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Introduction

1. Emergency assistance must be based on a sound, though rapid, assessment of the
refugees' most immediate problems and needs and the resources available to meet those
needs.

2. The objective of the initial problem analysis and needs assessment is to provide UNHCR
with a clear and concise picture of the emergency situation, in both quantitative and
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qualitative terms. It should provide enough information to predict the evolution of the

emergency, at least in the short term. It is the basis for decisions which affect the future

of the operation.

3.

More detailed assessments will follow as the emergency develops and needs evolve:
assessment never stops.

The initial and subsequent assessments are intricately linked with, and will form the basis
for, operations planning. The initial assessment will also build on the contingency planning

process.

4. The initial assessment should:

[l Answer the questions "what is the main problem?" and "is there an emergency

or not?";

(1 Provide sufficient information to decide whether UNHCR should be involved in
the emergency response and what the scope of that involvement should be;

(L1 Be an inter-agency initiative, but with one body providing the overall

coordination. The team should include staff from UNHCR, the government and other
potential partners (for example other UN agencies, NGOs). Ideally the inter-agency
body used for contingency planning should provide the basis for the group carrying
out a simple problem and needs assessment. Often the people carrying out the
initial assessment will simultaneously be providing the initial response. Whenever
possible, the assessment team should include those who will implement the
emergency operation in the field;
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[ Be carried out quickly;

[ Provide a full picture of the scope of the emergency, rather than focus on a
limited area or sector (it is better to get the whole picture half right);

(] Describe the people affected by the emergency (a simple demographic profile);
(] Identify the coping ability of the refugees themselves;

(] I1dentify locally available resources;

(] Identify what are the most immediate priorities;

[l Use agreed and appropriate standards against which needs can be measured;

(1 Involve the refugees, women and men, from the outset. Get to know them and
understand their concerns. They are a key source of information;

[l Record the sources of information collected;

[ Ccross-check information, not relying on only one tool (e.g. aerial surveys cross-
checked by on the ground observations and interviews);

[ Involve appropriate technical input;

] Use samples and surveys rather than collect too much detailed information
which is difficult to analyze;

[ Produce recommendations for immediate action indicating the resources needed
to implement them;
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(1 Be able to trigger an immediate and effective response;

[ Have the results shared promptly and widely.

5. The assessment should, as a minimum, answer the questions in the checklist in Annex
1. This includes essential minimum information required for planning an emergency
operation.

6. The initial assessment should focus on the priority life threatening problems which are
usually in the sectors of protection, water, food, sanitation, shelter and health. The
assessment should measure the actual condition of the refugees against what is needed
for their survival and immediate well-being (expressed as "standards"). The resources at
their disposal should also be assessed.

The setting of standards appropriate for the situation is an important prerequisite for
needs assessment.

7. Standards provide a benchmark against which the condition of the refugees can be
measured (see Appendix 2 for some of the minimum survival standards). The standards
established for emergency assistance must be consistent with the aim of ensuring the
survival and basic well-being of the refugees, be fairly applied for all refugees and be
respected by all involved.

8. The document Initial Assessment in Emergency Situations: a Practical Guide for Field
Staff (see references) includes more detailed checklists for assessments, and contains
practical information on principles, planning, techniques, methods, and forms. See also
chapter 6 on operations planning for an example of a Gap Identification Chart, a useful
tool for comparing needs and resources.

Organizing the Assessment
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9. The initial assessment must be carried out on the spot as soon as it is clear that a
refugee emergency may exist. The assessment must involve the government and other key
actors.

10. Immediate access to the area where the refugees are located is, of course, a
prerequisite. Getting the assessment underway as soon as possible requires quick,
practical steps: establish a presence at or near the refugee site for first hand information,
interview refugees, use other available sources of information, mobilize local expertise
and resources.

11. While an organized approach is necessary, time must not be lost simply because the
desired expertise is not immediately available. Where UNHCR is already present, initial
action must not be delayed pending the arrival of staff with more expertise.

A quick response to obviously urgent needs must never be delayed because a
comprehensive assessment has not yet been completed.

12. Planning the assessment involves setting the objectives, establishing the terms of
reference and selecting team members. The assessment plan should indicate which
information should be collected and the report should make clear if it was not possible to
collect that information.

13. If UNHCR is not already present in the country, the assessment mission will normally
be organized by Headquarters.

14. Any problem and needs assessment should start with a review of the existing
background information (mission reports, media articles, situation reports, local maps).
Ideally, a contingency plan would have been prepared and kept updated and would
provide input for the assessment and the immediate response. UNHCR Headquarters can
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provide maps and geographical information from a computerized database. The maps and
information can be tailored to the specific requirements of the assessment. The
assessment should also include interviews with the refugees and others involved.

15. Tools commonly used in assessments are:
i. Questionnaires;
ii. Checklists;
ifi. Visual Inspection.

16. A combination of tools is normally used in order to cross-check the conclusions.
Questionnaires and checklists (see Annex 1 for a basic checklist) are particularly useful
because they standardize the approach and force the assessors to plan ahead and decide
which information needs to be collected. Visual inspections provide general information
and can put into context data from more systematic assessments.

Immediate Response

17. Gathering information about problems, needs and resources on the one hand, and the
establishment of standards on the other, will allow the immediate unmet needs to be
determined.

The most urgent actions must be taken with whatever local material and organizational
resources are available, even if the information at hand is incomplete.

18. In order to ensure urgent survival needs are met, the most important initial actions
are likely to be: i. Ensuring the capacity to act; ii. Protection; iii. Organizational
considerations.
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Ensure the Capacity to Art

19. The first priority is to provide the organizational capacity required to meet the needs
of the emergency.

Enough UNHCR and implementing partner staff of the right calibre and experience must
be deployed.

It may be necessary to invoke emergency procedures for the allocation of funds,
implementing arrangements, food supply, local purchase, and recruitment of personnel.
See Appendix 1 for details of how to access UNHCR emergency response resources. With
the government, the resources of other UN organizations, particularly UNICEF and WFP,
and of the NGO sector must be mobilized within the framework of a plan for immediate
action.

Protection

20.

HUnless the refugees' right to asylum is assured there can be no assistance programme.H

Action must be taken to this end, and to ensure their security and fundamental human
rights. The importance of a UNHCR presence where the refugees are located has been
stressed. Specific measures may be needed, for example to meet the special protection
problems and needs of groups at risk (unaccompanied children, single young girls,
minorities, etc.), and to protect the refugees against arbitrary actions of outsiders and
against groups within their own number who may pose a threat to their safety.

Organizational Considerations
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21. UNHCR must establish a presence where the refugees are, with assured
communications with the main office and with Headquarters. The organization of the
necessary logistical capacity to deliver the assistance will be of critical importance.

22. The priority, once problems and needs have been assessed, will be to provide vital
assistance wherever the refugees are located. There will also, however, be key
organizational or planning decisions to take, some of which may determine the future
shape of the whole operation. These often include the points summarized below; decisions
on them should be seen as a part of the immediate response.

HIf such decisions go by default or are wrong they will be very difficult to correct later.

Protection and Material Assistance
The Location of the Refugees

23. This will have a major influence on protection and all sectors of assistance. If the
refugees have spontaneously settled in a scattered manner, they should not be brought
together unless there are compelling reasons for breaking their present settiement
pattern. If they are already in sites which are judged to be unsatisfactory, move them. The
difficulty in moving refugees from an unsuitable site increases markedly with time. Even if
those already there cannot be moved, divert new arrivals elsewhere (see chapter 12 on
site planning).

Control at the Sites

24. Determine the optimum population in advance and plan for new sites accordingly.
Keep careful control of actual occupation of the site as refugees arrive, so that sections
prepared in advance are filled in an orderly manner.
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Numbers and Registration

25. An accurate estimate of numbers is a prerequisite for effective protection and
assistance. Efficient delivery of help to all in need will require at least family registration
which should be organized as soon as possible. Nevertheless the initial provision of
assistance may have to be based on a population estimation rather than full registration
(see chapters 11 and 13 on registration and commodity distribution).

Urgent Survival Needs

26. Meet the most urgent survival needs: food, water, emergency shelter, health care and
sanitation, ensuring fair distribution:

i. Involve the refugees and promote their self-reliance from the start. If this is not
done the effectiveness of the emergency assistance will be severely reduced, and
an early opportunity to help the refugees to start to recover from the psychological
effects of their ordeal may be missed;

ii. Food. Ensure that at least the minimum need for energy is met; a full ration can
follow. Set up special feeding programmes if there are clear indications of
malnutrition. Establish storage facilities;

iii. Water. Protect existing water sources from pollution and establish maximum
storage capacity with the simplest available means. Transport water to the site if
the need cannot otherwise be met;

iv. Emergency shelter. Meet the need for roofing and other materials from local
sources if possible. Request outside supplies (e.g. plastic sheeting) if necessary;

v. Health care. Provide the necessary organizational assistance, health personnel
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and basic drugs and equipment in close consultation with the national health
authorities. Although the immediate need and demand may be for curative care, do
not neglect preventive and particularly environmental health measures;

vi. Sanitation. Isolate human excreta from sources of water and accommodation.

27. Take steps to meet the social needs and reunite families if necessary. Surveys may be
necessary to identify those in need, who often do not come forward. Tracing may be
required. If groups of refugees have been separeted, they should be reunited. Special
measures to ensure the care of any unaccompanied children will be a priority.

28. Once these and other priority measures are underway, begin the wider planning
process.

Key References

Initial Assessment in Emergency Situations - a Practical Guide for Field Staff, UNHCR,
Geneva, 1998.

Annexes
Annex 1 - Checklist for Initial Assessment

This checklist is based on a refugee influx, it should be modified in the light of the actual
nature of the emergency.

Who are the refugees, their numbers, and pattern of arrival
[l Approximately how many refugees are there?

[l Where have the refugees come from? Why?
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[l What is the rate of arrival? Is it likely to increase or decrease? a What is the total
number likely to arrive?

L] What is the location of the arrival points and of the sites where people are
settling (latitude and longitude)?

[ Are the refugees arriving as individuals or in groups? Are these family groups,
clans, tribal, ethnic or village groups?

[] Are families, village groups and communities intact?

[l How are the refugees organized? Are there group or community leaders?
[l How are the refugees travelling - on foot, in vehicles?

[l What is the gender ratio of the population?

[l What is the age profile of the population? Can a breakdown in age be given -
under five's, age 5 to 17 years, 18 years and over?

[l How many unaccompanied minors are there? What is their condition?

] what was the social and economic situation of the refugees prior to their flight?
What are their skills and languages? What is their ethnic and cultural background?

[ Are there individuals or groups with special social problems? Are there particular
groups made more vulnerable by the situation? (e.g. the disabled, separated
minors or elderly people in need of support)

[l what are the basic diet, shelter, and sanitation practices of the refugees?

D:/cd3wddvd/NoExe/.../meister10.htm 23/183



21/10/2011 meister10.htm
L] What is the security situation within the population - is there a need for
separation between different groups, are there armed groups within the
population?

[l what is the formal legal status of the refugees?
Characteristics of the location
L] what are the physical characteristics of the area where the refugees are located?
[l What is the soil, topography and drainage?
[ Is there enough space for those there and those likely to arrive?
[ Is there all season accessibility?
(] can the refugees access relief assistance from where they are located?
[l What is the vegetation cover?
[ will the refugees need to use wood for fuel and shelter?
[l Approximately how many people already live in the local area?
[l Who owns (or has usage rights on) the land?
[L1 Is there grazing land and are there potential areas for cultivation?

[l what is the actual or likely impact on the local population and what is their
attitude and that of the local authorities towards the refugees?
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[ Are there security problems?

[ what environmental factors must be taken into account (e.g. fragility of the local
environment and extent to which local community relies on it; how rapidly might it
be degraded by the refugees, proximity to protected areas)?

[l What is the condition of the local population? If assistance is provided to the
refugees, should the local population also be assisted?

Health status and basic problems

[] Are there significant numbers of sick or injured persons, is there excess
mortality?

(1 Are there signs of malnutrition?
[ Do the refugees have access to sufficient quantities of safe water?
[ Do the refugees have food stocks, for how long will they last?
] Do the refugees have adequate shelter?
[ Are adequate sanitary facilities available?
(1 Do the refugees have basic domestic items?
[ Is there sufficient fuel for cooking and heating?
Resources, spontaneous arrangements and assistance being delivered
[l what type and quantity of possessions have the refugees brought with them?
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] what arrangements have the refugees already made to meet their most
immediate needs?

[l what assistance is already being provided by the local population, the
government, UN organizations and other organizations, is the assistance adequate,
sustainable?

[L]1 Is the present assistance likely to increase, continue, decrease?
[l What is the government's policy on assistance to the refugees?
(] Are there any major constraints likely to affect an assistance operation?
[ Has contingency planning for this type of emergency been undertaken?
[l what coordination arrangements are required?

Means to Deliver Protection and Assistance

[] can effective implementing arrangements be made quickly and locally, if not,
what are the alternatives?

[ 1Is there already an identified refugee leadership with whom it will be possible to
coordinate the delivery of protection and assistance?

1 what are the logistical needs and how can they be met?
[l Where will the necessary supplies come from?

L] How will they reach the refugees?
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[l what storage is needed, where and how?

[ Are there essential items which can only be obtained outside the region and
whose early supply will be of critical importance (e.g. food, trucks?)

1 What are the needs for UNHCR and implementing partner staff and staff support?
wd L
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#

Figure

Introduction

1. An emergency response requires good planning. An important aspect of planning,
particularly in an emergency situation, is the development of an operations plan. The
"Operations Plan" is a vital management tool which should be based on a problems, needs
and resources assessment. The plan should determine programme priorities, set
objectives, and specify actions that need to be taken by the actors responsible for the
various sectors of an operation. Specific tasks in an emergency and the parties responsible
for the implementation of these tasks need to be clearly identified and a plan formulated in
as clear and concrete a way as possible.

[r ll
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At the start of an emergency there is a tendency to postpone planning, both because
information is not available and because there are obvious urgent needs which can be
met piecemeal, without a plan. This tendency should be resisted.

2. The more critical the situation, the more important it is for the operations manager to
find the time to take stock, determine priorities and develop a plan for what needs to be
done, when, by whom and how.

3. Ideally, the operations plan should make use of the contingency planning process,
partners identified, and resources prepared, as well as the plan itself. As the same
principles of planning apply, the structure of the operations plan can be based on the
contingency plan (also attached here as Annex 1). There are a range of additional
considerations beyond what is included in the Contingency planning format, many of
which will be addressed over time. However, the main differences between contingency
planning and operations planning and the characteristics of a good plan are discussed in
chapter 4 on contingency planning. The tasks and approach will be different primarily
because of assessments - in operations planning, the starting point is known and
assessments of the situation replace the contingency planning scenarios and many of the
assumptions.

4. The views of the refugees should be taken into account in drawing up the operations
plan. They are the single most important resource in meeting their own needs, and will
have definite ideas on how this may best be done. The plan must strengthen the refugees'
own resources and self-reliance and avoid creating dependency. The plan should also
reflect the aim of a durable solution.

5. The operations plan must be comprehensive, identifying all problems, needs and
resources whether these are met through UNHCR or by other organizations and sources of
funds. Drawing up the operations plan should be a team effort. Clear direction must,
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however, come from the government and/or UNHCR.

The most effective operations plans are those developed by or with the people who will
implement them.

6. Although the plan should be comprehensive, this should be balanced by the need to
produce the plan quickly, so that in rapidly evolving emergencies the plan will not become
outdated before it is finished. In addition, lengthy plans can be difficult to update.
Characteristics of a good plan are discussed in paragraphs 23 to 25 of chapter 4 on
contingency planning.

7.

It should be stressed that, as with contingency planning, operations planning is a
process.

A plan, as a document, is not an end in itself but simply a record of the process. It should
be kept updated in light of the evolving situation: implementation of the plan should be
monitored and corrective action taken, and the plan should then be adjusted and revised.
The operations plan must be made available to all who need it.

8. This chapter focuses on operations plans developed with partners. However, planning
within the office should not be neglected -simple plans of action at each administrative or
office level within UNHCR should also be drawn up, from site to Headquarters, tying in
with the overall operations plan and involving the same principles: clarifying objectives,
allocating responsibilities, defining activities to achieve objectives, and defining
coordination mechanisms such as staff meetings (discussed in chapter 20 on
administration and staffing).
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Operations Planning Tasks

9. Operations planning involves the tasks set out below:
i. Review existing plans and information in the contingency plan;
ii. Assess problems, needs and resources: identify critical unmet needs.

The problems, needs and resources assessments determine what must be done, and where
the priorities are. Assessment of problems, needs and resources is part of planning: plans
must be updated to take account of new assessments and progress in implementation.
Identify critical unmet needs using the results of the assessments and comparing these
with established standards - the determination of the standards to which assistance
should be delivered is of fundamental importance. The resources which are available and
those which are required must also be identified. Resources includes human resources and
personnel, local and international implementing and operational partner organizations,
and material resources.

At the early stages of a major emergency, it is unlikely that resources will be sufficient to
meet all needs, thus prioritization will be an important part of operations planning.

ili. Set overall goals

The overall operation and strategic goals must be clarified. All other objectives and
activities should be consistent with these overall objectives. In formulating objectives, the
single most important question to ask is, "What is the intended result?" Objectives should
be specific, measurable, achievable and realistic, and the time frame within which they
should be reached should be specified.

iv. Clarify planning assumptions
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It will also be necessary to clarify the main constraints, planning assumptions and
principles behind the emergency operation. These should be set out explicitly, including an
explanation of the role, responsibilities and policies of the government, UNHCR, other UN
organizations and operational partners. In addition, standard or established procedures,
such as monitoring and coordination mechanisms, MOUs etc. should also be set out.
Similarly, standards in various sectors and any specific guidelines necessary should be
specified (where the plan includes objectives, outputs and activities on a sector by sector
basis). Although these issues should have been in the contingency plan, they will need to
be revisited in the light of the problem and needs assessments, and restated as necessary
to new partners, so everyone is working with the same assumptions and to the same
standards.

v. Determine the courses of action to reach overall objectives (implementing
arrangements).

Consider various options to reach objectives, their advantages and disadvantages; which
are flexible, which are the most efficient and effective? Choosing an option for
implementing arrangements which retains flexibility is important in a rapidly changing
situation. Chapter 8 on implementing arrangements discusses this in more detail.

vi. Determine objectives and courses of action to reach objectives at sector level.

Decide on the objectives, activities and outputs for each sector. As with contingency

planning, this is the most detailed part of the plan. The organization with operational
responsibility for a particular sector or site should draw up the plan of action for that
sector or site.

vii. Allocate responsibilities

Responsibilities (both within UNHCR and between different actors in the operation), need
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to be clearly stated.

viii. Determine coordination mechanisms

Coordination mechanisms should be established between the different actors in the
operation. Coordination at different geographical levels (e.g. at the site and in the capital
or regional city) needs also to be assured. In a large operation, it may be necessary to
have separate coordination mechanisms for sectors.

ix. Determine monitoring mechanisms

From the start, the management of a refugee emergency must include continuous
monitoring (by measuring the indicators of performance), reporting and evaluation in
order to ensure that the objectives remain appropriate as circumstances change, and the
activities to fulfill the objectives are being carried out effectively.

X. Record and disseminate the plan, monitor progress, take corrective action, and adjust
and revise the plan.

Effective Planning Guidelines for UNHCR Teams (updated in January 1999) provide more
details on managing the planning process at all levels of an operation in the most effective
and efficient way possible. The assumption underlying this emphasis on the planning
process is that better planning processes lead to better quality results delivered on time in
a cost effective manner.

Figure 1 - an example of a Gap Identification Chart

Sitel Site2 Site3

Overall site_-manaacement' ' Aaencvy M. Agencvy_ M Aaeancv_R
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Protection J[UNHCR |UNHCR [UNHCR |
Food distribution Agency B Agency K
Shelter Agency B |Agency Y

\Water HAgency WH HAgency W\
Hearth Agency H|Agency H
Etc.

Allocation of Responsibilities
Gap Identification Chart

10. A gap identification chart is a simple but very important and useful tool to allocate
responsibilities effectively and identify the critical unmet needs of the refugees site by site
and sector by sector. It illustrates who is responsible for what in an operation (by site and
sector) and points out gaps where a sector or site needs attention. An example is shown
below - the blanks indicate "gaps" i.e. sites or sectors for which nobody has
responsibility. These would need to be given priority attention. Annex 2 shows a blank
chart Figure 1 shows an example that has been filled in.

Roles and Tasks

11. The roles and tasks of all involved must be clearly stated. Delay in defining
responsibility usually leads to each party defining goals independently and setting their
own limits of responsibility. This in turn can lead quickly to confusion, gaps and
duplication. Responsibilities should be defined for each administrative level, and for both
organizations and individuals. How responsibilities are allocated to individuals is
discussed in chapter 20 on administration and staffing.
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12. Responsibilities are allocated to different organizations in a refugee emergency
primarily through organizations' mandates, international instruments and pre-existing
MOUs between organizations.

13. The responsibilities and roles are defined in more detail in response to the specific
needs of the refugee situation and capacities of the different parties on the ground. These
are set out in implementing agreements with implementing partners, MOUs and exchange
of letters with other UN agencies, and agreements with the government. If formal
agreements have not yet been drawn up and the basis of cooperation remains a Letter of
Intent, the definition of responsibilities contained in the operations plan is more essential
than ever (see Annex 1 of the chapter 8 implementing arrangements for a format of a
Letter of Intent).

14. The responsibilities of organizations delivering assistance but which are not
implementing partners of UNHCR must also be defined. This may create problems,
particularly where individual NGOs wish to have responsibility for a specific sector. Final
authority rests with the government, and the Representative or the operations manager
should consult closely with the authorities. To the extent possible, however, any conflict
of interest should be resolved within the framework of a coordinating mechanism.

