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1. [bookmark: OLE_LINK1][bookmark: _Toc433980488]OBJECTIVES

All registered refugees in XXX province are invited to undergo biometric registration to increase the level of protection afforded to the community, collect more detailed population data, and prevent fraud.
The main objectives of the biometric registration exercise are as follows:
· To verify and expand upon the information in the existing database.


· To verify that those who have registered remain physically present in XXX.

· To better identify Persons with Specific Needs (PSNs), ensure that the PSN database is correct, and to facilitate a deeper understanding of their needs.

· To reconfirm the nationality of each individual registered in the database.

· To capture biometrics of each family member aged 4 and above.

· To provide new ration cards to all refugee households.


2. [bookmark: _Toc433980489]KEY STEPS AND STAFFING

[bookmark: _Toc433980490]Staffing will be as follows:

	 
	 
	unskilled
	skilled/IP
	UNHCR

	 
	Description
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total

	WAITING
 
	Crowd control/runners
	6
	2
	8
	 
	 
	 
	 
	 
	 

	
	Intake Clerks
	 
	 
	 
	1
	1
	4
	 
	 
	 

	
	Pre-screening
	
	
	
	2
	
	2
	
	
	

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ADMISSIONS
	BIMS Search
	
	
	
	4
	2
	
	
	
	

	INTERVIEW
	Interview Clerks
	 
	 
	 
	14
	6
	24
	 
	 
	 

	
	Interview supervisor
	 
	 
	 
	1
	1
	2
	 
	 
	 

	
	Crowd control/runners
	6
	2
	8
	 
	 
	 
	 
	 
	 

	
	Litigation staff
	 
	 
	 
	 2
	 
	 
	
	
	

	
	Escalation staff
	
	
	
	
	
	
	3
	1
	4

	
	Protection officer
	 
	 
	 
	 
	 
	 
	 
	1
	1

	
	
	 
	 
	 
	
	
	 
	 
	 
	 

	BIMS
	BIMS Clerks
	 
	 
	 
	9
	3
	12
	 
	 
	 

	
	Crowd control/runners
	3
	1
	4
	 
	 
	 
	 
	 
	 

	
	Data supervisor
	 
	 
	 
	1
	1
	2
	 
	 
	 

	
	Registration officer
	 
	 
	 
	 
	 
	 
	1
	 
	1

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	QUALITY CONTROL
	Quality Control Clerks
	 
	 
	 
	3
	1
	4
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	15
	5
	20
	37
	15
	52
	 4
	 2
	 6



The process will be divided into the following steps:
	
	Step
	[bookmark: _GoBack]Supervision

	1.
	Access	
	1 partner staff

	2.
	Pre-Screening
	2 partner staff

	3.
	Admission and BIMS Search
	1 UNHCR Staff

	4.
	Interview, proGres and RC preparation
	1 UNHCR Staff

	5.
	BIMS Enrolment
	1 UNHCR Staff

	6.
	Quality Control and Ration Card issuance
	



These five steps will be complemented by a litigation desk and the presence of community services staff on site.
3. [bookmark: _Toc433980491]PROCESS FLOW

The below process flow outlines how the system will function:



4. [bookmark: _Toc433980492]GENERAL CONDITIONS AND ADMISSIBILITYCRITERIA

This exercise will only be accessible to those already registered as refugees or asylum seekers. Consequently, persons who have not been registered will not be eligible for the biometric registration. A separate day will be designated for these individuals at a later date.  
The following can be accommodated within the exercise:
· Families of a Head of Household who is working abroad  
-	Joining of two families/family reunification. 
-	Transfer of an individual from one family to another, or the creation of new families (in those cases of newly-married couples wishing to register themselves as a separate family).

5. [bookmark: _Toc433980493]ACCESS

Refugees will be called for registration by community. Once one community has been registered, the next will be called. This process will follow a detailed calendar shared with the community prior to the commencement of the exercise. All family members must attend the registration together (with the exception of women, as described in further detail below).
Only families from the particular community scheduled for registration that day will be granted access to the site. Upon arrival, refugees will queue in an orderly fashion on a first-come-first-serve basis. 
Priority will be given to persons with specific needs and vulnerable individuals for whom waiting for long periods of time could be problematic. This will be assessed based on predetermined criteria by the crowd controllers at the access point.
Entry tokens, numbered sequentially, will be provided to each family (ANNEX 1). For the aforementioned vulnerable cases, a red letter P will be affixed to the token. This affords the family priority both at the access point and the admission point. Priority admission does not apply to the subsequent steps.

