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OVERVIEW 
PURPOSE Implementation of adolescent-responsive CVA by 

delivering transfers, developing and implementing your 
monitoring system, managing staff recruitment and 
training, and exiting (or transitioning from) the programme 

HOW TO USE  
THIS MINI-GUIDE

Use this mini-guide for instructions on actions to take 
to implement your adolescent-responsive CVA. 

TOPICS  
COVERED

Select, train, and supervise your team

Register and verify the identity of recipients of 
adolescent-responsive CVA

Work with financial service providers (FSPs)

Deliver your adolescent-responsive CVA

Transition and handover

Standard operating procedures (SOPs)

Responsible, accountable, consulted, and informed 
(RACI) matrix

Data protection 

SUPPORTING  
TOOLS 

 Example Responsible, Accountable, Consulted, 
and Informed (RACI) Matrix for Needs Assessment 
Process for Adolescent-responsive CVA 
Programme with Education Outcomes

 Sample Standard Operating Procedures (SOPs) 
for Adolescent-responsive Cash and Voucher 
Assistance

 Staff Behaviours for Adolescent-responsive Cash 
and Voucher Assistance  

 Urgent Action Procedure
 CVA and Case Management
 Advocacy on Adolescent-responsive Cash and 
Voucher Assistance
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INTRODUCTION 
This mini-guide on implementing your adolescent-responsive CVA covers:

1  the selection, training, and supervision of your team; 
2  registering and verifying the identity of recipients of adolescent-responsive CVA; 
3  working with financial service providers; 
4  delivering your adolescent-responsive CVA; and
5  transition and handover of adolescent-responsive CVA. 

The content of this mini-guide is closely linked with the content of the Design, Monitoring, and Evaluation mini-
guides, so they should ideally be read together.  

CORE ACTIONS FOR THE IMPLEMENTATION 
OF ADOLESCENT-RESPONSIVE CASH AND 
VOUCHER ASSISTANCE
The implementation phase follows  
these 5 core actions:

CORE 
ACTIONS

1

Select, train, 
 and supervise  

your team

2
Register and 

verify the identity 
of recipients of 

adolescent-
responsive CV

5
Transition and/
or handover of 

your adolescent-
responsive CVA

4

Deliver your 
adolescent-

responsive CVA

3

Work with  
financial service 

providers



4  |  Mini Guide – Implementing an adolescent-responsive cash voucher assistance programme  

 CORE ACTION 1  SELECT, TRAIN, AND SUPERVISE YOUR TEAM 
Managing and implementing adolescent-responsive 
CVA requires the close collaboration of staff with 
skills in:

• Implementing cash and voucher assistance (often 
those with a background in food security and 
livelihoods) 

• Child protection, gender-transformative 
programming, disability inclusion, education, 
sexual reproductive health and rights, or another 
sector with expertise and experience in working 
with adolescents

• Monitoring, evaluation, and accountability

The day-to-day human resourcing and management is 
therefore more complex than for other programmes. It 
requires close collaboration and matrix management, 
inter-sectoral coordination and skills sharing; and 
respectful and trusting working relationships. 

Set out your team structure and staffing needs
The management and decision-making structure 
must be clear to all staff and partners and must be 
set out in a standard operating procedure. 

• Set out a standard operating procedure (SOP) that 
lays out clear lines of responsibility. 

• Identify an overall manager who has oversight of 
all aspects of the adolescent-responsive CVA. 

• Given the cross-cutting nature of adolescent-
responsive cash and voucher assistance, the person 
who is ultimately in charge should be someone who 
is more senior than and can delegate to staff who 
are doing the day-to-day functions of: 
– Monitoring, evaluation, accountability, and 

learning
– Delivering cash and voucher assistance 
– Monitoring wellbeing of adolescents (this may 

be staff working in child protection, sexual 
and reproductive health and rights, education, 
nutrition, etc)  

• Clarify the roles, responsibilities, and division of 
tasks between all team members. This will avoid 
gaps and duplication. 

• Capture these roles and responsibilities in a 
Responsible, Accountable, Consulted, and 
Informed (RACI) Matrix.

• You may include the Responsible, Accountable, 
Consulted, and Informed (RACI) Matrix in your 
SOP to make roles and responsibilities for 
different tasks very clear.

TOOL – Sample Standard Operating 
Procedures (SOPs) for Adolescent-
responsive Cash and Voucher Assistance

TOOL – Example Responsible, 
Accountable, Consulted, and Informed 
(RACI) Matrix for Needs Assessment 
Process for Adolescent-responsive CVA 
Programme with Education Outcomes

Key responsibilities to be assigned
You need to set out who will: 

• Carry out assessments – including of adolescent 
needs and capacities, markets, and financial 
service providers

• Put in place accountability mechanisms
• Communicate with recipients, adolescents, and 

communities about programme design
• Lead consultations with adolescents, their 

families, and communities  
• Make final decisions on programme design, 

including: CVA modality, frequency, duration, 
timing, location, recipients, and exit strategies

• Monitor adolescent wellbeing
• Manage any reported cases of harm to 

adolescents, their families, or communities related 
to the CVA and put in place mitigation strategies 
based on on-going learning 

• Participate in cash coordination groups and other 
relevant sectoral coordination groups

• Link delivery of CVA with complementary 
activities (for example, referring cases identified 
through CVA for case management support)

Select your team 
Your team will be made up of a range of colleagues 
filling different functions, as above. You will have 
(technical) managers and/ or coordinators as well as 
staff who will deliver services and organise activities 
at community level. 
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Skills needed on your team
All teams must have: 

• At least one staff member with in-depth knowledge 
of child protection concerns and principles

• A staff member with experience in working with 
adolescents. Any staff member who does not 
have these skills must be accompanied by a staff 
member who does whenever they are working 
directly with adolescents.

