UnityReach Global Hygiene Kit Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Hygiene Kit Coordinator is responsible for planning, sourcing, assembling, transporting, distributing, documenting, and evaluating UnityReach Global’s hygiene kit program in Cap-Haïtien, Haiti.
The Coordinator must ensure that hygiene kits:
· Respond to verified community needs. 
· Contain safe, practical, and culturally appropriate items. 
· Respect the needs of children, adults, older adults, women, men, and persons with disabilities. 
· Are procured responsibly. 
· Are stored and transported safely. 
· Are distributed fairly and with dignity. 
· Are tracked from purchase or donation through final distribution. 
· Are not resold, diverted, exchanged for favors, or used for unauthorized purposes. 
No recipient may be required to attend worship, participate in prayer, join a church, provide a testimony, consent to photography, or support any political group to receive a hygiene kit.

2. Reporting Relationship
The Hygiene Kit Coordinator:
· Reports directly to the Humanitarian Relief Director. 
· Works under the operational authority of the Mission Director. 
· Collaborates with the Water and Sanitation Director on hygiene education, handwashing, safe-water messaging, and sanitation standards. 
· Collaborates with the Medical Director on product safety, infection prevention, allergies, menstrual-health considerations, and public-health messaging. 
· Coordinates beneficiary lists with the Beneficiary Registration Coordinator. 
· Coordinates storage and inventory with the Warehouse and Inventory Coordinator. 
· Coordinates procurement and financial documentation with the Finance Director. 
· Coordinates transportation, freight, baggage, customs, storage, and deliveries with the Logistics Director. 
· Coordinates donors, manufacturers, retailers, churches, and sponsors with the Partnerships Director. 
· Coordinates volunteers with the Volunteer Director. 
· Coordinates distribution safety and crowd management with the Safety Officer. 
· Coordinates approved public messaging and media with the Communications Director. 
· Coordinates complaints with the Community Feedback and Complaints Coordinator. 
· Works with the Administrative Coordinator on kit specifications, distribution records, consent, incidents, and reports. 
The Coordinator may supervise procurement assistants, donation-processing teams, assembly-team leaders, inventory volunteers, distribution teams, hygiene educators, interpreters, and data-entry personnel.

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in humanitarian relief, public health, procurement, inventory, warehousing, distribution, or community programming. 
· Understanding of personal hygiene and infection-prevention practices. 
· Strong organization and inventory-control skills. 
· Ability to assess the safety and usefulness of donated products. 
· Experience supervising volunteers and assembly operations. 
· Sensitivity when addressing menstrual hygiene, disability, incontinence, personal care, and other private needs. 
· Strong cultural humility and respect for Haitian communities. 
· Ability to manage fair distributions. 
· Ability to identify expired, damaged, contaminated, recalled, or inappropriate products. 
· Commitment to privacy, nondiscrimination, and beneficiary dignity. 
Haitian Creole or French proficiency is strongly preferred. Qualified Haitian public-health and community representatives should participate in kit design.

4. Program Objectives
The Hygiene Kit Program should:
· Improve access to essential personal-hygiene items. 
· Support dignity and disease-prevention practices. 
· Provide practical hygiene education. 
· Prioritize households experiencing verified hardship. 
· Consider the needs of women, children, older adults, and persons with disabilities. 
· Use local procurement when safe, practical, and beneficial. 
· Avoid unnecessary duplication with other organizations. 
· Minimize inappropriate packaging and waste. 
· Maintain strong inventory and distribution controls. 
· Strengthen local community knowledge and ownership. 
The program must avoid implying that recipients lack cleanliness or dignity because they need assistance.

5. Hygiene Needs Assessment
The Coordinator will:
· Consult Haitian community members, public-health personnel, women’s groups, schools, disability advocates, and local organizations. 
· Identify commonly used and culturally acceptable products. 
· Determine whether water is available to use items such as soap, shampoo, or detergent. 
· Identify package sizes appropriate for households. 
· Identify needs related to menstrual hygiene, infants, older adults, disability, or displacement. 
· Determine whether separate kit types are necessary. 
· Identify products readily available in Haiti. 
· Compare local purchasing with international procurement. 
· Identify existing distributions to prevent duplication. 
· Document how beneficiary and quantity estimates were calculated. 
· Avoid assuming that one standardized kit meets every person’s needs. 