[bookmark: _Toc433980494]5.1. Main Tasks at the Access Point
Verify that each family is in possession of their ration card [for EEE and RRR Camp only] and identification documents if available.
Ensure a smooth, quick process.
The clerk should briefly explain the process to the family, reassuring them that the check is only against the UNHCR database, and aims to confirm that they have not previously enrolled during the biometric exercise.
Remind families that all eligible family members (male or female processes and entrances will remain wholly separate) must be present in person and that family members are not allowed to leave the queue or the site. In RRR Camp, the modality will be different as women’s registration centres will be separate and will necessitate women attending registration at least one day after the Head of Household. For this to function smoothly, female registration will continue 6 days per week throughout the RRR Camp exercise.
The modality employed for distribution of ration cards will be as follows: In TT centre, ration cards will be issued to women at the access stage (following the completion of the registration of male family members, unless it is confirmed that female family members are not present). Ration cards will subsequently be punched with the family size at the end of the female process. In RRR Camp a different modality is to be used, with ration cards issued to the male heads-of-household with the family size left blank to be punched at the first distribution following the completion of registration.
In the case of female-headed households, children under the age of 12 should register with their mother on the female side. Male children aged 12 or above should register on the male side after their mother has first completed the process.
Share relevant information on the process and the expected length of time required.
Exceptions
i. Families in possession of an Appointment Card (ANNEX 2): Should a family have been unable to complete all of the steps by the end of the day, they are to be issued with an appointment card specifying an exact time and stage. This will allow them to resume the process at the appropriate point the following day. Those seeking admission with an Appointment Card should assemble in a second parallel queue at the general access. 
ii. Families whose dossier has been retained by the litigation desk are to be given priority upon admission and should proceed directly to the litigation desk.
iii. Should a member of the family not attend on the designated days of registration, the family size will be temporarily reduced to reflect only those present in person. If the absence is for legitimate reasons/extenuating circumstances, the family should declare these and the absent family member will be requested to return at a later date and time. At this time, they must be accompanied by the head of household or another registered family member and they must come with the RC. Should they not avail themselves of this opportunity, the registered family size will remain reduced.
[bookmark: _Toc433980495]5.2. Roles and Responsibilities at Access
Guards: First and foremost, guards should ensure that nobody enters the site carrying arms/weapons.
Crowd Control: Under the supervision of the govt. staff-member, crowd controllers will remind refugees of the conditions of access.
In conjunction with the govt. staff-member, they will organise and hand out the numbered access tokens and affix the priority stickers where appropriate.
Crowd control will also be responsible for referring those with Appointment Cards to the exit point so as to avoid bottlenecks at the access.
Runners: Runners will lead families from the access to the admission desk where they will hand-over to the runner for the admission/BIMS search.
Designated Elders: A small number of designated elders will be present at the site entrance to ensure that all those attending belong to their tribe.

Available Resources:
· Megaphones
· 2 Printers
· Tokens
· Priority Stickers
· Biro Pens
6. [bookmark: _Toc433980496]PRE-SCREENING

[bookmark: _Toc433872002][bookmark: _Toc433872573][bookmark: _Toc433980497]Pre-screening Clerk will search the family on the Access database and write the unique ID number of the access DB on the back of the token. At this stage, individuals in possession of blocked ration cards will be removed from the process. This will facilitate a smoother process through Admission and BIMS Search.

[bookmark: _Toc433872004][bookmark: _Toc433872575][bookmark: _Toc433980499]Available Resources:

· [bookmark: _Toc433872005][bookmark: _Toc433872576][bookmark: _Toc433980500]2 Laptop computers
· [bookmark: _Toc433872006][bookmark: _Toc433872577][bookmark: _Toc433980501]2 desks
· [bookmark: _Toc433872007][bookmark: _Toc433872578][bookmark: _Toc433980502]2 chairs


7. [bookmark: _Toc433980503]ADMISSION AND BIMS SEARCH

The Admission Clerk receives the family, requests the ration card [for RRR and EEE Camp], the access token, and any available identification cards.
The Admission clerk enters the unique number in the “L1 Registration Sheet Tool” which automatically prints the following information: HoH name, family breakdown, CoA and CoO addresses, assessment date (i.e. registration date), assistance date and type of assistance delivered, SN within the family. (sample in ANNEX 3). At this stage the “Transmission form” is printed automatically with the “L1 registration Sheet”. The intake clerk will staple both the old ration card and the queuing token together and will complete the transmission form which will follow the HoH until the end of the process. Should the number present surpass the recorded number, the family is sent to litigation (see litigation). For cases where a recorded family member is not present, please refer to p7/section 5.1/iii.
In order to avoid unnecessary complications and to improve the efficiency of the process, the clerk will carry out a BIMS check at this stage. This consists of the finger prints, and is simply to verify that each individual has not been previously registered during the exercise (at any of the sites used during the registration). The clerk selects “identification” from the main BIMS menu and asks the refugee to place the thumbs on the screen. Should the BIMS clerk need to select another biometric set, the left 4 finger slap should be the second priority.  
· If the system does not match the provided biometrics to an existing identity in the database (the result to the identification reads “Identity was not found using the provided biometric”), it confirms that the individual has not previously undergone biometric enrolment and can therefore continue to the next stage.