Annexes
Annex 1 - A Model Structure for an Operations Plan
Based on the problem, needs and resources assessments

The following is a proposed structure for an operations plan. It is based on a refugee
influx. Adaptation will naturally be required for different situations.

Chabter 1: General Situation
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vi.
Vii.

Background and country information;
Entry points;

Agreed planning figures;

Arrival rate;

Reception and in-country movement;
Settlement arrangements;
Demographic profile of the refugees;

Chapter 2: Policies and Overall Operation Objectives

Overall policy (strategic) objectives of the programme;
Comments on policy stance of various partners;

Chapter 3: Objectives and Activities by Sector

Vi.
Vii.
viii.
iX.

X:

Management and overall coordination; allocation of responsibilities;
Protection, reception, registration, security;

Food;

Logistics and transport;

Infrastructure and site planning;

Shelter;

Domestic needs and household support;

Water;

Environmental sanitation;

Health, and. nutrition:
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Al UILTHITTIULTTILY DCI VILEDY,
Xii. Education;
Xiii. Economic activities;

Xiv. Support to the operation, administration, communications, staff support and safety;

Each section should include overall sector objectives, and site by site objectives and
outputs, problems, needs, resources, financial requirements, activities, implementation
responsibilities and timing.

Chapter 4: Procedures for updating the operations plan

Describe how the Plan will be updated, who will be responsible for ensuring this and how
the information will be disseminated.

Possible Annexes

i. Maps

ii. Registration forms

iii. List of organizations or individuals participating in the operation

iv. Agency Profiles (details of staff and resources involved in the operation)
v. Gap identification charts

vi. Commodity specifications

vii. Budgets

Annex 2 - Gap Identification Chart (blank)

] |site 1/site 2|site 3|
\Overall site managementH H H \
I I

[Dr—ni—nri—ir\n ” ‘
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Registration
Shelter
Water
Health
Nutrition
Sanitation
Distribution
Other

wd b

LI Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
» 5 7. Coordination and Site Level Organization
(introduction...)
Coordination
Organization at the Site Level
Key References
Annexes

Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
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7. Coordination and Site Level Organization

Coordination
Introduction

1. Coordination can be defined as the harmonious and effective working together of people
and organizations towards a common goal.

2. Good coordination should result in:

i. Maximum impact for a given level of resources;
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ii. Elimination of gaps and overlaps in services;

ili. Appropriate division of responsibilities;

iv. Uniform treatment and standards of protection and services for all the
beneficiaries.

3. For effective coordination appropriate approaches and structures will need to be put in
place at the various levels. Coordination requires good management and clearly defined
objectives, responsibilities and authority.

Coordination is not free: it has costs in terms of time and other resources needed to make
it work.

Coordination of the UN Response to Refugee Emergencies

4. Within the UN system the responsibility for refugees lies with UNHCR. Therefore, when
there is a refugee emergency, UNHCR is the UN organization responsible for coordinating
the response of the UN system to the emergency.

Mechanisms for Coordination in Refugee Emergencies

5. Effective coordination is the result of sound management. Coordination mechanisms set
up without the establishment of clear objectives and assignment of responsibility and
authority will be ineffective. Coordination must be based on good information exchange,
particularly with the site level, otherwise it may even be counterproductive.

6. Mechanisms for coordination include:
i. International and Regional instruments and agreements which define
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responsibilities and roles at the global (and sometimes regional or country) level;

ii. Memoranda of Understanding and exchange of letters with other agencies, and
agreements with implementing partners and host governments, defining
responsibilities and roles at the situational level;

iii. A coordinating body;

iv. Sectoral committees as necessary;
v. Regular meetings;

vi. Reporting and information sharing;

vii. Joint services and facilities, for example, vehicle repair services,
communications, and a joint staff security group;

viii. Codes of conduct for organizations working in humanitarian emergencies.

7. In refugee emergencies UNHCR should take the lead to ensure effective coordination if
this is not already ensured, including establishing the coordinating body.

8.

Whatever the implementing arrangements, a single coordinating body should be
established for the operation - for example, a task force, commission, or operations
centre.

The coordinating body will provide a framework within which the implementation of the
programme can be coordinated and management decisions taken. The coordinating body
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should have clearly defined and well promulgated responsibility and authority.

9. The elements of a coordinating body, including membership and functions are described
in Annex 1. Tips for running meetings, including coordinating meetings are given in Annex
2.

10. Where a coordinating structure does not already exist, UNHCR should, in cooperation
with the government, take the lead in setting up the coordinating body and mechanism.
This is a crucial component of UNHCR's leadership role. The coordinating body may be set
up and chaired by the government with strong support from UNHCR, or be co-chaired by
the government and UNHCR, or be chaired by UNHCR alone.

11. The membership of the coordinating body should include government ministries and
departments, as well as other UN agencies, NGOs and other concerned organizations. It is
important to coordinate the activity of all NGOs - whether they have entered into an
implementing agreement with UNHCR or not. In a large scale emergency with a number of
actors, the coordinating body could become unwieldy. However, it should still be possible
to ensure some degree of representation or participation on the coordinating body by all
actors either directly, or on sectoral committees, or through close working partners who
are represented on the coordinating body.

12. The coordinating body should hold regular, formal meetings during which overall
progress is reviewed and plans adjusted. These meetings should be complemented by
informal contacts with members of the coordinating body.

13. When required, the coordinating body should create sectoral committees, for example
for health and nutrition. Such committees will be responsible for coordinating
implementation in that sector and reporting back to the coordinating body. They could
also play an important part in the development of specific standards for the delivery of
assistance. When the operation is sufficiently large, a sectoral committee could be
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coordinated by a UNHCR sector coordinator.

14. A coordinating body can also be of considerable value when new agencies arrive, both
in integrating their assistance in the overall programme and with practical administrative
arrangements and briefing.

15. Coordination must be based on good information exchange, particularly with the site
level. The framework for the organization and coordinating mechanisms at the site level is
likely to broadly reflect that established centrally. To get information passed vertically
between central level and site level can be as hard as getting information passed between
organizations. Each organization should be responsible for ensuring that there is good
communication between its staff at site level and centrally, and that important information
is then passed on to the coordination body.

Coordination of the UN Response to Complex Emergencies
16. A complex emergency can be defined as:

a humanitarian crisis in a country, region or society where there is a total or
considerable breakdown of authority resulting from internal or external conflict,
and which requires an international response that goes beyond the mandate or
capacity of any single agency and/or the ongoing UN country programme.

17. Likely characteristics of complex emergencies include:

i. A large number of civilian victims, populations who are besieged or displaced,
human suffering on a major scale;

ii. Substantial international assistance is needed and the response goes beyond the
mandate or capacity of any one agency;
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iii. Delivery of humanitarian assistance is impeded or prevented by parties to the
conflict;

iv. High security risks for relief workers providing humanitarian assistance;
v. Relief workers targeted by parties to the conflict.

18. The Office for the Coordination of Humanitarian Affairs (OCHA), is the UN body
charged with strengthening the coordination of humanitarian assistance of the UN to
complex emergencies. OCHA has three main functions in this field: coordination of
humanitarian response, policy development and advocacy on humanitarian issues.

19. OCHA discharges its coordination function primarily throughout the Inter-Agency
Standing Committee (IASC) which is chaired by the Emergency Relief Coordinator (ERC),
with the participation of humanitarian partners1. The IASC ensures interagency decision-
making in response to complex emergencies, including needs assessments, consolidated
appeals, field coordination arrangements and the development of humanitarian policies.

20. Where there is a complex emergency an individual or agency is appointed to be
responsible for the coordination of the UN system response at field level - this individual
or agency is designated the "Humanitarian Coordinator”.

21. The decision on who to appoint as Humanitarian Coordinator is made by the Inter-
Agency Standing Committee (IASC).

22. The agency appointed as Humanitarian Coordinator will depend on the nature of the
emergency, and comparative existing agency capacity in the region.

23. There are four possible options which are normally used for the coordination of UN
assistance in a complex emergency. These are:
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i. Resident Coordinator

The Resident Coordinator is the leader of the United Nations country team and is
normally the head of UNDP in a particular country. In a complex emergency, the
Resident Coordinator may also be designated as the Humanitarian Coordinator.

ii. Lead Agency

One of the UN agencies may be selected to coordinate and this is often the agency
which provides the majority of the assistance;

iii. Humanitarian Coordinator

If the emergency is of considerable size a Humanitarian Coordinator may be
appointed distinct from the office of the Resident Coordinator and lead agency. The
Humanitarian Coordinator normally phases out once the emergency reaches
recovery phase and any residual tasks are returned to the Resident Coordinator;

iv. Regional Humanitarian Coordinator

If the emergency affects more than one country a Humanitarian Coordinator having
regional responsibilities may be appointed.

1 The full members of the IASC are OCHA (convenor), FAO, IOM, UNDP, UNHCR,
WFP, UNICEF, WHO, and there are a number of standing invitees, including the Red
Cross movement and NGOs. i. Resident Coordinator

Role of UNHCR and Other UN Agencies in a Complex Emergency
24, In complex emergencies involving refugees, UNHCR will be responsible for protection
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and assistance activities on behalf of the refugees. UNHCR may also be appointed lead
agency, and therefore be responsible for the coordination of the UN response.

25. Whether or not UNHCR is lead agency, the UNHCR Representative remains directly
responsible to the High Commissioner on all issues related to the UNHCR country
programme as well as policy matters and issues related to UNHCR's mandate.

HThe protection of refugees must remain the sole prerogative of the High Commissioner.H

Organization at the Site Level
Introduction

26. The framework for the organization and coordinating mechanisms at the site level are
likely to reflect broadly those established centrally. However, there is one fundamental
difference between the site and central levels: at the site level the refugees themselves
should play a major role.

The organization of the refugee community must support and enhance their own abilities
to provide for themselves.

27. A clear understanding of the aims and objectives of the emergency operation and
proper coordination are even more important at the site level than centrally, for it is here
that failures and misunderstandings will directly affect the refugees.

Of particular importance will be the adoption of common standards when a number of
organizations are providing similar assistance.

Regular meetings of those concerned are essential. There should be an overall
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coordinating mechanism chaired by the government authority, UNHCR Field Officer,
and/or an operational partner, and this mechanism may be complemented by sectoral
committees.

28. Certain activities are interdependent or have a common component and will need
particularly close coordination at site level. For example, environmental sanitation
measures must be closely coordinated with health services, and the home visiting
component of health care with feeding programmes and community services.

29. A rapid changeover of outside personnel can create major problems for site level
coordination, though some specialists may obviously be required for short periods. The
importance of continuity is proportional to the closeness of contact with the refugees.
Operational partners at the site should have a standard orientation and briefing procedure
to ensure continuity of action and policy despite changes in personnel.

Community Organization

30. The importance of preserving and promoting a sense of community is stressed in
chapters 10 and 12 on community services and site planning. The approach to thinking
about and understanding site and community organization should be from the smallest
unit - the family - upwards, rather than imposed from the largest unit downwards, which
would be unlikely to reflect natural or existing community structures and concerns.

31. The basic planning unit for site organization and management is likely therefore to be
the family, subject to traditional social patterns, and distinctive features of the population
(e.g. numbers of separated minors, adolescent and women headed households). Larger
units for organizational and representational purposes will again follow the community
structure. For example, the next level up is likely to be community units of about 80 to 100
people, grouped according to living arrangements, followed by groups of communities of
about 1,000 people. Different settlement services are decentralized to these different
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levels - e.g. water and latrines at household level, and education and health facilities at
community and larger levels. The physical layout of the site will have a major influence on
social organization.

Generally, the smaller the Settlement the better - the overriding aim should be to avoid
high density, large camps.

Community Involvement

32. The refugees must be involved in planning measures to meet their needs and in
implementing those measures. The way the community is organized can help ensure that
the refugees’ specific skills are made use of and that the personnel for services at the site
will come from the refugees.

33. There are three levels to the involvement of refugees. The first is in the overall
planning and organization, for example the determination of what is the best and
culturally most appropriate solution to a problem, given the constraints of the situation.
This level requires that the refugees have a social organization within their community
that is properly representative. As the previous social structures may have been severely
disrupted, this may take time to redevelop but will be important to the success of the
emergency operation and for the future of the refugees. Meanwhile, urgent action to meet
evident needs must of course be taken.

34. The second level of involvement is in the practical use of the refugees' skills and
resources wherever possible for the implementation of the operation. The refugees
themselves should run their own community to the extent possible. Where suitably
qualified or experienced refugees exist, such as nurses, teachers and traditional health
workers, they must obviously be used. Where they do not, outside assistance should
ensure that refugees are trained to take over from those who are temporarily filling the
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gap. Other services include feeding programmes, sanitation, (maintenance and cleaning of
latrines, drainage, garbage disposal, vector control, etc.) construction (shelters and
communal buildings) education, tracing and general administration. Note that women and
adolescents often have the necessary skills but lack the confidence or language skills to
come forward - an outreach programme to identify them might be necessary.

35. At the same time, other traditional skills - for example in construction or well-digging
-should be harnessed. While specific measures to develop self-reliance will vary with each
situation, their aim should always be to avoid or reduce the refugees’' dependence on
outside assistance. The more successful measures are generally those based on methods
and practices familiar to the refugees.

36. The third level is the education of the community on life in their new situation, which
may be markedly different from their previous experience. Public health education in such
matters as the importance of hygiene in crowded conditions, mother and child care and
the use of unfamiliar latrines is an example. As another example, if unfamiliar foods or
preparation methods have to be used, immediate practical instruction is essential.
Education and guidance of this sort are best given by the refugees themselves (including
women and youth), with outside assistance.

Refugee Representation

37. Refugee settlements are not, typically, simple replicas of former community life, and
large numbers of refugees may be living temporarily outside their traditional community
leadership structures. However, in nearly every emergency, some refugee leaders,
spokespersons, or respected elders will be present. It will be necessary to define with the
community the method of choosing leaders to ensure fair representation and proper
participation in both the planning and implementation of the emergency programme. The
more the settlement differs from former community life, the more important this action is
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likely to be to the success of the programme.

However, be aware that some new power structures might emerge, for example through
force, and may exercise de facto control over the population, but may not be
representative.

38. The system of refugee representation should:

i. Be truly representative of the different interests and sectors of the community,
and of both men and women;

ii. Include various levels of representatives and leaders to ensure adequate
representation and access for individual refugees;

ifli. Avoid unconscious bias, for example on the basis of language. Bear in mind that
there is no reason why a refugee should be representative of the community simply
because he or she has a common language with those providing outside assistance;

iv. Be based on traditional leadership systems as much as possible but provided
these allow proper representation (for example, if the traditional leadership system
excludes women, there should nevertheless be women representatives);

v. Be consistent with the physical divisions in the layout of the site.

Key References

A Framework for People-Oriented Planning in Refugee Situations taking account of
Women, Men and Children, UNHCR, Geneva, 1992.

Partnership: A Programme Management Handbook for UNHCR's Partners, UNHCR, Geneva
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1996.

UNHCR Handbook; People-Oriented Planning at Work: Using POP to Improve UNHCR
Programming, UNHCR, Geneva, 1994.

Annexes
Annex 1 - Elements of a Coordinating Body

Each of the factors listed below would need to be evaluated against the particular context
and policy of the host government. At the beginning of the operation UNHCR should secure
a suitable meeting room for coordination meetings.

Membership

The nature of the coordinating body and its usefulness will be determined partly by its
membership.

1. Criteria for participation:
i. Provision of direct services;
iil. Regular attendance at coordination meetings;
ifli. Compliance with service guidelines and standards;
iv. Regular financial contributions to coordination mechanism.
2. Other organizations may wish to attend coordination meetings without full participation

in the coordination mechanism:
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i. Organizations which may choose not to fully participate, e.g. ICRC;

ii. Funding organizations and donor representatives;
iii. Public interest groups;
iv. Military forces.
Functions of the coordination body
1. Meetings.
These may be needed at the central and the site level, and include:

i. Overall coordination meetings, which may be needed daily at the start of an
emergency;

ii. Sectoral committee meetings (e.g. health, registration, water);
iii. Conferences.

2. Identification of needed services and soliciting voluntary agencies to assume
responsibilities for the provision of these services.

3. Allocation of donated commodities and financial contributions.
4. Guidelines and standards for the provision of services.
5. Orientation of newly arrived agencies.

6. Orientation of incoming staff.
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7. Research and documentation.

8. Support for settlement coordination committees.
9. Coordination with agencies outside the country.
10. Information sharing.

11. Fund raising.

Annex 2 - Tips on running a meeting

1. Set clear objectives for the meeting

o Why is the meeting needed and what is the expected outcome? (Communication?
Problem-solving? Planning? Decision-making?)

e Who should attend the meeting?
e Should the meeting be formal or informal?
2. Prepare an agenda

o Make a written agenda with clear objectives and approximate timing for each
item;

« Ensure that the agenda states why the meeting is needed;
« Make sure the agenda is realistic (not too many items) and sequence the items

appropriately;
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o Put the difficult, important issues near the beginning (perhaps dealing first with
something quick and simple);

o Plan breaks if the meeting is more than 1 hour in length;

o Avoid mixing information sharing and decision-making in the same meeting - hold
separate meetings for these functions.

3. Documentation

o Circulate a detailed agenda, list of participants and any background
documentation (such as minutes of previous meetings) in advance (but not too far
ahead) of the meeting, 2 to 3 days before is best;

« Indicate the time, place and duration of the meeting;
o Prepare audio-visual materials in advance.
4. Seating arrangements
o Choose a circular or rectangular table;
« Avoid a long, narrow table if possible as this makes communication more difficult;
« In an informal setting, a semicircle of chairs facing a flip chart is the best;
o Everyone should be able to see each other;
o Participants should not be too crowded or too far apart.
5. During the meeting
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o Start on timey;

« Have the participants introduce themselves if they do not know each other;

o Clarify the objective(s) of the meeting and review the agenda and time limits;
o Outline how the meeting will be conducted (methodology);

« Identify the rapporteur or secretary for the meeting;

« Ask the participants if they agree to the agenda and be flexible on minor changes
if there is consensus;

o If applicable, review action items of previous meeting(s);

o Make sure you have everyone's attention before opening the meeting.
During the meeting the chairman or facilitator should

o Avoid getting personally involved in the discussions;

« Keep an overall view of the objective(s);

o Do not lose the thread of the argument;

¢ Stick to the agenda (but be flexible within agenda items);

o Ask for information and opinions;

¢ Summarize and reformulate key points (have the rapporteur or secretary use the
flip chart to record the points as they occur);
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« Clarify and elaborate where needed;

« Concentrate on key issues and stop digressions;
o Test for consensus;
o Ensure everyone gets a chance to speak;

« Assign responsibilities and deadlines for agreed tasks (action, responsibility, and
date by agenda item);

« Set date, time and place for next meeting;
o Close the meeting on time, on a decided and positive note.
7. After The Meeting
o Keep a record of the meeting. It should include the following basic items:

i. A list of the participants noting those who were invited but did not attend
("apologies” list);

ii. The conclusions, decisions, recommendations and the follow up action
required, by agenda item, with the name of the person responsible for
action and time frame;

iii. The time, date and place of the next meeting.
Note: working in small groups
Dividing the participants into small groups can be useful in large meetings (more than 12
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participants), when discussions are lengthy. Depending on the subject, it can allow in-
depth discussion on specific questions and possibly help to solve problems.

et e

Home

L] Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
» D 8. Implementing Arrangements

(introduction...)

Introduction

Implementing Arrangements

Implementing Procedures

Monitoring, Reporting and Evaluation

Special Considerations

Key References

Annexes

Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)

8. Implementing Arrangements
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Introduction

1. Appropriate arrangements to implement an emergency operation will be fundamental to
its success. UNHCR has a unique statutory responsibility for the provision of international
protection. However, there is no such unique statutory responsibility for the provision and
distribution of material assistance to refugees, which might be carried out by other
organizations - governmental, UN agencies, NGOs, as well as directly by UNHCR. There are
a number of factors which will influence the implementing arrangements for assistance
operations. This chapter outlines implementing arrangements and procedures in
emergencies including monitoring, reporting and evaluation. UNHCR guidelines for
standard procedures must be referred to for more detail.

Implementing Arrangements
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2. Depending on the scale and needs of the emergency, a number of different
implementing arrangements may be needed in the various sectors. One organization might
have operational responsibility for health care, and another for logistics. Even within a
sector, operational responsibility may have to be split up. Different operational partners
might have responsibility for health care in different refugee sites or communities. In
UNHCR terminology, an operating partner is an organization or agency that works in
partnership with UNHCR to protect and assist refugees, and an implementing partner is an
operational partner that signs an implementing agreement with UNHCR.

3.

Whenever possible UNHCR seeks to implement assistance indirectly through an
implementing partner rather than directly.

The origin of this policy is found in the Statute of UNHCR. Article 1 requires the High
Commissioner to seek "permanent solutions for the problem of refugees by assisting
Governments and, subject to the approval of the Governments concerned, private
organizations...". In accordance with Article 10, the High Commissioner "shall administer
any funds, public or private, which he/she receives for assistance to refugees, and shall
distribute them among the private and, as appropriate, public agencies which he/she
deems best qualified to administer such assistance".

