UnityReach Global Humanitarian Relief Director
Complete Responsibilities: August 2026–January 3, 2029
Position purpose
The Humanitarian Relief Director is responsible for planning, coordinating, supervising, documenting, and evaluating UnityReach Global’s humanitarian assistance for the 2028–2029 Cap-Haïtien Mission.
The Director will ensure that relief is delivered safely, fairly, efficiently, transparently, and with respect for every recipient’s dignity.
The Humanitarian Relief Director will oversee:
· Community meals 
· Hygiene kits 
· Clothing and shoe distribution 
· Household and family relief supplies 
· Emergency relief assistance 
· Beneficiary registration and verification 
· Humanitarian needs assessments 
· Relief inventory and distribution controls 
· Community feedback and complaints 
· Assistance for vulnerable households 
· Coordination with Haitian organizations and community leaders 
· Referral of needs to medical, education, water, pastoral, or other appropriate departments 
The Director’s responsibilities begin immediately and continue through the final mission day on January 3, 2029.
Reporting relationship
The Humanitarian Relief Director reports to:
· Executive Director 
· Deputy Executive Director 
· Mission Director during deployment 
The Director works closely with:
· Haitian community leaders 
· Local relief organizations 
· Volunteer Director 
· Logistics Director 
· Finance Director 
· Partnerships Director 
· Communications Director 
· Medical Director 
· Education Director 
· Water and Sanitation Director 
· Evangelism Director 
· Safety Officer 
· Administrative Coordinator 
· Monitoring, Evaluation and Learning personnel 
· Community Meals Coordinator 
· Hygiene Kit Coordinator 
· Clothing and Shoes Coordinator 
· Warehouse and Inventory Coordinator 
· Beneficiary Registration Coordinator 
Primary objectives
The Humanitarian Relief Director must:
1. Assess humanitarian needs with local partners. 
2. Establish fair and transparent assistance criteria. 
3. Develop safe beneficiary-registration procedures. 
4. Procure, receive, store, and distribute approved relief supplies. 
5. Prevent favoritism, exploitation, duplication, theft, and diversion. 
6. Protect beneficiary privacy. 
7. Ensure assistance is not conditioned on religion, publicity, political support, gifts, or personal favors. 
8. Coordinate safe and orderly distributions. 
9. Prioritize vulnerable people appropriately. 
10. Establish community complaints and feedback procedures. 
11. Recruit and train relief volunteers. 
12. Maintain accurate inventory and distribution records. 
13. Coordinate referrals to other departments. 
14. Measure humanitarian outputs and outcomes. 
15. Transfer any remaining responsibilities and supplies properly before departure. 
Humanitarian principles
Humanity
Assistance should reduce suffering, protect life and health, and preserve human dignity.
Fairness and impartiality
Assistance should be based on verified needs, approved eligibility standards, and available resources—not personal relationships, church membership, political affiliation, or social influence.
Independence from religious participation
Recipients are not required to:
· Attend worship 
· Participate in prayer 
· Join a church 
· Attend Bible studies 
· Participate in the evangelistic crusade 
· Be photographed 
· Provide a testimony 
to receive humanitarian assistance.