· If the system matches the provided biometrics with an existing identity (the result of the identification shows a picture and biographic information), it indicates that the person has already been biometrically enrolled. In case one individual matches in BIMS, the whole family is referred to the litigation desk and the box “biometric found” should be ticked on the transmission form together with the name and his/her proGres individual number (such information are listed in BIMS respectively under  “name” and “Individual ID”). 
Once a family has been authorised to continue the main process, the clerk signs the Transmission form to confirm that the Admission/BIMS Search stage has been completed. This sheet is passed to the runner, along with the registration sheet. The runner then leads the family to the waiting area for the next step: Interview and proGres entry.


7.1. [bookmark: _Toc433980504]Roles and Responsibilities at Admission/BIMS Search
Admission Clerks: The role of the clerks is to welcome the family, take their details, print the L1 registration form, to conduct the BIMS check and fill the Transmission Form.
Runners: Runners are responsible for ensuring that each family is brought to the correct desk following admission/BIMS search with the correct papers. They should hand over the necessary papers at the desk and invite the family to wait in the designated waiting area for that step.
Crowd Controllers: Crowd Controllers are responsible for maintaining order as people await admission, ensuring that the numbers arriving from the access point are not too large for the admission desk to handle.
Available Resources:
· 4 Laptop Computers
· 4 Fingerprint scanners
· 4 Barcode Scanners
· Referral form (to Litigation)
· 2 Printers
· A4 Paper
· Biro Pens (different colours)

8. [bookmark: _Toc433980505]LITIGATION AND ESCALATION DESKS

For those who are in possession of the required documentation, with all family members [male or female] in attendance, litigation will not ordinarily be required. Escalation will apply to cases in which identity fraud is suspected or in which serious doubts arise as to the veracity of the biographical data provided. Protection concerns are identified requiring follow up by Community Services or Protection staff.
[bookmark: _Toc433980506]8.1. Reasons for Litigation and Escalation
Referral to the litigation desk normally occurs at one of the following stages:
· Admission/BIMS Search: Refer to the Admission/BIMS Search guidelines above for details on when referral may apply.
Detailed reasons for referral to litigation should be reflected in the referral sheet (Annex 4) and are as follows:
· Family not found in database
· Biometrics match 
· Blocked individuals who are attending the verification
· Number of individuals showing for verification exceed the L1 registration family size.

Escalation, conversely, covers cases relating to protection issues or other, non-technical issues impacting registration, including:
· Separated or unaccompanied minor
· Child marriage / Forced marriage
· SGBV Case
· Arrested/detained family member
· CoA citizen
· Doubts about the veracity of biographical data and identity, including family composition
· Mixed marriage with an CoA citizen
NB: In the case of child marriage girls are to be registered with their husband’s family.

[bookmark: _Toc433980507]8.2. Main Tasks of the Litigation Desk
In all of the above cases, the Litigation Desk conducts an in-depth interview to assess whether an individual or family should be removed from the process, and whether protection/community services follow-up will be required. Protection referral forms will be provided for clerks’ usage.
Should there be a need to remove an individual from the process, this should be reflected on the referral sheet.
a. In case of a positive biometrics match, or in case it has been ascertained that a person has already been registered in another site/on a different day and/or as a member of another family, the Registration Officer conduct an interview to ascertain in which household the individual(s) should be registered and he/she signs the transmission form. They should ensure that they state the "proGres Individual Number" of the individual who tried to be registered more than once so that at the proGres/interview desks the interviewer can enter such information in the “individual note” folder of the individual concerned. According to the interview results, the RO decides if the person concerned should be escorted to the exit by a runner or continue into the process in order to change a RC and change registration group and or family composition. The remaining family members can continue to the next step with their transmission form.
b. BIMS could report inconsistent results, such as different biographic data then reported by the refugee or no result at all at identification whereas the refugee reports to be biometrically enrolled. The first action to take is to capture more biometrics with the identification functionality of the system, because most of the time, problems are caused by biometrics of bad quality. In practice, capture the other hand’s four fingers slap and the thumbs. If the inconsistency remains, you will have encountered one of the below exceptions: 
· False linkage: the biometric information shown along the picture in BIMS does not match the information provided by the person present. This entails a wrong linkage between a proGres record and a BIMS identity, and could have been caused by a mistake performed at enrolment or by a refugee that had already enrolled under a different identity. 
· False match: The picture shown by BIMS does not resemble the person present. This could either be because of an old picture or because of an honest system mistake.
· False non-match: The person present claims to be enrolled in BIMS but the system cannot find him/her. The person could be enrolled in another site and no synchronization has happened or the person could be confused and was actually never enrolled.
If the person has already been registered, the RO should ascertain the identity and in which household the person should be kept. The IC should be counselled and removed from the registration process. Attempts to enrol with different IDs should be strongly discouraged: refugees should be warned that provision of false information of any kind may make it impossible to complete the registration process. 
The most complex protection cases should always be referred to the UNHCR Protection Officer for a final decision or recommendation; registration issues are to be referred to the Associate Registration Officers.