Degree of Operational Responsibility of UNHCR

4. Although UNHCR normally seeks to implement indirectly through an implementing
partner, there are circumstances in which it may be necessary and/or clearly in the
interests of refugees for UNHCR to assume greater operational responsibility. UNHCR's
degree of direct operational responsibility will vary for each emergency situation, and also
with time as the operation evolves.
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5. Factors influencing the degree of operational responsibility undertaken by UNHCR, other
organizations and the government include the following:

i. The government's capacity to manage the refugee emergency, because of the
scale, nature, location of the emergency, and ability of existing government
structures to respond;

ii. The existence and capacity of other organizations in the country, and in the
sectors where assistance is most needed;

iii. The stage of the emergency. At the start of an emergency, the government itself
frequently has full operational responsibility. For example, a new influx is often
first assisted by the local district and provincial authorities. On the other hand, in
other circumstances, it is often at the start of an emergency where UNHCR has the
greatest operational responsibility because there may be no suitable operational
partner immediately available within the country.

6. Where UNHCR does assume a high degree of operational responsibility, swift action is
needed to ensure that the necessary personnel and expertise are available, by obtaining
the rapid deployment of sufficient UNHCR staff (see chapter 20 on administration and
emergency staffing). At the same time, steps should be taken to identify and mobilize
other organizations to assume responsibilities in the various sectors as soon as possible.

The Operational Role of the Government

7. Whatever the implementing arrangements, overall responsibility remains with the host
government, assisted by UNHCR. The government's concurrence must, in accordance with
Article 1 of the Statute, be sought on the proposed implementing arrangements.

8. The government may not have the capacity to be the primary operational organization,
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but may play a major role in the implementation of various activities of UNHCR and
donors. In this case, it is preferable to ensure that the policy arm of the government (e.g.
the Ministry of the Interior) is separate from the "operational” entities, since, as
recipients of UNHCR funds, the relationship with the latter is substantially different.

It is preferable that the implementation of programmes be carried out by existing line
ministries - e.g. the Ministry of Health for hearth programmes. As a rule, new government
departments should not be specifically created to respond to the refugee emergency.

Every effort should be made to resist the creation of such specialized departments.
The Operational Role of UN Agencies

9. UNHCR always retains responsibility for the protection needs of refugees, but the
refugees’' material needs are likely to fall within sectors for which other organizations in
the UN system have special competence through their mandate, experience and capacity,
e.g. WFP and UNICEF. The roles and responsibilities of UN agencies are defined through
their mandates and MOUs, and situation-specific responsibilities are set out in exchanges
of letters and agreements - this should avoid duplication, minimize gaps, and clarify roles
on the basis of recognition of comparative advantages.

Non-Governmental Organizations

10. Where the government is not the implementing partner in a particular sector, there
may be advantages to selecting a national organization or an NGO with the required
capacity as a partner. National or locally-based organizations may already be delivering
emergency assistance, would already have staff on the ground, and would already be
familiar with the country.

11. Many international NGOs have great experience of refugee emergencies and some can
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deploy teams and resources at short notice, both for specific sectors and for general
management. In addition to their own staff, they will also know of a wide circle of
individuals with the appropriate skills and experience. International NGOs already working
in the country may be strengthened by their headquarters. For instance, under the overall
responsibility of the national Red Cross or Red

Crescent Society, the IFRCRCS may be able to help strengthen quickly the capacity of the
national society to implement the emergency operation.

12. Criteria for the selection of implementing partners may be found in Chapter 4 of the
UNHCR Manual.

Implementing Procedures

Implementing procedures are subject to change. The forms, terms, documentation,
procedures and references (e.g. chapter 4 of the UNHCR Manual) referred to in this
section from paragraphs 13 to 31 may change from time to time. However, the basic
principles should remain the same.

13. Authority to implement the activities envisaged in the operations plan must be given
formally through implementing instruments. These define the conditions which govern
project implementation and authorize the obligation and expenditure of funds.

14. Authority to implement is firstly delegated internally within UNHCR. This is usually
given through a Letter of Instruction (LOI) which authorizes the UNHCR Representative to
implement projects directly or to enter into implementing agreements with implementing
partners. Based on the internal delegation of authority, implementing agreements can be
signed with UNHCR's implementing partners.

HAnv partv disbursina UNHCR funds must have a formal sianed aareement with UNHCR.H
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The Emergency Letter of Instruction (ELOI)

15. An Emergency Letter of Instruction (ELOI) is simpler in form and procedure than a
"normal"” LOI and is used to delegate implementing authority rapidly to the field. It is
usually sent via e-mail, fax or telex. The ELOI gives the Representative in a country where
an emergency is rapidly evolving the immediate authority to incur expenditures, and to
enter into agreements for project implementation with implementing partners. It is not
intended to cover the entire emergency operation, but to permit a rapid response to
immediate needs, pending the formulation of an assistance project based on a detailed
needs and resources assessment. Thus, in order to ensure continued assistance once these
funds are exhausted or the ELOI project is terminated the manager of the operation
should, as soon as possible, send Headquarters a detailed project proposal for the
issuance of an LOI, in accordance with the procedures set out in Chapter 4 of the UNHCR
Manual.

16. The minimum information which the Field Office must send to Headquarters in order
that an ELOI be prepared is a budget proposal in US dollars at sector level. No project
description or workplan is required.
17. Headquarters can then issue an ELOI with the following basic information:

i. Total requirements;

ii. Initial obligation level;

iii. Purpose of the expenditure (at sector level);

iv. Any time limit applicable to the expenditure;
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v. Project symbol;

vi. Summary budget at sector level.

18. Actual expenditure under an ELOI must be recorded at a more detailed level (sector
activity or, preferably, sub-item). It must be charged to the appropriate project under
which implementation is taking place. A voucher must be completed to record every
disbursement made, showing the name of the payee, the amount, the project symbol, the
purpose and date of disbursement. The voucher should be signed by the payee or
supported by receipted bills and sent to Headquarters with the monthly accounts.

19. In certain circumstances, the ELOI may not be necessary, as it will be possible to
reallocate funds under an existing LOI.

Implementing Agreements

20. Implementation of all or part of a project may be sub-contracted to one or more
implementing partners. A party disbursing UNHCR funds must have a formal signed
agreement with UNHCR. The agreement must be based on the internal delegation of
authority, and must comply with the terms of the authority (LOI, ELOI, etc.) and the
Financial Rules. The standard clauses which must figure in any implementing agreement
are described in Chapter 4 of the UNHCR Manual.

21. If the government or an international organization advances relief supplies from their
own resources, UNHCR may agree in writing to reimburse them in cash or kind, provided
the maximum US dollar commitment is specified and does not exceed unobligated funds
available under the ELOI or other existing authority. Any such commitments should
immediately be reported to Headquarters.

22. An agreement with the government covering the provision of assistance is quite
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separate from the administrative agreement that governs the status of the High
Commissioner's representation in the country. Where this administrative agreement (often
referred to as the "UNHCR Cooperation Agreement”) needs to be concluded, special
instructions will be given by Headquarters. See also annexes to the Checklist for the
Emergency Administrator for examples of such agreements.

Letter of Intent

23. If the implementing partner must start providing assistance before there is time to
conclude an agreement, a signed "Mutual Letter of Intent to Conclude an Agreement” can
authorize the obligation of funds. This is a temporary arrangement until there has been
time to develop the detail of the agreement. The letter must include certain basic clauses.
Annex 1 contains a sample format for such a letter and the basic clauses.

Agreements

24. The form of the agreement will depend on the circumstances and on the identity of the
implementing partner. The agreements exist in two different formats. Bipartite
agreements are for projects implemented by a governmental or a non-governmental
organization. Tripartite agreements are for projects implemented by an non-governmental
organization and where the host government is a third signatory to the agreement. The
individual signing on behalf of UNHCR should be the addressee of the ELOI or LOI. The
agreement sets out the responsibilities of each party, for example the government's
contributions to the programme (land, services etc.) and its undertakings on facilitating
the import and transport of relief supplies (traffic and landing rights, tax and customs
exemptions, etc.).

Administrative Expenditure by Implementing Partners

25. UNHCR looks to implementing partners to contribute their own resources to the
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refugee programme, and to develop the capacity to meet their own support costs, in
particular their headquarters support costs. UNHCR recognizes, however, that certain
types of support costs could be a legitimate charge on UNHCR voluntary funds. Support
costs (as opposed to operational costs) are defined in Chapter 4 of the UNHCR Manual, as
are the guidelines applicable to the coverage of such costs.

Direct UNHCR Expenditure

26. In many cases, there may be a need for direct UNHCR project expenditure in addition
to programme delivery, and administrative support. This might include international
procurement by UNHCR, clearing, storage and internal transport expenses for
contributions in-kind, and initial direct operational expenditure by UNHCR Field Officers at
the refugee site.

Procurement

27. The Representative may enter into a contract (or series of related contractsl for the
procurement of goods and services up to a certain limit (US$100,000 in 1998), without
special Headquarters approval, but subject always to the appropriate authority (e.g. the
ELOI) and procedures.

28. Where the Representative needs to enter into a contract (or series of related
contracts) in excess of this amount, approval must be obtained either from Headquarters,
or from the Local Committee on Contracts. A Local Committee on Contracts can be
established when circumstances demand, for example at the beginning of an emergency
where required goods and services are available locally. It can only be established with
the approval of Headquarters (according to the procedures in Annex 2).

29. In all cases, the Representative must ensure that there is always due assessment of
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the available alternatives, including competitive bidding, before procuring any goods or
services.

30. Procurement procedures are described in Chapter 4 of the UNHCR Manual, and set out
in Annex 2. See also chapter 18 on supplies and transport.

Contributions In Kind

31. Contributions in kind may be made towards needs foreseen under the emergency
programme. Whether these are made bilaterally or through UNHCR, their value (generally
assessed on the same basis as foreseen in the budget costing) will normally be credited
against the appropriate budget item, and the cash requirements through UNHCR for that
item reduced accordingly. This mechanism may need to be carefully explained to the
government and implementing partners. For all contributions in kind made through
UNHCR, a separate project or an "in kind LOI" will be established by Headquarters for the
value of the contribution. The addressee of the relevant LOI is required to provide reports
from the field to Headquarters on the arrival and distribution of the contribution.
Paragraph 53 of chapter 9 on external relations discusses contributions in kind received
by the Field.

1 Related purchases are contracts entered into with one supplier within the
previous 90 days which amount to $100,000 or more, not including contracts that
have been approved by the Committee on Contracts.

Monitoring, Reporting and Evaluation

32. Control of UNHCR funds by the UNHCR field office and operational partners, and
monitoring and evaluation, should be in accordance with established UNHCR procedures
and the relevant clauses of the ELOI or LOI. Proper project control, including the close
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monitoring of obligation and expenditure levels, is particularly important in an emergency
because of the risk of over-expenditure and the need to reallocate under-used resources
without delay.

33. Careful and close monitoring of the activities and outputs is essential. Whatever the
implementing arrangements, a UNHCR presence at, or at least frequent visits by the same
person to, the site of the refugees will be required.

34. Monitoring is the ongoing review of an operation or project during its implementation
to ensure that inputs, activities, and outputs are proceeding according to plans (including
budget and work schedules). Monitoring tracks progress towards objectives, and that
progress should be analyzed and evaluated by management, who can make improvements
and take corrective measures to better achieve those objectives. Monitoring can be
summed up in the question: "Are we doing the thing right?".

35. Projects should also be evaluated to analyze the goals of the project themselves: their
relevance and achievability - this can be summed up in the question "Are we doing and
have we done the right thing?".

Sufficient information must be available to decision-makers so that the operation can be
adjusted to meet changing needs or to correct shortcomings.

36. Monitoring and evaluation should not be considered as time consuming detractions
from protecting and assisting refugees, but as important tools in an emergency to ensure
that activities being carried out retain their relevance in rapidly changing situations, and
continue to address the most urgent problems. The circumstances of refugee women and
children should be specially monitored; their circumstances could and should be used as
benchmarks for monitoring the effectiveness of the overall operation.
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37. Reports should be in standard formats or cover standard issues, in order to ensure
important information is covered but avoiding unnecessary detail. Always bear in mind the
purpose of the report, and who will be reading it, keeping it concise and to the point.
Energy should not be wasted on exchanging information that is not acted upon - a report
that is not read and acted upon is a waste of paper and time.

38. See Annex 3 for a suggested format for a standard emergency situation report.

HSituation reports should be sent as a matter of routine.H

Specific reports will be required for various sectors like protection, health and community
services.

39. Regular reports should be made by the implementing partner to UNHCR at field level.
The reporting obligations of implementing partners must be set out in the implementing
agreements. The Field must also send regular reports to Headquarters - implementing
partners' reports that are forwarded to Headquarters must always be accompanied by an
analysis and comments from the Representative.

Special Considerations

40. In a refugee emergency, staff may be faced with a number of questions on which the
following guidance may be helpful.

Payment for the Purchase or Rent of Land Occupied by Refugees.

41. As a matter of policy, UNHCR does not buy or rent land, which the government of the
country of asylum is expected to provide.

Headquarter's approval is required for exceptions to this policy. Construction on the land
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may however be financed by UNHCR.

Payment to Refugees

42. The issue of paying refugees in cash or kind for certain assistance activities (e.g. some
community services, establishing basic infrastructure and shelters) will inevitably arise.
How this issue is resolved can have a crucial effect on a settlement's character.

Payment can destroy the sense of responsibility refugees feel for their welfare.

However, the absence of payment may mean that tasks essential to the settlement's well-
being are either not done or have to be done by paid outside labour.

43. In the first days of a settlement's existence payment to refugees would not normally
be appropriate. In this start-up phase refugees should assume their responsibility towards
themselves and their fellows to participate in the establishment of their settlement. Even
payment-in-kind is probably inappropriate at this stage. In addition to the unfortunate
impression of creating a right to payment, it may also involve commitments which cannot
continue to be met, or have to be met at the expense of the entire settlement's general
ration. Problems with the supply system are almost inevitable at the beginning of a
settlement's life and no group should in such circumstances get extra commodities to the
direct detriment of others.

44, In the longer-term, certain types of community work frequently start to emerge as
areas where standards will drop if some form of payment is not given. This is often the
case with key public health services whose importance is not always correctly understood
by the refugees. Before starting any payment scheme, calculate its full potential cost and
ensure that the required extra funds or food are available. The continuing financial
implications for a large refugee population may be considerable.
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It should be borne in mind that, after payment is introduced for One type of job or for one
group of workers, others will see this as a precedent.

It will be necessary to have some very clear but restrictive criteria for paid community
work, The wage system introduced should not inhibit progress towards a self-reliant
settlement. Those agencies responsible for different sectoral services should meet the
wage costs of refugees working in that sector.

45, As the refugees are already supported, remuneration levels should be well below
national rates. It is important that this remuneration be fairly applied to all refugees doing
broadly the same work. A major cause of discord at many refugee sites has been the
payment by different organizations of markedly different rates to refugees for the same
work.

|A standard scale is essential.|

Whether or not there are differentials recognizing different levels of skill will be a matter
to decide in consultation with the refugees.

Provision of Services to the Local Population.

46. The local population should not see the refugees as a burden, because of their effect
on existing local services and environment, nor should the refugees be a cause of
resentment, because of benefits which may seem to accrue only to them. So activities to
benefit the refugees such as maintaining or improving the local infrastructure (roads,
hospitals and schools) or to look after the local environment, could help avoid or diminish
resentment on the part of the local population.

47. Bilateral aid programmes and other organizations, both within and outside the UN
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system, should be encouraged to help affected nationals. Assistance available to refugees
should take account of the conditions of nationals in the area and a flexible approach
should be adopted - the principle is that provision of services to refugees should not be
higher than that available to the local population.

Corruption

48. UNHCR should ensure that all concerned with the provision of assistance know clearly
what UNHCR policy is regarding corruption. UNHCR is obliged by donors and by its
mandate to ensure that all funds distributed by it are properly used for the benefit of
refugees and all transactions must be in accordance with the Financial Rules. UNHCR
should clearly specify which practices are acceptable and proper and which are not. It
should also be clear that breaches of the policy will not be tolerated, and this message will
be reinforced if rigorous monitoring and control are apparent to all parties.

Political and Religious Activity

49. Everyone has a right to political and religious expression: however, refugees are also
obliged to conform to the laws and regulations of the host country as well as to the
measures taken for the maintenance of public order. UNHCR itself is obliged to be non-

politicalz. Responsibility for security and public order at the refugee site always rests with
the government. To help maintain order, site planning should take into account any need
there may be to physically separate any previously hostile groups among the refugees.

50. Other organizations active in the delivery of assistance may have a religious aspect in
their normal work. Some are traditional partners of UNHCR, and the separation of religious
and other activities is long established and well understood, but for others it may be
useful to recall the basic principles. Religious activities by those outside the refugee
community, where permitted by the authorities, must be clearly dissociated from the
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delivery of assistance and services to refugees.

No proselytizing should take place in association with the provision of services such as
education, health and community services.

2 para. 2 of the Statute of the United Nations High Commissioner for Refugees
states: "the work of the High Commissioner shall be of an entirely non-political
character: it shall be humanitarian and social..."

Key References

Partnership: A Programme Management Handbook for UNHCR's Partners, UNHCR, Geneva,
1996.

Supplies and Food Aid Field Handbook, UNHCR, Geneva, 1989.
UNHCR Manual, Chapter 4, UNHCR, Geneva, 1995 (and updates).
Annexes

Annex 1 - Sample Letter of Mutual Intent to Conclude an Agreement
NATIONS UNIES - HAUT COMMISSARIAT POUR LES REFUGIES
UNITED NATIONS - HIGH COMMISSIONER FOR REFUGEES

Date

Notre/Our code:
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Dear

I should like to refer to our exchanges [add details as appropriate] concerning the
implementation by [name of implementing partner] on behalf of the United Nations High
Commissioner for Refugees (UNHCR) of a programme of emergency assistance to [origin
and number of beneficiaries].

It is my understanding that it is our mutual intention to conclude and sign as soon as
possible an agreement covering our cooperation in the above mentioned programme. This
agreement will incorporate, inter alia, the attached clauses and will require [name of
implementing partner] to report in financial and narrative form on the use of all
contributions received from the High Commissioner. The conclusion of an agreement
embodying these requirements is mandatory under the Financial Rules of UNHCR
whenever funds are made available by UNHCR.

I should be grateful if you would confirm in writing below that this understanding is
correct, and your agreement that the use of the sum of [amount in local currency or in US
dollars], that the High Commissioner intends to make available to [name of implementing
partner] on receipt of this confirmation, will be considered as subject to the terms of the
Agreement, once concluded and signed.

[signature and title of addressee of ELOI]

I confirm that the understanding set out above is that of [name of implementing partner],
which agrees that the use of the sum of [amount in local currency or in US dollars] will be
considered as subject to the terms of the Agreement, once concluded and signed.

[signature and title of addressee of letter above, and date]

MANDATORY CLAUSES
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Clauses governing Rate of Exchange (1.08 or 2.03), Maintenance of Financial and Project
Records (3.08), Inspection and Audit (3.11 and 3.12), Audit Certificate (3.13) and Non-
Liability of the High Commissioner (4.05 and 4.06) are STATUTORY REQUIREMENTS and
cannot be excluded (paragraph numbers given are those from UNHCR Manual, Chapter 4,
Appendix 8). These clauses are set out below:

Rate of Exchange

1.08 (if the government is a signatory to the Agreement): grant the most favourable
official rate of exchange for all conversions into local currency of funds provided by the
High Commissioner for the implementation of the project governed by the UNHCR
Agreement;

2.03 (if an NGO is the implementing partner): apply the most favourable official rate of
exchange for all transactions relating to the implementation of the project governed by the
UNHCR Agreement;

Maintenance of Financial and Project Records

3.08 maintain separate project records and accounts containing current information and
documentation which, inter alia, shall comprise:

a) copies of the UNHCR Agreement(s) and all revisions thereto;

b) payment vouchers, clearly showing the (Sub-) Project symbol, the name of the payee,
the amount, the purpose and date of disbursement, evidencing all payments made and
with all pertinent supporting documentation attached;

c) vouchers evidencing the receipt of all remittances, cash or any other form of credit to
the project account;
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d) periodic analyses of actual expenditure against the project's budget;

e) records of all financial commitments entered into during the project;
f) reports by auditors on the accounts and activities of the project;
Inspection and Audit

3.11 facilitate inspection and audit of the project governed by the UNHCR Agreement by
the United Nations Internal Audit Service or any other person duly authorized by the High
Commissioner on behalf of the United Nations. Should they at any time wish to do so, the
United Nations Board of Auditors may also carry out an audit of the project. Audits of the
project will include, inter alia, the examination of the project accounting records in order
to determine that the charging of administrative and operational support costs to the
project complies with those specified in the annexes to the UNHCR Agreement. For
auditing purposes, project accounting records shall be retained for the six years following
the project's termination;

3.12 facilitate visits by the High Commissioner or of any other person duly authorized by
him/her to the project site(s) to evaluate the progress and achievements of the project
during its period of implementation or thereafter;

Audit Certificate for Governmental Implementing Partners

3.13 submit to the High Commissioner, within three months of the final date for liquidation
of commitments, an audit certificate issued by the appropriate government audit
authority, together with such comments as the auditor may deem appropriate in respect of
project operations generally and, in particular, the financial situation as reported by the
Government;
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Audit Certificate for International NGO Implementing Partners

3.14 submit to the High Commissioner, within six months of the end of the Agency's fiscal
year, a copy of its consolidated audited financial statements, wherein UNHCR funding is
clearly identified, issued by an independent audit authority and as presented to and
endorsed by the Agency's governing body. The audit report and opinion should include
such comments as the auditor may deem appropriate in respect of UNHCR funded project
operations generally and, in particular, the opinion should clearly indicate that UNHCR
funds were duly included in the audit;

Audit Certificate for National NGO Implementing Partners

3.15 for all UNHCR Agreements for a value of US$100,000 and above, submit to the High
Commissioner, within six months of the final date for liquidation of commitments, an audit
certificate issued by an independent audit authority. The audit report and opinion should
include such comments as the auditor may deem appropriate in respect of project
operations generally and, in particular, the financial situation as reported by the Agency to
UNHCR in its final Sub-Project Monitoring Report. For all UNHCR Agreements for a value of
less than US$ 100,000, UNHCR reserves the right to request an audit in accordance with
Clause 3.11 above.;

Non-liability

4.05 not be liable to indemnify any third party in respect of any claim, debt, damage or
demand arising out of the implementation of the project governed by the UNHCR
Agreement and which may be made against the other parties to the Agreement;

4.06 not accept liability for compensation for the death, disability or the effects of other
hazards which may be suffered by employees of the other parties to the UNHCR
Agreement as a result of their employment on work which is the subject matter of the
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Agreement.