6. Kit Categories
Final contents must be approved based on local consultation, medical or public-health guidance, budget, storage, and transportation requirements.
Standard individual hygiene kit
A standard kit may include:
· Bath soap. 
· Toothbrush. 
· Toothpaste. 
· Washcloth. 
· Comb or hair-care item appropriate to local preferences. 
· Deodorant where culturally appropriate. 
· Small towel. 
· Nail-care item where safe and approved. 
· Reusable bag or container. 
· Illustrated hygiene-information card. 
Family hygiene kit
A household kit may include:
· Multiple toothbrushes. 
· Toothpaste. 
· Bath soap. 
· Laundry soap or detergent. 
· Washcloths. 
· Combs. 
· Household cleaning item where safe. 
· Menstrual-hygiene items where requested. 
· Reusable storage container. 
· Hygiene and safe-water information. 
Menstrual hygiene kit
Subject to consultation and approval, a kit may include:
· Disposable or reusable menstrual products. 
· Underwear in appropriate sizes. 
· Soap. 
· Storage or disposal bags. 
· Washing and care instructions for reusable products. 
· Private, accurate menstrual-health information. 
· A discreet carrying bag. 
Menstrual items must be selected with Haitian women and girls. Distribution must protect privacy and should involve appropriately trained female personnel.
Child hygiene kit
A child kit may include:
· Age-appropriate toothbrush. 
· Child-appropriate toothpaste. 
· Soap. 
· Washcloth. 
· Comb. 
· Small towel. 
· Illustrated hygiene guide. 
· Reusable bag. 
Items must be appropriate for the child’s age and should not contain choking, cutting, or chemical hazards.
Specialized kit
When funded and professionally reviewed, specialized kits may support:
· Infants and caregivers. 
· Older adults. 
· Persons with disabilities. 
· Persons experiencing incontinence. 
· Displaced households. 
· Emergency shelter populations. 
Specialized items should not be publicly distributed in a way that reveals a recipient’s health or disability status.

7. Product Safety and Quality Standards
The Coordinator will ensure that every product is:
· New and unused unless a specific reusable item has been approved. 
· Unexpired. 
· In sealed or intact packaging. 
· Properly labeled. 
· Appropriate for its intended use. 
· Free from active safety recalls. 
· Stored under suitable conditions. 
· Culturally appropriate. 
· Reasonably durable. 
· Supported by clear instructions when needed. 
The program should reject:
· Open personal-care products. 
· Expired products. 
· Leaking containers. 
· Unlabeled chemicals. 
· Prescription or over-the-counter medicines. 
· Used toothbrushes, razors, undergarments, towels, or washcloths. 
· Strong chemicals not suitable for household distribution. 
· Products requiring unavailable water or disposal systems without an alternative plan. 
· Items with offensive, political, or inappropriate advertising. 
· Products that cannot be safely transported. 
· Samples marked “not for resale” when their donation or export is not authorized. 
Medicines belong under the Medical Department and must not be placed in general hygiene kits.

8. Procurement
The Coordinator will:
· Develop detailed product specifications. 
· Obtain competitive quotations where required. 
· Compare quality, unit size, packaging, expiration, delivery time, shipping, and total cost. 
· Evaluate Haitian vendors and manufacturers. 
· Document the reason for local or international purchasing. 
· Verify vendor identity and payment information. 
· Disclose conflicts of interest. 
· Use approved procurement procedures. 
· Obtain invoices and receipts. 
· Inspect goods on arrival. 
· Document shortages and substitutions. 
· Request approval before materially changing a kit’s contents. 
· Monitor vendor performance. 
The Coordinator may recommend purchases but may not independently authorize funds unless formally delegated.

9. Donation Management
The Coordinator will:
· Publish an approved donation list. 
· Provide minimum expiration and packaging standards. 
· Explain prohibited items. 
· Inspect donated products. 
· Count accepted quantities. 
· Separate damaged or unacceptable items. 
· Record donors where required. 
· Coordinate acknowledgments through approved channels. 
· Avoid exaggerating donated-item values. 
· Prevent unauthorized promotional material from being inserted into kits. 
· Refuse donations that create safety, customs, transportation, storage, or disposal problems. 
· Clearly communicate that acceptance does not guarantee shipment to Haiti. 
Volunteers may not take rejected or excess donations without documented authorization.