Accountability
UnityReach Global must remain accountable to:
· Beneficiaries 
· Donors 
· Partners 
· Haitian authorities when applicable 
· The Board of Directors 
· Organizational leadership 
· Volunteers 
· The communities being served 
Do no harm
The Director must consider whether an activity could:
· Create conflict 
· Expose recipients to danger 
· Humiliate a family 
· Increase community tension 
· Disrupt local markets 
· Create unsafe crowds 
· Encourage dependency 
· Expose private information 
· Exclude people with disabilities 
· Place children at risk 
· Divert resources from local organizations 
Authority and limitations
The Humanitarian Relief Director may:
· Develop relief policies and plans 
· Conduct or authorize needs assessments 
· Recommend beneficiary eligibility criteria 
· Recruit relief coordinators and volunteers 
· Assign approved relief personnel 
· Recommend suppliers and procurement needs 
· Approve operational distribution plans within delegated authority 
· Suspend an unsafe or compromised distribution 
· Request inventory audits 
· Investigate operational discrepancies through approved procedures 
· Recommend program changes 
· Refer misconduct for formal investigation 
· Verify relief reports 
· Coordinate with Haitian relief partners 
The Director may not independently:
· Promise assistance before approval 
· Change the approved budget 
· Sign contracts without delegated authority 
· Give unrestricted cash without an approved cash-assistance program 
· Remove inventory from controlled storage without documentation 
· Reserve supplies for friends, relatives, donors, churches, or leaders 
· Condition relief on religion or publicity 
· Publish beneficiary identities without consent 
· Collect unauthorized fees 
· Offer employment, immigration, travel, or long-term assistance 
· Override qualified medical, food-safety, security, or engineering decisions 
· Dispose of donated goods without authorization 
· Change eligibility rules during a distribution to favor particular individuals 
Humanitarian Relief Department structure
Recommended structure:
· Humanitarian Relief Director 
· Deputy or Assistant Humanitarian Relief Director 
· Haitian Humanitarian Liaison 
· Humanitarian Administrative Coordinator 
· Needs Assessment Coordinator 
· Beneficiary Registration Coordinator 
· Community Meals Coordinator 
· Hygiene Kit Coordinator 
· Clothing and Shoes Coordinator 
· Household Relief Coordinator 
· Emergency Relief Coordinator 
· Warehouse and Inventory Coordinator 
· Procurement Liaison 
· Distribution Site Coordinator 
· Crowd Flow and Accessibility Coordinator 
· Community Feedback and Complaints Coordinator 
· Data and Reporting Coordinator 
· Safeguarding Liaison 
· Communications Liaison 
· Safety Liaison 
· Department Team Leaders 
· Registration volunteers 
· Warehouse volunteers 
· Packing volunteers 
· Distribution volunteers 
· Translators 
· Drivers and logistics assistants 
Core humanitarian programs
1. Community meals
The Community Meals Program will provide safe, dignified meals according to the approved mission plan.
The Humanitarian Relief Director coordinates program objectives and beneficiary access. Food preparation and food-safety practices must be supervised by qualified or appropriately trained personnel.
2. Hygiene kits
Hygiene kits may include approved items such as:
· Soap 
· Toothbrush 
· Toothpaste 
· Washcloth 
· Deodorant 
· Menstrual hygiene products where appropriate 
· Comb 
· Shampoo 
· Hand sanitizer when appropriate 
· Laundry soap 
· Reusable storage bag 
· Culturally appropriate hygiene information 
Final kit contents must reflect local needs, age, gender considerations, customs, safety, transportation, and available resources.
3. Clothing and shoes
The Clothing and Shoe Program must distribute clean, safe, wearable, climate-appropriate items.
Items should be:
· Sorted by type 
· Sorted by size 
· Inspected 
· Clean 
· Free of severe damage 
· Appropriate for the local climate 
· Respectful of cultural expectations 
· Organized for dignified selection or distribution 
4. Household and family assistance
Depending on the approved mission scope, assistance may include:
· Basic household supplies 
· Bedding 
· Baby supplies 
· School-related family support 
· Emergency food packages 
· Cleaning supplies 
· Other approved essential items 
5. Emergency humanitarian relief
The Director must establish procedures for responding to urgent needs discovered during the mission, while avoiding unauthorized promises or uncontrolled distributions.
Phase 1: Humanitarian foundation
August–December 2026
The Humanitarian Relief Director will:
· Meet with executive leadership. 
· Review UnityReach Global’s mission and humanitarian standards. 
· Confirm the approved relief programs. 
· Establish the department structure. 
· Develop department job descriptions. 
· Prepare a preliminary relief budget. 
· Create a humanitarian program calendar. 
· Develop an initial risk assessment. 
· Identify prospective Haitian relief partners. 
· Establish preliminary beneficiary-protection standards. 
· Draft inventory and distribution procedures. 
· Develop volunteer staffing estimates for 100–200 volunteers. 
· Establish monthly reporting. 
· Create the first 90-day action plan. 
Initial information gathering
Begin collecting information about:
· Communities to be served 
· Household needs 
· Food insecurity 
· Hygiene access 
· Clothing and shoe needs 
· Existing relief programs 
· Local suppliers 
· Local warehouses 
· Transportation 
· Community leadership 
· Distribution locations 
· Disability access 
· Security risks 
· Seasonal and weather conditions 
· Local market conditions 
· Community complaints about previous aid programs 
No beneficiary list should be accepted solely because a single person or organization provided it. Lists must be verified through an approved process.