[bookmark: _Toc433980508]8.3. Referrals to the Escalation Desk
The main purpose of the escalation desk is to address protection issues. Protection issues identified during the registration process will be referred for follow-up to UNHCR protection and field staff. Issues impacting registration, such as indications that an individual may be a CoA national, will be referred to the litigation desk for further investigation and determination of next steps (i.e., in the case of finding the individual to be an CoA citizen, de-registration and counselling).

[bookmark: _Toc433980509]8.4. Roles and Responsibilities at the Litigation and Escalation Desks
Registration Officers: UNHCR staff are required to evaluate litigation cases, determine an appropriate response, broadly supervise the preceding steps to ensure that the process is moving at the correct pace and due care and attention is being paid by the clerks. The Registration Officers should provide appointment cards where required and ensure that families are clear on how they are being processed. In cases where an individual does not qualify for registration, the reasoning behind the decision must be explained clearly and sensitively to the person concerned. It is the responsibility of the registration officer to ensure that the function of litigation is fully understood by those referred. RO consults with the PRT Officers about complex ICs when needed.
Protection/Community Services Staff: UNHCR staff are required to assess escalated cases, determine an appropriate response, and provide feedback to the refugees. For cases in which the protection issue identified will have an impact on the individual’s registration status, the reasons for the decision taken must be explained clearly. Cases requiring follow-up at a later date should be carefully tracked to ensure that all protection needs are adequately addressed. The PRT/CS officers sign the referral form and transmission form and update/confirm SN in proGres and/or ad necessary information as required. 
Runners: Runners are required to ensure that families take all of their documents and papers to the appropriate next step. It is particularly important in the case litigation to ensure that the family numbers match the number indicated on the sheet. Runners are also responsible for escorting those who have been disqualified from the process to the exit.
\

Available Resources:
· 4 Laptop Computers
· 4 Barcode Scanners
· 4 Fingerprint Scanners
· Notebooks
· Biro Pens (different colours)


9. [bookmark: _Toc433980510]INTERVIEW/proGres

The aim of this stage is to record and verify the information and enter them in proGres v3.1.1 while ensuring that all specific needs are identified and addressed as far as possible.
Crowd controllers play a crucial role in ensuring a fluid and steady process. Once an interview desk is free, the interviewer must raise their hand so that the runner knows to bring the next family.
The registration interviewer should briefly introduce himself/herself and explain how the interview process will work. Assurances should be given about confidentiality and the applicant’s obligation to provide truthful information should be highlighted. The head of household and dependents are then requested to submit all of their documents (marriage certificate, birth certificate, school documents, ID, etc.).
During the interviews officers must enter the information in proGres by ticking and signing the transmission form to confirm completion of the step. The Protection Officer supervising this stage advises the interviewers, reviews and signs the referral form whenever a case id referred to the escalation desk.
As first step, the officers must identify the head of household(s) and the registration groups (which individual belongs to which registration group).
The following rules should be observed in the interview process:
-Polygamous families should be split. Each husband will be registered alone and his wives should be registered with their respective children. The interviewers must link the registration groups/HHs in proGres and tick the “polygamous” box. The husband may be designated as the person to collect food on behalf of both of his wives. 
-All members of a nuclear family are registered as being in the same household. This includes parents and children, even if they are over 18 years of age, provided that they are single. If children are married, they should generally be registered separately. If there is an unmarried son / daughter (regardless of age) who does not live with his/her parents and requests to be divided from the family, the case should be sent to the escalation desk to determine whether or not the individual should have their own ration card and to identify any potential protection needs or related risks/vulnerabilities.
- Should nobody in the family be able to collect food/assistance, a linkage can be created to another family, enabling all family members over the age of 12 to collect on their behalf. 
-Extended family members including grandparents, in-laws, and nieces/nephews may be registered as dependents of the head of household if there exists a relationship of social or economic dependency. In general, a practical approach should be taken with an emphasis on who is able to collect food and non-food items on behalf of the family. In cases of female- or elderly-headed households, an attempt should be made to link the household to the person who will collect assistance on their behalf, if not a member of that household. 