Annex 2 - Procurement by a UNHCR Field Office
1. Introduction

1.1. The procedures applicable to the procurement of goods and/or services by UNHCR
Headquarters or UNHCR offices in the field (other than contractual arrangements for the
employment of staff) vary according to the US dollar value (at the prevailing United
Nations rate of exchange) of the goods or services, and are described below.

1.2 For all purchases of substantial quantities of relief or other supplies by UNHCR offices
in the field. Representatives should nominate a purchasing/logistics focal point with a
clear line of responsibility. Local purchases will be initiated by, or at least cleared with,
the purchasing/logistics focal point. In all circumstances, including the evaluation of
contracts for the supply of goods and services or consultancies, the procedures described
below will apply. The term "Purchase Order" is to be read as also applying to other forms
of authorization used in relation to contracts for services or corporate or institutional
consultancies.

1.3 In all cases of procurement of goods and/or services, the procedures and controls
applied should be in accordance with Appendix 8 of Chapter 4 of the UNHCR Manual and
must provide an open, competitive, qualitative and accountable process to obtain such
goods or services which meet project requirements at the lowest available cost. It is the
responsibility of the addressee of the Letter of Instruction to ensure that the relevant
procedures are adhered to.

1.4 All contracts entered into for the procurement of goods and/or services should ensure
exemption from, or reimbursement of, all customs duties, levies and direct taxes on
services and goods, supplies or any other articles imported or domestically purchased.
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1.5 It is the responsibility of the Representative to ensure that each UNHCR office in the
field maintains a register of all commercial contracts entered into and that a sequential
number is assigned to every such contract.

1.7 For a value of less than US$ 2,500

A Purchase Order may be issued without recourse to formal tender, provided that funds
are available under the Letter of Instruction and that at least three informal offers or
prices have been considered and the best offer has been selected.

1.8 For a value of over US$ 2,500 and up to US$ 5,000

A Purchase Order may be issued provided that funds are available under the Letter of
Instruction and that at least three informal quotations have been compared and the best
offer has been selected. A written record of the quotations and the reasons for the
selection must be kept.

1.9 For a value of over US$ 5,000 and up to US$ 50,000

A Purchase Order may be issued provided that funds are available under the Letter of
Instruction and that selection has been made on the basis of at least three competitive
offers obtained in response to a formal Quotation Request sent to selected suppliers
inviting them to submit sealed quotations within a specified time frame. Chart 3.F and
Annex VIII of the Supplies and Food Aid Field Handbook provide guidelines and an
example of a Quotation Request. The Quotation Request must stipulate that all offers must
be received at the UNHCR office in sighed and sealed envelopes and marked with the
Quotation Request number. All quotations received must remain sealed and must be kept
under lock and key until the expiration of the bid deadline. All bids must be opened before
a witness by the Administrative Officer or the Officer in charge of administration in the
office, and must be initialled by both the person opening the bids and the witness. The
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witness shall be selected by the Representative and drawn from the professional or
national officer categories. All formal quotations will be compared on a Tabulation of Bids
form as per Annex IX of the Supplies and Food Aid Field Handbook. The recommended
supplier and the reasons for selecting that supplier will be stated thereon.

1.10 For a value of over US$ 50,000 and up to US$ 100,000

Representatives will establish a Purchasing Committee to consider bids and to make the
appropriate recommendations. The approval of Headquarters is not required. Rules and
procedures concerning Purchasing Committees and their composition are set out below.
In a country with more than one Field/Sub Office, the Representative may wish to
establish Purchasing Committees at different duty stations. Depending on local costs and
current exchange rates, Representatives may also lower the financial limit of procurement
to be considered by the Purchasing Committee. The Committee will consider quotations
subject to the same conditions as set out in paragraph 1.9 above. If appropriate, the
Representative and/or the Committee may wish to request specialist advice from the
Programme and Technical Support Section or the Supply and Transport Section at
Headquarters.

For a value of US$ 100,000 or more:

1.11 A submission must be made to the Committee on Contracts at Headquarters except in
cases where Headquarters has authorized the establishment of a Local Committee on
Contracts as described in 3 below. For submissions to the Headquarters Committee on
Contracts, a minimum of four formal quotations must be requested and considered by the
Purchasing Committee which will make a proposal as to the most suitable supplier to the
Committee on Contracts through the relevant Desk at Headquarters. In cases where
Headquarters has authorized the establishment of a Local Committee on Contracts, the
latter may evaluate and decide on all bids without recourse to the Purchasing Committee.
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Nevertheless, in all cases, the relevant specialists in the Programme and Technical
Support Section and the Supply and Transport Section must be consulted before or during
the tendering and evaluation stages so as to ensure compliance with technical
requirements and that prices are compatible with international market rates for the goods
or services under consideration. Submissions to the Committee on Contracts should
include information as shown in Chart 3.G of the Supplies and Food Aid Field Handbook.
After approval by the Committee on Contracts (or a Local Committee on Contracts), a
Purchase Order may be issued.

2. Purchasing Committee

2.1 Procurement of goods or services by a UNHCR office in the field for a value of over US$
50,000 and up to US$ 100,000 must be approved by a Purchasing Committee. This
Committee will also prepare proposals to the Headquarters Committee on Contracts for
procurement for a value of over US$ 100,000 in cases where Headquarters has not
authorized the establishment of a Local Committee on Contracts. The Purchasing
Committee will be established and chaired by the Representative and will consolidate the
requirements, oversee the tendering process, select suitable local suppliers and record its
recommendations in writing.

2.2 The Committee will be composed of Members and alternate members designated by
the Representative and drawn from the professional or national officer categories. Staff
members responsible for procurement should be excluded from membership. In cases
where several implementing partners require similar supplies the Representative may
consider including in the Purchasing Committee staff from implementing agencies. A
quorum will consist of three Members.

2.3 The staff member in charge of procurement should present a written proposal to the
Purchasing Committee which will include information on the goods or services to be
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procured as per Chart 3.G of the Supplies and Food Aid Field Handbook. The minutes of the
meeting will be taken and issued (at least in draft) within two working days after the
meeting. Alternatively, particularly in an emergency, Members of the Committee may
approve purchase by signature of the proposal with appropriate comments. In general, the
Committee should adopt procedures similar to those of the UNHCR Committee on
Contracts as set out in Annex 8.5 of Chapter 4 of the UNHCR Manual, except for the
provisions concerning emergency procedures.

3. Local Committee on Contracts

3.1 In a UNHCR office in the field, the Representative may request Headquarters to
approve the establishment of a Local Committee on Contracts, particularly in the early
stages of an emergency operation and when required goods or services are known to be
available locally or regionally. The authority to establish a Local Committee on Contracts
must be obtained from Headquarters, which will normally stipulate the purpose, the
geographic, time and financial limits, the necessity to apply the relevant rules and
procedures and, if applicable, the necessity to consult the Supply and Transport Section or
the Programme and Technical Support Section on the prices and sources of supply of
commodities and/or services available in the region. The Committee will be chaired by the
Representative or by a formally designated alternate, and will be composed of at least
three professional staff members. If there is no quorum, the matter will be referred to the
Committee on Contracts at Headquarters. The Local Committee on Contracts will consider
quotations subject to the same conditions as set out in paragraph 1.9 above.

3.2 All requests for the establishment (or the extension of the period of validity) of a Local
Committee on Contracts should be sent via the Desk to the Chairman of the Committee on
Contracts who will check the criteria and the justifications provided, and, if appropriate,
request the Secretary of the Committee on Contracts to prepare an authorizing
communication. The authorizing communication should be cleared by the relevant

D:/cd3wddvd/NoExe/.../meister10.htm 82/183



21/10/2011 meister10.htm
Regional Bureau and the Chief of the Supply and Transport Section, and be authorized by
the Chairman of the Committee on Contracts. Requests for the establishment of a Local
Committee on Contracts must include a full justification as well as information on the
requested time and financial limits, and must also confirm that the goods or services being
sought are available locally or regionally and that the requisite minimum number of
professional staff would be available to act as Members of the Local Committee on
Contracts. Requests must include the names of three members and three alternate
members.

3.3 The Representative shall appoint a secretary to the Local Committee on Contracts to
receive submissions to the Committee, to schedule meetings and secure the relevant
documentation, to conduct required correspondence, to maintain the Committee's files and
to prepare and distribute minutes of the Committee's proceedings.

3.4 Copies of the minutes and proceedings of each meeting of the Local Committee on
Contracts, together with a Tabulation of Bids form and copies of the contracts entered into
or purchase orders placed (and any amendments to these) must be forwarded to the
Secretary of the Committee on Contracts at Headquarters who will present these to the
Chairman and Members of the Committee on Contracts for their comments. The minutes
must contain a summary of the discussion, the reasons for decisions taken, details
regarding the contractor or supplier selected and the potential costs involved.

Annex 3 - Example of a Standard Emergency Situation Report (SITREP)

1. In emergencies, it is essential that regular situation reports reach the outside world
(other UN agencies, implementing partners). The frequency of such reports will be
determined by the characteristics of the situation; more frequent reports will be necessary
in the initial stage of an emergency. Situation reports should give an overall view of the
situation with sufficient factual content and explanation of changes since the last report to
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answer rather than raise substantive questions. By indicating progress achieved, problems
encountered and steps being taken or planned to overcome these problems, the reports
should give a cumulative picture of how the needs of the refugees are being met. It should

report on actions including actual and planned activities; however, it should not dwell on
intentions.

The SITREP should:
(1 Be short;
[ Focus on priority areas;

[] Give quantitative data in a standard format (e.g. give the death rate as
deaths/10,000/day NOT the number of people who have died);

(L1 Highlight trends (e.g. increasing/decreasing water supply, increase/decrease in
arrival rate);

[L] Clearly say who is expected to take any actions which are specified.

2. A suggested format is given below. Information contained in the SITREP should be
analyzed and consolidated before being passed on to the next management level. The
practice of simply copying "raw" and un-analyzed information from one level to another
should be avoided. If the same format is used by all levels from site to central office to
Headquarters, it will make it easier to consolidate reports from various areas. Major
headings should as a rule be the same in each report, indicating "no change" if
appropriate. The report can either be structured by sector of assistance with sites covered
under each sector, or alternatively, by site, with sectors of assistance covered under each
site heading. In either case, the information under each sector of assistance and for each
location should cover as applicable:
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i. Current situation;

ii. Particular problem areas, remedial action planned with time frame;
iii. Any variation from overall implementing arrangements;
iv. Any action required from the addressee of the SITREP.

3. The reports should be sequentially numbered, copied to other UNHCR offices as
appropriate (including the UNHCR liaison office in New York). The report may be used as
the basis for wider situation reports issued from Headquarters.

SITREP (number)
COUNTRY
COVERING PERIOD (date) TO (date)
Drafted, cleared, authorized by () on (date).
A. GENERAL SITUATION
B. MAJOR DEVELOPMENTS

Summary of general assessment of situation, assessment of refugee location, and
field deployment of UNHCR staff. Summary of major trends including protection.

C. REFUGEE STATISTICS AND REGISTRATION

By location in country of origin or by distinct groups if not self-evident. Explanation
of changes since last report. Indication of sources, e.g. government, UNHCR, etc.
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Any additional information (as relevant) on gender breakdown, vulnerable cases,
variances between UNHCR and official figures, group or individual determination,
etc. A format for reporting on population in emergency situation reports is given in
Annex 1 of chapter 11 on population estimation and registration.

D. PROTECTION AND DURABLE SOLUTIONS Summary of any developments.
E. OPERATIONS

E.1. Coordination

Government departments, UN system, NGOs - both at central and field levels.
E.2. Overall Implementing Arrangements

Role of authorities. Operational role of UNHCR. Role of UNHCR's government
counterparts, other UN agencies, international organizations and NGO partners.
Other sources of significant assistance.

E.3. Assistance

Summary of main developments since the last report, broken down by sector
and/or site, as applicable. Additional information provided could include major
problems encountered in programme delivery and modifications required to
implementing arrangements.

F. EXTERNAL RELATIONS

Significant events in relations with donor government representatives, with
diplomatic missions in general and with the media.
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G. ADMINISTRATION AND STAFFING

Establishment of UNHCR presence, office premises, vehicles and equipment,
staffing arrangements, local recruitment, etc.

Annex 4 - Format for Reporting on Population in Emergency Situation Reports

Period: From to

Type/ |Current|Origin/|| Pop. New Decreases Pop. at end of

status of |location| from at |arrivals period
population start
of

period

Vol. Resettle-|Other|Total| % of | %of

return ment total total

0-4 who

years*| are

female*
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*Estimate

Main source of information is 1 Government; _1 UNHCR; L] NGO

Main basis of the information is [l Registration; 1 Estimate

ut .

Home"" """"> ar.cn.de.en.es.fr.id.it.ph.po.ru.sw

LI Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
» 5 9, External Relations
(introduction...)
Relations with Government and Diplomatic Corps
Relations with the Media
Funding and Donor Relations
Formal Written Communications
Annexes

Emergencies

Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
9. External Relations
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Relations with Government and Diplomatic Corps

1. All matters of protocol relating to establishing a new UNHCR presence in an emergency
are likely to be handled by the Foreign Ministry in the same way as for other United
Nations organizations. However, substantive matters concerning refugees may be handled
by another authority, for example the President or Prime Minister's office or the Ministry
of Interior. Guidance on the form of written communications with the government is given
below.

2. It is important that the diplomatic corps accredited to the country is kept informed of
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UNHCR's activities from the start of an emergency. An informed and concerned diplomatic
corps will be helpful in gaining support for the emergency operation both from the host
country institutions and from donor governments for funding.

Briefing Meetings

3. Briefing meetings should start in the early days of an emergency and continue on a
regular basis. There may already be a contact group of the ambassadors most interested
in refugee matters who could be briefed in the early days of an emergency. Where there is
no such group, or to make the arrangements for meetings more formal, it may be
appropriate to invite the ambassadors of member states of the Executive Committee of the
High Commissioner's Programme (EXCOM) to the briefings (for a list of EXCOM members,
see Annex 1).

The aim is to keep Executive Committee * and other immediately concerned Governments
well informed while not devoting scarce time to a major protocol exercise.

4. A number of people may be helpful in giving advice on the organization and participants
of the meetings, including: the ambassador from the country of the current Executive
Committee Chairman may be helpful in advising on the organization of briefings, or the
Dean of the Diplomatic Corps, or the ambassador of the country currently holding the
presidency of the European Union (as a major donor group), or the Organization of African
Unity or other regional groups.

5. A representative of the government would normally be present at these briefings.
United Nations organizations and NGOs directly involved in the emergency operation
should also be invited to attend.

6. Unless chaired by the representative of the Government, the meeting should normally
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be chaired by UNHCR. Other agencies should be encouraged to give account of their
activities. Initially these meetings may need to be held fortnightly or even weekly, but
once a month is a reasonable interval once the situation starts to come under control.

7. It may be useful to prepare for briefing meetings by prior discussions with other
participating agencies to ensure that there is agreement on the issues and on information
such as population figures.

8. If a question cannot be answered immediately, arrangements to follow up on an
individual basis with the questioner should be made.

9. These briefing meetings will be important for fund-raising purposes. Representatives of
donor governments will form part of the diplomatic corps and will therefore be involved in
the meetings. Additional smaller briefing meetings may be appropriate, to deal with
particular concerns of a donor, or to respond to a donor mission, or in respect of major
protection issues which might require smaller, more discreet, briefings.

10. A useful complementary measure, which might eventually substitute for the diplomatic
and other briefings, is a weekly or monthly written report prepared by UNHCR. The
standard internal emergency situation report, or sitrep, could be used as the basis for this
report (the format for this is suggested in Annex 3 of chapter 8 on implementing
arrangements). If the sitrep is to be used in this way the parts which must not be made
public should be clearly marked. Other United Nations bodies directly involved should
contribute an account of their work. Such situation reports should be given wide
distribution in the operations area and to focal points at Headquarters.

11. Implementation of these briefing arrangements will require valuable time and effort.
Clearly the priority is to deliver the emergency assistance needed by refugees. However, if
those interested do not have a regular source of information on the progress of the
operation, UNHCR staff may end up spending even more time on individual briefings.
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Relations with the Media

Introduction

12. The media has traditionally been an ally of UNHCR and other humanitarian agencies
working in difficult conditions. The media, especially locally based correspondents, can
also be a useful source of information. There may be considerable media interest in an
emergency and perceptions of how the international community in general, and UNHCR in
particular, is responding will be set in the early days. This has important implications for
support for UNHCR. It takes time to correct an unfavourable first impression, and media
interest may have shifted elsewhere before this happens.

The best way to have positive media coverage and support is to run the most effective
emergency operation possible in the circumstances. Expertise in relations with the media
can never substitute for good performance.

13. Television, radio and newspapers operate on tight deadlines and need factual stories
on the emergency, with some background information. Magazines and some radio and
television programs cover stories in depth and have more time available for research and
subsequent re-checking. Television news channels (such as CNN, BBC World and Sky
News), and wire services (for example AFP, AP, Reuters), produce bulletin-type news
stories, have very short deadlines, and are likely to be the major source for world-wide
coverage of the emergency.

14. Given the logistical difficulties of some emergencies, journalists are likely to approach
humanitarian agencies with requests for help in moving around. Whenever possible, and
taking into account the operational priorities and the sensitivity of some situations,
journalists, both national and international, should be assisted in getting to the story.
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General Guidelines for Relations with the Media

15. The first decision to make concerns who should handle relations with the media. The
media prefer information directly from those responsible, which can be very time-
consuming. It is therefore recommended that a Public Information Officer be a member of
the UNHCR field team from the start.

16. The Public Information Officer must have full and immediate access to information
concerning developments in the operation and UNHCR policies and reactions. He/she
needs to be updated by the most senior UNHCR Officer in the operation as often as
necessary, at least once per day in a major emergency. The Public Information Officer
should then be responsible for all aspects of relations with the media. Where there is no
UNHCR Public Information Officer, good contacts with the press officers of other
organizations will be helpful for general advice, and for organizing joint news conferences.

17. In emergencies the media will probably go to the location of the refugees, often
unannounced, and expect a briefing from UNHCR field officers on the spot. The briefing
given should be limited to facts and practical intentions. See below for tips for interviews.

18. When intense press interest in a particular event can be predicted, there is much to be
said for preparing a short and simple statement, distributing it to the enquirers, and
avoiding further comment. Close internal coordination with field staff is essential,
particularly if the interest relates to an event occurring in a location where UNHCR has
field staff. Sending the statement to Headquarters is essential as questions are likely to be
raised in Geneva.

19. Newspaper editors will generally print a factual correction, and will often give space in
opinion or correspondence columns for UNHCR to comment on errors of interpretation of
UNHCR's role and policy. It is more difficult to correct a factual error made on television
or radio. However, when trying to made corrections, these should be corrections of fact
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not interpretation.

HUNHCR should be careful to avoid public polemical debate.H

Locally-based Media

20. The national media will be very important in determining local attitudes to the
refugees, and may also give an early indication of sensitive issues and even government
policy. The government may be as concerned by national coverage as by foreign coverage.
Local foreign-language newspapers may be less important, except indirectly as a result of
their effect on the diplomatic community or foreign press corps.

21. Field offices should monitor the local media, including the radio and television, which
may play a much greater role in influencing public opinion than newspapers. Good
relations should be developed with local correspondents covering the emergency.
However, exercise considerable discretion until there is practical experience of the
outcome of interviews. Language barriers are often a source of misunderstanding,
particularly on the telephone and a locally recruited Public Information Assistant can be
very helpful in this regard.

22. It will probably be useful to make early contact with the news editors of the main
national (and any local foreign language) radio, and television stations and newspapers to
explain UNHCR's role. Stress that every priority is being given to the needs of the
emergency and give a contact reference, should further information be required.

Information Sharing with the Government

23. The government may be sensitive to coverage of the refugees, and early contact
should be established with the official press office or information service. General
statements or press releases should be shared with the government information services
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and the department handling refugees and UNHCR. Statements relating to joint
government-UNHCR actions may have to be cleared with the government first.

Field/Headquarters Information Sharing

24. A regular and swift exchange of information is essential. Many questions on the
operation will be asked directly in Geneva and New York. There is a UN press briefing in
Geneva every Tuesday and Friday morning, where UNHCR participates, and a weekday
press briefing at noon in New York by the spokesperson of the Secretary-General. In
addition, UNHCR calls special news conferences whenever necessary.

25. The Public Information Section at Headquarters must have access to up-to-date
information. The Field should therefore:

] Keep media interest in mind when reporting to Headquarters (for example in sit
reps);

(] Provide information (in sitreps or separately) on matters likely to be of specific
press interest;

[] Send reviews of local media coverage to Headquarters.

26. In addition, if the Field has given an interview with a major foreign newspaper or
network, or if a foreign correspondent has been aggressive or appeared unsatisfied with
answers, the Public Information Section at Headquarters should be forewarned.

27. Similarly, the Field must be kept regularly informed by the Public Information Section
at Headquarters of international media coverage. Important international media reports
(including those based on briefings given in the field) may not be available in the field.