All staff delivering adolescent-responsive  
CVA must have the following skills, knowledge, 
and/ or experience: 

• Child rights-based programming 
• Recognition, appropriate handling, and referral of 

child protection cases
• Implementation and management of 

accountability and reporting mechanisms – both 
national and local

• Data protection and best practice in relation to 
maintaining confidentiality 

• Protection from Sexual Exploitation and Abuse
• Safeguarding 
• Disability inclusion/ sensitivity
• Gender transformation 
• Experience communicating and working with 

adolescents
• The fundamentals of CVA and the specifics of 

how CVA is adapted when being delivered for 
adolescents

Staff directly communicating with adolescents 
and working on evaluation and consultations with 
adolescents must have the following skills: 

• Group discussion facilitation techniques
• Participatory research methods (including any 

participatory activities you may have introduced 
when contextualising the tool)  

• Psychological first aid and communicating with 
adolescents

• Training on unconscious bias and gender sensitivity

For a full set of staff competencies needed to 
implement adolescent-responsive CVA, See 
TOOL – Staff Behaviours for Adolescent-
responsive Cash and Voucher Assistance.  

Steps for selecting your team
• Talk to adolescents and communities about 

which staff they would like to see on the team, 
particularly when selecting staff who have direct 
contact with adolescents, their families, and 
communities. 

• Get adolescents’ feedback on the personnel you 
are choosing, where possible. 

• Select a diverse and qualified staff team. Staff 
should be representative of the intersecting 
identity characteristics of adolescents in the 
affected communities. This will increase the 
quality of support and reduce unconscious bias.

• Recruit a team with a range of essential, 
complementary skills and experience. 

• Address any skills gaps through training and on-
the-job learning. 

Induct and train your staff 
During an initial staff selection and on-boarding 
phase you must: 

• Brief all new staff on your code of conduct and/ or 
safeguarding policy through interactive training. 
This training must include discussion of different 
forms of unacceptable behaviour.  

• Have all new staff read and sign a copy of the 
code of conduct and/ or safeguarding policy.

• Explain the urgent action procedures to be taken 
when there are suspicions, disclosures, or reports 
of (child) protection or safeguarding concerns.

See the Urgent Action Procedures for details  
of the actions to take when there is a suspicion, 
disclosure, or report of a child protection or 
safeguarding concern.

Deliver on-going in-service training 
On-going in-service learning must cover certain 
subjects that require frequent updates and refresher 
training. These include: 

• Protection from Sexual Exploitation and Abuse 
• Safeguarding 
• Referral pathways and reporting of protection 

suspicions and incidents
• Risk mitigation strategies   

Supervise staff
Regular one-on-one and group supervision should 
take place. Staff supervision should cover the 
following subjects:  

• Staff wellbeing  
• Issues in working with and for the benefit of 

adolescents 
• Suspected, perceived, or reported risks to 

adolescents during CVA implementation, both when 
adolescents are direct and indirect recipients of CVA 

• Risk mitigation strategies for and adjustments to 
programme design  

• Staff learning and development needs in relation 
to working with adolescents and their families

See TOOL – Urgent Action Procedures

https://www.calpnetwork.org/course/cash-and-voucherassistance-cva-the-fundamentals/
https://www.calpnetwork.org/course/cash-and-voucherassistance-cva-the-fundamentals/
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 CORE ACTION 2  REGISTER AND VERIFY THE IDENTITY OF RECIPIENTS OF 
ADOLESCENT-RESPONSIVE CVA 
During registration, specific data needs to be collected to confirm the identities of those selected to receive 
CVA (see Box 1). This data will also allow financial service providers or staff who disburse CVA at a later date to 
verify that individuals receiving a transfer are the intended recipients who were registered at the outset of the 
programme. You may choose to create identification/ registration documents/ cards for recipients to use when 
they access their CVA transfers. 

Collection of personal data for registration purposes

• Put in place systems that allow diverse 
adolescents and their families who have lost or 
do not have formal documentation and/ or birth 
registration to access CVA. Many of the most at-
risk adolescents lack any form of identification.

TOOL – Tip Sheet 4 Registration 

• Allow for on-going registration and uptake 
of adolescents who are at risk throughout 
programme implementation and/ or advocate for 
on-going registration of adolescent recipients 
where decisions about targeting are being made 
by another organisation or agency. It should be 
possible to add new recipients to the recipient list 
as they are identified because:

– Case management procedures and diverse 
sectoral actors may identify adolescents who 
are at-risk as interventions are rolled out. 

– Humanitarian crises can have a delayed impact 
on certain families. 

– The most marginalised adolescents and their 
families may initially be hidden.  

• Advocate for age-, sex- and disability-
disaggregated data. Work with those designing 
the registration form so that data can be recorded 
in agreed-upon disaggregated age groups. 
This should ideally distinguish between children 
(0–10 years), early adolescents (10–14 years), 
late adolescents (15–17 years), adolescent adults 
(18–19 years), and adults (20+ years). 

• Collect and store only the minimum amount of 
data (i.e. only the information that is essential for 
verifying the identity of CVA recipients. 

• Inform adolescents in age-appropriate ways why 
the data is being collected and how it will be used. 

• Seek informed assent/ consent from adolescents for 
the data collection and use in age-appropriate ways. 

• Select diverse staff for your registration team who 
will be approachable for diverse adolescents. 

• Confirm that the staff team do not have 
connections (through family or friendships) with 
members of the affected community and potential 
CVA recipients to avoid any conflict of interest. 

