level. This includes monitoring the following: 

 deployment strategy and expansion; 

 co-ordination with other “development” organisations; and 

 co-ordination with other Mine Action units. 

Much of the information necessary for monitoring can be obtained through the field reports of the 
staff, and liaison with other Mine Action and the other organisations operating in the province.   

The monitoring tools of the Provincial Coordinator should include a deployment map for the target 
areas and an organisational chart of the mine/ERW committee representatives in the target areas.  
The Provincial Coordinator should have a record of all the Mine/ERW Committee representatives 
which is regularly updated and passed to the Project Officer at the HQ for entry in the database. 

Occasional field trips should be conducted by the Provincial Coordinator to observe the activities 
in the field, particularly in terms of deployment, co-ordination with other Mine Action units and 
organisations, and operational aspects that raise concern. 

The Provincial Coordinator is responsible for checking the quality and accuracy of the field staff 
report forms before they are submitted to the Project Officer. 

The District Focal Point is responsible for self-monitoring of progress in their target districts 
through the completion of a quarterly follow-up report. This is a record of progress achieved 
against the planned activity. 

The District Focal Point is responsible for monitoring the activities of the Mine/ERW Committee 
representatives in their target areas through regular visits. During these visits the District Focal 
Point will assess the work of the representatives and provide advice, on-the-job training and 
support. The District Focal Point should be able to provide accurate information about their 
Mine/ERW Committees to the Training and Monitoring Officers. 

The District Focal Point is responsible for monitoring the progress of the implementation of 
community action plans.  he Mine/ERW Committee representatives will be responsible for 
completing self-monitoring forms, which the District Focal Point will check and talk through with 
them. 

Mine Awareness team 
The Mine Awareness team will conduct self-monitoring of their mine awareness activities through 
the use of the Follow-up Report form which should be completed on a quarterly basis in villages 
where the Mine Awareness team has already conducted mine awareness activities. Based on the 
outcome of this report, the Mine Awareness team will be able to assess the impact of their 
awareness activities and whether there is a need for further awareness. The Follow-up forms will 
also assist the Training and Monitoring Officers when they are monitoring the Mine Awareness 
team. 

Mine/ERW Committees 
The Mine/ERW Committees at village level are provided with a simple monitoring form on which to 
record the activities that have been undertaken in the village according to the Community Action 
Plan. This allows the District Focal Point to gauge how well the Mine/ERW Committees are doing 
and what additional support they may need. 
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1.8.5 Stages of the reporting system 
Good communication between staff is required for the appropriate flow of information between the 
different levels of the MRE project. Reports should always be accessible to all staff and copies of 
the reports should be kept at the MRE office provincially and also at the HQ. When completed 
fully, the report forms of the different staff members provide complementary information that can 
be used to cross-check and verify activity progress, or used by different staff members as a 
source of data. For example, the Mine Awareness team can use the District Focal Point forms to 
obtain information about villages when planning their presentations. The forms are also designed 
to assist the staff when planning their activities and directing their work. The steps of the reporting 
system are as follows: 

1. MRE field staff (Mine Awareness team, District Focal Point and Training and Monitoring 
Officers) ensure they fill in the relevant report forms fully, accurately and on time. 

2. The report forms are passed to the Provincial Coordinator who checks and verifies the 
reports.  If reports are not clear the Provincial Coordinator will ask the relevant staff 
member to re-submit the form.  The Provincial Coordinator will keep a copy of the reports 
for reference, and will summarise the information for the monthly productivity report. The 
Provincial Coordinator passes the reports to the Project Officer at the HQ. 

3. The MRE Project Officer analyses and consolidates the reports into the MRE Monthly 
Productivity Report.  This is then submitted to the appropriate person at the NMAA or 
MAC for approval and signing. Copies are sent to any relevant provincial and government 
bodies. 

4. The Project Officer also produces a Monthly Narrative Report and the Quarterly 
Productivity Report.  These reports are passed on to the MRE Project Manager  and the 
Operations  Coordinator at the NMAA or MAC. 

5. The Project Officer enters village data and mine/ERW committee data from the MRE 
Village Assessment Forms in the MRE database. The database is regularly updated with 
follow-up information from the District Focal Point follow-up forms. 

The Project Officer reports any concerns about the project which are evident from the report forms 
to the Project Manager. These should be discussed at the monthly Project Management Meeting. 

1.9 MRE Report Forms  
Each staff member of the MRE project should be responsible for filling in a number of report forms 
on a regular basis. The following are examples of forms that may be used as templates when 
making project specific internal reporting formats.  
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1.9.1 HQ MONITORING FORMS  

MONITORING FORM FOR HQ STAFF 
MRE HQ 07 

Form to assist MRE Management staff to record field monitoring activities and ensure 
recommendations and follow-up are noted and acted on (see MRE SOPs, Part 1.8). 

1. Trip Information 

1.1 Date of visit:  From................................   To.........................................  
1.2 Location(s):.......................................................................................................... 
1.3 MRE staff involved:.............................................................................................. 
2. Purpose of Visit 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................ 

3.               Brief Description of Activities (meetings, observation of field activities etc.) 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................. 

................................................................................................................................................. 

4.                 Main Comments 

.................................................................................................................................................. 

.................................................................................................................................................. 

.................................................................................................................................................. 

.................................................................................................................................................. 

.................................................................................................................................................. 

................................................................................................................................................... 

5.             Follow-up required (what, where and by whom) 

................................................................................................................................................... 

................................................................................................................................................... 

.................................................................................................................................................... 

.................................................................................................................................................. 

Reporting Officer:      Approved by: 

Name: .......................................   Name:................................................... 

Position:....................................   Position:................................................ 

Date:.........................................   Date:..................................................... 
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1.9.2 MRE PROJECT KEY STAFF MONTHLY WORK PLAN 
Ref: MRE HQ 04 

Month:........................../........................... 

S/N From - To  Activities Location By whom Remarks 

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

   

 

  

 

 

     

      

 

Total      

 

Approved by:     Prepared by: 

Name:..................................................  Name:................................................ 

Position:..............................................  Position:............................................ 

Date:.....................................................  Date:.................................................. 
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1.9.3 MRE MONTHLY ACTIVITY REPORT 
MRE HQ 05 

Date:.............../............./.............. 

To:  ....................................................... 

From:  ........................................................ 

CC:  ........................................................ 

Subject: MRE Monthly Activity Report for …………………………. 

 

Activities completed 

..................................................................................................................................................... 

..................................................................................................................................................... 

..................................................................................................................................................... 

 

Activities not completed 

...................................................................................................................................................... 

...................................................................................................................................................... 

...................................................................................................................................................... 

 
Obstacles encountered 
...................................................................................................................................................... 

...................................................................................................................................................... 

...................................................................................................................................................... 

 
Recommendations 
...................................................................................................................................................... 

...................................................................................................................................................... 

...................................................................................................................................................... 

 

Conclusions  
....................................................................................................................................................... 

....................................................................................................................................................... 

....................................................................................................................................................... 

 

Prepared by: 

Name:..................................................  Name:................................................ 

Position:..............................................  Position:............................................ 

Date:..................................................... 
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1.9.4 MRE NARRATIVE REPORT 
MRE HQ 06 

Date:.............../............./............... 

To: ................................................................................................................................... 

Through: ............................................................................................................................... 

From: ................................................................................................................................... 

CC: ................................................................................................................................... 

 

Subject: MRE Narrative report  for month . . . . . . . . . . . . . . . .  

Introduction: .................................................................................................................................. 

........................................................................................................................................................ 

........................................................................................................................................................ 

......................................................................................................................................................... 

......................................................................................................................................................... 

Summary of achievements in the period: ................................................................................... 

.......................................................................................................................................................... 

........................................................................................................................................................ 

........................................................................................................................................................ 

.......................................................................................................................................................... 

Activities and outputs of Training and Monitoring Officers: ..................................................... 

......................................................................................................................................................... 

.......................................................................................................................................................... 

......................................................................................................................................................... 

Activities and outputs of Provincial Coordinators: ................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

........................................................................................................................................................ 

......................................................................................................................................................... 

Activities and outputs of District Focal Points: ......................................................................... 

......................................................................................................................................................... 

........................................................................................................................................................ 

......................................................................................................................................................... 

……………………………………………………………………………………………………………….. 

Activities and outputs of Mine Awareness teams: .................................................................... 

........................................................................................................................................................ 

......................................................................................................................................................... 
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......................................................................................................................................................... 

......................................................................................................................................................... 

Activities and outputs of NGO campaign: .................................................................................. 

........................................................................................................................................................ 

......................................................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

Activities and outputs of mass media campaign: .................................................................... 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

Obstacles encountered: .............................................................................................................. 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

Plans for next month: .................................................................................................................. 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

Conclusion: .................................................................................................................................. 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 

........................................................................................................................................................ 
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1.9.5 MRE MONTHLY PRODUCTIVITY REPORT 

MRE MONTHLY PRODUCTIVITY REPORT 

Month of  …………………..……..   

MRE  HQ  01 

A.     Presentations during daylight 
Households Visited Linked with Mine Action Unit 

Number of participants Mine/ERW 
Reported EOD 

Mine Awareness 
team Week 

No. 
No. of 

Villages 
Vil. 

Pop. Men Women Children Total % Total 
no. 

Total 
Visited % Mine ERW Total 

Courses 
T Y N T Y N 

                                          

                                          

                                          

                                          

                                          

Total                                         

B.     Presentations at night 
                                          

                                          

                                          

                                          

                                          

Total                                         

C.     MINE/ERW reports of District Focal Points  
Reg 1                                         

Reg 2                                         

Total                                         

D.     Running total 
Up to last 
month 

                                        

Up to now                                         

Previous 
Mine 
Awareness 
team 

                                        

NGO 
campaign 

                                        

Note:                     

T= Total number of tasks reported Y= Task requested & completed  N= Task requested but not completed Seen & Approved by: 
  M/ERW destroyed Remaining Mine committees  Name:………………………… 
  Requests Mine ERW Total Requests Mine ERW Total Location Men Women Total  Position:……………… 

MA teams                          Date:…………………… 

DFPs                                 

Total                                 
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1.9.6 Mine Awareness team Monthly productivity report 
 

Mine Awareness Team 
 MONTHLY PRODUCTIVITY REPORT 

Month of  …………., 20** 
MRE  HQ  02 

           

Presentations by Mine/ERW awareness teams 

Number of participants No. of Team 
No. of 

villages Courses Target Productivity 
vs target Vil. Pop. Men Women Children Total  

% 
Remarks 

1                      

  

 

 

2                      

  

 

 

3                      

  

 

 

4                      

  

 

 

 5                      

  

 

 

Total this month:                        

Up to last month:                        

 
Up to now:                        

         

      Seen & Approved by:  Seen & Approved by: 

      
Name:………………………………….
.  Name:………………………………….. 

      
Position:………………………………
…  Position:………………………………… 

    
Date:……………………………………
..    Date:…………………………………….. 
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1.9.7 District Focal Point weekly workplan 

DISTRICT FOCAL POINT 

WEEKLY WORK PLAN 
Ref: MRE District Focal Point 01 

Month.................................................................. 