”Drncc whan rantart Hoaadanartare hafnra aninn tn tha fiald chnild hae rlaarlv hriafad that ||
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only limited attention and logistical support can be devoted to them by the field offices
during the emergency phase.

Tips for Interviews

28. Reporters generally respect the ground rules for an interview, provided these are
clearly established in advance. The interviewer and interviewee should agree on type of
attribution and how the interviewee will be quoted: for example: by name, "a UNHCR
spokesman”, "UN sources”, "humanitarian worker", "sources in the international
community", etc. An interview may need to mix full attribution for the facts, and no
attribution for information on political considerations and constraints. Alternatively an
interview can be fully attributed and may often be tape recorded. An interview can also be
for background information, and in this case what is said by the interviewee is not
attributed directly.

29. Radio and television interviews can provide good coverage for UNHCR's aims. They
are, by definition, for full attribution. If this is not advisable because of particular
sensitivities, avoid such interviews. Bear in mind that interviews on radio and television
can be edited.

30. In all interviews and comments to the media, when in doubt err on the side of
discretion. Considerable experience and self-discipline is needed to limit remarks to what
was previously planned. Having agreed to give an interview or answer questions, showing
hostility or irritation will nearly always be counter-productive, no matter how
unreasonable or loaded the questions are.

31. UNHCR's work is difficult and mistakes will inevitably be made, but do not try to hide
problems and difficulties.

”TI.A-I—I. ik i tsmereaubaad ba kA dlaacAa~ & lamanbkis mmad Alawibue muwa dlaea lhacdk aalians H
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Most journalists understand these problems and respect efforts in what they know are
very difficult conditions. In fact, it is almost always best to talk about problems before the
media find out about them on their own - and they usually do. Finally, if mistakes are
made, admit them and try to learn from them.

32. When a complete answer to a question is given and a silence ensues, leave it silent.
There is no law stating that one has to say more than one wants or intends to say. It is
better to pause to construct a response than to ramble. Do not suggest follow-up
questions, unless it is in order to disseminate important information.

33. Do not ask for a story to be killed or suppressed. Attempts at censorship will backfire
and are likely to generate two immediate consequences; stepped up investigation of the
matter to be suppressed; and an unfavourable story on the attempts to suppress it.

34. When in a press conference and especially with the electronic media, state the most
important point at the beginning. In subsequent answers and statements, refer again to
the most important point. When dealing with radio and television, keep answers short;
television and radio put severe restrictions on how much information can be used and long
drawn-out explanations and answers tend not to be used and the main point not covered.

35. Give direct answers to direct questions. If the facts are not known, say so, and offer to
get back to the reporter with the information.

36. Sensitive political or policy questions should be referred to the main UNHCR field
office. Responses to general questions about the situation should be made with UNHCR's
mandate and goals in mind.

37. Take the initiative/control. Avoid answering speculative "what if" questions.
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Be prepared to take the lead and direct the interview into positive areas of information
about the operation.

38. Key things to remember for all interviews are:

L] BE YOURSELF. While journalists are always on the lookout for a good story, they
are not out to make your life miserable. So relax and be friendly. Look at the
interviewer. Avoid nervous gestures and mannerisms. Keep your answers short and
simple;

(L1 BE POSITIVE. Do not criticize colleagues or other UN organizations and NGOs.
We are all in the same boat;

L] BE CONVERSATIONAL. When you talk to journalists, keep it simple and clear. Do
not use the type of language found in many UNHCR internal documents. In
everyday conversation, ordinary people don't use terms like "modalities”, "durable
solutions,” "inter alia" "specific international protection mandate,” "NGO," and
"implementing partner.” Use examples that will make the information

comprehensible to your audience;

L] BE CONCISE. A 10-minute interview may end up being seconds on the air, or
three lines in the newspaper. It is essential to crystallize your thoughts in a few
quotable sentences;

(L] BE IDENTIFIABLE WITH UNHCR. If you are being interviewed for television, or if
a photograph will accompany the report, try to get a UNHCR logo in the background
-possibly a flag or on a vehicle, wear a UNHCR T-shirt or cap.

Guidelines For Appearance On Television
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39. Key things to remember for television interviews are:

DO's

[l Do make and maintain eye contact with the questioner, not the camera. Do not
let your eyes wander;

] DO wear suitable subdued-coloured clothes. Normal working clothes for field
conditions are fine - ties and suits are not appropriate;

(L1 DO check your appearance before going in front of the camera, hair, buttons,
zips?

[l DO make short statements, each holding up on its own;
L1 DO remember to make your most important points as early as possible;

(1 DO, before you begin, discuss with the interviewer what line the discussion will
take;

L] DO remember that the interviewer and audience know less about your subject
than you do;

L1 DO remember that any programme is likely to be edited before use.
DONT's
[l DON'T smoke;

L] DON'T wear sunglasses or jewellery;
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[l DON'T forget that the smallest mannerisms show up more obviously on
television;

[l DON'T fidget or fiddle with pens, pencils, lighters, etc.;

L1 DON'T say "I think" too often, it sounds as though you are uncertain of your
subject. Talk about "we" or "UNHCR" instead.

Visibility of the Operation

40. In addition to working with the media to ensure coverage of UNHCR operations,
emergency managers must pay attention to the visibility of the operation.

41. Proper identification of staff, vehicles, buildings and relief materials contributes to
improved dialogue with beneficiaries, local authorities and partners.

In conflict zones, visible markings can be an important security measure for staff and
property.

42, Staff should be visible and identifiable as UNHCR personnel. Visibility items for staff,
vehicles and buildings are available from Headquarters (see Catalogue of Emergency
Response Resources, Appendix 1). A visible UNHCR will help to show the beneficiaries and
the outside world that UNHCR is present, active and delivering services to the refugees.

Funding and Donor Relations

Emergency Fund

43. The availability of funds is a prerequisite for any UNHCR emergency action. The initial
funding in an emergency for project and operations delivery and administrative support
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expenditure is likely to be allocated from UNHCR's Emergency Fund. Under the terms of
UNHCR's Financial Rules, the Emergency Fund is established to provide "financial
assistance to refugees and displaced persons in emergency situations for which there is
no provision in the programmes approved by the Executive Committee"”, and to meet
additional administrative expenditures resulting from those emergencies. The High
Commissioner may allocate from the Emergency Fund up to US$25 million annually,
provided that the amount made available for any one single emergency does not exceed
US$8 million in any one year and that the Fund shall be maintained at not less than US$8
million. Further details are provided in Chapter 4 of the UNHCR Manual and in Appendix 1,
Catalogue of Emergency Response Resources.

Central Emergency Revolving Fund

44, The Central Emergency Revolving Fund of the UN Office for the Coordination of
Humanitarian Affairs was established to provide funds within the UN system to respond
rapidly to emergencies. The fund has a target level of US$50 million and is financed from
voluntary contributions. It is used for cash advances to UN operational organizations and
entities. In principle these advances are to be reimbursed as a first charge against income
subsequently received, usually as a result of consolidated appeals. Further details are
provided in the Catalogue of Emergency Response Resources (Appendix 1).

Using Existing Funds

45, If an emergency develops in an existing operation, immediate funds may be available
from those already foreseen for that operation or, if appropriate, from the Programme
Reserve. Depending on the scale of further needs, and also on the time of year when the
emergency occurs, further funding could either be proposed to the Executive Committee as
a new current year project or as a new project for the coming year, or could be the subject
of a special appeal.
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Communicating Needs to Donors

46. Operational needs, progress and constraints must be clearly communicated to donors.
A donor relations strategy should be established in the first days of an emergency and
maintained for its duration.

47. Donor relations should be maintained through:

i. Briefing meetings and regular contact at field level between UNHCR staff and
donor representatives. Regular briefing meetings (see paragraphs 3 to 11 above)
with donors should aim to keep them up to date on actions being taken, protection
issues, and any constraints;

ii. Regular contact and follow-up at Headquarters level;

iii. Involving donor representatives in missions to see refugee sites and other
points at which assistance is delivered;

iv. Indirect communication of operational needs through UNHCR visibility in the
media.

48. 1t is important to highlight UNHCR's protection and coordinating role when
communicating with donors. Coordination must be a reality on the ground with UNHCR
taking, and being seen to take, an appropriate leadership role.

49.

HOnIy request funding for operations and budgets which have been formally approved.H

There are no exceptions to this. This is necessary to ensure funding is targeted where it is

D:/cd3wddvd/NoExe/.../meister10.htm 102/183



21/10/2011 meisterl0.htm
most needed, to provide consistency in operational priorities and objectives, and in
communicating these priorities to donors. Several sections in UNHCR brief donors and it is
important for credibility that the briefings be similar. In case of doubts regarding what
should be presented to donors for funding, contact the Donor Relations and Resource
Mobilization Service at Headquarters for advice.

50. Steer donors towards funding those activities or areas of the operation that are most
in need of funding. When appropriate, promote regional funding. Do not forget that the
emergency may have a regional dimension. Include this and other elements of the UNHCR
operation in the briefing and be prepared to discuss funding for all aspects of the
operation with donors.

51. Contributions tightly earmarked to one aspect of the operation impede flexibility.
Sometimes substantial contributions are strictly earmarked and there is little scope for
amending budgets once they are approved.

HDonors should be encouraged to make unearmarked contributions whenever possible.H

However, if donors do want to earmark a contribution to a specific part of the operation,
advise them to check with the Donor Relations and Resource Mobilization Service at
Headquarters to ensure that this portion of the operation has not been funded already, or
offered for funding, to another donor.

52. Particularly in emergencies, donors may offer to supply commodities or services rather
than make a cash contribution. To a large extent it will be up the Field to decide on the
suitability of such contributions. The offer should be immediately reported to the Donor
Relations and Resource Mobilization Service at Headquarters, and the donor requested to
follow up with Headquarters. In kind contributions need to be coordinated by
Headquarters to avoid duplication of similar contributions by different donors, and to
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avoid confusion over the amount of cash versus total contributionl.

Preparation of an Emergency Appeal

53. The primary document for communicating with donors is the emergency appeal. It is
the appeal which needs to be brought to the donors' attention at briefings, and it is the
activities in the appeal against which progress should be reported.

54. The emergency appeal is developed by both the Field and Headquarters.

Information contained in the appeal about operational needs to be generated at the point
of delivery - i.e. the field - so appeals written primarily in the field are the most effective
in raising funds.

Headquarters is responsible for issuing the appeal: it should have all the information
necessary from the Field as soon as possible to enable it to approve budgets and to issue
the appeal at the earliest opportunity.

55. The government should be consulted in the development of the appeal. The appeal
should also take into account the results of the initial assessment, and the budget should
cover all foreseen expenditures.

56. If the situation changes dramatically during the emergency, and the current appeal
becomes inappropriate, then the Field should review operational objectives and agree the
new direction with Headquarters before the revised operation is presented to donors.

57. The appeal and the way the operation is funded can be a potential source of confusion
when the government is UNHCR's operational partner. The total target can be
misunderstood as being entirely intended for expenditure in the country, whereas the
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budget will, of course, cover all UNHCR's direct expenditure, such as for any international
procurement and field and Headquarters operational delivery and administrative support,
including protection. Clarity on this point from the start, for example in any local press
release or comment, can avoid embarrassment later.

1 Further information on contributions in kind can be found in Procedures for
Handling Contributions In Kind, IOM/65/96 - FOM/74/96, UNHCR, November 1996.
Budgetary procedures for dealing with contributions in kind are discussed in
chapter 8 on implementing arrangements.

Communication Between the Field and Headquarters

58. Headquarters and the Field need to work together closely on funding and donor
relations issues. The focal point for this at Headquarters is the Donor Relations and
Resource Mobilization Service. The Private Sector Fund Raising Unit at Headquarters may
also issue appeals to the general public or aimed at individual or corporate donors.

59. Donor Relations and Resource Mobilization Service at Headquarters should:

(L] Advise how to deal with a particular donor;

(1 Provide latest information on funding for the operation;

[ Follow up with donor capitals on potential contributions discussed in the field;
[ Produce and distribute appeals (with the active participation of the Field);

(] Prepare specific submissions to donor funding agencies (with the active
participation of the Field);

(L] Submit detailed reports to the donors.
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60. The Field should:

] Produce the basic operation information and information for the appeals;

[ Inform Headquarters when a donor has indicated an interest in contributing
funds, whether to the appeal, to a particular operation, to earmarked activities, or
as a contributions in kind, and should also ask the donor to follow up through the
normal channels at Headquarters;

[ Provide information to the donors about the current situation and UNHCR's
plans. When deciding on a contribution, donors need relevant information. Some
information will be in the emergency appeal and given at briefings, but some
donors require more detailed information. Timely and detailed responses will
ensure the most rapid funding;

[ Provide reports and information to Headquarters to assist it in submitting
reports to donors. To ensure continuity of funding it is essential that the required
information be provided from the Field without delay.

Reporting to Donors and Special Requirements

61. A variety of reports are required by donors in order to account for their contributions
and to release additional funds. Bear in mind that donor reporting cycles do not
necessarily correspond to UNHCR's reporting and operation cycles.

62. Some major donors to UNHCR's emergency operation require particularly detailed
reporting at both financial and narrative level in a unique format with strict deadlines.
These special reports are prepared by the Donor Relations and Resource Mobilization

Service at Headquarters on the basis of information from the Field. Some donors also

monitor implementation directly through their local representatives.
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63. A number of donors attach great importance to the visibility of their financial support,
through the marking of assistance material and other means.

Formal Written Communications

64. When establishing a new UNHCR presence in a country, there is likely to be a need for
a number of formal written communications to government or local authorities. The
purpose of this section is to give brief guidance on the preparation of formal letters and
"notes verbales” (formal notes written in the third person - see sample in Annex 2).

65. Formal letters are used for communications to ministers, ambassadors and senior
officials (for example, the Director-General of a government department) on important
matters.

66. Note the following points for written correspondence with ambassadors, ministers and
other dignitaries:

i. The proper opening salutation is: "Sir" or "Madam", with "His/Her Excellency”
used, if appropriate, only in the address. However, it may be local practice to begin
and end with "Your Excellency". When in doubt check with UNDP or use "Sir".
His/Her Excellency precedes all other titles and ranks (e.g. Her Excellency Dr. X Y;
His Excellency General A B, Minister of the Interior);

ii. The expression "I have the honour ..." is usually used only in the opening
sentence;

iii. "You" can normally be used in the text. However, in a long text it may be
courteous from time to time to interject the more formal address (e.g. "I should be
grateful if you, Sir, [or Your Excellency] would confirm that this is also the
understanding of your Government");
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iv. Formal letters end with "Accept, Sir/Madam/Your Excellency, the assurances of
my highest consideration".

67. A note verbale is a formal note written in the third person. Notes verbales may be
addressed to a Minister for Foreign Affairs or a Ministry of Foreign Affairs, an ambassador
or an embassy. Notes verbales are always used in replying to an incoming note verbale. It
is written from person to person (e.g. Representative to Minister) or office to office (e.g.
Branch Office to Ministry). The following points should be noted:

i. Typical uses of notes verbales include the exchange of information between
UNHCR and governments, embassies or permanent missions. The note verbale is
not normally used to communicate with other United Nations agencies and is never
used to address NGOs or the public. The note begins either, "The Special
Envoy/Representative of the United Nations High Commissioner for Refugees in
(country) presents his/her compliments to ... and has the honour to ..." or "the
Branch Office of the United Nations High Commissioner for Refugees in (country)
presents its compliments to ... and has the honour to ...";

ii. Titles must be given in full, at least in the opening and closing paragraphs. Be
sure to use the full correct designation of the country (Kingdom of ..., Republic of

..., Democratic Republic of..., etc.)z;

ili. The complimentary closing of a note verbale is always the same: "The
(Representative/Special Envoy) of the United Nations High Commissioner for
Refugees in (country) avails him/herself of this opportunity to express (renew) to
... the assurances of his/her highest consideration", or, as appropriate, "The
Branch Office ..." etc.;

iv. The note should bear no signature. The Office stamp should be placed over the
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typewritten date and the officer responsible for its dispatch should sign his/her
initials within the stamp. The Representative or Special Envoy and an alternate may
be required to register their initials or even signatures with the protocol
department of the foreign ministry;

v. The place and date should appear on the bottom right-hand side of the last page.
The address does not appear on a note verbale;

vi. The text of the note verbale should be single spaced with double spacing
between paragraphs.

68. Both formal letters and notes verbales may bear file references, as brief as possible, on
the top left of the first page.

69. Notes verbales are always answered by notes verbales, and formal letters by formal
letters. Apart from the restrictions on the use of notes verbales given above, there are no
completely clear-cut rules about which to employ when UNHCR is initiating the
communication. In general terms, the note verbale conveys brief information and is the
normal form for routine exchanges with the protocol department, for example, when
seeking customs clearance for relief supplies or advising of the arrival of international
staff. References to important meetings with senior officials and major issues, particularly
those already discussed, are better treated in a formal letter. A formal letter may also
reach the action officer more quickly than a note.

70. If it is necessary to set out UNHCR's position on a specific subject (policy, action
taken, intentions, etc.), this may be done in the form of an aide-mmoire written in the
third person. An aide-mmoire has no addressee and is simply headed Aide-Mmoire, with
the title below. A similar purpose is served by a "Note by the Office of the United Nations
High Commissioner for Refugees", a minor difference being that this description goes
below the title. An aide-mmoire would normally be used to convey information to a
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government ministry or department, an embassy or the diplomatic corps. For a less formal
or wider distribution, the "Note by ..." form may be appropriate.

71. All four types of communication should be presented on UNHCR letterhead stationery.

2 The following document is a useful guide: Terminology, Country Names, United
Nations Bulletin No. 347 (STICSI SER.F/347/Rev. 1).

Annexes

Annex 1

MEMBER STATES OF THE EXECUTIVE COMMITTEE
OF THE HIGH COMMISSIONER'S PROGRAMME
As of November 1998

Algeria Madagascar
Argentina Morocco
Australia Namibia
Austria Netherlands
Bangladesh Nicaragua
Belgium Nigeria
Brazil Norway
Canada Pakistan
China Philippines
Colombia Poland
Democratic_Republic Russian Faderation
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Denmark
Ethiopia Finland
France
Germany
Greece

Holy See
Hungary

India

Iran (Islamic Republic of)
Ireland

Israel

Italy

Japan

Lebanon
Lesotho

meister10.htm
D0ITidlid

South Africa
Spain Sudan
Sweden
Switzerland
Thailand
Tunisia
Turkey
Uganda
United Kingdom
United Republic

of Tanzania
United States of America
Venezuela
Yugoslavia

Annex 2 - Example of a Note Verbale

NATIONS UNIES - HAUT COMMISSARIAT POUR LES REFUGIES

UNITED NATIONS - HIGH COMMISSIONER FOR REFUGEES

Note Verbale

The United Nations High Commissioner for Refugees (UNHCR) Branch Office for
[Ruritania] presents its compliments to the Ministry of Foreign Affairs of
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and has the honour to request authorization to import [two

Toyota land-cruisers]. It requests furthermore that the usual advice be sent to the
appropriate authorities for exemption of payment of import duty, excise duty, registration
and licensing fees for [these vehicles]. Details of (the vehicles) are as follows:

1. Bill of lading number: TAN-P-C 16-11/25-03
2. Engine numbers of vehicles: B-L-C 741-1334
B-L-C 24-04-01

The Office of the United Nations High Commissioner for Refugees avails itself of this
opportunity to renew to the Ministry of Foreign Affairs [of Ruritania] the assurances of its

highest consideration.
(stamp)

[name of place of UNHCR office in Ruritania], [date]

Home"" """"> ar.cn.de.en.es.fr.id.it.ph.po.ru.sw

Ll Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
O 10 Community Services and Education

] (introduction...)

Overview

Introduction

Organizing Community Services

-] Human Resources
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Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)

10. Community Services and Education
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Overview
Situation

The trauma of becoming a refugee can be very great. Normal structures which have
regulated community well-being and also cared for groups at risk such as older persons,
women, children and the disabled, have broken down and need rebuilding. Social and
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psychological problems are created or exacerbated and appropriate measures for
resolving these problems are essential.

Objectives

To provide for the welfare of the whole refugee group and to ensure that the most
vulnerable refugees have equal access to basic goods and services.

To assist the re-establishment and development of refugee community structures which
can be used in the management of the assistance programme and which can also minimize
longer-term problems of dependency.

To ensure that the assistance provided is appropriate for the refugees.
Principles of Response

« Refugee community participation (including both men and women) should be
promoted in all sectors, by building on the community's own resources as much as
possible and encouraging individual, family and group self-reliance;

« Special services for the vulnerable should, as far as possible, be provided by the
refugee community itself;

o Services should be decentralised but within a structured plan, and must reach
those in need;

o Community services should be developed in co-ordination with and in support of
the priority life support sectors and should be an essential component of the
overall assistance operation.

Action
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¢ Assess community problems, needs and resources. Help refugees to identify and
establish the services which will meet their needs in all sectors;

« Ensure prompt identification of and support to the most vulnerable;

« Develop appropriate community management structures including mechanisms to
ensure participation of women in decision-making and ensure that all groups
within the population are appropriately represented. Identify community workers
who can help the vulnerable, spread relevant information and support other
sectors;

o Take immediate action to prevent family break-up and reunite families as soon as
possible.

« Identify and provide care for all isolated vulnerable individuals, especially
unaccompanied minors. Spontaneous groupings, if already bonded, should be kept
together;

o Establish communication links with the refugees to ensure good two-way
communication between the refugees and those assisting them;

o Build the capacity of the community by identifying training needs and by helping
to organize practical and hands-on training in community work.