9.1. [bookmark: _Toc433980511]Interview Guidelines and proGres field

Use the proGres quick guide as reference (ANNEX 5)
Use the code table support sheet as needed (ANNEX  6)
	
Field (proGres)
	
Questions to Ask and Subsequent Action to be Taken


	Legacy group number
	Old Unique ID (previous Access Data Base)

	Ration Card Number
	Enter the new ration card number issued to the HH.
If women will be subsequently added to the household, fill manually the following information on the RC, before stapling on the Transmission form:: 
- Record the proGres HH number on the front side
- Record the name of HR1 on the back side (first line)
- Record the location on the back side (second line). – 
- Leave family size blank if female family members are yet to be registered.
Punch letters in accordance with assistance already provided to the family ((Tent “A”, NFI “B”, Tool Kit “C” and Shelter “D”)

	Group composition
	NA

	Registration date
	The date of the initial registration (L1). Where available in the L1 Registration Sheet, use the assessment date. If not available, ask the refugee to provide this information.

	Event reasons
	“In situ”: for all who were previously registered.
“Birth”: for all those new born who were not yet registered in Access and are now registered as part of the verification exercise.

	Case source
	NA

	Legal status
	First drop down menu: Refugee 
Second drop down menu: Prima facie
Third drop down menu: Temporary Protection

	Agree to Share Personal Information (under “Group Details”)
	Explain that any personal details revealed will remain entirely confidential. Minimal data (name, family size, ration card number) may be shared with humanitarian and government partners to provide assistance. No data will ever be shared with the Government of XX nor will any data of a sensitive nature ever be shared (fingerprints or ID card number).

If they do not wish to share their details, select ‘no’ before finalising the interview and refer the case to the escalation desk.

	Given name
	What is your name? What is your given name?
Use mixed case (only first letter upper case, thereafter lower case), and the same spelling as in the official ID documents, if available

	Family name
	What is your family name?
Record the FAMILY NAME in capital letters throughout and use same name spelling as in the official ID documents including family booklet, if available. Maintain spelling consistency within one case (if same family name for different family members, the name needs to be spelled identical for all members).
For males and unmarried females, this corresponds to the name of their father. In the case of married women, their family name will be the name of their husband.
Verify that the family relationships are correctly represented (NB: Asking the question, “Is this your child?” may elicit a different response to “Are you this child’s father?”)
Preferred wording: “What is your relationship to the HoH?” or, in the case of small children, “What is your relationship to this child?”

	Second Family Name
	In case they have a third name.

	Father’s name
	What is your father’s full name?
If there is a child whose father's name is different from that of other children in the household, the possibility that this is a separated or unaccompanied child should be explored. If confirmed, select the specific need "SC-SC" or “SC-UC”. For refugee children with a birth certificate, register them as their name appears on the birth certificate.

	Mother’s name
	What is your mother’s full name?
See above.

	 DOB
	What is your date of birth? 
If an individual has no documentation and does not know their date of birth, ask them a different question: how old are you? 
At this point, double-check that the stated age of the individual matches their physical appearance and makes sense in relation to the rest of the family. If an individual is uncertain of their age and there is a visible difference between there stated age and appearance, the case should be referred to the Litigation Desk and the individual referred to an interview room.
NB: Verify that there is at least nine months’ difference between the ages of siblings (with the exception of twins).

	Estimate
	Tick this field if the date of birth is an estimate or a guess.

	Sex
	N/A.
In the case of young children, ask the head of household. Make sure that the sex matches the stated relationship.

	Marital status
	What is your marital status?
This question should be asked to all individuals. If they have already declared themselves married, confirm whether they are in a polygamous marriage.
If the answer to this question is ‘yes’, ask the following :
· Is your spouse registered? 
· What is the RC number?

Subsequently, create a link between the profiles, and request to meet with the other wives as well.
In the rare case of a mixed nationality marriage (in which one partner is CoA) the details of the CoA partner are recorded but they are registered as not of concern. For children, if the father is CoA, the children should be registered as not of concern. In this case, the nationality and citizenship would be recorded in proGres as CoA and country of origin as XXX. Non-XXX family members are kept active in proGres and are still to be counted on the ration card.