Week No. …………   From......................   To.............................  

Province:.......................................... District: ....................................................... 

Serial no. Village Date Activities 

 

 

    

 

 

 

    

 

 

 

    

 

 

 

    

 

 

 

    

 

     

  

 
Approved by:     Prepared by: 

Name:..............................................  Name:....................................................... 

Position:...........................................  Position:................................................... 

Date:................................................  Date:.......................................................... 
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1.9.8 District Focal Point village assessment report form 

DISTRICT FOCAL POINT 

VILLAGE ASSESSMENT REPORT FORM 

Ref: MRE District Focal Point 02 

The Village Assessment Report Form is a routine form to be completed by the District Focal 
Points in each village where they intend to work. The Report Form serves to collect baseline data 
for each village and can be measured against subsequent follow-up reports (see MRE SOPs, Part 
1.8). 

1. Assessment information 

Date of visits: From................................    To...........................................  

Village:....................................................    Sub-district:....................................................  

District:......................................................  Province:........................................................  

District Focal Point........................................................................................................................ 

2. Methods of data collection 

2.1 Interview with village authorities:    Specify who............................................................ 

……………………………………………………………………………………………………………… 

2.2 Interviews with villagers:     Specify who ........................................................... 

……………………………………………………………………………………………………………… 

2.3 Focus group discussions:    Specify who............................................................ 

……………………………………………………………………………………………………………… 

2.4 Sketch map:      (Please attach copy of map) 

2.5 NGO information     Specify which ......................................................... 

……………………………………………………………………………………………………………… 

2.6 Other       Specify ................................................................... 

……………………………………………………………………………………………………………… 

3. Village history 

3.1        What is the history of the village (including, history of conflict and current situation)? 

........................................................................................................................................................ 

....................................................................................................................................................... 

....................................................................................................................................................... 

3.2         What are the main livelihood activities in the village today?............................................ 

....................................................................................................................................................... 

4. Village conditions 

Distance from district town............................. Travelling time.................................................. 

Road condition .............................................................................................................................. 

Security situation............................................................................................................................ 
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Village facilities (market, school etc.)............................................................................................. 

5. Population Statistics 

Village Population:........................................ Number of Families:.................................... 

No. of Men.............   No. of Women...............  No. of Children................. 

No. of people disabled(by mines/ERW)....................... (by other causes).................................. 

6. Mine/ERW Situation in the Village 

What is the mine/ERW problem in the village?    

Mines         UXO       AXO   IED         None  

What are the main types of mine in the village? ........................................................................... 

What are the main types of ERW in the village? ........................................................................... 

Where are the ERW in relation to the village? Please describe the locations................................ 

......................................................................................................................................................... 

Are the minefields close to the village? Please describe the location.............................................. 

......................................................................................................................................................... 

Are the hazardous areas marked?    Yes    No       Some   

Are there families in the village who do not know about the minefields/ERW?   Yes   No   

If Yes, give details............................................................................................................................ 

How many mine/ERW accidents have happened in this area 2004 – until now?.............................. 

How many people have been killed?    Men................  Women.............  Children....................... 

How many people have been injured?  Men................  Women.............  Children.................... 

How many Livestock incidents? …………  
Details of injured people 2000 - present 
No. Name Date of injury Age/Sex Mine/ERW Occupation Activity at time of injury 
       

       

       

       

       

       

       

       

       

 
Can you locate the houses of these people on a village map?    Yes     No   
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7. Risk Activities and Vulnerable People 

Which activities take people into hazardous areas?.............................................. 

........................................................................................................................................................ 

Who are the people who take risks with mines and/or ERW in the village?  What activities do they 
do that are high risk?  (use extra paper if required) 

No. Name Age/Gender Wealth level Occupation Risk Activities Frequency of risk activity
       

       

       

       

       

Can you locate the houses of these people on a village map?    Yes       No   

What times of day are these people in the village?.......................................................................... 

What are the main reasons why these people undertake risk activities?......................................... 

.......................................................................................................................................................... 

.......................................................................................................................................................... 

Who are the people in the village with a good knowledge of the mine/ERW situation?  

......................................................................................................................................................... 

......................................................................................................................................................... 

8. Mine Risk Education 

Have there ever been mine risk education activities in the village?    Yes        No  

Which organisation conducted these activities?..................................Year............................. 

What activities?................................................................................................................................ 

……………………………………………………………………………………………………………….. 

What mine awareness messages do the villagers remember?....................................................... 

……………………………………………………………………………………………………………….. 

9. Mine Action History 

Have any mine action organisations carried out survey, marking or clearance in the village?  
Please give details............................................................................................................................ 

.......................................................................................................................................................... 

.......................................................................................................................................................... 

10. Other Organisations 

Are there any NGOs currently working in the village?        Yes        No    
What activities are they doing? ...................................................................................................... 
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Are there opportunities for collaboration with these NGOs?   Yes   No  

Please explain.................................................................................................................................. 

......................................................................................................................................................... 

11. Disability Services 

Are there any disability services available to the villagers?    Yes       No     

Please explain.................................................................................................................................. 

......................................................................................................................................................... 

How many disabled people in the village have received assistance from organisations?............... 

Please explain the type of assistance.............................................................................................. 

How many disabled people in the village are in need of assistance today?.................................... 

Please explain the type of assistance.............................................................................................. 

12. Mine/ERW Committees  

Are the villagers interested in having a mine/ERW Committee? Yes        No   
Please explain.................................................................................................................................. 

.......................................................................................................................................................... 

13.         Signatures 

District Focal Point Responsible:  Approved by: 

Name:........................................  Name:........................................................ 

Position:.....................................  Position:..................................................... 

Date...........................................  Date:.......................................................... 
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1.9.9 District Focal Point follow up report  

DISTRICT FOCAL POINT FOLLOW UP REPORT 
Ref: MRE District Focal Point 03 

A follow up Report should be completed by the District Focal Points in each village where they are 
working every three months and must show what progress has been achieved (see MRE SOPs, 
Part 1.8). 

1. Follow-up information 

Date of visit: From................................         To...................................  

Village:.......................................................   Sub-district:.............................................. 

District:.......................................................   Province:...................................................  

District Focal Point....................................    Follow-up report No................................... 

2. Mine/ERW committee 

Has a mine/ERW Committee been established in the village?   Yes   No   

If no, explain the reasons why not.................................................................................................... 

Village Mine/ERW committee representatives 
No. Name Age/Sex Occupation Comments 

     

     

     

     

     

     

     

     

 

What activities have the Mine/ERW Committee undertaken in the last three months? Please give 
details:  

Attended Mine/ERW Committee training  ........................................................................... 

Mine/ERW information collection   ........................................................................... 

Mine Awareness activities   ........................................................................... 

Mine action requests    ........................................................................... 

Collection of casualty data   ........................................................................... 

Assistance in disability referral   .......................................................................... 

Assistance in development prioritisation  .......................................................................... 

Other      .......................................................................... 

………………………………………………………………………………………………………………. 
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………………………………………………………………………………………………………………. 

3.       Mine Action follow up 

What mine action services have been provided in the village since the MRE intervention? 

Service Date Requested Action taken Date Pending Follow-up Required 

Mine Awareness team  

 

    

EOD spot task team  

 

    

Demining team  

 

    

Marking  

 

    

Other      

 

 
Have any problems been encountered in requesting Mine Action services?  Yes     No  

If Yes, explain................................................................................................................................ 

4. Disability referral follow up 

What information on disability services has been given to disabled villagers?............................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

Have any villagers benefited from these services? Yes        No   

If yes, how many villagers?.............................................. What type of services and which 

organisations?................................................................................................................................... 

If no, why not?................................................................................................................................... 

......................................................................................................................................................... 

5. Community development collaboration 

Have links been made with community development organisations in the village?  Yes     No  

If yes, explain the links: .................................................................................................................. 

If no, explain why not ...................................................................................................................... 

What development activities have taken place, or are planned, as a result of District Focal Point 

and Mine/ERW Committee work in the village? ……………………………………………………….. 

......................................................................................................................................................... 

......................................................................................................................................................... 

Have the villagers undertaken any village development work or activities themselves to reduce the 

mine/ERW risk in the village?           Yes            No      If yes, please explain.......................... 
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......................................................................................................................................................... 

......................................................................................................................................................... 

6.        Mine/ERW casualty data 

Have there been any mine or ERW accidents in the village during the last three months?  

Yes      No        If yes, please give details: ……………………………………………………. 

................................................................................................................................................... 

......................................................................................................................................................... 

Reported 
centrally? 

No. 
Date of 

accident Name of casualty 

Sex 
& 

Age 

Mine 
or 

ERW 
Activity at time of 

accident 
Nature of 

Injury Yes No 

      

 

   

      

 

   

       

 

  

      

 

   

         

 

 
7.            Review of MRE input 

This section of the report is for the District Focal Point to provide feedback on the need for 
continued assistance in a village.  It is intended to help the MRE staff at HQ level to plan for the 
gradual withdrawal from some villages and the expansion to other villages, which may have 
become higher priority. 

Are the village Mine/ERW Committee representatives active and organising MRE activities without 
assistance from the District Focal Point?  Yes          Sometimes    No   

Are the village Mine/ERW Committee able to explain the mine/ERW problems clearly to outside 
organisations and agencies when they come to the village?    Yes    Sometimes       No   

Have all minefields affecting the village been cleared or marked? Yes     Some      No  

Please give details........................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

What do you consider to be the level of risk now faced by the people in terms of the mine and/or 
ERW contamination?            High-risk        Medium-risk   Low-risk   

Please give details........................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

GENERIC SOPS: Annex A: MRE –  Page: 113   



 

What is the level of mine/ERW awareness in the village?   Good     Medium       Poor        

Do you consider that the village population is stable, or are newcomers likely to settle on suspect 
land?          Yes        No   

Please give details.......................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

What input do you feel is still required from the District Focal Point/MRE Project in this village? 

Regular assistance from District Focal Point is still required:             

District Focal Point can reduce activities to regular monitoring:        

It is recommended that the District Focal Point withdraws from this village:    Please give 
reasons for this recommendation: ............................................................................................ 

................................................................................................................................................... 

......................................................................................................................................................... 

Are there other villages in the district that you now consider to be higher priority?   Yes     No  

Please give village names and explain why these village(s) are now high priority.......................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

......................................................................................................................................................... 

 

 

8.         Signatures 

District Focal Point Responsible:  Approved by: 

Name:.......................................... Name:........................................................ 

Position:....................................... Position:..................................................... 

Date............................................. Date:.......................................................... 
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1.9.10 Training and Monitoring Officers’ monitoring report 

TRAINING AND MONITORING OFFICERS 

TECHNICAL MONITORING REPORT 
Ref: MRE TMO 02b 

This Technical Monitoring Report should be completed by the Training and Monitoring Officers on 
a routine basis when monitoring the activities of the District Focal Points (see MRE SOPs, Part 
1.8). 

1.          Monitoring information 

Date of monitoring visit:  From............................... To......................................... 

District Focal Point Name............................................................................................................. 

Province....................................................... District............................................................. 

Activities Observed:...................................................................................................................... 