Introduction

1. The shock of having to leave home and the circumstances of life as a refugee,
particularly in the early stages of an emergency, create major emotional and social
problems and exacerbate existing problems in the community. The trauma of flight and its
aftermath may leave the refugees confused, frightened, lonely and insecure, facing an
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unknown future in a strange, sometimes hostile, environment. Separation from or loss of
other family members as well as lack of community support are common in refugee
emergencies, and causes emotional stress and problems for individuals and their
community.

2. The most important action that can be taken to help reduce the shock and stress for the
community is to provide security, stability and protection. In part this can be done
materially, and in part by ensuring protection and involving the refuges from the start in
the organization of all aspects of their new lives, and in particular the search for durable
solutions. Community services are a vital bridge between the refugee and the goods and
services of the new settiement. Without help in adjusting to this new environment, the
sense of loss and isolation can deepen even in circumstances of relative material well-
being.

3. It is important to involve the refugees in the provision of assistance and allow the
community to share the responsibility of caring for itself and its vulnerable members. This
minimizes dependency and encourages self-reliance.

The approach used during the emergency period will determine the whole pattern of
behavioural response of refugees towards external assistance.

4. In every emergency, there will be refugee groups at risk with psychological or social
problems that require particular attention. The most vulnerable are those with no family
support who are dependent on external assistance for their daily survival. This
dependence may be because of their age; their physical condition; their psychological
condition; or socio-economic problems. The social disruption of emergencies causes these
problems to be both aggravated and overlooked - but in stable nhon-emergency situations,
the community itself meets many of the needs of groups at risk. Thus services to meet
these needs are best given in a community-based programme.
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Organizing Community Services

« Plan and implement the community services programme with the refugees;
o Use a phased approach to implement a community services programme;

o Assess the needs by screening the whole community; the most vulnerable rarely
come forward themselves;

o Co-ordinate closely with other sectors.
Introduction

5. The main objectives of community services should be to identify and assist those
persons whose basic needs are not being adequately met and to ensure the general
welfare of all refugees. A community services programme should mobilize appropriate
community resources, with outside help as necessary, to screen the refugee population for
those facing urgent problems and see these immediate needs are met. Community services
can then proceed to strengthen self-reliance and develop community activities.

6. A three-phased approach has been developed to implement the community services
programme:

Phase 1 assessment, action plan, guidelines;
Phase 2 foundation of community services programme;
Phase 3 building up community service:

To measure performance in each of these phases (which are not mutually exclusive), a
community service checklist can be used (see Annex 1).
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7. Experience suggests that even in an emergency many needs can best be met by
resources that exist within the community. Every community has its own beliefs, social
values, customs, traditions and preferences for how problems should be resolved.

A community services programme should seek to enhance and improve existing and
positive coping mechanisms.

Community problems are best solved using an integrated, inter-disciplinary approach,
working with other sectors. Community services staff should therefore work as part of the
UNHCR team, contributing to assessment, planning, programming and monitoring
activities of other sectors.

8. Community services programmes generally require a decentralised structure, allowing
refugee community workers to work with the same refugees, getting to know and be
known by them. An active community services team is likely to be a major referral unit,
helping to direct refugees to available resources and identifying areas of need where other
services (health, nutrition, etc.) may be targeted.

Assessment and Action Plan

9. A careful initial assessment will determine the most pressing social problems, and the
plan of action. This assessment should cover the whole community, with particular
attention to identifying refugees with special needs who may not come forward
themselves. The assessment and resulting plan should take into account demographic and
cultural information regarding the refugee population, as well as the policies and
resources in the country of asylum. Another priority in drawing up the community services
programme is to identify gaps in the general assistance programme.

10. The outcome of the assessment will determine the community services action plan,
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including priorities of actions to be taken, the role of the various partners, and the need
for special programmes, such as family reunification or assistance to victims of violence
(see key references for guidelines on these topics).

11. Before establishing the community services team (see the section on Human
Resources below), it will be necessary to identify appropriate local, national and
international partners, including NGOs, governments, local and refugee community
leaders. Involving local communities and government will help raise refugees' sensitivity
to the needs and culture of the local population, and will also facilitate local acceptance of
refugees, thus preventing tension.

Foundation of Community Services Programme

12. It is important to identify and promote refugee self-management groups either within
mainstream structures or if more culturally appropriate, in separate groups. These should
include women and youth. Community support for the vulnerable must be encouraged.
Refugee volunteers can help identify vulnerable refugees and ensure their access to
general services.

13. To ensure that all refugees, especially the most vulnerable, have access to services:
i. Direct all refugees to appropriate health or nutrition services;

ii. Organize immediate tracing of lost children and registration of these and other
vulnerable individuals and provide assistance to all those alone and unable to care
for themselves;

iii. Address the problems of survivors of abuse or violence.
14. In order to minimize long term dependency, and ensure the services are appropriate
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for the whole refugee group, community services will promote refugee participation in all
sectors, and build the refugee community's problem solving capacity. Community services
should also raise awareness and mobilize refugees on sanitation and environment issues
and respect for local community resources.

Building up Community Services

15. Once the community services programme has been established, community services
are built up by: building the capacity of implementing partners; co-ordinating community
outreach and community training activities; establishing information networks; running a
training programme for community workers; setting up education programmes and
running the tracing and special programmes. General community activities, for example,
cultural events and recreation, will be important for the creation of a greater sense of
normality and security, and the reduction of stress, as well as fostering the refugees’
sense of community.

Human Resources
« The refugees themselves should play the central role;
o Continuity of personnel is very important;
« Professional impartial conduct and confidentiality must be maintained;
o Teamwork with other sectors is essential.
Introduction

16. Refugees trained as community workers should be the backbone of the community
services programme. Outsiders will be severely limited by language barriers and lack of
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familiarity with social values and customs. Refugee community workers will be
responsible for assisting groups and individuals through outreach work, and referring
individuals to appropriate services where necessary. In some cultures, traditional healers
are especially skilled at resolving psychological problems.

17. Training refugee community workers is a priority. Training should draw on refugees'
own knowledge of their community, and make use of outside expertise (from within the
host country if possible). Training should cover social work and community development,
with inputs from other disciplines such as public health, nutrition, sanitation, protection,
water, shelter.

18. Refugee community workers should be drawn from the various groups within the

refugees, and a particular effort may be needed to ensure that a sufficient number are
women. There should be a proper balance between workers from different social and

ethnic groups.

19. The number of such workers required will depend greatly on the community's own
response mechanisms, and the geographical distance between site locations, population
size and complexities of the situation. However, one worker per 1,000 refugees is usually
appropriate. In addition, there should be community workers in the health centres, as
there is a tendency for people with special needs to be directed to these even when the
problem may not be medical.

20. Staff from outside the refugee community will be required to co-ordinate community
services, manage training programmes and deal with problems beyond the resources of
the refugees. This outside assistance is likely to involve both international and national
personnel. The role of international personnel may be limited principally to overall co-
ordination, guidance, support, training and liaison with the authorities and other
organizations concerned.
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HFamiIiarity with social values and customs is essential.H

21. National personnel will play an important role because of their cultural knowledge and
understanding of the refugees. Additional specialist staff may be needed to focus on
specific issues. A memorandum of understanding exists between UNHCR and Radda
Barnen (Sweden) under which specialized community services staff can be quickly de
ployed to emergencies (see Appendix 1, Catalogue of Emergency Response Resources, for
details).

Continuity of personnel is necessary for effective community services because of the
fundamental part played in these services by human contact and trust.

22. Interpreters are a vital link of communication between UNHCR and the refugee
community as they bridge the gap created by cultural, national, linguistic and racial
differences. Interpreters are usually selected from the refugee or local community and
should include an adequate proportion of women. Refugee interpreters have the benefit of
knowing and being committed to helping their community; however they are likely to be
placed in a difficult position as intermediary between refugees and UNHCR and expected to
be answerable to both. Therefore, if possible, refugee interpreters should not be used in
sensitive situations such as status determination interviews.

Working as a Team

23. Community services should support, and have strong links with, other sectors. For
example:

Protection: Community services and protection have complementary roles in dealing with
refugee problems on a day-to-day basis and working with refugee groups at risk. There
will be areas of overlapping concern, for example, in training, promotional and advocacy
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activities at the community level; programmes for unaccompanied minors such as tracing,
family reunification and foster care; and in developing preventive mechanisms and
community-based solutions to deal with harassment of minority groups and sexual
violence;

Health services: Many problems have both a medical and social component. Refugees
might not make use of health services because they are too weak or infirm, too
traumatized or just unfamiliar with the health service. Women may be particularly
constrained if there are insufficient female health staff. On the other hand, problems of all
kinds may be referred to health centres - so community outreach workers should be
located in the health centre. Community networks can be used to promote basic health
messages in cleanliness, sanitation, breast feeding etc.;

Site planning and construction: Community services can assist in the identification of
social and cultural determinants of shelter planning, promote the involvement of all the
community, including women, help establish refugee committees to oversee construction,
and ensure that the community will take responsibility for providing shelter for its more
vulnerable members in locations where they can be protected and assisted;

Environment: Community services should convey environmental messages such as the
need to preserve trees and vegetation during emergencies (see chapter 12 on site
planning). Community services should also promote simple, but crucial, energy saving
techniques such as covering pots with lids during cooking, drying, chopping and splitting
firewood before burning, and soaking beans and grains to reduce cooking time.
Community services staff should work closely with environment specialists in areas such
as forestry and domestic energy, to ensure these activities take into account the concerns
and priorities of the local and refugee community. Without community participation,
environmental programmes might not achieve their objectives;
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Logistics: Community services should also work with logistics officers to ensure that
vulnerable groups and groups at risk have equitable access to all commodities.

Family Tracing and Reunification

o Tracing and reunion of separated family members must be organized as quickly as
possible;

o Refugees must be able to send and receive mail.

24. Procedures for the reunion of refugee family members separated during flight or
within the country of asylum should be agreed with the authorities and implemented as
soon as practicable. Tracing programmes should be set up and co-ordinated in the country
of asylum, country of origin and regionally. At camp or local level, simple and effective
tracing mechanisms include posting lists of names with photographs on the community
notice boards in different locations, using the radio, or even making announcements by
megaphone. The tracing arrangements must be widely promulgated; a central contact
point in each site is likely to be needed. Tracing is a delicate task, and has to be organized
by people who have the necessary experience and skills. A suitably experienced agency
may be needed to implement these activities. Tracing requires the involvement of the
refugees themselves, who will play a key role. The local population and authorities can
also play an important role. Confidentiality of information and protection of individuals is
also essential.

25. Consider the causes of separation when establishing tracing systems. Separation may
have been caused by large scale population movements but may also have been due to
other factors such as children opting to leave their families, or placement of persons
outside their family for survival purposes. Outsiders, often relief workers, may have
removed a child from an apparently dangerous situation, without informing the family and
without proper documentation.
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26. The following actions should be taken:

(1 Organize tracing and reunion of separated family members as quickly as
possible, giving first priority to unaccompanied minors and other extremely
vulnerable individuals;

[l Combine a variety of systems: on the spot tracing, use of community
mechanisms and formalized tracing at a regional level;

[ Coordinate activities with agencies having expertise, e.g. the ICRC. Note that
ICRC procedures, using the national Red Cross or Red Crescent societies, can be
lengthy but may be the most appropriate for difficult cases;

(] Ensure regional standardization of registration systems;

(] Set-up a communication network in the community including a mailing system. A
properly organized exchange of news (Red Cross messages) may considerably
diminish the workload of a tracing service and accelerate the reunion of family
members. Refugees have the right to send and receive mail.

Groups at Risk and Vulnerable Groups

« Develop and strengthen community-based support for vulnerable groups
wherever possible;

« Ensure that children are cared for in ways that meet both their physical and
emotional needs; individual care of unaccompanied children is all-important;

o Ensure that all groups among the refugees can participate in decision making
affecting their well-being.
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Introduction

27. In dealing with vulnerable groups, community based support is preferred, and only as
a last resort should small, special facilities be established. These should be short-term to
shelter vulnerable individuals while identifying community support mechanisms.

28. Experience shows that in refugee emergencies certain groups are likely to be more at
risk than others. Standard criteria for vulnerability, and for eligibility for the provision of
special assistance should be developed in conjunction with refugees. Some groups may be
excluded from decisions directly affecting their wellbeing, and the particular needs of
these groups may be unintentionally ignored or excluded in programme development. This
exclusion may result in making the group vulnerable. This is often the case with minority
groups. Women, who often make up the majority of the population, can be excluded in
much the same manner.

29. In emergencies vulnerable refugees may need special transport where the refugee has
physical problems which would prevent long distance movement. This would include older
persons, the disabled, women in late pregnancy, severely malnourished or those in severe
psychological distress. If special transport is needed, the refugee should be accompanied
by a responsible attendant (usually a relative) and a clear reunion point identified to
prevent further vulnerability through separation.

30. When individual casework is necessary, up-to-date records and confidential individual
dossiers should be kept, and a simple periodic reporting system instituted, focusing on the
needs identified and services provided rather than giving just statistical data. It is
important that case records are transferred with refugees when they are moved. A
coordinated response avoids unnecessary repetition of basic interviewing which is not
only a waste of time but can also be psychologically damaging.

Children (including Adolescents)
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31. For the purposes of this Handbook, "children" should be understood to mean "persons
below the age of 18 years" (as defined in the Convention on the Rights of the Child, 1989),
and therefore includes young children and adolescents.

32. Children make up a large proportion of most refugee populations. Early interventions
during emergencies will help to normalize and stabilize their situation. Specialized agency
expertise may be needed for parts of a child-focused programme.

33. Birth registration may be a prerequisite for obtaining nationality, enrolling in school
and may be a vital tool for tracing. It can also be important in preventing military
recruitment and other forms of exploitation. Ensure that the births of all refugee children
are registered. Ideally births should be registered through the same procedure applicable
to nationals. Where this is not possible the authorities should be encouraged to establish a
separate birth registration system for refugee births. If this is not possible either,
organize a temporary attestation system to ensure, at a minimum, that the date, place of
birth and the names and nationalities of both parents are recorded. The UNHCR Field Office
or the Red Cross/Red Crescent could, for example, issue such an attestation.

34. Different age groups will have different problems, young children have very different
needs from teenagers.

35. UNHCR has an MOU with UNICEF which outlines their respective responsibilities for
children and unaccompanied minors- UNICEF takes the lead in countries of origin and
UNHCR in countries of asylum (see MOU attached as Appendix two).

36. Take the following action:

[ 1dentify and develop community-based mechanisms to monitor refugee
childrens' assistance and protection needs;
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[ 1dentify whether the child population as a whole might have any specific
characteristics or needs as a consequence of the trauma of their flight and life
before finding asylum: in particular, where children have been victims of and/or
participants in armed conflict, or might have particular psychological, physical or
social problems as a consequence;

(] 1dentify what current risks there may be to the child population: for example a
risk of on-going military recruitment, or of sexual exploitation or abuse;

[l Promote the social role of adolescents in the community and their responsibility
towards others in need, for example they can serve as community workers.
Adolescents will need support, especially if they have assumed adult roles as
heads-of-households. They will also need access to and education about
reproductive health services, and vocational training;

(] Coordinate with the health and nutrition sectors in organizing education
campaigns and outreach activities in community health, nutrition and sanitation,
such as promoting breast feeding, immunization and feeding programmes;

(1 organize play groups, recreation activities and emergency education for pre-
schoolers and for school age children including girls and vulnerable children;

[ 1dentify resources within and outside the community which could be used to
address the needs of children and young people (and their families). These
community resources should encourage self-reliance, and work towards preventing
domestic violence, sexual abuse, drug and alcohol abuse and involvement in
military activities;

[ Integrate the needs of children in all programming activities.
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Unaccompanied Minors

37. UNHCR defines an unaccompanied minor as one who is below 18 years of age who has
been separated from both parents and for whose care no person can be found who by law
or custom has primary responsibility. Note that other organizations may have other
definitions of unaccompanied minors. In addition, note that unaccompanied minors are
sometimes also called separated minors.

38. Labelling children as orphans tends to encourage adoptions, (and in some cases, there
may be enormous external pressure for orphanages and/or third country adoption) rather
than focusing on family tracing, foster placements and increasing community support.

The description "unaccompanied minors"”, or "separated minors", should always be used
in place of "orphans”.

39. Although the government of the country of asylum should take legal responsibility for
these minors, with UNHCR offering advice and assistance, in practice if government
resources are thinly stretched, UNHCR may take a more pro-active role.

Prevention of Separation

40. Family unity must be preserved as much as possible - take no action that may prevent
family reunion. The failure to protect family unity not only results in avoidable physical
and emotional suffering, but subsequent efforts to reunite families are costly and difficult,
and delays in family reunification will impede durable solutions. Although children are
often separated from their families while their families are in flight, steps can be taken to
minimize further separations, and to maximize the chances of timely and successful
reunion.

HSteDs to prevent separation include subpportina households at risk. and ensurina care I
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41. There is sometimes pressure to rescue minors from dangerous situations but some
child-only evacuations have caused years of separation and in some cases the breaks have
been permanent. The physical dangers may be over estimated, while the children's
psychological need to be with their parents may be under appreciated.

provided to unaccompanied minors does not become an incentive for parents to abandon
their children to institutionalized care.

There should be no evacuations separating children from their parents or others
recognized as primary caretakers (custody) unless essential to protect life.

42, If an evacuation is essential, the following safeguards should be observed. Minors
should be accompanied by an adult relative, and if this is not possible, by a qualified care-
giver known to the children, such as their teachers. The minors' identities must be fully
documented before departure. Whenever possible, documentation should travel with the
minors, and caregivers should be waiting at the destination. The evacuation must be
coordinated with the designated lead agency. If the minors are moved across an
international border, written agreements with the government should be secured in
advance in order to ensure family visits and reunions are possible.

43. Continuity of existing care arrangements will help avoid further disruption and may
facilitate reunion. Siblings should be kept together, as should unrelated children who have
been living together and give each other emotional support.

Assessment, Identification, Registration and Tracing

44. Make a rapid assessment of the situation of unaccompanied minors among the refugee
population. The first source of information for identifying unaccompanied minors will be
the refugees themselves and the community leaders. A general registration or census of
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refugees may provide a suitable occasion for initial identification without raising
expectations before seeking more detailed information.

45. A general registration or census will also identify those children not alone, but not
with their immediate family, and who thus require tracing. Give priority to identifying
children under five years, girls who may be subject to sexual abuse and boys who may be
recruited into military service.

46. Once identified, unaccompanied minors should be individually registered as soon as
possible (see Annex 2, unaccompanied minor registration form).

HRegistration should not raise expectations for special status and advantage.H

The Emergency Kit for Unaccompanied Children provides guidance and tools for
identification, registration, and tracing. This can be ordered from Headquarters and
contains a priority actions handbook, emergency registration books, cameras, equipment
and basic supplies.

47. Ensure that children are issued with separate registration documents and ration cards
and that these documents (including a recent photograph), always travel with the child.
These measures will avoid confusion if a fostering arrangement breaks down.

48. Unaccompanied minors should be individually assessed and medically screened. A
sympathetic and imaginative approach to interviewing children is very important and best
conducted by carefully trained refugees, if possible by someone the child already knows
and trusts. If an interview has to take place through an interpreter, the interpreter must
be well briefed, with his or her role limited to direct translation, and must not be allowed
to break personal contact between interviewer and child. Children may react very
differently, depending, for example, on the degree of their trauma, fear and shyness. The
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presence of the child's friend(s) at the interview can not only reassure the child but may
also yield important information. Any accompanying adults or persons who brought the
child forward should also be interviewed.

49. As soon as unaccompanied minors are identified, start to trace their parents or
families. Family tracing is not considered exhausted before a two year investigation has
been completed. All claims for reunification must be verified, as mistakes and false claims
sometimes occur.

Care and Protection of Unaccompanied Minors

50. Children separated from their immediate next-of-kin during a refugee emergency are
often cared for by the refugee community, frequently within an extended family.

It is only where children cannot be cared for by the community that special measures will
be required for their care.

Whenever possible, children should be placed with families, as institutional placements
cannot provide adequately for children's developmental needs and social and cultural
integration into society. Ideally, they should be cared for by relatives or others from the
same ethnic or cultural groups.

51. One of the most important principles in the care of any child is that relationships must
be stable, because of the importance of the emotional bond developed with the care-giver.
An unaccompanied minor must be placed in a family where bonding can continue until the
parent(s) or recognized first caretaker(s) are found. The child will then need time to
reestablish a bond with his or her parent(s) or original caretaker(s). A period of overlap
with the two families may therefore be necessary, in order to permit the re-establishment
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of the relationship with the parents while avoiding an abrupt severance of the ties with
the foster family. Where years have elapsed, the child’'s interests may be better served by
remaining with the foster family. UNHCR's usual practice is to allow unaccompanied
minors over 15 to take decisions concerning durable solutions for themselves.

52. Criteria for foster family care should be worked out together with the community.
Foster care arrangements should be formalized as quickly as possible by signed contracts
or agreements, with an understanding that children should be returned to their immediate
family if located. Particularly needy host families may be provided with an incentive to
support the child on a case by case basis, but not as a systematic measure for all foster
families. Food rations and other normal assistance should of course, continue to be
provided for the child through the foster family. However, the child should continue to
have registration and ration documents separate from those of the foster family. Foster
care arrangements should be monitored closely through outreach activities in the
community. Careful account should be taken of cultural attitudes towards fostering. For
instance, in some situations, a family may find it hard to conceive of taking in a child
except as a servant.

53. Where child care centres are necessary, they should be small, decentralized within the
community, and integrated into community activities.

Remember that when the facilities and services provided for unaccompanied children are
significantly better than those otherwise available, parents may actually place children in
special care.