	Relationship to PA/HR1
	What is your relationship to the Head of Household?
In case the information does not match, stick to the information provided by the individual, making use of the proGres codes.
If the individual is not a blood relation of HR1, ensure that this is not a separated child or unaccompanied minor.  If this is found to be the case, select ‘SC-SC or SC-UC’.  
Changes: Compare the relationship against the name (family name and second family name). If these do not match, confer with the Protection Officer who will advise or will refer the case to litigation. 

	In a Polygamous Relationship
	Tick this field for the spouses in cases of polygamous marriages. 

	Reason for Flight
	Why did you flee XXX?
NOTE: Only ask this question to the head of household, and then simply fill the same reason for all other family members. Select from the drop down menu the main reason for flight. Please note that you can only selct one reason. 
· Aerial bombardment
· Ground operation
· Notification by the Gvt
· Other

	If “Other”, comment
	In case you have selected “other”, please briefly explain the reason why the Head of household has fled XXX.

	Country of Origin 
	Verify that all family members are from XXX. 

	Country of Birth
	In which country were you born?
Note that new-borns may have been born in CoA.
Changes: Include both the country of birth and the village of birth. If there is a mismatch, refer it to the Protection Officer. 

	Place of Birth 
	In which village were you born?
If a new-born was born in the country of asylum, include the area (i.e. RRR Camp).

	Citizenship
	What is your citizenship?
The status of being a citizen or national of a particular country. It is a legal bond between an individual and a state as provided for under law. It is within the particular state’s authority to determine under its own laws or under regional agreements to determine who its citizens/nationals are. This law shall be recognized by other states.

Select citizenship in the list (XXX or CoA), if necessary.

If the stated nationality is neither XXX nor CoA, refer the case to the Protection Officer.

	Religion
	What is your religion?
Refer to the list of proGres codes. 

	Ethnicity
	What is your ethnicity?
 

	Tribe
	What is your tribe?
Select the correct one from the drop down menu

	Sub-tribe
	What is your sub- tribe?
Select the correct one from the drop down menu

	Date of Arrival
	This is the date of arrival in CoA. Subsequent movements within the country are not considered.

	Return Intention
	If peace were to return to your village, would you return?
a. Willing to return
b. Not willing to return
Note that individuals who state that they would be willing to return under specific conditions (e.g., peace, de-notification by the government) should be considered “willing to return.”

	Address Folder

	Address: Country or territory of asylum-current
	In which village are you living in COA?
	
Fields to complete:
1. Address type: Country of Asylum - current
2. Location type: rural village/urban area
3. Country: CoA 
4. Location level 1: Region – Southern region
5. Location level 2: Province (i.e. RR or EE )
6. Location level 3: District / camp
7. Location level 4: Village
8. Location level 6: relevant landmarks/notes
9. Phone:  enter the telephone contact number of the head of household where possible or the tribal elder.


	Address: Country or territory of origin-most recent
	Which village do you come from?
	Fields to complete:
1. Address type: Country or territory of origin-most recent 
2. Location type: rural village/urban area
3. Country: XXX
4. Location level 1: Province/ Region 
5. Location level 2: Agency/District
6. Location level 3: Municipality
7. Location level 6: Village name


	Education Folder (Data Folder)

	Education
	Ask each individual whether they attended school and until which level/grade.
Select the level of education, and the country (see the list of proGres codes). 
In XX, primary school covers from grades 1 to 5, middle school from grades 6 to 8, high school from grades 9 to 10, and higher secondary/college from 11 to 12.
NB: all madrassas should be categorized as “informal education.”

	Occupation / Skills (Data Folder)

	Occupation
	What was your profession or job before coming to CoA? Where was it? Have you been employed since you fled? If so, doing what?
For Country of Origin Occupation, select the following:
 Occupation
 Before asylum 
 Include the occupation and select the appropriate proGres code
If the individual is currently working in CoA select the following:
Occupation
During Asylum
Include the occupation and select the appropriate proGres code

	Document Folder

	Enter all documents presented by the individual 

· document type (ID for National ID, passport, Education certificate for school ID, Other identity document for domicile certificate)
· document number
· Issued by
· Issuance date
· Valid Until
· Original (for all documents which are not photocopied)
· Legal (for government-issued identity documents – passports and national IDs)
· Document Status
· Comments

For forged documents, please enter:
· document type
· Status: “inactive”
· Comment: “forged”

For photocopied documents, please enter:
document type
do not check “original”
check “legal” depending on type of document


	Relatives Folder 

	Relatives
	If you have used SC/UC, SC/SC, or SP, use the relatives folder.
- If a biological parent is registered with another family, link the two families and do not re-enter the biodata in the relative folder.