2.          Methods of monitoring 

Field visit and observation            District Focal Point interview       

Interviews with villagers    Specify who...................................................................... 

Interviews with mine/ERW Committee representatives     

Review of District Focal Point reports   
3.          District Focal Point village assessments 

Have village assessment forms been completed for each of the target villages?   Yes     No   
If not, why not?.............................................................................................................................. 

Is the District Focal Point able to give a good briefing about the situation, mine/ERW problems 

and target groups (high-risk people, disabled people) in their target villages? Yes      No            
Comment....................................................................................................................................... 

……………………………………………………………………………………………………………… 

Have village follow-up forms (MRE District Focal Point 03) been completed for each village every 

three months?      Yes      No       If not, why not................................................................ 

……………………………………………………………………………………………………………… 

4.          Mine/UXO Committees 

Has the District Focal Point established any Mine/ERW Committees at village, Sub-district or 

district level since the last reporting period?  Yes     No    If yes, please give details below: 

Location 
 

District Sub-district Village 

Name of Mine/ERW Committee 
Representatives 

Date 
established 

Method of 
selection of 

representatives 

 

 

  1. 

2. 
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  1. 

2. 

  

 

 

  1. 

2. 

  

   1. 

2. 

  

   1. 

2. 

  

 

 

    1. 

2. 

 
How often does the District Focal Point meet with the Mine/ERW committees at each level per 
month (on average)?  

District level..........................   Sub-district level........................     Village level.............................. 

What are the main activities that the Mine/ERW Committee representatives have been involved in 
at each level? (Please provide an overall comment on the main routine activities) 

Village level....................................................................................................................................... 

........................................................................................................................................................... 

Sub-district level................................................................................................................................. 

............................................................................................................................................................ 

District level......................................................................................................................................... 

............................................................................................................................................................ 

Is any further training for the Mine/ERW Committees recommended?  Yes       No   

Please explain.................................................................................................................................... 

............................................................................................................................................................ 

Are villagers aware who the Mine/ERW Committee representatives are?    

Yes  Some   No    Please comment using specific villages as examples. 

 

........................................................................................................................................................... 

........................................................................................................................................................... 

What problems has the District Focal Point found working with the Mine/ERW Committees? 

............................................................................................................................................................ 

............................................................................................................................................................ 

(Please give names of specific villages, Sub-districts and/or districts if relevant) 

5.          District Focal Point technical skills 

During the monitoring visit, the Training and Monitoring Occider should try to attend some village 
activities facilitated by the District Focal Point.  Comments on the technical skills of the District 
Focal Point should be based on observation of activities and interviews with villagers, mine/ERW 
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committee representatives and the District Focal Point.  The MRE SOPs may be used as a 
guideline for the recommended procedures. 

How well does the District Focal Point facilitate village meetings?   

Good    Adequate      Poor  

Comment on areas of strength and areas of weakness. 

........................................................................................................................................................... 

............................................................................................................................................................ 

How well does the District Focal Point facilitate village mapping?  

Good    Adequate   Poor  

Comment on areas of strength and areas of weakness. 

............................................................................................................................................................ 

............................................................................................................................................................ 

How well has the District Focal Point identified those most at risk in the village and ensured their 
involvement in mine/ERW risk reduction activities? 

Good      Adequate         Poor  

Comment on areas of strength and areas of weakness. 

............................................................................................................................................................ 

............................................................................................................................................................ 

How well does the District Focal Point conduct interviews?  Good   Adequate    Poor  

Comment on areas of strength and areas of weakness. 

............................................................................................................................................................ 

............................................................................................................................................................ 

How well does the District Focal Point understand how to conduct a village mine/ERW problem 
analysis and assist the villagers to develop a community action plan to reduce the risk in the 

village?   Good     Adequate     Poor  

Comment on areas of strength and areas of weakness. 

............................................................................................................................................................ 

............................................................................................................................................................ 

How well does the District Focal Point support the Mine/ERW Committee representatives? 

Good     Adequate     Poor  

 Comment on areas of strength and areas of weakness. 

............................................................................................................................................................ 

............................................................................................................................................................ 

What is the relationship like between the District Focal Point and villagers in the target villages? 

Good      Adequate      Poor  

Comment on areas of strength and areas of weakness. 
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............................................................................................................................................................ 

............................................................................................................................................................ 

6.          Training and Monitoring assessment 

Based on the above report, what are the main strengths of this District Focal Point?...................... 

........................................................................................................................................................... 

What are the main areas that this District Focal Point needs to improve?........................................ 

........................................................................................................................................................... 

What recommendations have been made to the District Focal Point to improve his/her work?........ 

........................................................................................................................................................... 

Is any specific refresher training required for this District Focal Point?............................................. 

........................................................................................................................................................... 

The Training and Monitoring Officer should fill in the following table to indicate how they will 
follow-up this monitoring report in terms of providing technical support, mentoring and training to 
the District Focal Point: 

Skill Area to be Improved Recommended Training or Mentoring How and When 

 

 

 

 

 

 

 

  

 

 

 

 

 

7.         Signatures 

 Responsible Training and Monitoring Officers 

Name.......................................................  Name........................................................ 

Position...................................................  Position................................................... 

Date.........................................................  Date......................................................... 
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1.9.11 Training and Monitoring officer’s Quarterly evaluation report 

TRAINING AND MONITORING OFFICER’S 

QUARTERLY EVALUATION REPORT 
Ref: MRE TMO 03 

The Quarterly Evaluation Report should be completed by the Training and Monitoring Officers 
every three months. It provides a summary of the activities and outputs of the MRE District Focal 
Point and Mine Awareness team during the reporting period, the problems encountered and the 
recommended solutions (see MRE SOPs, Part 1.8). 

1. Introduction 

Reporting Period:   From......................................         To........................................  

Province: ………………………………………………………............................................................  

2. Methods of information collection 

Field visit & observation        Mine Awareness team interview    

District Focal Point interview  Interviews with authorities     

Interviews with villagers in target areas   Interviews with NGOs    

Review of Mine Awareness team reports      Specify............................................................... 

Review of District Focal Point reports    Specify................................................................. 

3. Deployment and targeting 

Based on your field observations, are the District Focal Point targeting and working in Sub-
districts and villages that are high-risk in terms of mine and/or ERW contamination? 

Yes       No   If not, please explain why ................................................................................ 

....................................................................................................................................................... 

Based on your field observations, is the Mine Awareness team working in areas that are high-risk 
in terms of mine and/or ERW contamination? 

Yes       No    If not, please explain why ................................................................................ 

....................................................................................................................................................... 

4. Mine/ERW committees 

Overall, have the District Focal Points developed good relationships with the villagers in their 

target areas?   Yes      No      Please comment.................................................................. 

........................................................................................................................................................ 

Are the Mine/ERW representatives at village, Sub-district and district level active and committed? 

Yes       No     If no, please comment on the problems encountered in this reporting period 
and what solutions can be implemented during the next reporting period 

...................................................................................................................................................... 

...................................................................................................................................................... 
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What are the main activities that the Mine/ERW Committee representatives have undertaken at 
village level this reporting period? 

.................................................................................................................................................... 

.................................................................................................................................................... 

What training has been given to the Mine/ERW Committee representatives this reporting period? 

.................................................................................................................................................... 

.................................................................................................................................................... 

Please give recommendations on how the activities and/or training of the Mine/ERW Committees 
could be expanded and improved? 

.................................................................................................................................................... 

.................................................................................................................................................... 

5.         MRE staff technical skills 

Are both the District Focal Points and the Mine Awareness teams filling in the MRE report forms 

accurately and with enough detail this reporting period?    Yes         No   
If not, please explain why not.................................................................................................... 

................................................................................................................................................... 

Do the District Focal Points’ methods involve the villagers in the collection of information? 

Yes       No      If not, please explain why......................................................................... 

................................................................................................................................................... 

Are the Mine Awareness team improving their presentation techniques and targeting of high-risk 
groups?      Yes   No       Please explain................................................................... 
....................................................................................................................................... ............ 

Are both the Mine Awareness teams and the District Focal Points targeting the high-risk people in 

the village in their activities?        Yes        No       If not, please explain why not.  

.................................................................................................................................................. 

………………………………………………………………………………………………………….. 

Is it recommended that the MRE staff undertake any further refresher training? 

Yes       No     If yes, please explain (specify which staff and what sort of training). 

...................................................................................................................................................... 

...................................................................................................................................................... 

6.      Integration 

In this reporting period, have the requests for assistance been met?  Yes        No   

If not, please explain why............................................................................................................ 

ased on the above comments, how can co-operation between MRE staff and other Mine Action 
units be improved? 

..................................................................................................................................................... 
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In this reporting period, have the District Focal Points and Mine Awareness teams provided the 
national database with victim information forms following mine/ERW incidents in their area? 

Yes        No     If not, please explain why not........................................................................ 

………………………………………………………………………………………………………………. 

In this reporting period, have villagers within the target areas been referred to disability services 

and made use of them?  Yes       No      If not, please explain why .................................... 

………………………………………………………………………………………………………………. 

Based on the above comments, how can the MRE staff improve their assistance to disabled 
people in their target areas? …………………………………………………………………………….. 

........................................................................................................................................................ 

In this reporting period, have any successful community development projects been initiated in the 

target villages as a result of the MRE intervention?   Yes   No     If yes, please explain 
what projects have been initiated.................................................................................................... 

........................................................................................................................................................ 

7.      Recommendations 

Based on the above information, outline the main strengths of the MRE project this reporting 
period:  

....................................................................................................................................................... 

....................................................................................................................................................... 

....................................................................................................................................................... 

Based on the above information, please outline the main technical weaknesses of the MRE 
project this reporting period (both Mine Awareness Teams and District Focal Points), the 
proposed solutions, and the person(s) responsible for overseeing the implementation of these 
solutions: 

Areas Needing Improvement Proposed Solution Responsible 
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Please give any further comments on how the work of the MRE field staff has improved, or not   
improved, since the last reporting period: 

....................................................................................................................................................... 

....................................................................................................................................................... 

....................................................................................................................................................... 

....................................................................................................................................................... 

 

8.         Signatures of Training and Monitoring Officers  

 

Name:......................................................... Name:........................................................ 

Position:..................................................... Position:.................................................... 

Date:............................................................ Date:.......................................................... 
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1.9.12 Training and Monitoring officers’ monthly monitoring report 

TRAINING AND MONITORING OFFICER’S 

MONTHLY ACTIVITY REPORT 

Ref: MRE TMO 04 

Month:  ...............................................      

Location 

 

Week 
No. 

 

From 
- To 

 

Activities Completed 

 

 

Province 

 

District 

 

Sub-
district 

 

Village 

 

Regional 
office 

   

 

 

 

 

     

   

 

 

 

 

 

     

   

 

 

 

 

 

     

   

 

 

 

 

     

 

 
Approved by:       Prepared by: 

Name:...................................................   Name:............................................... 

Position:...............................................   Position:............................................ 

Date:.....................................................   Date:.................................................. 
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1.9.13 Training and Monitoring Officers’ weekly workplan 
 

TRAINING AND MONITORING OFFICER’S 

WEEKLY WORK PLAN 

Ref: MRE TMO 01 

Month:  ............................................................  

