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Annex 7o: 
 
 

Guidance Note for DRC Emergency 
Response Real Time Reviews  

 
 

1) Introduction  

 

DRC Emergency Response Real Time Reviews have been developed as reviews of DRC emergency 

operations in situations where support has been provided by the Emergency Response and Supply 

Unit, Division of Emergency Safety and Supply (DESS) to a DRC country team, through a Corporate 

Emergency Response.  

 

Real Time Reviews can, however, be used for Reviews of other DRC operations and projects were an 

emergency responses have been initiated. This guide is mainly directed at OPSU led Real Time 

Reviews.  

 

 

2) Purpose of Real Time Reviews  

 

Real Time Reviews (RTR) in DRC is a vehicle to enable organisational learning and ensure quality of 

emergency responses.  

 

RTR is about getting quick feedback on the performance of on-going emergency responses and 

identifying systemic issues, with the purpose of enabling adjustments early on in response as well as 

capture lessons learned. In addition, RTR should create a time to reflect on key project assumptions 

and enable the project management to make timely adjustments to the project strategy and design.  

 

RTR are different from monitoring as they are not about reviewing targets. RTR can make use of 

externally defined evaluation criteria; however a RTR should be more rapid, flexible and responsive 

then conventional evaluations, which often take place after the project implementation has ended.  

 

Key objectives are:  

 

 

 To review the response and to recommend immediate changes 

 To contribute to learning within DRC  

 To identify good practices 
 

Action in regards to the relevant recommendations that comes out of a Corporate Emergency RTR are 

to be ensured by an agreed upon management response signed off by the Senior Management Group 
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(SMG) in DRC, who have committed themselves to respond to recommendations in a transparent 

manner. 

 

 

3) When do DRC conduct Real Time Reviews  

A review of a DRC Emergency Response Real Time Review (RTR) can be triggered in two ways 

a. If a Corporate Emergency (CE) is declared a review of the response is automatically 

conducted. Hence, a RTR is mandatory for CEs and must be conducted within the first 90 

days of the CE declaration.  

a) By demand, of either the Country Programme or Regional Programme Management or by 

the Head of Division (DESS).  

 

In the case of differences in opinions on the relevance of conducting a RTR a final decision rests with 

the Director of the International Department.  

 

4) Who uses the Real Time Review? 

The Emergency and Supply Unit and the Country Emergency Team:   

 Should ensure based on the RTR recommendations that relevant immediate changes are 

made to the Emergency Response Intervention Concept and or Action Plan in order to 

improve the services for the affected population.  

Country and Regional Management Teams:  

 To inform the review of Strategy Programme Document at the Annual Review (see the 

guidance on AR in Programme Handbook Annex 7b).  

 If relevant make adjustments to the Result Contract on actions that need to be taken the 

following year.  

Division of Operation Policy and Support (OPSU): 

 Ensure wider dissemination of the RTR findings, by sharing the final report and if relevant 

produce an Evaluation and Learning Brief on the findings. 

 Furthermore, the OPSU will ensure to follow up on the management response. 

Senior Management Group (SMG): 

 The SMG will use the RTR to be informed on the progress of the Corporate Emergency 

response and based on the recommendation formulate a management response, which is 

followed up upon by OPSU.  

 

 

5) How to do it?  

 

The RTR process is led by the Division of Operation Policy and Support (OPSU) and is thus external 

to the Division of Emergency, Safety and Supply (DESS).  

 

OPSU is responsible for the quality of the RTR process and thus to ensure the usefulness of the 

process. DESS is responsible together with the Country Management Team to for ensuring the 

implementation of the RTR process and the follow up to recommendations from the final report. The 

accountability for the agreements made in RTR management response rests with the SMG.    

 

a. Terms of Reference  
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OPSU develops the ToR using a standard DRC template (Programme Handbook Annex 7n1)) with 

input from the Country Management Team and Emergency and Supply Unit. The ToR is approved by 

the SMG.  

 

The review criteria should refer to DRC operational principles and relevant OECD DAC Evaluation 

Criteria for Humanitarian Action (Beck, 2006) and make use of the DRC Emergency Response 

Benchmarks.  

 

 

b. Duration of RTR  

 

The length of time spent on a RTR depends on the ToR. However a RTR should be kept as a light 

exercise with no more than ten days in the field and a couple of days in HQ. A total of up to 25 days 

should be the limit. 