Phase 2: Local partnerships and needs assessment
January–June 2027
Partner identification
Identify and evaluate:
· Haitian community organizations 
· Local churches providing humanitarian assistance 
· Municipal or community representatives 
· Food suppliers 
· Hygiene-product suppliers 
· Clothing distributors 
· Warehouses 
· Transportation providers 
· Local volunteer groups 
· Disability organizations 
· Women’s organizations 
· Youth organizations 
· Emergency-response organizations 
Partner due diligence
Confirm:
· Legal or community standing 
· Leadership contacts 
· Operating history 
· Financial practices 
· Capacity 
· Reputation 
· Conflict-of-interest risks 
· Safeguarding practices 
· Storage capability 
· Beneficiary-selection procedures 
· Reporting capability 
Humanitarian needs assessment
The assessment should identify:
· Most urgent needs 
· Number of affected households 
· Household composition 
· Children 
· Older adults 
· Pregnant individuals 
· People with disabilities 
· People with serious health limitations 
· Single-parent households 
· Displaced households 
· Food access 
· Water and hygiene access 
· Clothing and shoe needs 
· Existing assistance 
· Gaps in services 
· Safe distribution options 
Collect only necessary information and protect it appropriately.
Community consultation
Consult:
· Community leaders 
· Women 
· Youth 
· People with disabilities 
· Parents 
· Older adults 
· Local service providers 
· Haitian volunteers 
· Church and non-church representatives 
Community consultation must not be limited to the most powerful or visible individuals.
Phase 3: Program design and standards
July–December 2027
The Director will prepare the complete Humanitarian Relief Program Plan.
It should include:
· Program objectives 
· Target communities 
· Eligibility criteria 
· Beneficiary estimates 
· Program quantities 
· Distribution methods 
· Procurement 
· Inventory 
· Transportation 
· Warehousing 
· Staffing 
· Training 
· Safeguarding 
· Accessibility 
· Security 
· Communications 
· Complaints 
· Monitoring 
· Risk management 
· Budget 
· Sustainability 
· Closeout 
Beneficiary eligibility
Eligibility standards must be:
· Written 
· Approved 
· Consistent 
· Understandable 
· Based on need 
· Applied without discrimination 
· Reviewed for unintended exclusion 
Possible vulnerability factors may include:
· Severe financial hardship 
· Lack of food or essential items 
· Household size 
· Children 
· Older adults 
· Disability 
· Pregnancy 
· Recent displacement 
· Disaster impact 
· Serious family emergency 
· Lack of other assistance 
Registration procedure
The Director will establish:
· Registration locations 
· Registration dates 
· Required information 
· Verification procedures 
· Household identifier 
· Duplicate-record checks 
· Privacy notices 
· Consent 
· Accessibility assistance 
· Complaint process 
· Data retention and deletion rules 
· Referral procedures 
Registration does not guarantee assistance. This must be communicated respectfully.
Phase 4: Fundraising, donations, and procurement planning
January–April 2028
Fundraising support
Work with Partnerships, Communications, and Finance to develop:
· Community Meals Campaign 
· Hygiene Kit Campaign 
· Clothing and Shoe Drive 
· Family Relief Sponsorship 
· Emergency Relief Fund 
· Corporate In-Kind Donation Campaign 
· Church Collection Campaign 
· Warehouse and Transportation Sponsorship 
Donation standards
Publish an approved donation list describing:
· Needed items 
· Items not accepted 
· Quality standards 
· Expiration requirements 
· Packaging requirements 
· Delivery location 
· Deadline 
· Donation receipt procedure 
· Whether items may be redirected or responsibly disposed of 
Items that should generally be rejected
Unless specifically approved, do not accept:
· Expired food 
· Expired medicine 
· Open personal-care products 
· Severely damaged clothing 
· Soiled clothing 
· Broken shoes 
· Unsafe toys 
· Hazardous materials 
· Unlabeled chemicals 
· Items inappropriate for the climate 
· Items prohibited by customs 
· Goods that cost more to ship than to procure locally 
Procurement planning
The Director will:
· Compare local purchasing with international shipping. 
· Obtain multiple quotes when required. 
· Verify suppliers. 
· Check quality. 
· Coordinate payment authorization. 
· Estimate transportation and customs costs. 