Week from..................................................   To................................................................ 

Location 
 

Serial no. 
 

Activities Planned 
Date 

From - To Province District Sub-district Village Regional Office
 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

 

 

 

 

 

      

Approved by:     Prepared by: 

Name:................................................  Name:...................................................... 

Position:..............................................  Position:................................................... 

Date:..................................................  Date:......................................................... 
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1.9.14 Training and Monitoring Officers’ Technical monitoring report 

TRAINING AND MONITORING OFFICERS 

TECHNICAL MONITORING REPORT (for Mine Awareness teams) 
Ref: MRE TMO 02a 

The Technical Monitoring Report should be completed by the Training and Monitoring Officers on 
a routine basis when monitoring the activities of the Mine Awareness Teams (see MRE SOPs, 
Section 1.8). 

 

1. Monitoring Information 

Date of monitoring visit:   From................................   To.......................................... 

Mine Awareness team:................................................................................................................. 

Location: Village.........................................  Sub-district......................................... 

District......................................... Province....................................................................... 

Activities Observed:...................................................................................................................... 

…………………………………………………………………………………………………………….. 

2. Methods for Monitoring 

Field visit & observation        Mine Awareness team interview     

Interviews with villagers          Specify................................................................................... 

Review of Mine Awareness team reports      Specify............................................................... 

3. Mine Awareness team needs assessment and liaison 

When did the Mine Awareness team conduct a needs assessment in this location?  

....................................................................................................................................................... 

Were all the members of Mine Awareness team involved in collecting the information? 

Yes     No     If not, why not?.............................................................................................. 

………………………………………………………………................................................................. 

Who requested the mine awareness education? 

Village authorities    Mine/ERW Committee         District Focal Point          NGO   

Other Mine Action Unit    (specify).............................................................................................  

Other    (Specify)........................................................................................................................ 

Are the Mine Awareness team staff able to give a good briefing about the situation, problems and 

target groups in the location?    Yes   No   

Comments:....................................................................................................................................... 

……………………………………………………………………………………………………………….. 

4. House and Field Visits 
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What time of day did the Mine Awareness team conduct the house and field visits? 

........................................................................................................................................................ 

How were the households selected?............................................................................................... 

How much time was spent with each household/individual?........................................................... 

What topics did the discussions cover?........................................................................................... 

Were the most high-risk people reached (according to the needs assessment form)?  

Yes       No      If no, why not?................................................................................................... 

Were the interviewing/discussion methods good?   Yes        No     

How could they be improved?......................................................................................................... 

Please give any other comments on the house and field visits....................................................... 

5. Presentations 

Were there any problems with setting up the equipment for the presentation?............................... 

......................................................................................................................................................... 

Could these problems have been avoided through better planning?............................................... 

How were the villagers collected to join the presentation?............................................................... 

Who were the main groups of people in attendance?...................................................................... 

Who were the main groups of people absent?................................................................................ 

Was the location of the presentation suitable?................................................................................ 

What were the main topics covered during the presentation?......................................................... 

......................................................................................................................................................... 

Were the topics suitable for the audience and the mine/ERW problem in the village?   

Yes   No     Comment............................................................................................................ 

………………………………………………………………………………………………………………… 

What materials did the Mine Awareness team use during the presentation?.................................... 

........................................................................................................................................................... 

What teaching methods were used by the Mine Awareness team?.................................................. 

........................................................................................................................................................... 

Was the use of materials and teaching methods appropriate?    Yes       No     
If no, what could be improved?.......................................................................................................... 

Did the instructor invite the audience to participate?            Yes       No   

Was time allowed for questions and answers?             Yes       No   

Were any video spots discussed with the audience?            Yes       No   

Was the presentation of a suitable length?             Yes       No   
Comment:.................................................................................................................................... 
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……………………………………………………………………………………………………………. 

Please give any other comments on the presentation................................................................. 

..................................................................................................................................................... 

6.          Other Activities 

Did the Mine Awareness team staff put up posters in the village in suitable locations?                             

Yes      No  
Did the Mine Awareness team staff assist the villagers in filling out mine or ERW report forms?               

Yes      No  
Did the Mine Awareness team staff place warning signs next to mines and ERW in the village 
vicinity?   

Yes      No  

7.          Villager Assessment of Mine Awareness Education 

This section of the form should be filled in after interviewing representatives of the village 
authorities, villagers who attended the presentation, and villagers who did not. 

Were the village leaders satisfied with the Mine Awareness teamwork in the village?     

Yes      No   
Comments...................................................................................................................................... 

Were there any comments about Mine Awareness team staff conduct, positive or negative? 

Yes      No  
Comments...................................................................................................................................... 

Did villagers feel that the presentation was useful and relevant for them?     Yes      No  
Comments...................................................................................................................................... 

What mine awareness messages can the villagers recall from the training?................................ 

..................................................................................................................................................... 

Do the villagers think that the mine awareness training will help them to reduce the risk in the 

village?    Yes         No    Please explain............................................................................. 

……………………………………………………………………………………………………………… 
Would they like to attend more mine awareness presentations?  Yes      No  

Comments..................................................................................................................................... 

For villagers who did not attend the presentation, what were the main reasons given? 

....................................................................................................................................................... 

8.        TMO Assessment 

Based on the above report, what are the main strengths of this Mine Awareness team? 

...............................................................................................................................................……. 

What are the main areas of the Mine Awareness teamwork that need improvement?.................... 
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......................................................................................................................................................... 

What recommendations have been made to the Mine Awareness team to improve their work? 

......................................................................................................................................................... 

Is any specific refresher training required for this Mine Awareness team?...................................... 

.......................................................................................................................................................... 

Training and Monitoring Officers fill in the following table to indicate how you will follow-up this 
monitoring report in terms of providing technical support, mentoring and training to this Mine 
Awareness team: 

Skill Area to be Improved Recommended Training or Mentoring How and When 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

9. Signatures of Training and Monitoring Officers 

 

Name.............................................  Name......................................... 

Position........................................  Position..................................... 

Date...............................................  Date........................................... 
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1.9.15 Provincial Coordinator weekly workplan 
 

PROVINCIAL COORDINATOR 

WEEKLY WORK PLAN 
Ref: MRE PC 01 

Month: ...............................................  Week No: ……………. 

From..............................  To.............................   Province: .......................................................  

Activities Planned Period 
From - To 

Location  
Serial 
No. 

  District Sub-
district 

Village Regional 
Office 

 

 

      

  

 

     

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

Approved by:      Prepared by: 

 

Name:..................................................   Name:............................................ 

Position:...............................................    Position:......................................... 

Date:....................................................   Date:............................................... 
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1.9.16 Provincial Coordinator monthly operations report 

PROVINCIAL COORDINATOR 

MONTHLY OPERATIONS REPORT 
Ref: MRE PC 02 

 

The Monthly Operations Report (MRE PC 02) is to be completed by each Provincial Coordinator 
on a monthly basis.  It summarises monthly project operations based on project reports and field 
visits made by the Provincial Coordinators (see MRE SOPs, Section 1.8). 

1. Introduction 

Reporting Period:   Month...............................   Year...................................  

Province: ..................................................................  

2. Methods of information collection 

Field visit & observation         Mine Awareness team interview     

District Focal Point interview   Meetings with authorities   

Meetings with other MAC units      Meetings with NGOs   

Review of Mine Awareness team reports       Specify........................................................ 

Review of District Focal Point reports     Specify........................................................ 

3. Staff Coordination 

Have all the MRE staff within the province submitted their report forms for the month?  

Yes       No       Please comment............................................................................................ 

……………………………………………………………………………………………………………… 

Have any problems arisen with the reporting system this month?      Yes   No   

Please comment............................................................................................................................ 

Please outline any monitoring trips you have undertaken this month and the main issues arising 
from these trips. 

........................................................................................................................................................ 

........................................................................................................................................................ 

…..................................................................................................................................................... 

........................................................................................................................................................ 

......................................................................................................................................................... 

Was a staff meeting held this month with the District Focal Points?     Yes  No  

If yes, please attach the meeting minutes.  If no, explain why...................................................... 

........................................................................................................................................................ 

........................................................................................................................................................ 
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Please provide information on any other MAC meetings attended, visitors received or other 
activities of relevance 

Date Meeting/Event Who was involved Comments 

  
 
 

  

  
 

  

  
 

  

  
 

  

 

4.           Integration with other Mine Action units 

During this month, how many requests to other mine action sectors have been submitted by the 
District Focal Point (DFP) or Mine Awareness team (MAT) since the last reporting period? 

By whom No. of Requests Date of 
request 

Location 

(District & village) DFP MAT EOD Marking Demining 

Completed 

(Date) 

Pending 

         

         

         

         

         

         

         

         

         

TOTAL         

 
Have any problems been encountered by the MRE staff when working with other Mine Action 
units this month?    Yes  No        If yes, please explain....................................... 

....................................................................................................................................................... 

Please give details of any other collaboration between the MRE project and other Mine Action 
units that have occurred this month. 

........................................................................................................................................................ 

5.            Integration with Disability Services 

How many disability referrals have been made and facilitated by the District Focal Point this 
month? 

District:.................................................... No of referrals...................................................... 

District:.................................................... No of referrals....................................................... 

District:.................................................... No of referrals....................................................... 
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Please comment on any problems that have arisen in terms of disability referral (communication 
difficulties, transport problems, hospital waiting lists etc.) 

.................................................................................................................................................... 

....................................................................................................................................................... 

Have any mine or ERW incidents occurred in the target villages this month?   Yes     No   
If yes, please give details below: 

Incident Details Village Sub-district & 
District 

Mine/UXO # Killed # Injured Total Activity at time NMAA 
informed 

        

        

        

        

        

 

6.         Integration with NGOs 

Please give details of the NGO meetings you have attended this month. 

.................................................................................................................................................. 

................................................................................................................................................. 

Have any successful links been made between the MRE project and NGOs this month? 

Yes        No      If yes, please explain what links have been made................................. 

.................................................................................................................................................. 

.................................................................................................................................................. 

Please provide an update on any ongoing development activities in MRE target villages, including 
those undertaken by villagers themselves or those initiated in collaboration with outside 
organisations.  (Make sure you include location specifics, the project type and the name of any 
involved organisations).  

................................................................................................................................................. 

...................................................................................................................................................... 

....................................................................................................................................................... 

 

7.        Signatures 

Provincial Coordinator:                                         Approved by: 

Name:.........................................................  Name:...................................................... 

Position:.....................................................  Position:................................................. 

Date:............................................................  Date:....................................................... 
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1.9.17 MRE Community Action Plan Format 

MRE COMMUNITY ACTION PLAN 
 

Village:...........................             Sub-district:..................................  

District:...........................            Province:........................... 

Activities/Tasks By Whom When How 
 

 

 

 

 

   

 

 

 

 

 

 

   

 

 

 

 

 

 

   

 

 

 

   

 

 

 

 

Prepared By:   Verified By:    Approved By: 

Village Mine/UXO Committee Sub-District Mine/UXO Committee District Mine/UXO 
Committee 

Names:............................... Names:............................ Names:........................... 