10. Inventory Management
The Coordinator will maintain records showing:
· Product description. 
· Brand and size where relevant. 
· Vendor or donor. 
· Lot or batch information where available. 
· Expiration date where applicable. 
· Quantity expected. 
· Quantity received. 
· Quantity accepted. 
· Quantity rejected. 
· Storage location. 
· Quantity allocated. 
· Quantity packed. 
· Quantity shipped. 
· Quantity received in Haiti. 
· Quantity distributed. 
· Quantity damaged or lost. 
· Remaining balance. 
· Final disposition. 
Material inventory adjustments should be verified by two authorized people whenever possible.

11. Assembly Operations
The Coordinator will:
· Develop written kit-assembly instructions. 
· Create a sample kit for each approved category. 
· Establish safe packing stations. 
· Train volunteers. 
· Assign counting, packing, quality-control, labeling, sealing, and inventory duties. 
· Maintain clean assembly surfaces. 
· Prevent food from being consumed near open hygiene products where contamination could occur. 
· Separate different kit types clearly. 
· Confirm products are sealed and unexpired. 
· Inspect completed kits. 
· Record completed quantities. 
· Pack kits into labeled cartons. 
· Reconcile unused items after each assembly event. 
Labels should identify kit type and quantity without exposing beneficiary names or sensitive needs.

12. Shipping, Customs, and Transportation
In collaboration with Logistics, the Coordinator will:
· Determine which products will be purchased locally. 
· Identify liquids, aerosols, blades, chemicals, batteries, or other items subject to transportation restrictions. 
· Prepare accurate packing lists. 
· Record carton contents, weight, dimensions, and values. 
· Confirm airline, shipping, and customs requirements. 
· Avoid false customs declarations. 
· Maintain invoices and donation records. 
· Prevent prohibited products from being packed. 
· Develop plans for delayed, damaged, detained, or lost shipments. 
· Ensure locally purchased products meet the same safety standards. 
· Confirm safe vehicle loading and unloading. 
· Protect products from heat, moisture, crushing, contamination, and theft. 

13. Storage
The Coordinator will verify that storage areas are:
· Clean. 
· Dry. 
· Secure. 
· Protected from pests and water damage. 
· Away from food where chemicals or fragrances could create contamination. 
· Away from medicines unless separately controlled. 
· Protected from excessive heat. 
· Organized by kit type and product. 
· Accessible only to authorized personnel. 
· Suitable for safe stacking. 
· Equipped with an inventory and access log. 
Products must not block exits, electrical panels, walkways, or emergency equipment.

14. Beneficiary Selection and Fairness
Working with the Beneficiary Registration Coordinator, the Coordinator will ensure:
· Beneficiary criteria are approved and documented. 
· Household or individual needs are verified appropriately. 
· Duplicate distribution is minimized. 
· Sensitive needs remain confidential. 
· People without internet or formal documents have a reasonable access process. 
· No church, political, family, or personal favoritism occurs. 
· No recipient pays for an approved free kit. 
· No recipient must consent to photography. 
· No person must attend a religious activity. 
· Persons with disabilities receive reasonable accommodation. 
· Walk-in and shortage procedures are established. 
· Complaints can be submitted safely. 

15. Distribution Planning
Every distribution plan should identify:
· Site. 
· Date and time. 
· Expected recipients. 
· Kit types and quantities. 
· Beneficiary-verification procedure. 
· School, church, community, or partner contact. 
· UnityReach Global site lead. 
· Volunteer assignments. 
· Interpreters. 
· Transportation schedule. 
· Inventory release procedure. 
· Distribution flow. 
· Accessible arrangements. 
· Privacy procedures. 
· Menstrual or specialized-kit procedures. 
· Crowd-control measures. 
· Hygiene-education component. 
· Media restrictions. 
· Complaint process. 
· Emergency procedures. 
· Leftover and reconciliation process. 