• Train staff who are registering recipients to 
recognise and refer adolescents who are at-risk. 

• Train staff who are carrying out registration 
processes to communicate with adolescents. 

Considerations when registering adolescents 

Data will need to be collected about 
individuals who are selected as recipients of 
CVA. Data collected will help in the: 

• Verification of identity

• Disbursement of CVA

• Tracking of CVA recipients

• Determination of cash transfer amounts 
when transfers are based on household 
size

Data collected may include name, gender, 
age, relationship to CVA recipient, and copies 
of identification documentation for each 
member of the receiving household. 

CVA data protection protocols must be 
adhered to whenever CVA is implemented. 
Consider harmonising data collection and 
storage processes with existing databases, 
such as ProgRes (for UNHCR-led refugee 
responses), CPIMS+, and/or Primero

https://www.calpnetwork.org/wp-content/uploads/2020/09/Registration-tipsheet.pdf
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Data confidentiality and protection
• Adapt any privacy impact assessment 

process to address specific risks faced by 
adolescents, particularly for adolescents who are 
unaccompanied or heading a household; direct 
recipients of CVA; (formerly) associated with 
armed forces or groups; and survivors of sexual 
abuse, exploitation, or violence.

TOOL – Tip Sheet: Privacy Impact 
Assessment (PIA) 

• Record your CVA registration number in other 
humanitarian databases being used in-country  
(for example, in-country child protection, gender-
based violence, and/ or refugee information 
management systems). This will allow all databases 
to securely record and track information on which 
adolescents are receiving CVA.

• Clarify which information can or cannot be shared 
between different sectoral staff, CVA staff, FSPs, 
and monitoring staff. Set this out clearly in your 
standard operating procedures. 

• Have all parties engaged in registration, data 
collection, data input, and data storage trained 
and on then sign confidentiality, data protection, 
and data-sharing protocols and agreements.

TOOL – Practical Guidance for Data 
Protection in Cash and Voucher 
Assistance: A supplement to the January 
2021 Cash in Emergencies Toolkit

 CORE ACTION 3  IDENTIFY AND 
WORK WITH FINANCIAL SERVICE 
PROVIDERS
• Review the list of service providers (e-voucher 

providers, FSP, and traders) identified by others in 
the humanitarian response. 

– Confirm whether any of the financial service 
providers (FSP) have previous experience or 
training in working with adolescents. Those 
with a background in working with adolescents 
may be prioritised for selection. 

– Add training and experience in working with 
adolescents to selection criteria. 

– Note: FSP training and experience in 
working with adolescents may be rare. This 
should not be essential criteria but an added 
bonus where it exists. 

• Translate relevant organisational policies 
(for example, policies on safeguarding, 
prevention of sexual exploitation and 
abuse, codes of conduct, child protection, 
discrimination and diversity, etc.) into the 
language(s) of FSP staff. 

• Provide on-going, regular, and frequent technical 
support on working with adolescents. 

– Allow for regular meetings or calls where 
financial service providers can discuss 
and confirm the way they are working with 
adolescents.

• Designate a staff member within each FSP as a 
focal point for working with adolescents, where 
adolescents are direct recipients.

• Train staff and financial service providers on: 
– Codes of conduct that cover child protection 

and referral of adolescents at risk. They should 
sign the codes of conduct on completion of 
the training. 

– How to adapt information and communication 
to the needs of adolescents of different 
genders, ages, abilities, stages of 
development, and literacy levels.

– Psychological first aid and communicating with 
adolescents. Note: this may not be possible 
when the number and geographical spread of 
FSP staff is too great and makes training too 
costly and/ or time-consuming.

https://www.calpnetwork.org/wp-content/uploads/2021/02/Privacy-impact-tipsheet.pdf
https://cash-hub.org/wp-content/uploads/sites/3/2021/01/CVA-Data-Protection-Guidance-final.pdf
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 CORE ACTION 4  DELIVER YOUR ADOLESCENT-RESPONSIVE CVA 
– DO NOT make names and identities public. 

Rather, explain the characteristics that led 
to prioritisation (e.g., adolescents who are 
unaccompanied, living with disabilities, out of 
school, etc.).

– This can avoid tension between adolescent 
recipients, their families, and other members  
of the community who were not selected as 
CVA recipients. 

• Disseminate messages using accessible, gender- 
and age-appropriate media and communication 
methods.

• Develop and disseminate information, education, 
and communication materials that explain 
recipient entitlements, give contact numbers, 
describe how to access CVA, share referral 
pathways, etc. Materials should:
– Be in a variety of formats, such as pamphlets, 

brochures, flyers, leaflets, and posters 
– Include adolescent-friendly and accessible 

versions 
– Use images and simple words in the languages 

spoken and read by the community

Set the time and location of distribution of 
adolescent-responsive CVA 
• Consult with diverse adolescents to learn what 

times and locations of distributions are most 
convenient, safe, and least disruptive to other 
activities. Other essential activities for adolescents 
may include education, health services hours; skills 
strengthening or psychosocial support sessions, 
livelihoods and recreational activities, etc. 

• Carry out risk assessments – including for 
adolescents – to map out safe spaces at different 
times of the day. 

• Agree upon times of day and locations for your 
distribution that minimise risks and costs to 
adolescents and their families. 
– Certain sites are safe in the day but may 

present a danger at dawn, dusk, or night. 
– Consider the distances to be travelled/ walked 

in conjunction with the timing of your activity to 
make sure neither you nor the recipients will be 
in a dangerous area at a dangerous time of day. 

– Consider the impact of timing and location 
on the direct recipient of CVA and their other 
household members. For example, CVA 
distributions may be organised at times that 
mean carers have to leave children or other 
dependents unsupervised.