 ........................................  ......................................... ....................................... 

Date:  ............................... Date:  ............................. Date:   ................................. 
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1.9.18 District representative list 

MRE DISTRICT REPRESENTATIVE LISTS 
 

District: ............................. Province:............................... 

Village Name Age Sex Occupation Started date Review date 
 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

The above candidates have been selected by the District Focal Point of the MRE project and are 
put forward as the MRE Committee representatives.     

 

Prepared by:  Name:.......................... Function: District Focal Point    

Sub-District No. : ...................................         Date: ......................./ ................../ …………..  

 

The undersigned has seen and agreed the selections made by the MRE District Focal Point.  

Date: ................/...................../………….. 

MRE Project Manager ................................ 
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1.9.19 Mine Awareness team weekly workplan 

MINE AWARENESS TEAM 

WEEKLY WORK PLAN 

Ref: MRE Mine Awareness team01 

 

Month:.................................................................  Week:  From.......................To............................  

Province: ...........................................................  Team Leader:.................................................. 

Location Activities  

Serial 
no. 

District Sub-
district 

Village 

 

Date Needs 
Assessment 

House 
& 

Field 
Visits 

Presentation 

Day/Night 

Follow-
up 

 

Requested 
by 

 

Comments 

 

 

          

 

 

          

 

 

          

 

 

          

 

 

          

 

 

          

 

 

          

 

 

          

Total           

 
Approved by:     Prepared by: 

Name:...............................................  Name:........................................................ 

Position:...........................................  Position:................................................... 

Date:................................................  Date:......................................................... 
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1.9.20 Mine Awareness team needs assessment report form 

MINE AWARENESS TEAM 

NEEDS ASSESSMENT REPORT FORM 

Ref: MRE Mine Awareness team02 

A Needs Assessment Report form should be completed for each village by Mine Awareness 
Teams before mine awareness/risk reduction education is provided.  The information collected on 
the form should be used to design relevant mine awareness presentations for each village (see 
MRE SOPs, Section 1.8). 

1. Assessment information 

Date of visit:.............................. Mine Awareness team Leader:................................... 

Village:............................................................ Village Code:.................................... 

Sub-district:...................................................... District:............................................... 

Province:........................................................ 

2. Methods of data collection 

Interview with village authorities:      Specify..................................................................... 

Interviews with villagers:      Specify..................................................................... 

Focus group discussions:     Specify...................................................................... 

Sketch map:       (Please attach copy of map) 

District Focal Point information   

Mine/ERW Committee information  

3. Village statistics 

Village Population:........................................ Number of Families:.................................... 

No. of Men............. No. of Women...............    No. of Children................. 

No. of Children in School................. Number of Children out of School:............... 

4. Mine/ERW situation in the village 

What is the mine/ERW problem in the village?    

Mines         UXO       AXO   IED         None  

What are the main types of mines in the village? ...................................................................... 

What are the main types of ERW in the village? ......................................................................... 

Where are the ERW in relation to the village? Please describe the locations............................... 

.......................................................................................................................................................... 

Are the minefields close to the village? Please describe the location....................................... 

.......................................................................................................................................................... 

Are the Hazardous areas marked?    Yes    No    Some   
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Are there any families in the village who do not know about the hazards?   Yes     No   

Please comment ............................................................................................................................. 

How many mine/ERW accidents have happened in this area (last 3 years)? ............................. 

How many people have been killed? Men................ Women..................   Children............. 

How many people have been injured? Men................. Women.................    Children............. 

What activities were these people doing when the accidents happened?................................... 

.......................................................................................................................................................... 

......................................................................................................................................................... 

5. Village livelihoods 

What are the main livelihood activities in the village? ............................................................... 

......................................................................................................................................................... 

Which of these activities take people into mined/ERW areas? ................................................... 

......................................................................................................................................................... 

Who are the people who take risks with mines and/or ERW in the village?  What activities do they 
do that are high risk?   

......................................................................................................................................................... 

........................................................................................................................................................... 

......................................................................................................................................................... 

What times of day are these people in the village?...................................................................... 

6. Mine Awareness history 

Has there ever been mine awareness activities in the village?    Yes       No   
Which organisation conducted these activities?.................................. Year..................... 

What activities?............................................................................................................................. 

6.4 What mine awareness messages do the villagers remember? ........................................... 

.......................................................................................................................................................... 

7. Mine Action history 

Have any mine action organisations carried out survey, marking or clearance in the village?   

Yes      No      Please explain ..................................................................................... 

.................................................................................................................................................. 

8. Other organisations 

8.1 Are there any NGOs working in the village?              Yes      No    
8.2 What activities are they doing? 
............................................................................................... 

8.3 Can mine awareness information be useful for this NGO?   Yes         No  

GENERIC SOPS: Annex A: MRE –  Page: 137   



 

Please 
explain....................................................................................................................................... 

9.         Village Conditions 

Is the village accessible in the dry season?     Yes          No     

In the wet season?         Yes          No  

Is the security in the village good?      Yes          No  

Is it possible to set up a Mine Awareness team presentation at night?    Yes              No  
Does the village have suitable public locations in which to hold a mine awareness presentation?   

Yes       No Please explain............................................................................................. 

10.         Presentation Planning 

10.1 What mine awareness lessons and teaching methods will the Mine Awareness teamuse 
for mine awareness/risk reduction education in this village? 

Lessons      Teaching Methods 

..................................................................    ...................................................................... 

.................................................................. ....................................................................... 

.................................................................. ....................................................................... 

.................................................................. ........................................................................ 

................................................................... ......................................................................... 

Who are the main high-risk groups of people that the Mine Awareness team will target for mine 
awareness education?................................................................................................................... 

....................................................................................................................................................... 

What date and what time of day will the presentation(s) be conducted?   

Date                 Time of Day 

............................................................                 ....................................................................... 

............................................................  ...................................................................... 

11. Signatures of responsible Mine Awareness teammembers 

 

Name: .............................................................. Name:........................................................ 

Position:............................................................ Position:..................................................... 

Date:.................................................................. Date:........................................................... 

 

Name: .............................................................. Name:........................................................ 

Position:............................................................ Position:..................................................... 

Date:.................................................................. Date:........................................................... 
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1.9.21 Mine Awareness team follow up reports 

 

MINE AWARENESS TEAM (MAT) 

FOLLOW-UP REPORT FORM 

Ref: MRE MAT 03 

 

A Follow-Up report form should be completed when the Mine Awareness team returns to villages 
where it has previously conducted mine awareness education. The report form should tell the 
Mine Awareness team whether further mine awareness education is required, and how successful 
the previous mine awareness sessions were (see MRE SOPs, Section 1.8). 

 

1. Follow up information 

Date of visit:....................................... Mine Awareness team leader:........................... 

Village:................................................ Village Code:.............................. 

Sub-district:......................................... District:........................................ 

Province:.............................................  

2. Methods for data collection 

Interview with village authorities:     Specify...................................................................... 

Interviews with villagers:       Specify...................................................................... 

Focus group discussions:       Specify......................................................................... 

District Focal Point information       

Mine/UXO Committee information  

3. Previous Mine Awareness Education 

When did the Mine Awareness team conduct Mine Awareness education in this village? 
Date:............................ 

What lessons were taught and what teaching methods were used? ....................................... 

.................................................................................................................................................. 

................................................................................................................................................. 

Who were the main high-risk groups targeted in the mine awareness education? ................... 

................................................................................................................................................ 

How many households were visited during the house and field visits?...................................... 

How many people attended the mine awareness presentations?.............................................. 

When were the presentations conducted?   

During the day   At night     Both during the day and at night   

How many mine/UXO report forms were completed? ............................................................. 
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4. Mine/ERW knowledge 

What messages can the villagers remember from the mine awareness education? ................ 

................................................................................................................................................... 

What messages do the villagers not have a clear understanding of?........................................ 

.................................................................................................................................................... 

Is there evidence in the village that villagers are practising safer behaviour?    Yes      No  

Please give examples................................................................................................................. 

4.4 Are the posters and flyers still evident in the village?     Yes      No   

5. Risk reduction 

Have there been any accidents in or around the village since the mine awareness presentation? 

Yes      No       

If yes, give details below. 

Report to 
NMAA 

No. Date of 
accident 

Name of casualty Sex & 
Age 

Mine or 
ERW 

Activity at time of 
accident 

Nature of 
Injury 

Yes No 

         

         

         

         

 

Have the villagers who were conducting high-risk activities stopped these activities?      

Yes       No    

Please explain................................................................................................................................. 

......................................................................................................................................................... 

6. Mine Action follow up 

What mine action services have been provided in the village since the last Mine Awareness team 
visit? 

Service Date Requested Action taken Date Pending Follow-up Required 

EOD  

 

    

Demining  

 

    

Marking  

 

    

Other      
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Have any problems been encountered in requesting other mine action services?  Yes    No  
Please explain......................................................................................................................... 

7. Other organisations 

Were there any NGOs working in the village at the time of the last Mine Awareness team visit? 

Yes    No    

Have they been able to promote mine awareness messages in the village?   Yes    No    
Please explain............................................................................................................................ 

.................................................................................................................................................... 

8. Mine Awareness team assessment 

Is there a need for further MA education in this village?    Yes       No     

What appear to have been the strengths of the last mine awareness training?........................... 

......................................................................................................................................................    

What appear to have been the weaknesses?............................................................................... 

....................................................................................................................................................... 

How can the mine awareness training be improved for this village?............................................. 

....................................................................................................................................................... 

....................................................................................................................................................... 

What is the planned date and time for the next mine awareness presentation in this village? 

Date.......................................  Time(s)................................................ 

9. Signatures of responsible Mine Awareness team members 

 

Name: .............................................................. Name:........................................................ 

Position:............................................................ Position:..................................................... 

Date:.................................................................. Date:........................................................... 

 

 

Name: .............................................................. Name:........................................................ 

Position:............................................................ Position:..................................................... 

Date:.................................................................. Date:........................................................... 
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1.9.22 MRE Staff Appraisal Form 

MRE STAFF APPRAISAL 
(Complete at six month intervals) 

 

The MRE Staff Appraisal Form is designed to allow a regular review of staff performance over a 
period of six months.  It is intended that the form be completed in a participatory manner with the 
full involvement of both the appraiser and the employee.  The completion of the form should be 
based on discussions between the appraiser and the employee focusing on the results achieved, 
the areas of strength and the areas that need improvement.  This appraisal form can be used in 
conjunction with the NMAA or MAC’s Personnel Evaluation reports.  The time spent for one 
appraisal should be no more than two hours. 

Objectives: 

• To identify staff responsibilities and to set individual objectives; 
• To identify staff strengths and areas needing improvement; 
• To identify appropriate training or mentoring to address staff needs; and 
• To provide staff an opportunity to discuss their expectations, concerns and ideas about 

their specific work role or the overall project. 
 