· Establish receiving procedures. 
· Determine storage capacity. 
· Establish reorder deadlines. 
· Prepare contingency suppliers. 
Local procurement should be used when appropriate to support the Haitian economy and reduce transportation complications.
Phase 5: Final needs verification and inventory development
May–June 2028
The Director will:
· Reconfirm the target communities. 
· Update beneficiary estimates. 
· Finalize distribution quantities. 
· Confirm program budgets. 
· Finalize kit contents. 
· Confirm community meal targets. 
· Finalize clothing and shoe standards. 
· Confirm local suppliers. 
· Confirm warehouse arrangements. 
· Complete procurement recommendations. 
· Establish lot, batch, or shipment tracking. 
· Finalize distribution-site requirements. 
· Confirm data and registration tools. 
· Finalize complaint procedures. 
· Submit the updated relief plan for approval. 
Inventory-control framework
Every supply category should track:
· Item name 
· Description 
· Quantity ordered 
· Quantity received 
· Quantity damaged 
· Quantity distributed 
· Quantity remaining 
· Supplier or donor 
· Purchase or donation date 
· Expiration date where applicable 
· Storage location 
· Responsible custodian 
· Transfer history 
· Final disposition 
Use separation of duties where possible. The person ordering, receiving, recording, and approving should not be the same person for every step.
Phase 6: Procurement and team assignments
July–September 2028
Procurement and receiving
The Director will coordinate:
· Purchase orders 
· Donation pickups 
· Local procurement 
· International shipments 
· Customs documentation 
· Warehouse receiving 
· Quality inspection 
· Counting 
· Labeling 
· Sorting 
· Secure storage 
· Inventory reconciliation 
Discrepancies must be documented immediately.
Volunteer assignments
Assign approved volunteers to:
· Registration 
· Verification 
· Community meals 
· Kit assembly 
· Clothing sorting 
· Shoe sorting 
· Warehouse operations 
· Transportation loading 
· Distribution 
· Accessibility assistance 
· Crowd flow 
· Complaints and feedback 
· Data entry 
· Translation 
· Inventory 
· Site cleanup 
Assignment decisions should consider:
· Training 
· Language 
· Physical ability 
· Experience 
· Background checks when required 
· Safeguarding clearance 
· Leadership skills 
· Disability accommodations 
Distribution-site planning
Each site plan should include:
· Entrance 
· Exit 
· Registration area 
· Waiting area 
· Priority or accessibility lane 
· Distribution stations 
· Complaint desk 
· First-aid access 
· Drinking water 
· Restrooms 
· Shade or weather protection 
· Emergency exits 
· Vehicle access 
· Storage area 
· Volunteer rest area 
· Security positions 
· Media boundaries 
· Family reunification point when children may be present 
Phase 7: Volunteer training and final preparation
October–December 13, 2028
Required training
All Humanitarian Relief volunteers must complete:
· UnityReach Global orientation 
· Code of Conduct 
· Humanitarian principles 
· Cultural humility 
· Haitian community respect 
· Child and vulnerable-person safeguarding 
· Prevention of sexual exploitation and abuse 
· Beneficiary privacy 
· Distribution procedures 
· Crowd management 
· Accessibility 
· Inventory control 
· Fraud and diversion prevention 
· Complaints and feedback 
· Emergency procedures 
· Incident reporting 
· Media and photography policy 
· Role-specific training 
Distribution simulations
Conduct exercises involving:
· Beneficiary registration 
· Duplicate record 
· Person missing from the list 
· Supply shortage 
· Angry participant 
· Suspected favoritism 
· Medical emergency 
· Missing child 
· Crowd surge 
· Volunteer misconduct 
· Media request 
· Inventory discrepancy 
· Severe weather interruption 
· Distribution-site evacuation 
Final readiness checklist
Confirm:
· Beneficiary criteria approved 
· Registration completed or scheduled 
· Distribution lists protected 
· Supplies procured 
· Kits assembled 
· Clothing sorted 
· Shoes sorted 
· Food plan approved 
· Warehousing confirmed 
· Transportation confirmed 
· Distribution sites confirmed 
· Volunteers assigned 
· Volunteers trained 
· Interpreters assigned 
· Safety plan approved 
· Complaint process ready 
· Inventory tools ready 
· Data devices tested 
· Communications approved 
· Contingency supplies identified 
Departure day
December 14, 2028
The Humanitarian Relief Director will:
· Arrive before volunteer reporting time. 