• Cover the cost of transport in the transfer amount 
to allow recipients to access the distribution site 
safely, where budget allows. 

This section covers the practical issues to consider 
and decisions to make about when and where to 
carry out transfers for your adolescent-responsive 
CVA. Distributions need to be as adolescent-friendly 
and inclusive as possible. They must be organised in 
ways that is orderly and avoids any possible harm. 

Note: frequency and duration of the adolescent-
responsive CVA are covered in the Mini Guide Design 
an Adolescent-reponsive CVA Programme. 

Confirm that any conditions associated with 
the CVA have been met 
• Establish a process for confirming that CVA recipients 

have fulfilled any required conditions. For example, 
where conditional cash transfers require that an 
adolescent has attended school, you should: 
– Agree upon the proof that confirms school 

attendance 
– Include a column on distribution forms for 

recipients to sign to confirm that they have 
received the CVA and that staff confirmed the 
conditions were met. 

• Have alternative plans in place for verifying the 
identity of child heads of households/unaccompanied 
children who are intended recipients but who 
may not have the formal/official identification 
documents required to receive CVA. They may not 
think to bring these documents to meetings, etc. 
due to their age and stage of development. 

Deliver cash-in-hand and/ or paper vouchers 
This section gives advice on providing cash-in-hand 
and paper vouchers, both of which are distributed 
in-person to recipients. See Deliver e-cash and/or 
e-vouchers below for guidance on providing CVA 
through electronic payments. 

Communicate with diverse adolescents 
and their families about the distribution of 
adolescent-responsive cash transfers 
• Communicate the distribution plan in advance so 

that CVA recipients (adolescents or their family 
members) and/ or parents/ caregivers can make all 
necessary arrangements (such as replacement at 
work, childcare, transport, etc.). 
– Communications should include information on 

the planned timing, location, and amounts of 
any distributions.

• Communicate targeting decisions to the wider 
community, where it is considered safe and 
appropriate to do so. Explain what groups of 
adolescents/ parents/ caregivers were chosen as 
CVA recipients and why. 
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• After distribution is complete, review the 
distribution process with your staff team to assess 
any learning points that should be taken into 
account during future distributions.

Organise your physical space when  
carrying out distributions of adolescent 
responsive CVA
• Consider having a separate queue or system 

for fast processing of priority cases, including 
diverse adolescents (adolescents who are heads 
of households, parents/ caregivers, pregnant, 
unaccompanied, living with disabilities; etc.). 

• Ensure that the most vulnerable (such as pregnant 
women, elderly, child heads of households, etc.) 
are brought to the front of the distribution line so 
they can go home earlier. 

• Establish a location to receive face-to-face 
feedback. Ensure there is an adapted mechanism 
to receive feedback directly from diverse 
adolescents.

• Organise the distribution to avoid any possibility 
that staff managing the site have to resort to 
even the mildest form of violence to control CVA 
recipients and/ or gathering crowds.

Deliver e-cash and/or e-vouchers 
This section covers the delivery of cash and voucher 
assistance through digital or electronic means, 
referred to here as ‘electronic payments’. This section 
covers the use of digital cash and e-vouchers.

Digital cash: the digital replacement of 
physical cash with options such as mobile 
money, pre-paid debit/ATM cards, or others. 

Digital vouchers: the digital replacement  
of paper vouchers

Advantages for adolescents 
• May reduce risks since they do not have to 

physically go and collect CVA

• Less visible and lower chance of theft 

• Saves time when it is possible to access 
e-cash/ vouchers from home 

Disadvantages for adolescents
• Electronic payments require access to technology 

– such as mobile phones – which has a cost. 

• Legislation may restrict or place tighter controls on 
adolescents’ access to necessary technologies.

• Adolescents may experience difficulties in 
accessing and using technology.  

• Poor telephone or internet network may delay 
receipt of payments. 

• Lack of access to a home or shelter with regular 
electricity may impact access to the transfer. 

Build an understanding among CVA 
recipients about how to access their e-cash 
and/ or e-vouchers 
• Train diverse adolescents and their 

parents/ caregivers on the use of the e-cash 
and/ or e-vouchers they will be receiving.

• Communicate with all recipients about the date 
of receipt and how and where they can use their 
transfer. 

• Confirm that all intended recipients have the 
necessary hardware to receive the transfer. 

• Provide recipients, especially at-risk adolescents, 
with “helpers” (such as family members or trusted 
adult community members) who are identified by 
your organisation and can support (where needed) in: 

– Accessing the e-cash or e-voucher 

– Completing purchases

MercyCorps (December 2018) E-Transfer 
Implementation Guide.

https://www.mercycorps.org/sites/default/files/2020-01/EtransferGuide2018%2C%20Final.pdf
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 CORE ACTION 5  TRANSITION AND/OR HANDOVER OF YOUR ADOLESCENT-
RESPONSIVE CVA1

• Provide adolescents and their families with clear 
and transparent information about when the CVA 
interventions will end and how as early as possible 
in the intervention, ideally when the CVA begins. 
– Communicate from the outset the planned 

timeframe for the CVA programme.  
– Provide details about any transitional 

arrangements that will be put in place, if any.
– Clarify if other services will remain available to 

them or not. 
• Will they be able to access government 

social safety nets? 
• Will they still receive in-kind assistance 

such as school kits? 
• Will they receive on-going case management 

support? 
– Provide the information in ways that are 

adapted to the adolescents’ ages and stages 
of development. 

– Confirm that all recipients, including any 
adolescents who are direct recipients, have 
understood when and why the CVA will end.