Name of Employee: 

 

Unit: 

 

Project: 

Position: 

 

ID Card: 

 

Grade: 

 

Start date: 

 

Time in present position: 

Period Under Review: 

 

Date of Appraisal: 

 

Name of Appraiser(s): Length of time supervising employee: 

 

From:                                  To: 

 

From:                                  To: 

 

Date of last appraisal: Next appraisal due: 
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Section One 

Responsibilities 

 

Primary Areas of Responsibility 

The four primary areas of responsibility should be listed in the four boxes on the left-hand side.  
These should be taken from the employee's job description, and jointly agreed upon by the 
appraiser and the employee. 

The appraiser and employee should discuss the responsibilities and the extent to which the 
employee has managed to fulfil these responsibilities.   

In the boxes on the right-hand side, the appraiser should write comments regarding the 
employee's performance for each primary area of responsibility. 

Primary area of responsibility Comments on performance 
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Section Two 

Employee's capabilities 

 
The employee and appraiser should discuss the different skills and capabilities listed in the left-
hand column (using the bullet points as a guide). The appraiser should write down comments 
concerning the employees' performance in each of these areas in the right-hand column. 

Capabilities and Skills Comments on Performance 

Planning: This includes: 
• Establishes objectives, prioritises and 

implements activities effectively; 
• Meet schedules and deadlines; 
• Uses time and resources efficiently; and 
• Produces high quality work based on plans. 

 

 

 

 

Initiative: This includes: 
• Initiates new ideas and methods; 
• Actively seeks opportunities for professional 

development; and 
• Requires minimal supervision or direction. 

 

 

 

Problem solving & decision making: This 
includes: 

• Identifies problems and provides potential 
solutions; 

• Demonstrates ability to make and act upon 
decisions; and 

• Demonstrates good analytical and 
judgement skills. 

 

 

 

 

 

Team work: This includes: 
• Works well with others and respects the 

contribution of each; 
• Plans and implements work in cooperation 

with others; and 
• Ensures that decisions are implemented with 

agreement of all team members. 

 

 

 

 

 

Verbal and written communication: This includes: 
• Listens to the opinions and ideas of others; 
• Provides good written reports and other 

documents; and 
• Communicates in an appropriate verbal 

manner at all times. 

 

 

 

 

Adaptation and flexibility: This includes: 
• Demonstrates a willingness to change and 

try new options; 
• Exhibits resourcefulness, innovation and 

flexibility; and 

 

• Maintains professionalism even under 
difficult and stressful situations. 
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Section Three 

Individual Objectives 

 

Individual objectives 

The employee and appraiser should discuss and set up to four individual objectives for the 
employee. The objectives should address areas that both employee and appraiser feel need 
improvement, with the intention that by working towards the objective, the employee will begin to 
develop skills and capacity in these formerly weak areas.   

During the first appraisal, the appraiser will write the agreed upon objectives in the box at the 
bottom of the page (objectives for the next six months).  During the next appraisal, these 
objectives will be reviewed using the top box, and new objectives will be set in the bottom box. 

Objectives set Progress in achieving objectives 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Comments from the Appraiser: 
………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………… 
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Objectives for the next six months 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

 

Section Four 

Staff development and training plan 

 
Based on the discussions and the information completed in sections two and three, the appraiser 
should provide a summary of the employee's main strengths and the areas needing improvement.  
If it is felt training or mentoring could help to address the areas needing improvement, then details 
about this should be noted in the boxes below. 

Employee's strengths Areas needing improvement 
 

1. 

2. 

3. 

 

1. 

2. 

4. 

3. 

4. 

Recommended training or mentoring during the 
next six months. 

How will this training or mentoring by organised 
and by whom? 
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Section Five 
Employee's Comments on Performance 

Do you agree with the appraisal?             Yes                  Mostly                No      

 

Comments and Feedback (expectations, concerns and suggestions) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signatures:  Appraiser………………………….   Date…………………….. 

   Appraiser....................................              Date............................... 

   Employee………………………… Date…………………….. 
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1.9.23 Project Manager and Project Officer report forms 
Project Manager and Project Officer 
Tool How & When To Whom Purposes 
MRE Monthly Productivity 
Report 
 

At the end of each month Project Officer to NMAA or 
MAC Operations 
Coordinator and MRE 
Project Manager  

To summarise the monthly 
productivity of the MRE 
project. This information 
may then be included in 
other NMAA or MAC 
progress reports. 

Mine Awareness team 
Monthly Productivity Report 
 

At the end of each month Project Officer to NMAA or 
MAC Operations 
Coordinator and MRE 
Project Manager  

To summarise the monthly 
productivity of the Mine 
Awareness team, 
combining overall figures 
for the Mine Awareness 
team presentations. 

Mine Awareness team 
Monthly Productivity Report 
detailing presentations 
 

At the end of each month Project Officer to Project 
Manager  

To summarise the monthly 
productivity of the Mine 
Awareness team, 
combining overall figures 
for the Mine Awareness 
team presentations. 

Monthly Work Plans 
. 

At the start of each month Project Manager  and 
Project Officer to submit to 
NMAA or MAC Operations 
Coordinator and copy to 
each other. 

To lay out the plan of work 
for the Project Manager  
and Project Officer. This 
inform the line managers of 
work plans and presents a 
plan against which activities 
can be measured. 

Monthly Activity Reports 
 

At the end of each month Project Manager  and 
Project Officer to submit to 
NMAA or MAC Operations 
Coordinator and copy to 
each other. 

This report records the 
activities of the Project 
Manager  and Project 
Officer over the month. It 
can be compared to the 
monthly work plans. 

MRE Monthly Narrative 
Report 
 

At the end of each month Project Officer to Project 
Manager with a copy to 
NMAA or MAC Operations 
Coordinator.   

A monthly narrative report 
that will outline the MRE 
project progress towards 
project objectives 

MRE HQ Monitoring Forms 
 

Routine for every 
monitoring trip 

Project Manager  and 
Project Officer to copy for 
each other and NMAA or 
MAC Operations 
Coordinator. 

A format report to allow 
Project Manager and 
Project Officer to outline the 
purpose, the main 
activities, the 
recommendations and 
follow-up required for each 
monitoring trip. 

MRE Quarterly Productivity 
Report 
 

On a quarterly basis (every 
3 months) 

Project Officer to Project 
Manager with a copy to 
NMAA or MAC Operations 
Coordinator.   

To summarise the quarterly 
productivity of the MRE 
project for the Quarterly 
Productivity Report. 

MRE Bi-Annual Project 
Report 
 

Every six months Project Manager to the 
NMAA or MAC Operations 
Coordinator and donors. 

A bi-annual report that  
measures project progress 
against the Management 
workplan. 

Project Manager to the 
NMAA or MAC Operations 
Coordinator and donors. 

MRE Annual Project Report Every year 
 
 

A yearly report that 
measures progress against 
the Management workplan. 
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1.9.24 Training and Monitoring Officers report forms 
Training and Monitoring Officers 
Tool How & when To whom Purposes 
Training and 
Monitoring Officers 
Weekly Work Plan 
 

At the beginning of 
each week 

Training and Monitoring 
Officers to MRE Project 
Officer with a copy to 
RMAC Manager and PC 

To lay out the plan of work for the week.  It 
will inform line managers of workplans and 
set a plan against which activities can be 
measured. 

Technical Monitoring 
Report 
 

A routine report to 
be filled in when 
monitoring MRE 
staff and Mine 
Awareness team 

Training and Monitoring 
Officers to MRE Project 
Officer with a copy to 
Provincial Coordinator 
and NMAA or MAC. 

A report recording the technical abilities of 
the MRE staff and making 
recommendations for improvement, 
including mentoring and training. 

Evaluation Report 
 

A summary report 
to be completed 
every three months 

Training and Monitoring 
Officers to MRE Project 
Officer with a copy to 
Provincial Coordinator 
and NMAA or MAC. 

This report provides a quarterly summary 
of the technical aspects of the MRE 
project.  It draws on the comments in the 
technical monitoring report and takes into 
account any training that has been 
undertaken. 

At the end of each 
month 

Training and Monitoring 
Officers to MRE Project 
Officer with a copy to 
Provincial Coordinator 
and NMAA or MAC. 

Training and 
Monitoring Officers 
Monthly Activity 
Report 
 

This report records the work activities for 
the month. It records progress in terms of 
activities and can be compared to the 
weekly workplan. 

 

1.9.25 Provincial Coordinator report forms 
Provincial Coordinators 
Tool How & When To Whom Purposes 
Provincial Coordinator 
Weekly Work Plan 
 

At the beginning 
of each week 

Provincial Coordinator to 
the NMAA or MAC 
Operations Coordinator 
with a copy to MRE 
Project Officer. 

To lay out the plan of work for the week.  It 
will inform line managers of workplans and 
also set a plan against which actual 
activities can be measured. 

Provincial Coordinator 
Monthly Operations 
Report 
 

At the end of 
every month 

Provincial Coordinator to 
the NMAA or MAC 
Operations Coordinator 
with a copy to MRE 
Project Officer. 

This report summarises the main 
operational aspects of the MRE project 
every month. It also includes information 
from the Provincial Coordinator’s 
monitoring visits. 

Provincial Coordinator 
Monthly Activity Report 
 

At the end of each 
month 

Provincial Coordinator to 
the NMAA or MAC 
Operations Coordinator 
with a copy to MRE 
Project Officer. 

This report records the activities of the 
Provincial Coordinator for the month.  It 
can be compared to the weekly workplan. 

Provincial Coordinator 
Monthly Productivity 
Report 

At the end of each 
month 

Provincial Coordinator to 
the NMAA or MAC 
Operations Coordinator 
with a copy to MRE 
Project Officer. 

This report records the achievements in 
terms of the productivity of the MRE project 
by summarising information from the Mine 
Awareness team and District Focal Point 
activity reports. 
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1.9.26 District Focal Point report forms 

District Focal Points 
Tool How & When To Whom Purposes 
District Focal Point 
Weekly Work Plan 
 

At the beginning 
of each week 

District Focal Point to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

To lay out the plan of work for the week.  
To inform line managers of workplans and 
also to set a plan against which actual 
activities can be measured. 

District Focal Point 
Village Assessment 
Form 
 

Routine form to be 
filled in on arrival 
in a new village 

District Focal Point to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers and 
Project Officer. 

This report form is used during an initial 
visit to a village.  It records information on 
the mine/ERW situation, the accident rate 
and the predisposition of the community 
towards Mine risk education and 
Mine/ERW committee creation. 

District Focal Point 
Follow-up Report 
 

After a three-
month period of 
work in a target 
village 

District Focal Point to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers and 
Project Officer. 

This report records progress within the 
target village. It records the activities that 
have been undertaken such as the 
formation of mine/ERW committees, the 
completion of EOD/MT requests etc. 

District Focal Point 
Monthly Activity Report 

At the end of each 
month 

District Focal Point to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

 

This report records the work activities for 
the month showing progress in terms of 
activities and can be compared to the 
weekly workplan. 

 

1.9.27 Mine Awareness team report forms 
Mine Awareness team Team 
Tool How & When To Whom Purposes 
Mine Awareness team 
Weekly Work Plan 
 

At the beginning 
of each week. 

Mine Awareness team to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

To lay out the plan of work for the week.  It 
informs the line managers of workplans 
and sets a plan against which the actual 
activities can be measured. 

