ANNEX 6: CONDUCTING A REGISTRATION EXERCISE

I. Preparing for registration on a site

Organisation

Ideally, a working group comprising representatives of beneficiaries and public authorities and potential partners in the operation needs to be set up in order to organise the entire registration operation and plan its different phases. Practically, the composition and activity of this group should be decided on according to the context. In certain cases, the involvement of the community and its representatives will not be appropriate. This is notably the case in a situation where discrimination on religious, ethnic, political grounds, etc., is foreseeable and where the risk of fraud is high.

Information campaign

The information to be disseminated consists of different levels: the beneficiaries of the programme need to understand the modalities and goals of the registration exercise. They also need to receive the instructions necessary for the smooth running of the programme (for example, the beneficiaries are asked to go to a given place on a given date, with an identity document). In the case of targeting, it is necessary to explain to the entire population the criteria that will be followed in order to avoid frustration, jealousies and disruptions that could be caused during the operation.

This information could be passed on to local representatives, which could in turn disseminate it and explain it within their communities. However, other means will generally be necessary, e.g., media campaigns through newspapers, the radio and billboards, or announcements through loudspeakers.

Finally, it is normally necessary to inform the local public authorities (if they are not already party to the operation) and the security forces on the registration exercise and its modalities.

Setting up the logistics 

The materials necessary for registration need to be obtained:

· Registration forms/registers

· Cards

· Various materials (tables, chairs, ACF stamps, stationery, megaphones, etc.)

Eventually, depending on the method chosen (see below):

· Bracelets

· Coupons

· Indelible ink felt pens or Gentian violet and brushes

Finally, for reasons of security and effectiveness, channelling and controlling crowds may require the setting up of light infrastructure such as paths or zones demarcated by pegs and ropes and indicated by posters.

It is important to ensure that the materials used are secure: registration forms and cards, bracelets and coupons should be kept under the constant control of Action contre la Faim in order to avoid fraudulent use.

II Direct registration method

The people likely to be eligible to benefit from the programme are summoned to a registration office where their eligibility, defined by selection criteria, to benefit from the programme is validated.

Depending on the criteria defined, validation is carried out through the examination of verifiable data, e.g., presentation of an identity card or a document establishing that the carrier corresponds to the criteria (card for displaced persons, for instance).

The person can be briefly asked questions with the eventual participation of community representatives in order to validate the identity of the person and verify as to whether s/he responds to the criteria.

In general, people are asked to come with their entire family and only the members present are registered.

The registration form is then filled in with the information given by the selected beneficiary and he/she is given his/her card.

III.  Registration in two stages

The two methods below were used in the past for large camps for refugees or displaced persons during the crisis in Rwanda where people living in camps of more than 100 000 were registered. There were no existing social structures at the time and it was necessary to very rapidly register people in order to be able to undertake distribution.

These methods are therefore used in this type of high scale emergency situations, where a large number of people whose social structure has disintegrated have to receive emergency aid.

The aim of these methods is to conduct the registration exercise in two stages: firstly, an exhaustive and rapid identification of the beneficiaries and then the filling in of registration forms and giving of cards to the beneficiaries.

Distribution of bracelets

Two registration points are set up. People are summoned there and verification of whether they can be beneficiaries of the programme is conducted in the same way as in the case of direct registration.

A team then puts a plastic bracelet around the arms of beneficiaries (one person can make about 1 000 bracelets per day).

The bracelets should neither be too loose nor too tight; it should be impossible to remove and then put them back on.

The head of household has to come with the entire family so that each member can have their bracelet put on.

It is best to choose a «reference» arm (whether left or right does not matter but it has to be the same arm for all).

Once the entire population has gone through the process, the total number of bracelets distributed will indicate the number of pre-registered individuals.

All the beneficiaries then have to go back to the registration points according to given instructions for the final registration on the form and to receive their cards. At this point, each bracelet is to be removed from the beneficiary’s arm by a member of the registration team and kept in a receptacle for this purpose. The head of household stays behind to answer questions by a registration team member. Once the form has been filled in, the card is given to the head of household. The registration card number needs to be written on the registration form.

Distribution of coupons

This method is normally faster than the previous one and can be used as an alternative to the former. It functions like the previous one on the basis of registration points.

A team comprising two people needs to:

1. mark people with a felt pen or diluted Gentian violet (this mark disappears within a few days)

2. give coupons to the beneficiaries 

This team could register 600 to 800 people per day.

The purpose of using Gentian violet or indelible mark left by the felt pen is to prevent people from coming back because they are physically (but temporarily) “marked”. It of course has to be ensured that the marking is understood and accepted by the population. It also has to be ensured that the mark cannot be removed (and should therefore be put on a part of the body that it is difficult to remove it from) and that the mark can be verified later when the person goes back to the registration point.

The head of household then goes to the registration point with all the coupons of the members of his/her household. The coupons are taken back by the team and kept in a receptacle for this purpose. The head of household stays behind to answer questions by a registration team member. Once the form has been filled in, the card is given to the head of household. The registration card number needs to be written on the registration form.

The use of a bracelet and Gentian violet may be considered to be contrary to human dignity and as such may shock. In a situation of emergency, however, this may be the only means of effective registration that makes it possible to appropriately deliver aid.
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