54. The advantage of small residential centres is that if reunification with the parents is
expected to take place quickly, such centres provide an efficient way of caring for the
children while at the same time not losing sight of them during the upheaval and
confusion at the start of an emergency.
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Unaccompanied minors should be integrated into the life, activities and services available
to other children. Avoid either marginalizing them or paying them special attention.

55. Ensure continuity and stability in care (foster families and other) by employing refugee
and national community services staff who are less likely to move on than international
staff.

56. Provide supervision, support and training to child care workers, including child
interviewing techniques, child development, community mobilization and child trauma.
Train refugees and aid workers to identify and register unaccompanied minors from the
outset of an emergency.

Women

57. While it is not correct to see women as a vulnerable group, women do have specific
needs which, if not met, can put them at risk, such as vulnerability to exploitation and
sexual abuse, sexual discrimination and restricted access to basic services. In addition,
many decisions in camp management which affect women are made without them being
consulted. Not including refugee women in decision making about camp management may
put them at risk and add to their workload. In addition, the effectiveness of the assistance
programme may be reduced because the problems and needs of all the beneficiaries have
not been properly identified.

58. However, when seeking women's participation in decision-making, it is also wise to
remember that measures which challenge the status quo may be threatening to traditional
leaders. Special efforts may be needed to overcome resistance to change.

Culture and tradition cannot be used as reasons to exclude refugee women from
participation in decision-making.
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To Ensure Women's Participation:

(1 Include refugee women in leadership functions and give them responsible roles
in the community including participation in decision-making bodies;

(] Ensure that women have equal access to services and facilities, particularly
health and reproductive health care services, and inform persons concerned about
these resources;

(] Encourage activities such as adult literacy classes which will help empower
women and bring them together for mutual support;

(] Provide community support to women by organizing recreational and
educational activities for children;

L1 Develop preventive protection mechanisms with the community to ensure
protection of women against all forms of abuse;

[ Work with the elders and other influential groups to gain their support for the
participation of women in camp management.

Single Parent Households

59. In refugee emergencies, the majority of single parent households are female-headed.
However, community services must be sensitive to the needs of both male and female
single parents. Men may have to be supported in the functions of rearing children and
organizing household responsibilities. Women who have to manage the family needs on
their own are at risk as they are vulnerable to exploitation and harassment, especially if
they are young. They may be exposed to pressures attached to provision of food and
material resources. Women must therefore be included in food management and other
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committees. Some women may have to resort to prostitution in order to provide for their
families, particularly if they do not have any skills to earn a livelihood.

Survivors of Violence

60. Men, women and children can be victims of violence in conflict situations (including
torture, rape or solitary confinement) and suffer consequent trauma. Rape is a crime of
violence, and is sometimes used as a systematic method of intimidation. Survivors of rape
can be any age from the very young to the very old and belong to any social group. It
should be remembered that survivors of sexual violence including rape can be men as well
as women. It is important to recognize that the consequences of sexual violence on
children and adolescents will differ from that on adults.

61. Where there is a high risk of violence, steps can be taken to reduce exposure and
vulnerability. Crimes of sexual violence may be more likely to occur where women and/or
children are exposed and vulnerable, such as when they collect firewood or water from
distant points. The level of risk of violence including sexual violence from within or
outside the community, should be reflected in taking increased precautions in camp
security, and in creating mechanisms to allow people to travel outside the camp in safety
e.g. fuel-wood gathering in groups.

Take the Following Action

[ Establish services for survivors of violence which are integrated into other
community and health care services;

[ Ensure confidentiality is maintained;

(L] Organize counselling support services using trusted, supportive refugee staff,
including female staff;
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[ Organize support groups with people who are trusted;

[L] Provide a safe place for survivors to stay, with friends if possible;

(] Ensure appropriate legal and medical services are established and accessible,
including access to female staff;

(L] Mobilize community support by discussing the general problem with them to
ensure more compassionate treatment. Religious heads and community leaders in
particular can influence attitudes to survivors of violence;

(L] Ensure that site layout, fencing and lighting promote physical safety. Good site
planning, including location of services, will help create conditions where violence
will be less likely (see chapter 12 on site planning).

[L] Sensitize the community to the problem and the seriousness of domestic
violence. An emergency situation often triggers an increase in levels of domestic
violence, particularly in the early stages. However, in the later stages of an
emergency incidents of domestic violence may remain high and on occasion
escalate, if the situation generates high levels of stress.

62. Urgent medical treatment must be provided to any person who has been raped to help
deal with the physical trauma. A protocol for management of such persons, based on host
country laws, should be adopted.

63. Post trauma reactions to sexual violence include feelings of shame and guilt, anger,

humiliation, nightmares, withdrawal, depression and suicidal tendencies. Family, friends
and community support groups must be alerted to these possible reactions so that they

can understand and assist the survivors of violence.
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64. Social attitudes to rape are usually very judgmental. A woman who becomes pregnant
by rape may need help in being accepted by her family and the community or in placing a
child for adoption. In some cases a man or a woman who has been raped may have to
leave their present location in order to lead a normal life. This is especially the case of a
woman with a child, who may then be left without family support. Additionally, she may
feel hostile towards the child, a common post trauma reaction.

65. Any documentation of a case should be undertaken with the utmost confidentiality. It
is the survivors choice whether or not to take legal action; there may be very strong
considerations not to do so. If legal action is taken, the survivor will need support and
protection in every step of what is a painful process, and should be made aware of exactly
what degree of protection and care will be available.

66. Community services, protection and health staff must work together for survivors of
rape and sexual violence. Protection staff can provide information on legal action and
monitor the legal process if charges are pressed. Health personnel should make necessary
treatment facilities and documentation available. Community services should work directly
with the survivor concerned, and with the family of the survivor, as well as establish
support groups and more generally sensitize refugees to the problems of rape. A refugee
team, which could complement the UNHCR community services team, may be established
to provide outreach to women reluctant to come forward.

Disabled and Handicapped

67. Disabled and handicapped persons might have problems in accessing goods and
services available to refugees and steps must be taken to ensure this access, including
that of disabled children to whatever schooling is available. In some refugee situations,
but more often in returnee situations, additional dangers of land-mines mean that an
information campaign must be started immediately to prevent further disability. Initial
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care for the disabled should be through families and the community, nevertheless,
rehabilitation services (e.g. wheelchairs, crutches) should also be introduced as soon as
possible. Community based rehabilitation to care for disabled people is an approach that
should be promoted from the outset of an emergency.

Older Persons

68. The presence of older people in the community can strengthen the bonds and the
sense of belonging. However, physical deterioration may limit their mobility and hence
their access to basic services. Those most at risk are living alone or caring for young
children.

Older persons can constitute a significant proportion of the refugee population though
they are often overlooked.

69. Consideration should be given to include older persons in the supplementary feeding
programmes. Even if older people can obtain food rations, limited mobility may preclude
collection of water or fuel essential for food preparation.

70. For the more frail elderly, family and community care should be encouraged. Refugee
community workers should identify neighbours, relatives or others who can help these
people with food, water or fuel collection.

71. It should be kept in mind that after any repatriation, the elderly may make up a high
proportion of refugees remaining behind in the country of asylum. Hence local government
structures and local NGO capacity should be strengthened to care for them.

Isolated Social Groups

72. Every society has its social, religious, political or ethnic groups whose access to
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services is restricted even under normal conditions. They become particularly vulnerable
during emergencies as assistance is likely to be channelled through the leaders of the
majority groups. Immediate assessment should be made of any of these groups to
determine if they can be integrated into the refugee community, or whether special
provision must be made.

In the early stages of an emergency, cultural and traditional customs that may be harmful
to particular groups of refugees such as genital mutilation, early marriages and other
abusive practices should be addressed and appropriate action taken.

Education

+ Education programmes can help address not only the psychological and social
needs of the children, but also the well being of the whole community, by helping
to organize the population and by providing structure for the children and their
families;

« Education programmes can provide important support to lifesaving activities;

o Every child has the right to education. Even in an emergency, start providing
appropriate education as soon as possible;

o The priority is to make primary schooling available to all. Special efforts will
probably be necessary to ensure the proper participation of girls in the programme;

+ Refugee schools should be organized and run by the refugees themselves, to the
extent possible, with proper outside support.

Introduction
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73. Establishing an education system is important for the well-being of the whole refugee
community, as well as for the social and psychological well-being of children and young
people. Setting up basic schools will give a structure and sense of normality to a
dislocated and traumatized community. Refugees are dislocated not only from their homes
and families but also from their community - the old community is disrupted while new
community structures are only gradually evolving. Schools can be the initial community
focal points, and a sense of well-being may be created if the new community is partly
structured around institutions which are as familiar as schools, rather than around, for
example, distribution points, registration and health centres which may be more
representative of the problems of their current situation.

74. In addition, schools can be initiated and managed by the community itself much more
easily than other refugee institutions, again enhancing self-esteem and self-reliance.
Refugee teachers and parents often establish informal schools even in an emergency - as
soon as basic needs in food water and health are met, because they recognize the
importance of a school system for the reasons set out above.

Informal schools started by the refugees themselves should be supported, and can be
used as a basis to begin the programme.

75. In addition to community building, other important functions of the education system
in an emergency are:

i. To disseminate survival and life skills messages. Simple messages can be spread
through the school system, on issues such as health, sanitation, nutrition, and
looking after the local resources (fuelwood for cooking) so they do not become too
rapidly depleted;

ii. To provide parents with extra time to work on family survival needs;
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ili. To serve as an important protection tool in certain circumstances, e.g. through
providing an alternative to military recruitment;

iv. To provide continuity of education which can help reintegration in the country of
origin.

Every child has the right to education, as set out in the Convention on the Rights of the
Child.

76. Detailed information on planning education programmes and on standards for refugee
schools is set out in the latest edition of NHCR's Education Guidelines. These guidelines
are essential reading for those establishing an education programme.

Setting up an Education Programme

77. Basic education must be provided and, although priorities in the emergency phase may
mean that the full implementation of an education programme is difficult, a start must be
made. An education programme should only be delayed if the emergency is clearly going

to be short-lived.

The emergency education programme should provide free access to organized activities
and basic education for all refugee children and young people.

78. Identify teachers from the refugee population who can organize recreational and
educational activities, and identify agencies to support the development of basic education

programmes.
Simple Activities

79. In the beginning, the aim is to establish a simple programme of structured recreational
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and simple educational activities for children and young people. This is possible even with
limited educational supplies - simply gathering the children together for a set period each
day and keeping them occupied is a valuable first step. Identify teachers from the refugee
population who are willing to do this. The activities should support the lifesaving
measures underway in other sectors by including simple messages on health, sanitation
etc. appropriate for the children's level, and by providing parents with extra time to work
on family survival needs. Recreational and activity materials of the type listed in Annex 3
could be used to support such a programme.

80. The initial activities should then be developed into a primary school system, based on
the curriculum of the country of origin. The timing of the transition from the simple
activities to the more formal primary education will depend on the evolution of the
emergency. Where the school system in the country of asylum is similar to that of the
country or area of origin and refugee nhumbers are limited, resources may be provided to
local schools to enable them to accommodate refugee students, provided this is cost-
effective.

Basic Education

81. A single, unified primary school system should be developed as soon as possible.
Educational materials of the type described in Annex 4 can be used to establish a basic
education programme. The materials on this list would meet the initial needs of 1,000
refugees, and include sufficient writing materials for two classrooms of students in the
earliest stages of primary school plus one classroom for students who have completed 2
or 3 years or more of primary schooling. If each classroom is used initially for separate
morning and afternoon shifts, then a total of 240 students can be catered for. Typically
there would be two or more writing materials kits (of the type specified in Annex 4) per
school, according to the number of classrooms on each site.

”Thn cnrricnliim chanld initiallv ha hacad an that af tha calintrv ar araa af ariain tn ||
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Hfacilitate reintegration upon repatriation.

82. Where possible, contact should be made with the Education Ministry of the country of
origin, initially to obtain school textbooks and teachers' guides and later regarding
certification of education and training received by refugees and teachers. In order to open
schools as early as possible, temporary shelters may be erected using plastic sheeting.
The community should be mobilized to help build and maintain school buildings. Other
items required for simple classroom structures, latrines etc. should be constructed, using
local materials where possible.

Smaller, decentralized schools are generally preferable to large schools. Primary schools
should be established within walking distance for young children.

83. Recreational and sports programmes for children and adolescents should be included
as part of the education programme, and necessary space should be allocated at the time
of site planning. The likelihood that additional classrooms may be needed at a later stage
should likewise be borne in mind at the time of site selection and demarcation.

It is probable that young refugees will have had their formal education disrupted. There
Should therefore be no limitation of entry to schooling according to the age of the
children or adolescents.

84. Initial budgets should provide for the printing or photocopying of classroom materials
for pupils and teachers, based on core elements of the country of origin curriculum as well
as for the initial purchase of school and recreational supplies. Budgetary provision may
also be necessary for the translation and reproduction of materials supporting health,
environment, peace education and other messages.
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Action

[ 1dentify humanitarian agencies to be responsible for educational assistance in
each location and to establish and train community education committees and
parent/ teacher groups;

[ 1dentify school sites, and erect temporary shelter, ensure construction of
latrines;

[ Provide writing and recreational materials to support community initiatives (see
Annexes 3 and 4);

(L] Convene a refugee education committee. Include refugees, local education
authorities, relevant UN agencies, implementing partners and refugee educators, at
appropriate (district and/or national) levels;

(L] Consult UNHCR Headquarters and the local UNICEF office regarding availability
of educational materials and school-books;

[ Arrange the timing of educational and recreational activities around other
household and family activities to get maximum participation and cooperation of
refugees;

(] Establish schooling in all refugee locations with refugee education advisers and
teachers. Make plans for moving to a normal system of education as soon as
possible;

] Aim at a realistic level of service which can be sustained over the longer term;

[1 Organize in-service training of teachers. Training should cover: school
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organization; basic teaching methods; review of basic subject matter; and
dissemination of messages regarding health, sanitation, environmental
conservation and peace;

(1 Monitor participation of girls in educational programmes and promote girls'
enroliment and attendance in school. Identify what are the root causes of non-
attendance by girls. Promote recruitment and training of female teachers (at least
50 per cent);

[] Reintegrate out-of-school children and youth in school or non-formal education.
Causes of school drop-outs and non-participation in community activities should be
monitored.

85. An education specialist may be needed to advise on programme development. Liaise
with UNHCR Headquarters, regarding materials and expertise available internally and
through standby arrangements (see Catalogue of Emergency Response Resources,
Appendix 1).

86. The provision of education may give the refugees a privilege not enjoyed by the local
population of some locations. If the government is in agreement and there is a common
language of instruction, it is usually appropriate to open the schools to the local
population. Some assistance may be provided to national schools located very near to
refugee schools.

Key References
Assisting Disabled Refugees, UNHCR, Geneva, 1996 revision.

Environmental Guidelines, UNHCR set of environmental guidelines for different sectors
(May 1998 revision): Domestic Energy Needs in Refugee Situations; Livestock in Refugee
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Situations; Forestry in Refugee Situations. UNHCR, Geneva, 1996.

Evacuation of Children from Conflict Areas, UNHCR, UNICEF, Geneva 1992,

Guidelines for Educational Assistance to Refugees, UNHCR, Geneva, 1995.

Guidelines on the Protection of Refugee Women, UNHCR, Geneva, 1991.

Memorandum of Understanding between UNHCR and UNICEF, 1995.

Refugee Children: Guidelines on Protection and Care, UNHCR, Geneva, 1994.

Refugee Emergencies: A Community-Based Approach; UNHCR, Geneva,1996 (revision).

Sexual Violence Against Refugees: Guidelines on Prevention and Response, UNHCR,
Geneva, 1995.

Working with Unaccompanied Minors: A Community-Based Approach; UNHCR Geneva
1996.

Urban refugees, A Community-Based Approach. UNHCR, Geneva, 1996.
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Annexes
Annex 1 - Community Services Checklist

The following chart covers the three phases of community services in an emergency. In
each phase activities are identified and quantitative and qualitative indicators listed which
can be used to assess the effectiveness of the community services programme.
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CS = Community services

CSO = Community Services Officer

PHASE 1. ASSESSMENT, ACTION PLAN, GUIDELINES

\ Major Activities H Community Service Checklist

1.1. Assists with
overall programme
management

(1 Are CS resources available through LOI?

(] Does the CSO participate in the UNHCR management team and support
other sectors - water, sanitation, shelter, health, food and nutrition,
programme, protection and environment?

1.2. Helps meet
basic refugee
survival needs

[ Have CS considerations been included in the needs and resource
assessment?

(] Have refugee leaders been identified and involved in assessment?

(] Do vulnerable groups have access to initial assistance?

(] Have relevant local government and other local resources (NGOs, host
families) been identified?

[l Have CS standards and guidelines been set?

[ Is there an action plan based on the above?

PHASE 2. FOUNDATION OF COMMUNITY SERVICES PROGRAMME

Major Activities Community Service Checklist

management

2.1. Facilitates refugee
participation and self-

represented?

(1 Is community awareness building and information dissemination
undertaken?
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[l Have refugee committees and information networks been established
with women's participation as well as men and are vulnerable groups
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[ Is there a CS coordination mechanism with refugees, implementing
partners and government?

PHASE 3. BUILDING UP COMMUNITY SERVICES

] Major Activities H Community Service Checklist

3.1. Assistance to groups |[Unaccompanied minors

at risk, promoting their [l Are they protected from exploitation by provision of information
self-sufficiency centres etc.?

[l Are reception points established for reunifying parents and children?
1 How many UAMs are identified? a Is the community mobilized to
provide foster care?

[ Is information disseminated on the reunification programme?
Traumatized children and adults

[ Do children attend clinics, child care services, schools or organized
play?

[ Is there a system of identification and referral of acute cases to local
facilities and are volunteers identified?

[l Are there special programmes established and are children
participating in these therapeutic activities?

Single parent households

[l Are neighbours or volunteers mobilized for support?

[l Have interest groups formed?

Survivors of violence

[l Are means of safety and security identified and implemented?

(] Are activities established to provide a supportive environment and
re-establish normal life?

Disabled
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[l Are preventative measures established?

[ Are children immunized?

(1 Have health education messages been identified and disseminated?
(] Are the disabled referred for identification and treatment? « Are their
families supported?

(] Are the disabled receiving education?

Unaccompanied older persons

[ Do they receive assistance in daily survival?

[ Are they involved in community activities?

[l Has a skills inventory of elderly been established?

Ethnic minorities and mixed couples

[ Is their safety and security ensured through site planning?

[l Have community activities been developed to foster peace and
reconciliation?

Adolescents

(] Are they involved in community activities?

Single Females

(] Are they protected?

[l Have neighbours and volunteers been identified to offer support?
1 Have community activities been organized?

[l Have females been accomodated in a physically secure place in the
refugee community?

Other specific groups

[ Is there a system of emergency support for urban refugees, co-

3.2 Establishment and _1Has consultatior’ been held with re Uﬁgés groups?

maintenance of (] Have needs and priorities been identified within categories -safe
reproductive health motherhood, family planning, HIV/AIDS, STDs, sexual and gender based
services violence, special needs of adolescents?
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[ Have clinics and services been established?
[l Have refugee health workers been mobilized and trained?

Are women attendina the services?
-

3.3. Promotion of refugee self- Self-help activities
reliance and durable solutions [1 Have projects been established for community development?
Training

[1 Are refugee training programmes developed, have refugees
been trained?

[_] Has capacity building (on-the-job or orientation training)
been organized for government, NGO, CS workers?
Education

[_1 Are schools established (especially primary) and students
enrolled? 1 Is non-formal education established?

[1 Is the education of girls taken into consideration?
Capacity building of refugee infra-structure

[ Are structures established (including community centres,
clinics, housing)?

[l Have some programmes been handed over to refugee
groups?

[_1 Are women included as part of the refugee leadership
structure?

Annex 2

Sample
Unaccompanied Minor Registration Form

Child's Name
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PLACE Sex Age Registration No.
PHOTOGRAPH

HERE
ICRC Number

1. Write names of brothers & sisters who are with the child.

2. Find out the name and location of persons who found or brought child to
current location, interview that person and record that information.

3. Interview any other adults & children who may have information on child's
family and record that information.

4. Write down any visit the child receives: date, name and address of visitor and
relationship to the child.

5. Record child's movements: date and places: e.g. hospital, nutrition centre, etc.
and final move for family reunion or other reasons.
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|

|

Child ]

Father H Mother \

\DateHReg. No.HLast and First NameHAgeHSexHLast and First NameHLast and first Name\

|

|

[

| |

|

|

[

| |

Note: Find out immediately who found the child and name, address of that person.

Are there other persons who know how to find child's family? Continue to talk to the child
to obtain and write down more information about locating family.

Last
Address of
Child &
Family

Present Caretaker or
Organization Complete
Name and Address

With
Siblings
Yes/no

If Child leaves, note reasons: Family
Reunion, moved to another place, where,
reasons? - Died, etc.

|

|

|

|

|

|

Annex 3 - List of materials for Recreational and Other Activities

(Resource box for children and young people)

D:/cd3wddvd/NoExe/.../meister10.htm

155/183



21/10/2011 meister10.htm

Quantities indicated below are required for 1,000 total refugee population. For the
younger children:

Qty Item

2 footballs

2 medium-sized inflatable balls
8 skipping-ropes, long

40 skipping-ropes, short

80 slates (A4)

80 slate pencils

80 slate cleaning cloths

For young people
2 volleyballs

2 volleyball nets
2 footballs

100 exercise books (100 pages, lined)
100 pens, ball-point

For storage of the above materials
1 lockable metal or plastic container
1 padlock

For use by the team leading the activities

2 double sided chalkboards
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registration books

notebooks A4 (250 pages, lined)
tambourines

large handbells

whistles

air pumps

puncture repair kits

boxes of white chalk (144 sticks)
soft tape-measures

lockable sports bags

small padlocks

Note

The materials on this list is sufficient for a refugee population of 1,000 people. (Thus, a

meister10.htm

refugee population of 50,000 persons would require 50 times the quantities indicated on
the lists).