· Confirm department volunteer attendance. 
· Verify team assignments. 
· Conduct a final department briefing. 
· Confirm supply and equipment manifests. 
· Secure beneficiary information. 
· Confirm communications channels. 
· Review emergency procedures. 
· Review arrival responsibilities. 
· Identify missing personnel or equipment. 
· Coordinate with Logistics regarding checked supplies. 
· Ensure volunteers do not carry unauthorized beneficiary records. 
· Maintain team accountability during travel. 
Arrival and site setup
Upon arrival in Cap-Haïtien, the Director will:
· Report to mission leadership. 
· Meet Haitian relief partners. 
· Inspect warehouses. 
· Inspect distribution sites. 
· Verify supplies physically. 
· Reconcile received inventory. 
· Document damaged or missing items. 
· Confirm local transportation. 
· Confirm beneficiary-registration arrangements. 
· Review crowd flow. 
· Confirm accessibility. 
· Confirm security and emergency access. 
· Establish daily reporting times. 
· Brief all relief volunteers. 
· Adjust operations based on verified conditions. 
Mission operations
December 15–23, 2028
Daily responsibilities before operations
The Director will:
· Attend the mission leadership briefing. 
· Review safety conditions. 
· Confirm the daily distribution plan. 
· Review expected beneficiary numbers. 
· Confirm volunteer attendance. 
· Assign Team Leaders. 
· Verify inventory. 
· Approve release of supplies through the authorized process. 
· Confirm transportation. 
· Inspect the distribution site. 
· Confirm registration stations. 
· Confirm complaint and accessibility desks. 
· Brief volunteers. 
· Review emergency procedures. 
· Coordinate with Medical and Safety personnel. 
During operations
The Director will:
· Supervise the relief activity. 
· Monitor fairness and dignity. 
· Ensure eligibility standards are followed. 
· Prevent unauthorized distribution. 
· Observe crowd conditions. 
· Address supply shortages. 
· Ensure priority assistance is appropriately provided. 
· Monitor volunteers for misconduct. 
· Protect beneficiary data. 
· Coordinate referrals. 
· Confirm inventory movements. 
· Respond to complaints. 
· Suspend activities if conditions become unsafe. 
· Coordinate with the Safety Officer during emergencies. 
· Prevent unapproved photography. 
· Prevent unauthorized promises. 
· Keep leadership informed. 
After operations
The Director will:
· Close distribution at the approved time. 
· Confirm volunteer and beneficiary safety. 
· Reconcile inventory. 
· Record distributed quantities. 
· Document damaged, missing, or returned supplies. 
· Secure remaining inventory. 
· Collect registration records. 
· Collect complaint records. 
· Document incidents. 
· Conduct a volunteer debriefing. 
· Verify daily totals. 
· Submit the daily relief report. 
· Prepare the following day’s needs. 
· Coordinate approved public information with Communications. 
Community meals operations
Before meal service
· Confirm food source. 
· Confirm food-handler readiness. 
· Inspect food preparation and serving areas. 
· Verify handwashing. 
· Confirm serving quantities. 
· Review allergen and dietary information when available. 
· Establish orderly queueing. 
· Confirm accessibility. 
· Confirm waste-disposal procedures. 
· Identify individuals who must not handle food due to illness. 
During meal service
· Maintain safe food handling. 
· Serve respectfully. 
· Avoid unnecessary contact with food. 
· Monitor queue and crowd conditions. 
· Assist children, older adults, and people with disabilities. 
· Prevent volunteers from reserving meals. 
· Refer health concerns to qualified medical personnel. 
· Record verified meal counts. 
After meal service
· Stop service safely when supplies end. 
· Communicate respectfully if demand exceeds capacity. 
· Dispose of unsafe food properly. 
· Clean the site. 
· Reconcile remaining supplies. 
· Document meal totals and incidents. 
Hygiene kit operations
The Director will:
· Verify kit contents. 
· Check damaged or leaking products. 
· Separate kits by intended recipient group if necessary. 
· Provide culturally appropriate instructions. 
· Protect dignity during menstrual-hygiene distribution. 
· Offer accessible collection procedures. 
· Track quantities. 
· Avoid public identification of recipients. 