• Analyse monitoring data to assess wellbeing 
progress of the cohort of recipients. 

• Draw on information from the case management 
process to tailor the exit/ transition strategy for 
diverse groups of adolescents who are directly or 
indirectly receiving CVA (where case management 
is being implemented). 
– Use monitoring data to flag and identify 

particularly at-risk adolescents whose situation 
has not significantly improved.

– Work with child protection case managers who 
can use best interest procedures to establish 
the most suitable option for particularly at-risk 
adolescents. 

• Carry out a final meeting with diverse stakeholders 
(including child protection committees, adolescents’ 
clubs, youth groups, or a sample of adolescents) to 
invite final feedback. 

CVA for adolescents and their families may end for 
one or more reasons, including: 

• The situation of the adolescent and their family 
may change so that they are no longer eligible for 
CVA (for example, an unaccompanied adolescent 
may be reunited with their family).  

• The adolescent may leave the area where you are 
implementing your activities. 

• Donor funding may come to an end. 
• You may close your offices in the location. 
• The adolescents’ needs may be resolved.  

Transition options may include: 

• Linking adolescents’ CVA support to longer-term 
continued programming in other sectors, such as:
– Education, accelerated learning, and technical 

and vocational education and training 
programmes

– Health and sexual and reproductive health
– Mental health and psychosocial support
– Livelihoods and life skills 

• Supporting adolescents and their families with 
the administrative processes for registering with 
long-term government or UN agency initiatives for 
economic strengthening support 

• Integrating child protection concerns into the CVA 
eligibility criteria for other-sector programmes 
as one way to maintain longer-term funding and 
support 

• Collaborating with government run-social welfare 
systems and community-level and national 
organisations to maintain support for diverse 
adolescents and their families beyond the life of 
humanitarian agency projects and response plans.

Individual and programme-wide exit strategies 
need to be carefully planned. Transition or 
handover needs to be respectfully communicated 
to diverse adolescents and their families, staff, and 
communities from the outset of the CVA:  

1. Adapted from (2022) Designing cash and voucher assistance to achieve child protection outcomes in humanitarian settings, The Alliance for Child Protection 
in Humanitarian Action, available at: https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-
protection-outcomes-in-humanitarian-settings/

https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-humanitarian-settings/
https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-humanitarian-settings/
https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-humanitarian-settings/


ADDITIONAL RESOURCES
• CaLP Programme Quality Toolbox, specifically the Implementation section.

• Plan International, CVA Programming Step-by-Step Guidance.

• UNHCR, Guidance on promoting child protection outcomes through cash-based interventions.

• Alliance for Child Protection in Humanitarian Action, Designing Cash and Voucher Assistance to 
Achieve Child Protection Outcomes in Humanitarian Settings.
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Tool: Example Responsible, Accountable, Consulted, and Informed 
(RACI) Matrix for Needs Assessment Process for Adolescent-
responsive CVA Programme with Education Outcomesi 


Overview 


Purpose An example responsible, accountable, consulted, and informed (RACI) matrix that shows how a RACI matrix can be used to clarify 


roles and responsibilities when implementing adolescent-responsive CVA.  


How to use this 


tool 


Use the titles along the top row and the functions down the first column as a template for a RACI for your adolescent-responsive 


CVA. Add all the further functions relevant to the assessment, design, implementation, monitoring, and evaluation of your 


adolescent-responsive CVA in the first column.  


Topics covered Activity, responsible, accountable, consulted, informed    


Introduction  
Below is a sample of what a responsible, accountable, consulted, and informed (RACI) matrix for adolescent-responsive CVA for education outcomes may look 


like. This is just a segment, covering the assessment phase of your programme cycle. When you prepare your programme’s RACI matrix, it should list all the 


activities relating to your CVA intervention in the left-hand column, not only those relating to assessment as it does here.  


RACI for adolescent-responsive CVA for education outcomes 
 


Activity  Responsible Accountable Consulted Informed 


Develop needs 


assessment process  


Education and MEAL 


focal point/advisor 


Education manager/


adviser 


MEAL, education team, 


child protection team, 


gender team, adolescents 


and their families, ethics 


• Management  


• Inter-agency education 


coordination groups 


 







 
 


review committee, 


community leaders 


Conduct needs 


assessment  


 


Education and MEAL 


focal point/advisor 


Education manager/


adviser 


MEAL, education team, 


child protection team, 


gender team, adolescents 


and their families, ethics 


review committee, 


community leaders 


• Management  


• Logistics 


• Partner organisations 


• Inter-agency education 


coordination groups 


Conduct market 


assessment 


CVA focal point (often a 


member of food security 


and livelihoods team)  


CVA manager/adviser MEAL team, education 


team, child protection 


team  


 


• Management  


• Logistics 


• Partner organisations 


• Inter-agency CVA coordination 


groups 


Conduct CVA 


feasibility analysis  


CVA focal point CVA manager/adviser 


 


MEAL team 


 


 


Conduct CVA risk 


analysis 


CVA focal point with child 


protection manager/


advisor 


• CVA manager/adviser 


• Child protection 


manager/adviser 


MEAL team 


 


• Management  


• Logistics 


• Partner organisations 


• Inter-agency CVA and 


education coordination groups 


Decide if CVA or 


another modality of 


assistance is most 


appropriate  


Education manager/


advisor in consultation 


with CVA focal point 


Senior management CVA focal point/advisor • Partner organisations 


• Inter-agency CVA and 


education coordination groups 


 


i Adapted from Thompson, Hannah (2022) Designing cash and voucher assistance to achieve child protection outcomes in humanitarian settings, The Alliance for Child Protection 


in Humanitarian Action, available at: https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-


humanitarian-settings/  


                                                



https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-humanitarian-settings/

https://resourcecentre.savethechildren.net/document/designing-cash-and-voucher-assistance-to-achieve-child-protection-outcomes-in-humanitarian-settings/
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Tool: Sample Standard Operating Procedures 


(SOPs) for Adolescent-responsive Cash and 


Voucher Assistance  


Overview 


Purpose These sample standard operating procedures (SOP) for adolescent-responsive 


cash and voucher assistance can provide you with an idea of what a SOP for 


your location may look like. 