16. Dignified Distribution Standards
The Coordinator must ensure:
· Recipients are treated respectfully. 
· People are not required to publicly explain their hardship. 
· Menstrual, disability, incontinence, and other specialized needs are handled privately. 
· Waiting times are minimized. 
· Distribution lines do not expose sensitive beneficiary categories. 
· Children remain supervised. 
· Older adults and persons with disabilities receive appropriate accommodation. 
· Volunteers do not make jokes or negative comments about hygiene. 
· No unauthorized photography occurs. 
· No religious or political participation is required. 
· No volunteer reserves kits for personal contacts. 
· Disputes are addressed privately. 
· Beneficiaries receive clear product-use information. 
When possible, recipients should be allowed to express preferences among approved products instead of receiving items they cannot use.

17. Hygiene Education
The Coordinator will work with qualified health and water personnel to provide practical instruction on:
· Handwashing. 
· Toothbrushing. 
· Safe water storage. 
· Personal hygiene. 
· Menstrual hygiene. 
· Household cleanliness. 
· Laundry practices. 
· Waste disposal. 
· Prevention of contamination. 
· Safe product use. 
· When to seek medical care. 
Education must:
· Be delivered in Haitian Creole where possible. 
· Use clear demonstrations. 
· Avoid shaming. 
· Be appropriate to local water and sanitation conditions. 
· Provide visual instructions for people with limited literacy. 
· Be voluntary and not delay essential distribution. 
· Avoid making unsupported medical claims. 

18. Shortage and Substitution Procedures
If kit supplies are insufficient, the Coordinator will:
· Confirm the shortage through an inventory count. 
· Notify the Humanitarian Relief Director. 
· Protect the approved beneficiary criteria. 
· Use a preapproved priority or waitlist procedure. 
· Avoid personal selection. 
· Document partial kits. 
· Explain missing items honestly. 
· Provide a follow-up process when possible. 
· Record every substitution. 
· Ensure substitutions are safe and appropriate. 
· Update inventory and distribution records. 
A kit should not be represented as complete if required items are missing.

19. Authority
Within approved plans, the Coordinator may:
· Develop kit-content recommendations. 
· Establish product specifications. 
· Request quotations. 
· Recommend vendors. 
· Accept or reject donated items under approved standards. 
· Assign assembly and distribution duties. 
· Restrict inventory access. 
· Stop assembly when quality concerns arise. 
· Reject unsafe or inappropriate products. 
· Pause distribution because of safety, privacy, safeguarding, or inventory concerns. 
· Request an inventory recount. 
· Report suspected theft, fraud, diversion, or exploitation. 
· Recommend program improvements. 
Financial commitments, beneficiary criteria, and major changes to approved kit contents require authorization.

20. Limitations
The Coordinator may not:
· Purchase products without authorization. 
· Include medicines in general hygiene kits. 
· Distribute expired, opened, recalled, or unsafe products. 
· Conceal loss, damage, contamination, or shortages. 
· Require religious participation. 
· Charge unauthorized fees. 
· Select recipients based on personal relationships. 
· Allow volunteers to remove products for personal use. 
· Accept kickbacks or personal vendor benefits. 
· Falsify inventory or distribution records. 
· Publicly reveal a recipient’s menstrual, disability, or health needs. 
· Use beneficiary photographs without consent. 
· Permit donated products to be resold. 
· Change kit contents materially without review. 
· Promise continued distributions without approved resources. 

21. Hygiene Kit Workflow
The standard workflow should be:
Needs Assessed → Kit Categories Designed → Public-Health Review Completed → Specifications Approved → Quantities Calculated → Budget Approved → Products Purchased or Donated → Goods Received and Inspected → Inventory Recorded → Kits Assembled → Quality Checked → Cartons Packed → Shipment or Local Delivery Completed → Haiti Inventory Confirmed → Beneficiaries Verified → Hygiene Education Provided → Kits Distributed → Inventory Reconciled → Feedback Collected → Final Report Completed
Suggested inventory statuses include:
· Requested. 
· Approved. 
· Ordered. 
· Partially received. 
· Received. 
· Rejected. 
· Inspected. 
· Allocated. 
· Packed. 
· Shipped. 
· Customs hold. 
· Received in Haiti. 
· Staged. 
· Released. 
· Distributed. 
· Damaged. 
· Missing. 
· Remaining. 
· Transferred. 
· Closed. 