Mine Awareness team 
Needs Assessment 
Report 
 

Routine, before 
providing Mine 
Awareness to a 
village. 

Mine Awareness team to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

This assessment report records the need 
for mine awareness training in a village. It 
includes information about the mine/ERW 
risk, the livelihoods of the people, 
identification of high-risk people etc. 

Mine Awareness team 
Follow-up Report 
 

Routine, when the 
Mine Awareness 
team returns to a 
village where they 
have conducted 
mine awareness 
previously. 

Mine Awareness team to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

This form record any improvements in the 
knowledge and behaviour of villagers who 
have attended mine awareness education 
and will allow the Mine Awareness team to 
prepare for a new presentation. 

At the end of each 
week. 

Mine Awareness team to 
Provincial Coordinator 
with copy to Training and 
Monitoring Officers. 

This report records the weekly numbers of 
villages visited, lessons given, and 
participants.  The Provincial Coordinator 
summarises the information into a monthly 
productivity report for the Project Officer 
and NMAA or MAC. 

Mine Awareness team 
Weekly Activity Report 
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2. Stand-alone community MRE   
Community Mine Risk Education (MRE) is primarily concerned with finding means to change the 
behaviour of the recipients so that they do not take unnecessary risks. Just as in demining, it is 
not always possible to remove all risk. Education should enable the people taking a risk to know 
what they are doing and so avoid taking risks that they understand are unnecessary. Adult 
audiences should be given all the available information about the risk in a manner that is 
appropriate for the culture and context. Children should be given the information that is 
appropriate for their age group. 

Community Mine Risk Education covers the following main topics. 

1. Community Liaison; 

2. Hazards that may be in the area; 

3. Indications that an area may be hazardous; 

4. The consequences of handling mines and ERW; 

5. How to report hazardous devices; 

6. Official hazardous area marking; 

7. Improvised hazardous area marking that may be used; 

8. The need to avoid areas where demining is being conducted; 

9. How to contact the authorities about concerns; 

10. How to contact the deminers working in an area; and 

11. The integration of MRE materials into the school curriculum. 

These must be adjusted for the context and materials specific for the area of use should be 
created. The list may need to be extended when MRE is conducted as a separate programme. 

Training must be designed to alter dangerous behaviour and to reinforce safe behaviour. The day-
to-day activities of the people receiving instruction are relevant and should feature as “normality” 
in the training. The aim is not simply to deliver lessons covering what must be known, but to 
deliver the lessons in a way that makes the lessons memorable and makes them affect the 
audience in the desired way. In many cases, an important secondary aim is to deliver the training 
in a manner that can be disseminated more widely by the recipients. 

The main recipients of MRE can usefully be divided into: 

• Adults – foreign; 

• Adults – local; 

• Children 12 years to adult (in some cultures these must be treated as adult); and 

• Children up to 12 years. 

The division mark a difference in approach, lessons that can be learned and the content of the 
training materials that are used. 

The teaching materials used in any one country should be tailored for that country, and usually for 
the local area where the MRE is delivered. Pictorial and film resources with a voice overlay or 
printed text can be very versatile because they allow the MRE Specialist to use them in a wide 
variety of appropriate ways. Whenever possible, text should be translated into an accessible 
language for the literate. Producing text in parallel translation can be very useful, allowing the 
resource to be more widely used at the same time as making it attractive as a language teaching 
resource.  
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 NOTE: Care must be taken to ensure that translations are accurate. Inaccurate, ambiguous or 
misleading translation (or other content) can give a contrary message to that intended.   

2.1 Planning 
Community MRE activity must be carefully planned. Planning should detail the messages that 
must be passed on, the varied ways in which this will be achieved in detailed lesson plans, and 
how the success of the effort can be internally assessed. 

The MRE plan should be formulated in collaboration with any effective NMAA MRE programme 
that is in place. Whenever appropriate, it should be linked to other community development 
initiatives. 

The Community MRE plan should: 

a) be integrated into any NMAA MRE strategy that exists and with all relevant national 
humanitarian and development strategies; 

b) reflect the priorities of the organisations and people involved (such as NMAA, donors, 
communities, women, children, minorities, village deminers, persons with disabilities and 
other Aid agencies); 

c) reflect the real risks that the mine or ERW hazards pose to the people (avoiding alerting 
people to hazards that are not in their area); 

d) take into account the risk of any negative side effects generated by the activities; 

e) be culturally appropriate and use appropriate means of communication; 

f) draw on lessons learned through other relevant MRE programmes; 

g) avoid reinforcing social biases; 

h) include details of the internal reporting procedures for reporting; and 

i) be realistic and flexible. 

2.1.1 The Community MRE plan 
Unless otherwise directed as part of a coherent National MRE strategy, the MRE Specialist must 
devise a written MRE plan for each working area that is designed to attract the attention of all 
those people at risk, whatever age they are. In some cases it may be appropriate to target 
children separately and design the sessions so that the children have material to take home and 
spread the message to older relatives. 

1. The first priority is for persons new to the area to be told about the places that are 
believed to be hazardous, and about the area marking that may be present. 

2. The second priority it to let all people know as much as possible about the nature of the 
hazards, and the ways to limit risk as they go about their daily life. 

The range of MRE messages listed in Part 4 of this Chapter provide a starting point for the 
detailed content of the MRE plan. It will rarely be appropriate to try to get all of the messages 
across. Each area is different, and new messages must be added when appropriate. The MRE 
Specialist should draw together the lessons that can be learned from previous experience in the 
district, including from other country programmes and projects. Negative lessons can be as useful as 
positive ones. 

The Community MRE Plan must fit in any National Plan and any general “public awareness” work that 
is conducted through the media and so accessible to the MRE recipients. 
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Messages may be delivered by telling stories and asking the audience to draw the conclusions. 
They can also be delivered through games, role-play and by relating true stories about mine and 
MRE victims. Lectures with slide-shows or films/videos can also be effective. All delivery methods 
must be tailored for the culture and sophistication of the audience. 

Generally, actual mines should not be used with unsophisticated audiences because it may 
encourage some to believe that mines can be safely touched and handled. Photographs of real 
mines and ERW in a context similar to the local surroundings and in the kind of condition that they 
may be found in can be just as effective. Replicas of mines can be used to show scale when that 
is desirable. Real examples of other mined area indicators (not mines) can be used because 
handling items makes the lesson more memorable. 

With sophisticated audiences, especially educated ex-patriots, FFE examples of mines and ERW 
may be used. 

2.2 Community MRE delivery 
Mine Risk education must be delivered in a manner that is appropriate for the context. In many 
cases, it will be appropriate to use local administrative, religious or social groupings as a forum for 
delivery to adults. Schools and religious centres can provide a suitable forum for children. When 
these are used, care must be taken not to displace the standing of the existing teachers and 
leaders. In many cases they can be used to help to ensure an accurate understanding and uptake 
of the content. When appropriate, the delivery of MRE sessions may be conducted entirely 
through them. This furthers the general principle of empowering communities through participation 
whenever possible. While respecting social norms and remembering that MRE is the main aim, 
the guiding humanitarian principles behind Mine Action must be remembered and care must be 
taken to promote gender equality, disabled rights and respect for ethnic diversity at all times.  

When displaced persons are in holding centres, camps, or temporary accommodation, they are 
usually the highest priority for MRE. Displaced persons are new to the area and will not know the 
hazards in that district. Local people often believe that the hazards are obvious and so fail to pass 
on information that may be vital for their safety. In some cases local people may resent the 
presence of newcomers and deliberately keep them in ignorance, or even mislead them. Pressure 
for limited resources and cultural/ethnic differences can make this understandable, and the MRE 
staff must seek to understand the complexities of social interaction in the specific context, finding 
creative ways to move beyond them. 

When there are long-term residents in an area where MRE will be conducted, the residents can 
be the most useful source of information about the hazards in an area. By respecting their input 
and publicly adjusting MRE content to include their information, barriers to information sharing can 
be reduced and social bonds enhanced. Involving newcomers and long-term residents in the 
same MRE activities and games can also give positive experience that erodes perceived 
“differences”. 

MRE is not a soft option for staff unable to work in more physical aspects of demining. A good 
MRE Specialist must be: 

1. A surveyor, gathering new information about the hazards in the area; 

2. A skilled teacher – able to impart information in ways that ensure retention; 

3. A teaching technician able to gather or produce appropriate teaching materials; 

4. A social anthropologist , understanding and using local politics without judgement; and 

5. A liaison officer providing links between the community and all Mine Action activity 
(including victim support). 
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Language is usually a constraint. Even when the MRE Officer speaks the language of the local 
people fluently, they must restrict their vocabulary and ensure that they message is presented as 
simply as possible. Because of this, pictures (preferably large photographs) can be essential 
teaching aids. Computer printed photographs that are encapsulated in plastic so that they can be 
passed around and studied are essential teaching aids. Whenever possible, those pictures should 
include a few photographs taken locally so that the relevance of the lesson to the working district 
is stressed.  

2.3 Internal QA of Community MRE 
Internal QA of Community MRE should be tailored to fit in with any NMAA External QA of MRE 
activities that will take place. Whether or not external QA is conducted, the MRE plan must also 
include an element of internal QA that allows the effectiveness of the MRE to be assessed. The 
level of sophistication of the QA will vary according to the funds available for MRE. At its simplest, 
it may be simply asking people questions at a later date. The questions should be designed to find 
out how many of the MRE messages they remember, and how their behaviour has changed.  

Generally, judging the effectiveness of MRE by reference to a reduction in accidents is not helpful 
because there is no way of knowing whether the MRE was the cause of the reduction. However, if 
there is an increase in the number of accidents, the effectiveness of the MRE should be 
questioned and new strategies for effecting behavioural changes developed.  

2.4 MRE Messages 
After informing people of all known hazardous areas in places where they are active, and the 
marking that is used, using a selection of generic MRE messages can be useful. The messages 
must be selected to suit the needs of the recipients. 

Generic messages: 
• Towns and villages along the major roads may have been protected with minefields. 
• Improvised devices can look innocent.  
• If you find something unusual that appears to have been deliberately concealed, do not 

touch it. 
• Even if a device seems to old or broken, it may still be dangerous. 
• Some devices are designed to detonate if disturbed. 
• Mines are made in a great variety of shapes and sizes. 
• The pressure plate of some mines is very small. 
• In most cases mines are not visible but even when they are it can be very hard to spot 

them. 
• When travelling in an unknown area, keep to paths and roads.  
• Although there has not been fighting in an area for a long time, that does not mean that 

the area is safe. 
• If something makes you curious, it may have been left there to deliberately tempt you into 

a dangerous area. 
• Water can move mines from the place they were laid. 
• When mines are placed on a hill, the area below the minefield may also be dangerous. 
• Mined areas rarely have clear boundaries and should be avoided by a wide margin 

whenever possible. 
• Places where fighting took place may be dangerous.  
• Do not investigate objects left over from the war. 
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• If there is one military item around there may be more. Because one item is harmless, that 
does not mean that the next item will be. 