How to use this 


tool 


Go through this entire document. Edit and revise sections that are not relevant 


to your adolescent-responsive cash and voucher assistance. Add any functions 


that are missing. Delete any functions that are not relevant in your setting.  


Topics covered Objectives and scope; procurement and contracting; beneficiary targeting, 


registration, and verification; distribution planning; distribution; accountability; 


closure  


Introduction 
Use the example standard operating procedures (SOPs) for adolescent-responsive cash and voucher assistance below 


to provide you with an idea of what a SOP for your location may look like.  


You will need to work with staff from across different teams within your organisation as well as representatives from 


other organisations and service providers you are working with to deliver the adolescent-responsive cash and voucher 


assistance. Together, go through this entire document and: 


1. Edit and revise sections that are not relevant to your adolescent-responsive cash and voucher assistance  


2. Add any functions that are missing  


3. Delete any functions that are not relevant in your setting   


 







 


Cash and Voucher Assistance for Adolescents Mini Guides. 2020 Women’s Refugee Commission and Plan International. 


 


 


Example Standard Operating Procedure 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Standard operating 


Procedure Title: 


Cash Transfer Programming (CTP) in [Insert country] – Adolescent-responsive cash 


transfer assistance and livelihood promotion interventions 


Version:  


Approved Date:  


Approved by:  


Review Date:   
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Overview of the document 
Objective and scope 
This document defines the operating procedures for the implementation of adolescent-responsive cash transfer 


assistance to support vulnerable and at-risk households and adolescent-responsive livelihood promotion interventions 


(micro-grants provision for vulnerable households and youth who have lost their sources of income). It aims at the 


following objectives: 


- Clarifying who-does-what along the CTP programme cycle and making sure that relevant staff can be held 


accountable; 


- Documenting key decisions that are taken throughout the project lifecycle, including targets against which 


progress will be monitored;  


- Ensuring that staff turnover does not disrupt processes, by making sure that newcomers can quickly familiarise 


themselves with their roles and responsibilities; 


- Keeping all relevant project stakeholders informed about the programme design and implementation features; 


- Providing information that would support possible future auditing.  


Intended users 
The document is co-owned by the Chief of Party [Insert name] and the Head of Food Security, Livelihoods and Cash 


Operations [Insert name] who are responsible for:  


- maintaining it up to date and relevant,  


- getting it approved by the relevant parties,  


- ensuring full compliance with procedures, and  


- making sure that all project stakeholders are aware of its contents and possible changes that are progressively 


introduced. 


Other intended users of this document are described below, with an indication of their areas of accountability or 


responsibility.  


Areas of accountability and responsibility have been divided into compliance with the principle of segregation of duties, 


to ensure internal controls and minimise fraud risk and errors.  


Response Team Leader: it is the staff who have the final decision-making power, go/no-go, veto on the entire work 


package 


Head of FSL and Cash: will be responsible for the management and implementation of the cash and voucher assistance 


activities  


FSL Coordinators: they are the focal points in the field responsible for the relations with FCF local partners, facilitating 


the spread of information on our way of working, eligibility criteria and activities within the communities;  


MEAL Coordinator and Officers: will be responsible for all actions described in “Accountability to beneficiaries and 


monitoring and evaluation” 


Finance: Responsible for all operative duties related with cash transfers to beneficiaries, management of e-banking 


activities, reconciliation process after each distribution, support during the distribution, posting information of CB in 


Agresso.   


Key definitions 
Cash Transfer Programming (CTP)  
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cash-based 


assistance 


(CBA) 


 


An ‘umbrella term’ referring to all programs where cash is given to individuals, 


households or community recipients. 


CBA covers all modalities of cash programming, including vouchers. The term can be 


used interchangeably with Cash Transfer Programming (CTP) which is a more 


common term within Save the Children.  


cash modality 


 


Refers to the different types of cash or voucher transfers that we can provide – e.g. 


making them conditional on completing some kind of task prior to the transfer versus 


unconditional, or restricted in their use versus unrestricted, etc. 


 


Cash transfer programming often creates debate so here are the key messages that we are sharing:  


Some of the benefits of CTP in humanitarian 


contexts include the choice and flexibility they provide 


to beneficiaries in terms of determining their priority 


needs, as well as the power transfer in terms of 


playing a larger role in their own relief and recovery 


efforts.  


CTP is also beneficial to local markets and can 


stimulate wider economic recovery.  


CTP can also be more cost efficient for implementing 


agencies as well as beneficiaries. 


Some of the risks of CTP which we will need to take 


steps to mitigate include security risks for staff or 


beneficiaries, inflation, diversion by authorities or 


elites, gender bias, etc. 


 


 


What will we be doing in the response?  


 


 


 


Multi-Purpose 


Cash Grants 


(MPGs) 


 


 


 


Household 


Livelihood 


Grants 


(Conditional Cash 


Transfer CCT) 


Multipurpose cash assistance (MPCA) offers an effective means for beneficiaries to 


prioritize needs in this context of mixed and varying migration patterns in a functioning 


market system and economy. Save the Children will be providing adolescent-responsive 


cash transfer assistance to support vulnerable and at risk FCF households in situations 


of high economic insecurity due to the impacts of COVID-19. 