22. Timeline and Deliverables
Phase 1: Appointment–December 2026
The Coordinator will:
· Meet with the Humanitarian Relief Director and Mission Director. 
· Review public-health, procurement, logistics, safeguarding, privacy, and financial policies. 
· Consult Haitian community representatives and public-health professionals. 
· Conduct a preliminary hygiene needs assessment. 
· Develop proposed kit categories. 
· Research local product preferences and availability. 
· Compare local and international procurement. 
· Draft product-safety and donation standards. 
· Develop an inventory framework. 
· Create a preliminary distribution model. 
· Estimate storage and transportation requirements. 
· Prepare a preliminary budget. 
· Create a program risk register. 
Required deliverables
· Hygiene Kit Program Plan. 
· Preliminary needs assessment. 
· Proposed kit specifications. 
· Donation and quality standards. 
· Procurement strategy. 
· Inventory-control framework. 
· Distribution model. 
· Preliminary budget. 
· Program risk register. 

Phase 2: January–December 2027
The Coordinator will build the operational system.
Responsibilities include:
· Finalize kit contents through Haitian consultation. 
· Obtain preliminary vendor quotations. 
· Identify Haitian vendors. 
· Develop approved donation lists. 
· Establish receiving and inspection procedures. 
· Build the inventory system. 
· Develop assembly instructions. 
· Identify assembly and storage locations. 
· Create hygiene-education materials. 
· Develop distribution forms. 
· Establish specialized-kit privacy procedures. 
· Identify potential community partners. 
· Test sample kits. 
· Test assembly and inventory procedures. 
· Revise specifications based on feedback. 
· Update the budget and risk register. 
By December 2027
The Coordinator should have:
· Approved preliminary kit designs. 
· Potential vendors and donors. 
· Sample kits. 
· A functioning inventory system. 
· Assembly procedures. 
· Distribution records. 
· Hygiene-education materials. 
· Preliminary partner sites. 
· Updated cost and transportation estimates. 

Phase 3: January–June 2028
The Coordinator will begin procurement and collection.
Responsibilities include:
· Confirm the funded kit target. 
· Update beneficiary estimates. 
· Finalize product specifications. 
· Launch approved donation and sponsorship campaigns. 
· Begin receiving and inspecting donations. 
· Begin approved purchasing. 
· Track vendor performance and deadlines. 
· Secure storage. 
· Maintain accurate inventory. 
· Identify shortages early. 
· Recruit assembly volunteers. 
· Schedule assembly events. 
· Confirm shipping and customs requirements. 
· Finalize local procurement plans. 
· Train lead volunteers. 
· Provide regular budget and inventory reports. 

Phase 4: July–September 2028
The Coordinator will complete major procurement and assembly.
Responsibilities include:
· Reconfirm beneficiary and kit quantities. 
· Complete major purchases. 
· Resolve shortages. 
· Conduct assembly events. 
· Enforce standardized packing and quality control. 
· Reconcile inventory after every event. 
· Label kits and cartons. 
· Prepare shipping records. 
· Coordinate freight or baggage arrangements. 
· Confirm Haiti storage. 
· Identify distribution-team leaders. 
· Develop site-specific distribution plans. 
· Train volunteers on dignity and privacy. 
· Finalize hygiene-education materials. 
· Confirm safeguards for menstrual and specialized kits. 
Deliverables
· Updated inventory. 
· Completed or near-completed kits. 
· Quality-control records. 
· Packing lists. 
· Shipping documentation. 
· Site allocation plan. 
· Distribution schedule. 
· Volunteer assignments. 
· Hygiene-education package. 

Phase 5: October–December 13, 2028
The Coordinator will complete final readiness.
Responsibilities include:
· Finish remaining assembly. 
· Conduct final product and kit inspection. 
· Reconcile purchased, donated, packed, and remaining inventory. 
· Finalize beneficiary estimates. 
· Finalize site allocations. 
· Ship supplies by required deadlines. 
· Monitor shipment status. 
· Complete authorized Haiti-based purchases. 
· Verify Haiti receipt and condition. 
· Confirm secure storage. 
· Reconfirm transportation and distribution schedules. 
· Complete volunteer training. 
· Prepare printed and offline distribution records. 
· Confirm complaint and referral procedures. 
· Submit final readiness certification to the Humanitarian Relief Director. 