Supplementary items based on local needs and culture should be added (such as items

needed for local games). If these items are not available locally the UNHCR Supplies and
Transport Section in Geneva should be asked to assist with their purchase. Specific items

normally used by the refugee children should be added.

Annex 4 - Writing Materials List

Quantities indicated below are required for 1,000 total refugee population.

For the younger children:
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Qty Item
160 slates
160 slate pencils
160 slate cleaning cloths
160 pencils
160 exercise books (100 pages)

For older children

240 exercise books (100 pages, lined)
240 exercise books (100 pages, squares)
240 ball point pens

For storage of the above materials
3 lockable metal or plastic containers
3 padlocks

For use by the teachers
3 double sided chalkboards
6 boxes of white chalk (144 sticks)

1 chalkboard ruler

1 chalkboard compass

1 chalkboard set square

18 ball point pens, (6 blue, 6 red and 6 black)

3 larae pencil sharpeners
D:/cd3wddvd/NoExe/.../meister10.htm 158/183



21/10/2011 meister10.htm

3

3
3
9
3
3
3

wd

register books

rulers, 30 cm

chalkboard dusters

erasers

boxes of HBO pencils (12)

poster sets (alphabet, numbers in the language and script of the refugees)
duffle bags to carry teacher items

>

Home

Ll Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)
#» U 11, Population Estimation and Registration

(introduction...)

Overview

Introduction

Population Estimates

Registration

Key References

Annexes

Handbook for Emergencies - Second Edition (UNHCR, 1999, 414 p.)

11. Population Estimation and Registration
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Overview
Situation

Refugee emergencies are characterized by a mobile population, often with rapidly
fluctuating numbers. 1t is often difficult to collect exact information on the total number
and composition of the population.

Objectives

To find out the total number of the population of concern, and the breakdown of the
population by age and sex, and by groups of special significance. The exact identity of
those special groups will depend on the particular circumstances of the emergency.
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Principles of Response

o Knowing who the refugees are and their number is essential for an efficient and
cost effective operation;

o Formal mass registration should normally be the aim. Where this is not
immediately possible, this can be reached in stages, starting with the first stage of
population estimation;

o The final goal is a full registration of the refugee population;

« Information collected will be important for voluntary repatriation and re-
integration into country of origin;

« Involvement and understanding by the refugees themselves is essential to the
success of registration.

Action
o Use population estimation techniques as a first step;
« Plan towards a full registration, keeping the population informed;
« Identify resources needed for full registration;

« Review the need for full registration and implement each phase towards full
registration as soon as each is feasible.

Introduction

« Knowing how many refugees there are and who they are is fundamental for
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planning and managing an efficient operation. There are several ways of
determining numbers with sufficient accuracy;

e Although an accurate enumeration is essential, a formal mass registration should
not necessarily be an automatic response at the start of an emergency;

o Successful registration needs good planning, careful implementation and
consistent monitoring.

1. To plan and manage an efficient operation, one of the first things to know is how many
refugees there are and who they are. An accurate enumeration is therefore an essential
component of any assessment.

2. Chapter 11, 8(f) of the UNHCR Statute states that the High Commissioner shall provide
for the protection of refugees by "obtaining from Governments information concerning the
number and condition of refugees in their territories". It must be made clear to the
authorities that an assistance operation cannot be carried out without this information.

3.

Although an accurate enumeration is essential, a formal mass registration should not
necessarily be an automatic response at the start of an emergency.

There are a number of methods for accurate population estimation (including age/sex
breakdown) which do not require formal registration. In some circumstances these
simpler methods may be preferable as an initial response.

4. The main advantage of registration is that it provides a unique opportunity to acquire
basic information for subsequent programming. It also helps avoid disputes about refugee
numbers. Registration will also be an essential component of any individual or family
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tracing programme and may be an important factor in protecting refugees.

5. The most practical time to register refugees is when they arrive at a reception/ transit
centre or site for settlement. Registration is often carried out in conjunction with health
screening. Transferring refugees to a new site also provides a good opportunity for mass
registration.

6. A discrepancy may arise with time, between official figures and the best estimates of
those working closest to the refugees. Unless this discrepancy is swiftly resolved major
problems will follow. Small discrepancies are likely, given the difficulties in enumeration
and registration. Large ones can be avoided by timely action to verify numbers through
the various methods set out in this chapter.

7. For detailed information on registration and population estimation techniques, refer to
Registration - A Practical Guide for Field Staff.

Population Estimates

o For most methods of population estimation, it is important to understand the
community structure of the beneficiary population;

o Estimates should be updated regularly.

Introduction

8. The following methods can be used to estimate the population:
i. Counting;

ii. Administrative records;
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iii. Lists compiled by refugee leaders;

iv. Extrapolation and Global Positioning System (GPS);
v. Aerial photography.

9. Understanding the community structure of the beneficiary population is important for
most methods of population estimation - for example, living arrangements and the
average number in a family group.

10. Annex 1 provides a format for reporting population estimates as part of an overall
situation report. Estimates should be updated regularly.

Counting

11. If there are easily identified entry or transit points during a refugee influx (e.g. bridges
or transportation sites), then a daily count of the number of people passing through these
points can give a reasonable estimate of the refugee population. Sufficient staff should be
immediately positioned at bridges and other critical points to provide 24 hour coverage.
These staff members should be provided with counters to aid counting, and with simple
recording and reporting forms.

Administrative Records

12. Local authorities at the refugee site may collect population data on the refugees. If
possible, national census and other population data should be obtained from the country
of origin as a means of cross-checking the host area data.

Lists Compiled by Refugee Leaders

13. Lists of names can be compiled by refugee leaders and verified through a process
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agreed with the refugee community.

To ensure the system is as accurate and fair as possible, it is particularly important to
understand the community structure.

The normal community structure and hierarchy in a society are often disrupted during
exodus and different people often take on the role of leadership in the country of asylum.
It is essential to understand the role, motives and effectiveness of the new leadership.
Community services and field staff can help in this. Records compiled by refugee leaders
may even eliminate the need for registration, provided they are checked and verified at
random and updated regularly.

14. The lists can also be useful in identifying vulnerable refugees who need special
assistance. Community services staff should visit vulnerable individuals and families to
help confirm the accuracy of lists provided by the leaders.

Shelter Count and Extrapolation

15. Population estimates can also be obtained by calculating the total area of the camp,
then counting shelters in a fraction of the camp, from which the population of the whole
camp can be extrapolated.

16. The total surface area of the camp can be determined in a number of ways. It can be
determined by measuring the average length and average width of the camp by pacing, or
by using a wheel meter or measurement tape (if the camp is small), or by driving (if the
camp is large), using the trip meter to estimate distance.

17. If there is a map of the camp, the surface area of the camp can be estimated by
overlaying scaled gridlines on the map, and adding up the number of the squares falling
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within the camp's boundaries.

18. Finally the surface area can be calculated using GPS. GPS is a system which includes a
hand-held device (about the size of a large calculator, costing about US $200 in 1999)
which displays on a small screen the latitude and longitude of its current position. The
device uses satellites to establish its position. It does not work under heavy forest cover
or in deep narrow valleys because it needs an unobstructed sightline to several satellites.

19. The GPS Is used to find the geographical coordinates of the camp perimeter. The more
irregular the camp shape, the more perimeter points will be needed. Once the camp
perimeter is established, the surface area of the camp can be calculated in the following
ways:

i. Communicate the perimeter coordinates to Headquarters Mapping Unit where
these can be used to calculate the area and the result will be communicated back.
Alternatively, perimeter coordinates can be marked on paper which has scaled
gridlines, using the X-axis to represent longitude and the Y-axis to represent
latitude. A line is drawn joining these points. Counting the scaled squares inside
the perimeter will give the total camp area. The distance represented by one
degree of longitude varies, getting smaller moving towards the North and South
poles and larger towards the equator. In order to use this method, the distance
which one degree represents at the exact location of the camp must be found out.
This could be scaled off a map of the area, if it has sufficiently large scale;

ii. Computer software (called Geographical Information Systems or GIS) can
automatically map and calculate camp area based on the perimeter points
established by GPS. Technical assistance for setting up this software can be
obtained from Headquarters.

20. Once the surface area has been established, select a minimum of three sample areas
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within the camp, each representing about one thirtieth of the total camp area.

For example, if the total surface area of the camp is 600,000 sq. meters, then each
sample area should be 20,000 sq. meters. Any variation of length or width which
yields 20,000 sq. meters could be used for the sample sections. The normal GPS is
not sufficiently accurate for use in measuring the size of the sample area and
conventional means of measuring should be used instead.

21. Count the number of family shelters in each of the three sample sections. Obtain a
figure for the average number of shelters per section (i.e. - in 20,000 sq. meters). Then
multiply by 30 to extrapolate this over the entire camp.

For example, if 3 sample sections have 120, 134, and 150 shelters respectively,
then the average number of shelters in a sample section will be (120 + 134 + 145)
/ 3 = 133. Thus the total number of shelters in the 600,000 sq. meters camp will be
133 x 30 = 3,990 shelters.

22. Determine average family size per shelter to estimate the total population. For
example, if the average family size per shelter is 5, then the total population is 5 x 3,990 =
19,950.

Aerial Photography

23. Aerial photographs (or sometimes videos) of a camp can be used to count the number
of family shelters. This can be accomplished to a limited extent by taking a picture from a
nearby hill, tower or tall building. In addition to professional aerial photography,
"amateur" photographs taken, for example, from a UNHCR plane can be used for
estimation. Flying over the site may require the permission of the authorities.

24. Aerial photographs must be accompanied by a ground survey to establish the average
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family size per shelter and the percentage of empty shelters.

25. The number of shelters appearing on the photograph (or mosaic of photographs)
multiplied by the average family size per shelter will give an estimate of the overall
population.

26. It is important to define an appropriate scale for the photography. This will depend, in
part, on the size of the camps. High altitude flights produce fewer photographs to handle
and interpret, but it will be more difficult to distinguish the shelters.

27. The results of aerial surveys can be integrated within the GIS from which maps can
then be produced.

Registration

+ Registration provides the more detailed information needed for the efficient
management of an assistance operation;

« Registration is carried out over several phases.
Introduction

28. Protection and assistance can be provided more efficiently if it is based on the
demographic information which can be obtained through registration. Registration may be
required at different phases of an operation, for example: when there is a new refugee
influx; when there is a voluntary repatriation operation (see chapter 19 on voluntary
repatriation); at any time during an assistance programme to update information on the
population, or to collect information on special groups e.g. unaccompanied minors (see
the annex to chapter 10 on community services). The information below relates mainly to
registration at the time of an influx or for updating.
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29. In order to cope with large numbers it is preferable to separate the components of a
registration exercise into six distinct phases, according to the immediate needs of the
population and the time and staff available to carry out the task. Each phase should be
viewed as an entity in its own right, but each leading to the next phase when
circumstances permit.

30. The six phases of registration are:
i. Estimating the population;
ii. Planning the registration and informing the refugees;
iii. Fixing the population;
iv. Collecting information and issuing registration cards;
v. Computerization;
vi. Verification and updating.

31. The 'ideal’ in registration is to work as closely as possible with the refugee population
and its leadership, promoting community responsibility and participation in all stages of
the process. Whilst this may not always be possible initially, it should be a major objective
for both registration and camp management.

32. Formal registration requires considerable time and personnel resources and needs the
active involvement of key partners to supply the necessary personnel. Key partners
include government, other UN agencies, NGOs and the authorities responsible for security.
Registration should only be carried out when:

i. The safety of the staff and of the refugees can be assured;
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ii. The refugees accept the process;

ili. The key partners can supply personnel to help carry out the registration;

iv. There are sufficient quantities of registration materials and other equipment,
including logistical support and communications.

Standard UNHCR Registration Materials

33. Standard materials for registration are stockpiled at Headquarters, and are sufficient
to register 300,000 refugees. The materials include, for example, standard cards and
forms, wristbands, fixing tokens, etc. These materials are included as part of a refugee
registration package - see Appendix 2, Catalogue of Emergency Response Resources which
has further details of these resources and how to obtain them.

Registration Phases
Phase 1: Estimating the population

34. This is the initial step to determine if there is a need for a full registration and/or to
establish the planning figures for the registration exercise. It also provides working
figures for the population for operational planning prior to the availability of more detailed
population information.

Phase 2: Planning the registration and informing refugees

35. Designate a focal point to take responsibility for planning and executing the
registration. A pilot registration in another camp can help identify potential difficulties.
Planning should be a joint exercise with the concerned partners, including refugees. Staff
training may be required at this stage. Ensure that the necessary staffing, equipment,
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supplies, security, telecommunications, vehicles and logistical support will be available on
the date of the exercise. Decide on the level of information to be collected on a control
sheet or registration form, and computerization.

36. At the same time as planning, there should be an intensive information campaign
aimed at the refugee population at large (not just the leaders) informing the refugees of
the procedures and benefits of registration.

Phase 3: Fixing the population
37. Give each individual in the target population a fixing token (see Annex 2) or wristband.

This defines and temporarily freezes the size of the group on whom more detailed
information will be collected later. Without the fixing phase, registration will become a
revolving door, open to escalating distortion and abuse. It must be done rapidly
(preferably within a few hours, maximum one day) to avoid multiple and/or bogus
registration. While the population may be given only short notice of when this will take
place, it is necessary to ensure that they understand what is happening.

Phase 4: Collecting information and issuing registration cards

a) Collecting limited information on control sheets and issuing temporary registration
cards

38. This phase (including issuing temporary registration cards) should be carried out
before the next food distribution because the fixing token or wristband is not linked to
verifiable information about persons in need, and cannot be used reliably for food and
relief distribution.

39. Usually there will be no time to collect detailed information immediately, yet
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assistance should be distributed urgently and basic demographic data is needed. The first
step therefore is to exchange the fixing token or wristband for a temporary registration
card (also used as ration card - see Annex 2) to all heads of family, and collect limited
information on control sheets (see Annex 3). In most instances this information will be
limited to the name of the head of family, the size and age/sex breakdown of the family
and the number of the temporary registration card, with an indication of any immediately
visible vulnerable family members (see Annexes 4 and 5).

b) Completing registration forms and distributing of registration cards

40. The second step is to record detailed information about the families on Registration
Forms (see Annex 4) and to issue long-term registration cards (also used as ration cards,
the standard UNHCR card lasts about one year or 24 to 36 distributions). Where this is
done immediately after the fixing phase (without the intervening step of temporary
registration cards) there will be time constraints. Where it is done after the issue of
temporary cards it can be spread over a longer period of time, with a cut off date for the
validity of the temporary cards.

It is the Registration Form that constitutes the core document of a UNHCR registration
and which will provide the basis for all future reference, analysis, verification and
updating of the registration.

41. This phase provides a verifiable linkage between the identity of persons of concern and
the very simple forms of documentation needed for processing large numbers of people
for assistance distribution. The two-step process of information collecting is used because
the second step can take considerable time, and registration information is needed in the
interim for commodity distribution. It is particularly important in this phase to have
personnel who speak the language and to ensure there Is a common code for
transliteration between alphabets, particularly for names.
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Phase 5: Computerization

42. Computerization can either start after registration cards have been distributed or at
the same time if there are sufficient resources. Computerization is normally carried out
using the "Field Based Registration System" (FBARS). Standard codes are used in UNHCR
Registration Forms to facilitate the collection and input of data, particularly data on
groups at risk (see Annex 5).

43. Data can be entered on-site by trained data-entry clerks or by out-sourcing to an off-
site specialized data entry company. The data should be computerized as soon as possible
and not more than a few months after being collected on the registration forms, otherwise
it will be outdated and unusable.

44. FBARS can handle two types of registration, either by family unit (control sheet) or by
individual (standard registration form). It also has a convoy management module which
can be used during organized mass movement. It can be used by both UNHCR Offices and
by Governments and implementing partners.

45. FBARS has easy-to-use search and report facilities and can produce information for
planning, monitoring and reporting, for example:

i. Data on the numbers and rate of arrival;

ii. Data on refugee groups including on vulnerable groups;
iili. Data consolidated both regionally and globally;

iv. Food distribution lists;

v. Passenger manifests.
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46. FBARS is available with the UNHCR registration materials (see above). The software
and documentation are currently available in English, French and Russian. Information and
support for the use of FBARS is available from the Information and Computing Services
Section at Headquarters.

Phase 6: Verification and information updating

47. Registration information will need to be updated as the population changes with
births, deaths and population movements. There should be a system to do this from the
start. The registered numbers should be cross-checked with other information, for
example, births and deaths can be monitored through the health services, and population
movement monitored through any of the methods for population estimation described
above.

48. Registration documents can acquire monetary value, especially if they are used to
access assistance. There should be a system to check these documents, for example
random verification at food distribution points to ensure the refugees are not using other
people's documents or forged documents.

49. Verification is a continuous process, therefore routine verification, including house to
house visits, at food distribution centres, etc., should become a standard, regular and
frequent part of monitoring. Shelters should be given an address
(section/block/individual shelter number) which will be linked to the individual family
registration information.

Key References
Registration - A Practical Guide For Field Staff, UNHCR, Geneva, 1994.

Annexes
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Annex 1 - Format for reporting on population in emergency situation reports.
Period: From to
Decreases Pop. at end of period
Type/ ||Current|Origin/| Pop. New |[Vol. return|Resettlement|Other|Total| % of %of
status of |location|| from |at start|arrivals total total
popuation of 0-4 |who are
period years* | female*
|
*Estimate
Main source of information is 1 Government; _1 UNHCR; L] NGO
Main basis of the information is [l Registration; 1 Estimate
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Annex 2
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Figure
Annex 3 - Control Sheet

Feuille de contrle
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Control Sheet UNHCR ' HCR Feuille de contrble
Passenger Manifest Manifeste de passagers
Country: Site-Camp: Location: Block: Vehide No: Clerk: Date:
Pays: Site-Camp: Lieu: Bloc: No dle Véhicule: Employé(e):
Card N° Nartie of HOH Household | Chikirenvénfants | Adultel®)  Jvawe PMace of Origin
A de carte Nom de COF - R'f"’ n IR e o I s Cam pTLLSAE >0 aes tiey dorigine
T
i
3
4
5
]
7
8
9
10
"
12
13
14
15
" ot yet reached 5= birthday # moins ae 5 ans nhwodus Total
'™ El’imtp’:‘e,?é M:mﬂzﬂﬂu gimﬁ PD: physically disabled G:dﬂmhill
Figure
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Annex 4 - Registration Form

Formulaire d'engregistrement

Registration Card Number
Numéro de la carte d'enregistrement

meister10.htm

HEHIEEN RN

UNHGR {s@ HCR

CountryiFays  Site/Site

Locationiiey  Block

Date of amrival / Date d'arrivée:

Registration Form
. - 1ji
F laire d'en t nt et/ jf mm J miem

Country of Origin f Prowince-County Diistrict f District-Comimune: Town-\il i Ville-Village: Ethnic Origin / Origine ethni
Pays drgrl'gine:g P(ov.lnce-.Pf#fe?trum: lage fage o 9 A
Intended Place of Return / Provinee-County F District / DEtricr-Comwnune: Town-village / Witle-Village: Religion f Reffgion:
Ligu o retayr préyy: Province-Fréfecture:
{If ditterant Lo abowe £ 35/ différent de ci-dessus}

Name Sex YOB Relation Educat. OccupatsSkitls  Vuin

Nom Sexe DDN Lien de parenté Farmat. Profess./Qualific.

1

1

L]

| |

_—
| —

|
|
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e

l

L
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|

wmo| B w e

2]

Semmeas
RN
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[4]
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o |

iy

]

N I

Registration Date: By / Par: Remarks f Remarques:
Date o'enregistreirent,
Figure
Annex 5 - Codes for UNHCR Registration Forms
Codes pour les formulaires HCR d'enregistrement
Sex Relation to HOH Education Vulnerability
Sexe |[Lien de Parent avec CDF Formation Vulnrabilit
F |[Female |[SPO ||Spouse P SP |Single Parent
Fminin (husband/wife) Parent seul(e)
Conjoint
| (mari/femme)
M|Male cm |Child S|[Secondary Secondaire|SF |Single Female
Masculin (son/daughter) Femme seule
Enfant
| (fils/fille)
PAR |Parent T |Technical/ UE |Unaccompanied
(mother/father) Vocational Elder
Parent Technique/ Personne ge
(mre/pre) Professionnelle non accompagne
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SBR (Sister/Brother U|[University UM Unaccompanied
Minor
Sceur/Frre Universitaire Mineur
non accompagn
GPR |Grandparent G|Graduate PD |Physically Disabled
(grandmother/
grandfather) Diplme universitaire Handicap(e) physique
Grand-parent
(grand-mre,
grand-pre)
GCH |Grandchild Informal Ml |Mentally III
(grandson/ Education
granddaughter) Malade menta/(e)
Petit-enfant Education non
(petit-fils/ Institutionnalise
petit-fille)
INL (In-laws N|[No Formal Cl |Chronically III
Education
Beaux-Parents Aucune Education Malade chronique
Institutionnalise
OFM |Other family X|Unknown MC|Missing Child
member
Autre Inconnu Enfant disparu
| |I IAIP |I lnwvAlakrAAd mAvr~A |l\ |f\l—lan.-n |
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UINKR

Ulll elaleu pei dull
belonging to
the household

personne
trangre vivant
avec la famille

v

meister10.htm
ULIHIEl D

Autres

A/U

Aunt/Uncle

Tante/Oncle

wd
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