The MPG rate is generally calculated based on a Minimum Expenditure Basket 


(MEB), which is defined as what a household requires in order to meet basic needs 


(which can be on a regular or seasonal basis) and its average cost. While we cannot 


restrict how this is spent by the targeted households, we can influence how it is spent. 


MPGs have been selected as they give the maximum choice and flexibility among all 


CTP types. 


 


Adolescent-responsive livelihood promotion interventions, including trainings and 
micro-grants provision for vulnerable households and youth who have lost their sources 
of income due to COVID-19.  


For more information on these and other CTP-related terms and approaches, please visit the Cash and Learning 


Partnership’s website at: http://www.cashlearning.org/ 


Related policies 
• Child Safeguarding Policy 


• Code of Conduct 


• Donor guidelines and formats 



http://www.cashlearning.org/
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• Awards management manual 


• Cash Ops Manual 


• Prohibited Parties & Money Laundering Policy 


• Fraud, Bribery & Corruption Policy 


• Procurement Policy 


 


Interventions overview 
The objective of the cash interventions 
Save the Children will be providing two types of cash-based assistance packages.  


1. Adolescent-responsive cash transfer assistance to support vulnerable and at-risk FCF households in situations of 
high economic insecurity due to the impacts of COVID-19, in order to prevent them from resorting to negative coping 
strategies that could lead to increased child protection risks. 


2. Adolescent-responsive livelihood promotion interventions, including trainings and micro grants provision for 
vulnerable households and youth who have lost their sources of income due to COVID-19, in order to prompt 
livelihoods restoration and prevent the use of negative coping strategies potentially harmful for adolescents in a 
sustainable manner.  


Caseloads per partners and geographic locations 


Name of Partner 


# OF HOUSEHOLDS TO BE ATTENDED BY SCI 


MPG Province CCT 
Name of 
Partner 


TOTAL 


      


      


      


      


      


      


      


TOTAL      


2.3 Value of cash transfer and frequencies 
 


Multi-Purpose Cash Grants (MPGs) 


Standard Transfer Value 


(STV) 


Criteria STV 


flexibility 
Frequency Duration 


2 pax household : xx USD 


3 pax household : xx USD 


4 pax household: xx USD 


5 pax household: xx USD 


6+ pax household : xx USD 


Household size Monthly 8 months 


 


Household Livelihood Grants (Conditional Cash Transfer CCT) 
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Standard Transfer Value 


(STV) 


Criteria STV 


flexibility 
Frequency Duration 


    


 


• 1st tranche – 


• 2nd tranche – 


• 3rd tranche -  


 


Note: A household can receive both MPG and CCT packages if they are proven to be eligible. 


 


Procurement and contracting process of cash 


transfer agent 
 


Accountable person(s) Chief of Party 


Responsible for specific tasks 


(s) 


Establishing the delivery 


mechanism 


SCUS Cash Advisor 


HST FSL Advisor 


Procurement, and 


contracting of the financial 


service provider 


Finance Director 


Head of Supply Chain 


Contributor(s) Finance Director – Head of Supply Chain - Global Category 


Lead 


To be informed  Regional Supply Chain 


 


Award kick-off meeting 
Subsequent to the standard kick-off meeting (managed by the awards team), the Chief of Party must have a meeting 


with other departments, i.e. security, logistics, HR, finance & awards to: 


• Alert them on the proposed dates of the implementation and timeline. 


• Share and discuss the award budget phasing to facilitate planning and payment- ensuring a proper forecast is 


crucial to allow payments. 


The Chief of Party is to communicate with finance, logistics and programme staff who will be handling the CTP so that 


they are aware of the CTP process being used and are appropriately trained.  Any additional capacity required should 


also be considered at this stage. 


Establishing a secure delivery and payment mechanism for cash transfers  


This step is under the responsibility of the Head of FSL and Cash. 
Annex 1 “Cash Feasibility Assessment and Delivery Mechanism” - provides an overview of the different delivery 


mechanisms.  


The chosen delivery mechanism is mobile money. 
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Financial Service Provider 
The mobile money transfer services agreement has been signed between Save the Children International Cambodia 


Country Office (“SCI”) and WING (“Service Provider”) on DD/MM/YY. The start date of the Services will be DD/MM/YY 


and will end on DD/MM/YY.  This period may be extended in virtue of the Agreement.  


The Service Provider possesses current licences to legally operate in [Insert country]   


The description of the services includes: 


• Providing sufficient and appropriate staffing to enable the creation of mobile money accounts within agreed 


timeframes.  


• Verifying the transfer file, processing the transfer request by depositing the requested amount in each recipient’s 


account, and notifying the recipients via SMS once the transfer is processed.  


• Establishing and maintaining a network of agents with sufficient capacity to enable recipients to cash out money 


from their mobile accounts in each geographic area for which the Supplier is bidding, within the period set out to 


project recipients.  


• Providing mobile distribution agents based on the needs of the programme in geographic locations where the 


Supplier does not have in place a sufficient number of agents, at the request of Save the Children, the Supplier will  


• Ensuring that its sub-offices and agents always have sufficient liquidity to facilitate the smooth collection of mobile 


money transfers by recipients. The Supplier is to include a contingency plan in the technical proposal which sets 


out how they will ensure availability of cash at the agents’ level. 


• Ensuring correct payments are made to the recipients according to the balance in their wallets without any 


deductions.  


• Dealing with complaints from recipients at the time of the cash out process in the manner agreed with Save the 


Children mobile transfers. 