23. Departure and Arrival — December 14, 2028
The Coordinator will:
· Account for assigned hygiene-kit personnel. 
· Verify transported supplies. 
· Maintain copies of packing lists and invoices. 
· Report missing or delayed baggage. 
· Attend the mission arrival briefing. 
· Inspect supplies received in Haiti. 
· Document damage, leakage, shortage, or contamination. 
· Reconcile the initial Haiti inventory. 
· Confirm secure storage. 
· Confirm the first distribution schedule. 
· Brief volunteers on inventory, dignity, privacy, and safeguarding. 

24. Active Mission Operations — December 15–23, 2028
Daily responsibilities
The Coordinator will:
· Attend the Humanitarian Relief briefing. 
· Review the day’s distribution plan. 
· Confirm beneficiary estimates and kit allocations. 
· Confirm transportation and security. 
· Release inventory through approved procedures. 
· Verify quantities loaded. 
· Confirm team assignments and interpreters. 
· Inspect the distribution site. 
· Supervise beneficiary verification. 
· Coordinate hygiene education. 
· Monitor kit distribution. 
· Protect privacy and dignity. 
· Address shortages, duplicate claims, or product concerns. 
· Reconcile remaining kits. 
· Return undistributed supplies to secure storage. 
· Record complaints and incidents. 
· Update the master inventory. 
· Prepare the next day’s operation. 
Before each distribution
The Coordinator must confirm:
· Beneficiary criteria are approved. 
· Correct kit types are available. 
· Quantities are verified. 
· Products remain safe and intact. 
· The site is secure and accessible. 
· Privacy areas are available for specialized needs. 
· Volunteers understand their duties. 
· Crowd-control procedures are ready. 
· Media restrictions are understood. 
· Hygiene education is appropriate. 
· Emergency routes are clear. 
During distribution
The Coordinator will:
· Maintain orderly service. 
· Prevent unauthorized inventory access. 
· Verify recipient eligibility. 
· Protect confidential information. 
· Provide approved accommodations. 
· Stop unauthorized photography. 
· Ensure volunteers do not impose religious conditions. 
· Provide product-use information. 
· Document approved exceptions. 
· Pause distribution if the site becomes unsafe. 
· Handle complaints respectfully. 
After distribution
The Coordinator will:
· Reconcile released, distributed, damaged, and remaining kits. 
· Obtain required acknowledgments. 
· Document discrepancies. 
· Secure remaining inventory. 
· Record beneficiary feedback. 
· Report suspected theft or diversion. 
· Update distribution records. 
· Confirm whether follow-up is needed. 
· Prepare the next allocation. 

25. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Secure remaining kits and products. 
· Complete distribution reconciliations. 
· Investigate discrepancies. 
· Conduct only approved follow-up distributions. 
· Collect feedback from partners and recipients. 
· Determine the authorized disposition of remaining supplies. 
· Prepare written transfer records. 
· Prevent informal giveaways. 
· Reconcile transportation and storage obligations. 
· Prepare the final inventory report. 
· Document program lessons. 
· Recommend future kit improvements. 
· Confirm post-mission monitoring responsibilities. 
Humanitarian supplies may not be redirected for volunteer vacation use.

26. Final Day — January 3, 2029
The Coordinator will:
· Complete the final physical inventory. 
· Confirm the disposition of every remaining kit and product. 
· Obtain signed transfer records. 
· Return borrowed or rented equipment. 
· Secure procurement, inventory, distribution, and complaint records. 
· Confirm that no products remain in lodging rooms, vehicles, or unauthorized locations. 
· Submit unresolved shortage, damage, or complaint matters. 
· Transfer continuing responsibilities to an authorized partner. 
· Attend the final leadership briefing. 
· Account for assigned volunteers. 
· Support an orderly departure. 
· Submit the preliminary final report within the required period. 