 

 

c. An overview of the ideal DRC Real Time Review Process 
 

1) Director of International Department sends out CE Declaration (day 1) 

2) Head of DESS call for Task Force Meeting (TFM) (1 week) 

3) Emergency and Supply Team Deployed (EST) (1 week) 

4) ToR for Real Time Review prepared by OPSU with input from Emergency and Supply Unit 

and Country Programme Management (2-4 week) 

5) ToR approved by SMG (5 week) 

6) Real Time Review Team selected (5-6 week) 

7) Real Time Review conducted (6-8 week) 

a. Preparation of metrological approach, desk review and preparation of field visit (4 

days) 
b. Pre-briefing meetings with Emergency and Supply Unit and Country Team 

Management and SMG representative in Copenhagen (1 day)  
c. Field visit (10 days) 
d. Report writing and distribution of first draft of the report (4 days) 
e. Debriefing to stakeholders in Copenhagen, with the participation of field staff on 

Skype if possible (1 day) 
f. Final report adjusted and delivered (1 day) 

8) Management Response Prepared (9 week)  

9) Follow up on management response (8 to 10 weeks after the management response have 

been prepared) 
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d. RTR Team composition  

RTR can be used as an internal review using peers from the DRC Network of Internal Evaluators. Or 

it can make use of mixed teams with for instance and external team leader and DRC staff as team 

members.  

 

A RTR team should consist of a Team Leader and one to two team members.  

 

OPSU will make the decision on team composition based on the ToR.  

 

If external consultants are used DRC’s rules for hiring consultants should be followed (Annex 8o and 

Chapter 16 in the Operations Handbook).  

 

e. Methodological Approach 

Methodological approach is developed by the RTR team and approve by OPSU prior to the field visit.  

In preparation for the RTR an analysis matrix of the key evaluation questions should be developed by 

the RTR team together with a description of the chosen methods.  

There are, however, some core elements to a DRC RTR that are mandatory:  

i. Each RTR has to include a session(s) led by the team leader during or before the pre-

briefing, whereby the intended use of the findings of the RTR and the intended users is 

confirmed. These intended uses have to be documented and responded to, in form of 

workshops at country level or HQ (or both).  

 

ii. Each RTR should collect what a good result of the exercise would look like in 3-6 months’ 

time (both country and HQ) and make sure through management response and a final report 

that these intended results will be followed up on by HQ.  

 

iii. As part of the RTR the DRC Emergency Response Benchmarks should be assessed and 

discussed and the final report should report against the Benchmarks. 

  

iv. Consultation with the affected population should always take place, if security and access 

allows for it. However, this does not necessarily need to be in form of systematic data 

collection. The specific consultations should be relevant to the ToR and based on discussions 

with the country team.   

 

v. Half a day should be planned for a reflection sessions at the end of the field mission to 

present findings and recommendations to all relevant staff.  The sessions inspire discussions, 

information sharing and validate the findings of the RTR team before the first draft of the 

report is handed in.  

 

 

 

6) Standard Deliverables from DRC Real Time Reviews  

  

a. A short Response Review Report using a DRC format. No more than 15 pages and 

no more than five main recommendations.  

  

b. A management response (see paragraph 7 below).  
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c. Finally a Lessons Learned Note, using a standard DRC template, should be 

completed with the first draft report (Programme Handbook Annex 7p). 

 

 

 

7) The Management Response and Follow Up 

 

The development of the management response is facilitated by the M&E Adviser in OPSU, based on 

the recommendations in the final report and with input by the relevant management levels and teams 

and shared with all parties to the RTR.  

Head of DESS is responsible for ensuring SMG sign off to the management response in the case of 

Corporate Emergencies.  

In the management response it should be indicated who is responsible for each action point to the 

recommendations that have come out of the review; however, the Head of DESS is accountable for 

ensuring the follow up to recommendations in the report.   

The M&E Adviser is responsible for documenting the actions taken as follow up to the management 

response, within a relevant time frame after the response has been drafted. This is in order to follow 

the use of the Real Time Reviews and sharing information on the progress in regards to the actions 

points accepted in the management response with all relevant stakeholders. If the follow up shows 

that progress have not be made in regards to the action points this should be raised with the Head of 

DESS. If all action points are in progress no further follow up should be initiated.  

8) Budget  

When a Corporate Emergency is called a RTR is budgeted for by DESS either through donor 

proposals or own funds.  

 