Clothing and shoe distribution
Preparation
· Inspect all items. 
· Sort by size, type, age group, and condition. 
· Remove inappropriate items. 
· Create a dignified selection process. 
· Establish fitting or size-assistance procedures that protect privacy. 
· Prepare bags. 
· Set reasonable quantity limits. 
· Confirm accessible service. 
Distribution
· Allow recipients an appropriate level of choice when practical. 
· Avoid throwing items into crowds. 
· Avoid forcing people to take unsuitable items. 
· Do not photograph people while changing or trying on clothing. 
· Maintain orderly stations. 
· Record distribution quantities. 
Beneficiary registration and verification
Registration personnel must:
· Explain the process. 
· Treat individuals respectfully. 
· Collect only necessary data. 
· Avoid discussing private circumstances publicly. 
· Apply criteria consistently. 
· Check for duplicate records appropriately. 
· Provide accommodations. 
· Refer disputes to supervisors. 
· Never accept payment or favors. 
· Never promise assistance outside the approved process. 
Complaint and feedback process
Beneficiaries must be able to:
· Ask questions 
· Report unfair treatment 
· Report misconduct 
· Challenge a registration problem 
· Report missing or poor-quality items 
· Provide suggestions 
· Submit a complaint confidentially 
Channels may include:
· In-person help desk 
· Written form 
· Telephone 
· WhatsApp or secure message 
· Local partner 
· Safeguarding contact 
Complaints involving exploitation, abuse, fraud, or threats must be escalated immediately.
Fraud and diversion prevention
Watch for:
· False beneficiary records 
· Duplicate collection 
· Altered distribution lists 
· Unauthorized inventory removal 
· Volunteers reserving items 
· Sale of donated supplies 
· Supplier overbilling 
· False receipts 
· Bribery 
· Collusion 
· Replacement of higher-quality goods 
· Unrecorded transfers 
The Director should not personally investigate serious allegations without authorization. Preserve records and report them through the proper process.
Cross-department referrals
The Relief Department may refer individuals to:
· Medical outreach 
· Dental outreach 
· Vision outreach 
· Education assistance 
· Water and sanitation support 
· Child safeguarding 
· Pastoral care 
· Local social services 
· Emergency services 
Referral does not guarantee acceptance into another program.
Emergency responsibilities
The Director must be prepared for:
· Medical emergencies 
· Missing children 
· Crowd surges 
· Violence or threats 
· Fire 
· Severe weather 
· Transportation accidents 
· Food-safety incidents 
· Contaminated or defective goods 
· Warehouse damage 
· Theft 
· Data breach 
· Community conflict 
· Supply shortage 
Response priorities
1. Protect life. 
2. Stop or pause the activity when necessary. 
3. Alert the Safety Officer and Mission Director. 
4. Account for volunteers. 
5. Obtain qualified assistance. 
6. Protect beneficiary privacy. 
7. Secure supplies when safe. 
8. Document facts. 
9. Avoid public speculation. 
10. Resume only after authorization. 
Volunteer fellowship and vacation period
December 24, 2028–January 2, 2029
The Humanitarian Relief Director remains responsible for:
· Confirming all scheduled relief activities are complete. 
· Reconciling inventories. 
· Securing remaining supplies. 
· Completing distribution records. 
· Reviewing complaints and unresolved cases. 
· Meeting local relief partners. 
· Confirming transfer of remaining supplies. 
· Obtaining transfer receipts. 
· Gathering volunteer evaluations. 
· Conducting the department debriefing. 
· Documenting lessons learned. 
· Preparing the preliminary impact report. 
· Organizing financial documentation. 
· Protecting beneficiary data. 
· Confirming post-mission partner responsibilities. 
· Preparing equipment and records for return. 
· Ensuring volunteers continue following the Code of Conduct. 
Final day and return
January 3, 2029
Before leaving Cap-Haïtien
The Humanitarian Relief Director will:
· Confirm all relief operations are closed. 
· Complete the final inventory count. 
· Confirm disposition of remaining supplies. 
· Obtain signed transfer documentation. 
· Secure beneficiary and complaint records. 
· Account for equipment. 
· Report missing or damaged property. 
· Confirm all local partner contacts. 
· Complete department volunteer headcount. 
· Confirm follow-up responsibilities. 