27. Emergency Responsibilities
During an emergency, the Coordinator will:
· Stop assembly or distribution. 
· Follow the Mission Director and Safety Officer. 
· Account for team members. 
· Keep exits and emergency routes clear. 
· Protect recipients from crowd pressure. 
· Secure products only when it is safe. 
· Request medical assistance for exposure or injury. 
· Report chemical spills, theft, fire, contamination, or missing persons. 
· Preserve relevant records. 
· Avoid unauthorized public statements. 
· Support evacuation or sheltering. 
Human safety always takes priority over kits, inventory, or distribution targets.

28. Records and Documentation
The Coordinator must maintain:
· Hygiene needs assessments. 
· Approved kit specifications. 
· Public-health reviews. 
· Vendor quotations. 
· Procurement approvals. 
· Invoices and receipts. 
· Donation records. 
· Product inspection records. 
· Lot and expiration records where applicable. 
· Inventory ledgers. 
· Storage access logs. 
· Assembly records. 
· Quality-control records. 
· Packing lists. 
· Shipping and customs documents. 
· Haiti receiving reports. 
· Site allocation records. 
· Beneficiary distribution records. 
· Specialized-kit confidentiality controls. 
· Damage, shortage, and loss reports. 
· Transfer records. 
· Complaint and incident reports. 
· Final reconciliation. 
· Program evaluation and lessons learned. 
Health-related and sensitive beneficiary information must remain restricted.

29. Performance Indicators
Performance may be evaluated using:
· Number of verified recipients receiving kits. 
· Percentage of kits meeting approved specifications. 
· Cost per kit. 
· Percentage of procurement within budget. 
· Percentage of products sourced locally where appropriate. 
· Inventory accuracy. 
· Loss, damage, or leakage rate. 
· On-time procurement and delivery. 
· Percentage of distributions with complete records. 
· Number of expired or unsafe products prevented from distribution. 
· Beneficiary satisfaction. 
· Accessibility for vulnerable recipients. 
· Percentage of volunteers trained. 
· Completion of hygiene education. 
· Number of privacy, safeguarding, or aid-conditioning violations. 
· Final reconciliation rate. 
· Timeliness and accuracy of reports. 
Success is measured by product usefulness, safety, fairness, dignity, and accountable stewardship—not merely the number of kits distributed.

30. Key Risks to Manage
The Coordinator must actively manage:
· Expired or recalled products. 
· Leakage or contamination. 
· Inappropriate donated items. 
· Unsafe chemicals. 
· Transportation restrictions. 
· Customs delays. 
· Vendor failure. 
· Theft or diversion. 
· Duplicate distribution. 
· Favoritism. 
· Unauthorized resale. 
· Insufficient water to use products. 
· Inappropriate menstrual-hygiene products. 
· Public exposure of sensitive needs. 
· Religious or political conditioning. 
· Unauthorized fees. 
· Disability exclusion. 
· Poor storage. 
· Inventory errors. 
· Informal giveaways. 
· Unsupported health claims. 
· Excessive packaging waste. 
· Weak post-mission follow-up. 

31. Immediate First 30-Day Action Plan
Within the first 30 days, the Hygiene Kit Coordinator should:
1. Meet with the Humanitarian Relief Director and Mission Director. 
2. Review public-health, procurement, logistics, safeguarding, and privacy policies. 
3. Consult Haitian community and public-health representatives. 
4. Conduct a preliminary hygiene needs assessment. 
5. Identify proposed kit categories. 
6. Draft preliminary kit contents. 
7. Research local product preferences and prices. 
8. Compare local and international procurement. 
9. Develop product-safety standards. 
10. Draft donation-acceptance guidelines. 
11. Create the preliminary inventory system. 
12. Develop assembly and quality-control procedures. 
13. Draft the distribution model. 
14. Develop hygiene-education requirements. 
15. Identify specialized-kit privacy controls. 
16. Prepare the preliminary budget. 
17. Create the program risk register. 
18. Submit the initial program plan to the Humanitarian Relief Director. 

32. Closing Responsibility Statement
The Hygiene Kit Coordinator is responsible for ensuring that personal-care assistance protects health while preserving dignity.
Every product must be safe, useful, culturally appropriate, properly controlled, and fairly distributed. Sensitive needs must be handled privately, and recipients must never be pressured to exchange faith participation, publicity, money, labor, or personal information for essential hygiene assistance.