- For all missing parents, include the following details: name, relation, verify if deceased, sex, location.

For SC/UC or SC/SC, always ask if they have extended members of family (uncles or cousins) who are registered in the camp and link the households, or elsewhere in CoA and include this information in the file notes.

	Specific Needs Folder

	Specific Needs
	This is to be used if a family member identifies as having specific needs. See Annex 7 for Specific Needs guidance identification. 
Seek as many details as possible and verify that they are correct/remain valid.

Remember that an individual may have more than one specific need.

Refer to the guidelines for the reporting of specific needs and liaise with community services. Referral forms will be provided for the clerks’ usage.

	Individual Notes

	Individual Notes
	If the female spouse is present in CoA but refuses to register, that information should be recorded here including her name. Do not enter Specific Needs (SP) for the husband. Do not enter the ‘relatives’ folder.
The same applies if the household appears as a child-headed household due to female refusal to register. HOWEVER, this should trigger a home visit to confirm the mother’s presence.



IMPORTANT:
Record the assistance already provided to the applicant family using the following assistance events in proGres:
- For Tents: 
Category: Assistance 
Event: AST18
Date: Select the specific date stated in the household registration form
Comments: Tent
- For NFIs:
Category: Assistance 
Event: AST18
Date: Select the specific date stated in the household registration form
Comments: NFI
- For Shelter:
Category: Assistance 
Event: AST18
Date: Select the specific date stated in the household registration form
Comments: Shelter
For Shelter Toolkits:
Category: Assistance 
Event: AST18
Date: Select the specific date stated in the household registration form 
Comments: Shelter Toolkits

Always confirm with the family that there is at least one adult family member who will be available to collect distributions. Should this not be the case, ask the family to designate an alternative family who will eligible to collect distributions on their behalf. This can be done in the following manner:
Ensure the link between the two families: 
Relationship: pick the correct one 
Reason for link: Unassigned or polygamous (for polygamous families)
Comment: Press F1 (food collector will be automatically filled)

Make it clear to the family that any individual other than those nominated at the time of verification will be unable to collect on their behalf and that this may result in non-provision of assistance.
[bookmark: _Toc433980512]9.2. Absent Family Members
Individuals may be absent for a number of reasons
Incapacity for Medical Reasons – This applies to people who are unable to attend the registration site for medical reasons and are either in hospital or at home. The status of this person should already have been indicated by the Admission Clerk with the note “Home Visit”. A home visit by the registration mobile team is arranged as per procedures.
Incapacity due to Disability – This applies to people who have mental or physical disabilities that prevent from attending the registration site. The status of this person should already have been indicated by the Admission Clerk with the note “Home Visit”. A home visit by the registration mobile team is arranged as per procedures.
Out of Country due to Unforeseeable Circumstances – In the event that unforeseeable circumstances occur, such as a death in the family or a family member living elsewhere being taken suddenly ill, the unregistered family member should attend in the final days of registration which will be reserved for those who were unable to register at the allotted time but still wish to do so.
The interviewer should ask the head of household for the details and reasons for the medical absence.

[bookmark: _Toc433980513]9.3. Roles and Responsibilities at Interview/proGres
Interview Clerks: The clerks are expected to receive each family and their dependents, verifying and updating all of the information on both the registration sheet and proGres. They should identify any specific needs and complete the referral sheet for the Protection Officer when required. They should then tick and sign the transmission form following interview to confirm that the step has been completed.
Runners: It is the responsibility of runners to notify the family as soon as there is an interview desk available. Following the interview, the runner should lead the family to the next step (either BIMS Registration or Litigation).

Available Resources:
· 24 Laptop Computers
· File Folders
· Biro Pens
· Referral form
· Code Sheets for proGres
· Notebooks
· Consent /Undertaking Form
· 24 barcode scanners
· RC

10. [bookmark: _Toc433980514]BIMS ENROLMENT
The BIMS enrolment Clerk should begin by providing a brief explanation of the process and the benefits for the family.
The record of the family should be retrieved and opened in proGres using the barcode scanner (or manually for those without ration cards). 
Using the biographical data available in proGres, the identity of the individual should be verified. Once confirmed, the biometrics can be captured. The enrolment is launched from proGres by clicking on the relevant enrol icon on the toolbar (or by clicking on tools-biometrics-enroll) beginning with fingerprinting, then photograph (except for women).
If one individual has a match at Pre-Identification, the whole family is referred to the litigation desk. On the transmission form, the box “biometric found” is ticked and the name of the individual found and its individual proGres number listed in BIMS under “Individual ID” is recorded.
Ensure that the individual sits at a 90˚ angle to the Registration Clerk. This way, the refugee can see the screen whilst collecting the biodata and the BIMS operator can assist with the placing of the fingers on the device. 
The final step is for the clerk to verify that the new information has been saved in proGres.
Should there be an unexpected problem in the process, the Registration Clerk is to seek assistance from the UNHCR Registration Officer.
Once an entire family has had its biometrics taken in BIMS, the clerk should fill in the Registration Progress Sheet and request a runner to take the family to the final step of the process: Quality Control and Documentation.