· Thank Haitian partners and community leaders. 
· Submit the preliminary closeout report. 
· Back up authorized records. 
· Remove unauthorized access. 
During travel
· Maintain accountability for relief volunteers. 
· Secure department equipment and records. 
· Follow Logistics and Safety instructions. 
· Report travel problems. 
· Protect confidential information. 
After arrival in Fort Lauderdale
The Director will:
· Confirm all department members returned. 
· Return equipment. 
· Secure physical and electronic records. 
· Report missing items. 
· Disable temporary system access when appropriate. 
· Submit the final-day status report. 
· Remind volunteers that confidentiality continues. 
· Prohibit unauthorized beneficiary contact or private fundraising. 
· Confirm the official post-mission humanitarian contact. 
Required records
The Director must maintain:
· Humanitarian needs assessments 
· Partner due-diligence records 
· Partnership agreements 
· Beneficiary eligibility criteria 
· Registration records 
· Approved distribution lists 
· Duplicate-review records 
· Consent and privacy notices 
· Procurement records 
· Supplier quotes 
· Purchase authorizations 
· Donation records 
· Shipping and customs records 
· Warehouse receiving records 
· Inventory logs 
· Transfer logs 
· Distribution records 
· Community meal counts 
· Hygiene kit counts 
· Clothing and shoe counts 
· Volunteer assignments 
· Training records 
· Complaint and feedback records 
· Incident reports 
· Referral records 
· Daily operational reports 
· Final humanitarian impact report 
Monitoring and evaluation
Measure:
· Communities served 
· Households registered 
· Households assisted 
· Individuals reached 
· Community meals served 
· Hygiene kits distributed 
· Clothing items distributed 
· Shoes distributed 
· Household relief packages distributed 
· People referred to other programs 
· People with disabilities assisted 
· Inventory variance 
· Damaged or expired goods 
· Complaints received 
· Complaints resolved 
· Safeguarding reports 
· Distribution incidents 
· Volunteer training completion 
· Cost per relief package 
· Partner satisfaction 
· Beneficiary satisfaction 
All public numbers must be verified.
Key risks
The Director must monitor:
· Favoritism 
· Fraud 
· Bribery 
· Theft 
· Diversion 
· Duplicate assistance 
· Unsafe crowds 
· Foodborne illness 
· Poor-quality donations 
· Expired goods 
· Privacy breaches 
· Sexual exploitation and abuse 
· Child safeguarding violations 
· Political interference 
· Religious coercion 
· Community conflict 
· Market disruption 
· Inaccessible services 
· Volunteer misconduct 
· Inadequate complaints handling 
· Uncontrolled public promises 
Performance standards
The Humanitarian Relief Director will be evaluated on:
· Quality of needs assessments 
· Fairness of beneficiary selection 
· Local partnership quality 
· Program readiness 
· Volunteer preparation 
· Inventory accuracy 
· Distribution safety 
· Beneficiary dignity 
· Complaint resolution 
· Safeguarding compliance 
· Financial documentation 
· Incident management 
· Report accuracy 
· Partner and beneficiary feedback 
· Completion of closeout responsibilities 
Immediate first 30-day action plan
The Humanitarian Relief Director should immediately:
1. Meet with the Executive Director and Mission Director. 
2. Review the Master Operations Handbook. 
3. Confirm the humanitarian program scope. 
4. Establish the Humanitarian Relief Department structure. 
5. Draft all department job descriptions. 
6. Identify Haitian humanitarian advisers and partners. 
7. Develop the needs-assessment plan. 
8. Draft beneficiary eligibility principles. 
9. Create the preliminary relief budget. 
10. Draft registration and distribution procedures. 
11. Develop the community feedback mechanism. 
12. Create preliminary hygiene kit standards. 
13. Create clothing and shoe donation standards. 
14. Begin the community meals plan. 
15. Develop the inventory-control framework. 
16. Create the master humanitarian timeline. 
17. Establish monthly reporting. 
18. Present a 90-day action plan to executive leadership. 
The Humanitarian Relief Director remains responsible through January 3, 2029, for assessing needs, protecting beneficiaries, coordinating relief partnerships, supervising community meals and distributions, controlling inventory, managing complaints, preventing fraud and exploitation, documenting impact, and properly transferring all remaining supplies and responsibilities before the mission team leaves Haiti.