• Look carefully and you may see informal warning signs left by other people. 
• If there are parts of damaged mines around, there will probably be live mines too. 
• Do not assume that a place that was safe some time ago will still be safe. 
• If you must move in unknown areas, you should look around for signs of danger all the 

time even when on a path or road. 
• Mines are not easy to see even when they are clearly visible. 
• Always use well-worn paths when they approach towns, buildings, power lines and public 

works like dams. 

2.4.1 Why mines were placed 
By understanding why mines were placed, it is possible to predict typical places where they may 
be found. 

Mines are placed for the following reasons: 
• Defensive – military; 
• Defensive – infrastructure to defend power lines, bridges, buildings, railway lines, 

observation points, etc.;  
• Defensive – to defend crops and settlements; 
• Defensive – civilian, around towns and villages; 
• Channelling – using the mines to oblige the enemy to use a certain route where firepower 

is then concentrated;  
• Route denial – preventing the enemy from using a route for access, supply or troop 

movement;   
• Offensive – ambush, by military or bandits;  
• To deny areas to the enemy and civilians (sometimes with mines placed obviously or with 

warning signs); and 
• Defensive – individual, where people move mines to defend their property or homes. 

A knowledge of the conflict is essential, and former combatants can provide essential information 
even when there are no formal records of mine laying. When there are long-term residents in an 
area, the various types of mine-laying should be discussed with them to discover how miens were 
used locally.  

2.4.2 Hazardous area warning signs 
The clearest indication of a dangerous area is a sign with a skull and crossbones symbol. Some 
are painted onto steel plate but most are printed onto plastic. The words vary and they do not all 
show a skull and crossbones symbol. 
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In some countries, signs are cut in half or have holes made in them. This is to discourage their 
theft by souvenir hunters. Signs in the condition that they are likely to be found should be used. 

Defensive minefields are sometimes fenced. The fences may have been made using rolls of wire 
or single strands. In many cases, the fence are overgrown and may be invisible. When fencing 
has a value to local residents, it may have been removed for use elsewhere. 

In some places, sticks painted red and white are used to show a surveyed mined area. These 
may have been eaten by termites, rotted or become overgrown, so they can be hard to see. Red 
painted sticks are also used by demining agencies as they work and should always be removed 
when an area has been cleared. 

The following messages should be considered: 

• Many mined areas are not marked at all.  

• Avoid military fencing which may be mined on both sides, even when the fence is broken 
or has fallen down. 

• Local people may improvise signs themselves. 

• Improvised warning signs are quite common and may not follow the format recommended 
by Mine Action workers.  

2.4.3 Improvised signs 
Improvised signs may be confusing. They may mark a meeting 
place or warn of something that is not mine or ERW related. 
Sometimes people tie twists of grass, or place a broken branch 
from a tree as a warning. These are also commonly used to warn 
of a vehicle breakdown on a road and are often seen when there is 
no explosive danger around. 

The following messages should be considered:  

• People should be aware of improvised signs that might 
indicate danger and ignore any impulse to investigate 
them. 

• Crossed sticks are more likely to be lying down than 
standing up. 

• Anything unusual such as a simple pile of rocks should be 
treated with caution. 
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• Warning signs may be placed at a distance from the dangerous item. You may have 
passed the item when you see them. 

• Even when you see a warning sign, you may not see the dangerous item. 

• Sticks may be laid in a rough square around a dangerous item. 

• Improvised warning signs will be made using the materials available (as shown 
alongside). 

• Any unexpected items may have been used to indicate danger. 

The MRE Officer must find out what improvised signs are used locally, add good pictures to the 
training materials, and try to encourage consistency within that area. 

When a known mined area has no signs, local children can be used to help make signs for the 
deminers to erect. In some places, signs made by local people using valueless objects such as 
tufts of red rag inside broken plastic water bottles on a stick are less likely to be stolen at a later 
date than nicely printed plastic or metal signs.  

2.4.4 Routes 
Roads may have been mined by soldiers trying to stop the enemy or by bandits trying to steal 
from civilians using the roads. They may also have been mined simply to deny their use to others. 

 

The following messages should be considered: 

• If mines are laid on one route, they may also have been laid on any obvious alternative 
routes. 

• Roads that are not maintained may be dangerous. 

• When AT mines are used on the road, AP mines are often placed on the verges. 

• If a road is overgrown and has not been used recently, do not drive on it. 

• Driving fast does not make it less likely that you will detonate a mine. 

• If possible avoid overgrown breaches that may once have been tracks or roads.  

• Roads may also be mined with anti-personnel mines. 

• It is easy to conceal devices when the road surface is rutted or broken. 

• Even when devices are visible, you may not see them. If you see them, you may not 
recognize what they are. 

• Even when it is known that anti-tank mines were used, they may be laid in a way that 
makes pedestrians or cyclists vulnerable. 

• Road bridges may have been mined defensively. 

• The remains of destroyed bridges may have been mined to prevent repair. 

• Just like roads and bridges, railways may be mined and booby trapped to prevent repair. 
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• Use paths whenever travelling in unknown areas. 

2.5 Indicators of SHAs 
Sometimes there are clues or indications that an area is hazardous. These clues are introduced 
below. 

2.5.1 Evidence of fighting 
The general public should always avoid abandoned or battle-damaged military equipment. 

The following messages should be considered: 

• Do not let your curiosity lead you into danger. Do not be tempted to investigate items that 
have been left behind. They may be explosive and they may have been deliberately 
booby trapped to attract you. 

• It is unlikely that anything of value will have been left behind. If it has, the departing 
fighters may have left it to tempt people into danger. 

• When there has been fighting in an area, resist any urge to look through the debris.  

• Areas that may have been used by soldiers should be avoided whenever possible.  

• If you must use an area used by soldiers, look around carefully and avoid objects left by 
the soldiers. 

• Some innocent items like old ration tins may be indicators of possible danger. 

 

2.5.2 Overgrown areas 
The general public should never assume that a mined area will have warnings signs. They may 
have been stolen, overgrown or never been placed 

In rural areas, wood is widely used for cooking or heating and trees around villages usually show 
signs of branches having been cut for firewood. When heavily overgrown areas lie adjacent to 
clear, treeless areas, this is a reliable sign that local people avoid the overgrown area for one 
reason or another. 

The following messages should be considered:  

• Look for mine warning signs.  

• Avoid overgrown areas close to where people live. 

• Treat all overgrown areas with suspicion.  

• Fruit that is not collected may indicate that local people do not use the area.  
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• Trash is often thrown into the edges of mined areas. 

• Even when mined areas are marked with signs, they may be hard to see. 

2.5.3 Fences 
Many minefield fences were originally of several strands of barbed wire attached to posts. The 
posts may have rotted or been removed, so what wire remains may lie on the ground and be very 
hard to see.  

When there are fences in the area, the following messages should be considered: 

• Look out for fences and do not approach them;  

• Existing agricultural or security fences may have been used during the conflict. Mines may 
have been placed on either side; and 

• Avoid fenced areas because they may be mined on both sides (as was the case with the 
fence shown below). 

 

2.5.4 Wrecked or abandoned vehicles 
The general public should never assume that a damaged or abandoned vehicle or piece of 
military equipment is safe. The vehicles may have been booby-trapped or may contain dangerous 
ammunition and/or corpses. 

The following messages should be considered: 

• When something has been deliberately destroyed, it may have been mined or booby 
trapped to stop it being repaired. 

• Do not be tempted to investigate apparently abandoned military equipment. 

• Souvenir hunting kills people.  

• Respect the dead. 

• Never gather ammunition for its scrap value. 

• Any vehicle that was abandoned during conflict may be dangerous. 

• If a vehicle is abandoned with useful parts left unguarded, be especially cautious. 

• Damaged vehicles can be a clue to the presence of mines. 

• Wrecks that have not been broken up for materials should always be avoided. 
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2.5.5 Evidence of mines and ERW 
Sometimes it is possible to see evidence of mines or other ERW in an area. The mines 
themselves and the items used when they were placed may be visible. 

In areas where mines have been used, there are usually signs that they are there even if the 
mines themselves are not visible.  Some signs – like minefield fences and destroyed vehicles – 
should be obvious, but many are harder to see and may not be recognised without special 
training.   

All of these signs are known as `indicators' and include a range of components, packaging and 
clues seen in the immediate surroundings.  

Suggested messages: 

• Tripwire spools, wooden or metal stakes, scraps of tripwire, arming pins and clips from 
mines are all indicators of the presence of mines. 

• Even small plastic items can be a warning of danger. 

• Many mines are not buried in the ground when they are laid. This sometimes makes it 
possible to see parts of them. 

• Where tripwire mines are laid, parts of the mines are above the ground.  

• Although no blast mines can be seen, it is very likely that pressure initiated blast mines 
will be close to tripwire mines. 

• If you see a mine, do not think that it will be safe to walk around it. There will probably be 
other mines that you cannot see.  
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2.5.6 Abandoned buildings 
Battle damaged, ruined or abandoned buildings can be attractive places for children to play and 
may provide a rich source of building materials for people building homes in the area. When 
buildings have been left with window frames, doors and roofing in place, the following messages 
should be considered: 

• Avoid all buildings that show signs of fighting and have been abandoned because they 
may be booby trapped or have unexploded munitions in them. 

• Do not go close to the building because explosive items left over from the fighting may 
also be outside the building, and it may have been mined defensively. 

 

2.5.7 Power lines 
People should be aware that power lines may have been targets during the war and so are likely 
to have been defended with mines. Approaches to the power 
line may also have been mined. The area around the base of 
power line pylons can be especially dangerous. The area 
between the power-line and access routes may also be 
especially dangerous. 

2.5.8 Injuries 
Depending on the audience, it may be appropriate to show the 
results of explosive accidents. 

Activities including trying to eat with no hands or walking 
around a familiar area blindfolded can be powerful examples 
of what life could be like after an accident. 

The following messages should be considered: 

• Parts of mines and ERW can be just as dangerous as 
the whole device. 

• It can happen to anyone, even professionals. 

• The injuries caused by explosives can hardly ever be 
repaired. 

• Even the smallest detonator can easily blind someone. 

• If you do not need to go into the area, do not go. 

• There is nothing brave about taking risks. 
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• If life is difficult now, imagine how much worse it would be if you were severely disabled.  

• Some mines age more quickly than others and may not operate reliably after time has 
passed. This does not make them safer. 

• An old or broken mine is NOT a safe mine. 

• If you know someone who picked up an item of ERW and was not injured, that person 
was lucky, not brave. 

2.6 Integrating MRE into the school curriculum 
When teaching Mine Risk Education as part of a school curriculum, the subject can usefully be 
integrated with others.  

Examples of curriculum integration include: 

1. Literacy: reading and comprehension practice; creative writing of stories based on images  

2. Memory retention: using the same images after time has passed.  

3. Language: using parallel National/English text allows National/English language skills to 
be taught. 

4. Mathematics: simple addition and subtraction using the details in photographs or 
drawings. 

5. Arts and craft: drawing/painting warning signs (perhaps to be integrated into local 
Hazardous Area marking). 

The advantage of integrating MRE into other parts of the curriculum is that it can allow the MRE to 
be repeated and become independent of the MRE specialist’s presence. The training materials 
can be left and the lessons reinforced as the materials are used in other subjects. 
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