10.1. [bookmark: _Toc433980515]Biometric Registration for Young Children
Up to 2 years old: Enrolment is sent from proGres but the fingerprints are not placed on the device, the “Home” button is pressed and “PoC is too young for capture” is selected. The photograph is then taken in proGres.
From 2 to 4 years old: The capturing of the fingerprints is attempted, if impossible to capture good quality biometrics, please follow the same process as for the above “up to 2 years old”, if at least 2 fingers of good quality are captured, the picture is also taken and then the enrolment is finalized.
Over 4 years old: The enrolment is performed with all fingerprints and photo. If good quality fingerprints cannot be captured after two attempts, ask the supervisor for direction. In specific cases, such as persons with disabilities, select the appropriate reason from the list. 
Fingerprinting: In cases where the individual is missing a hand or has suffered damage to their fingers, the operator has the option to unselect the particular finger or hand concerned and should continue the rest of the process as normal.
Photo: Select “Autocapture” for the photograph. “Forced Capture” should only be used if “Autocapture” is unable to take the photograph after multiple attempts. The advanced regulations should be kept on “Auto”, unless the picture is too dark, in which case a manual regulation can be attempted. If the quality of the photo is not sufficient, seek guidance and assistance from the supervisor.
Biometric Registration during Home Visits: The registration clerk should only conduct the home visit in the presence of the head of household and should ensure that the particular files are brought to the home. They are then to return to the registration site with the head of household or other household representative. Once at the site, the computer can be reconnected to the server and the progress upload carried out. All other steps are as above.

10.2. [bookmark: _Toc433980516]Roles and Responsibilities at BIMS Enrolment
BIMS Clerks: After welcoming the family, the registration clerk should briefly check the biographical data on proGres matches the physical person in front of them. Following this, they are to conduct biometric registration following the aforementioned steps. Once complete, and once proGres update has been confirmed, the clerk should fill in the Registration Progress Sheet and call a runner to lead the family to the next step. Please reference Annex 8 – BIMS User Guide as needed.
Runners: It is the responsibility of the runners to call the family to the desk when it is available. They should look for the raised hand of a Registration Clerk to indicate that a family requires assistance or that a family should be brought to the desk.

Available Resources:
· 12 Laptop Computers
· 12 Fingerprint Scanners
· 12 Webcams
· 12 Barcode Scanners
· Biro Pens



11. [bookmark: _Toc433980517]QUALITY CONTROL AND DOCUMENTATION

This stage allows for one final check prior to the completion of the process and the printing of required documentation.

11.1. [bookmark: _Toc433980518]Main Tasks of the Quality Control and Documentation Team
The Quality Control team should verify the following:
-	All family members have had their biometric data taken.
-	There are no empty fields.
-	The name of the HoH, and other members of the household is correct and understood/agreed with the family.
-	The relationships and relative ages of the family are coherent and there are no contradictions regarding marital status. E.g., children are registered as “single” rather than “unknown”. The specific need “at-risk female” has not been applied to a male. 
-	Ensure that absent parents are correctly included under the field marked “relatives” (including for unaccompanied minors and children separated from their biological parents).
Should the quality control tool reveal inaccuracies that require the intervention of the Registration Officer to be resolved, the quality control staff will ask the intervention of the RO.
Once the preceding steps have been verified, the Quality Control clerk should print the requisite documentation (ration cards) on secure paper. This step must be supervised by a staff-member from UNHCR Field Office XX.
The process complete, the family leave the Registration Centre.
11.2. [bookmark: _Toc433980519]Roles and Responsibilities at Quality Control/Documentation
Quality Control Clerk: It is the responsibility of the quality control clerks to ensure that all documentation and information has been gathered and completed in full. Subsequent to this, the ration cards can be printed and the process terminated.
Runner: One runner is on-hand in case the families require any assistance or if a step has been missed. Should the latter be the case, the runner will be instructed where to lead the family.

Available Resources:
· 4 Laptop Computers
· Biro Pens
· Notebooks

END
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