• Providing Save the Children staff with training on all aspects of the mobile money transfer service and payment 


platform used by the supplier and provide the related reference materials and guidance/ manuals. 


• Developing with Save the Children staff suitable training materials for building the capacity of project recipients to 


use the mobile money transfer services. These will need to be developed in all relevant local languages where 


appropriate. 


• Delivering training sessions to project recipients jointly with Save the Children at agreed training locations and within 


agreed timeframes. 


• Ensuring that all financial and programmatic records are safely kept and available for audit by Save the Children or 


any other designated party. 


• Providing Save the Children with a secure multi-layered access to the platform to perform key tasks including but 


not limited to account management, cash transfers management and authorization, and general financial and 


programmatic reporting. 


• Provision of a platform to enable voice messages up to 90 seconds long, in agreed local languages, and of a content 


agreed with Save the Children to be sent to mobile money account holders. 


• Provision of a platform to enable bulk text messaging to mobile money account holders in local languages. 


• Management of cash-out services 
o Recruit, train and manage payment Agents at Service locations to deliver the cash-out services  
o Ensure each payment Agent has sufficient liquidity to facilitate full cash-out  


• Training and Support 
o Provide full customer support services to SCI and Beneficiaries, including: 


▪ helpline manned during business hours (9am-5pm)  
▪ tracking and responding to problems reported and complaints 


 


o Conduct training for SCI staff and Beneficiaries on the use of the WING electronic cash transfer 
system 


• System/Platform 
o Develop a good user friendly system/platform to facilitate the cash transfer service to 


Beneficiaries  


• Reporting 
o Collect and upload data and report regularly in format: 
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▪ Beneficiary transaction details (including. amount credited to smart cards, amount 
withdrawn) 


▪ Cash-out agent activity   
▪ Commissions and charges  
▪ Complaints received and if they were resolved / remain open  


Contracting of the financial service provider 
The financial service provider has been contracted using the official CTP contractual templates. The Support Services 


Director drafted the contract in consultation with the Supply Chain, finance, and programmes teams to ensure that the 


scope of work section in the contract is relevant to the needs of the project. 


The Support Services Director has led the vetting against prohibited parties list process by sending the FSP’s 


information to Centre Compliance at compliance@savethechildren.org. The contract has been signed according to the 


scheme of delegation. 


 


Beneficiary targeting and registration 
 


Accountable 


person(s) 
Head FSL/Cash Op [Insert name] 


Responsible for 


specific task(s) 


2.1 Household Economic survey (HES) data-collection 


and analysis 
Head Impact/Learning [Insert name] 


2.2 Household identification 


Head of FSL/Cash Op - [Insert name] 


Senior Specialist Emergency FSL – [Insert 


name] 


2.3 Know Your Customer (KYC) requirements are 


identified and shared 
Support Services -[Insert name] 


2.4 KYC WING compliant/non-compliant are identified 
FSL Coordinators – [Insert name] 


(in collaboration with partners) 


2.5 Mitigation measures are identified and implemented 


for non-compliant households 


(may require the procurement of mobile pones) 


FSL Coordinators – [Insert name] 


(in collaboration with partners) 


2.6 Eligible households are registered on WING system 
FSL Coordinators – [Insert name] 


(in collaboration with partners) 


Contributor(s) 


Head Impact/Learning – [Insert name] 


Supply Chain – [Insert name] 


Receptionist – [Insert name] (document stamping) 


To be informed  Chief of Party – [Insert name] 


Relevant 


documentation 
Copies of households’ ID documents, Households register, KYC requirements overview 


 


Targeting approach  
The targeting approach is under the responsibility of the Head of FSL and Cash with the support of the FSL 
Coordinators.  
 
This will be done by the MEAL team through Partners. 
 


Beneficiary selection process 
This step is under the responsibility of the MEAL team. 


Partners will apply a Household Economic Survey in Kobo, which consist of a set of questions to assess the vulnerability 
of the households and ensure eligibility to the program. 


The four main categories of vulnerability are social, economical, food insecurity and child protection.  



mailto:compliance@savethechildren.org
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The MEAL team will analyse the data and finalize the scoring in Kobo. The SCUS MEAL TA will support the national 
team in setting up MEAL systems and provide knowledge transfer to the local team in [Insert country] as well as assist 
with the baseline and final evaluation, post-distribution monitoring, market monitoring, will analyse the data and finalize 
the scoring in Kobo. 


The Head of FSL and Cash is to sign off the final list of beneficiaries and authorize, when necessary, the changes. 


4.3. Beneficiary Registration 
Beneficiary registration data will be collected by Partners via Kobo using mobile devices . Enumerators will collect 


household/family roster data, such as name, gender, age, identification documentation, and relationship to recipient of 


transfer for each member of the household. This information will be used to track beneficiaries and to determine the 


cash transfer value, as amounts are based per capita. 


Distribution planning 
Accountable person(s) Chief of Party - [Insert name] 


Responsible for specific 


task(s) 


 


 


 


 


 


 


4.1 SCI [Insert name of FSP] credentials are set-


up 
Support Services Director - [Insert name] 


4.2 [Insert name of FSP]  account is managed and 


monitored as per [Insert name of FSP]  regulations 


and SCI programmatic requirements 


Head FSL/Cash Op - [Insert name] 


4.3 Registration information and documents are 


consolidated  
FSL Coordinators - [Insert name] 


4.4 Transfer values are cross-checked with 


households’ size before funds are transferred 
Finance Manager - [Insert name] 


4.5 Registration information and documents are 


shared to [Insert name of FSP] 
Head FSL/Cash Op - [Insert name] 


4.6 Funds are transferred to [Insert name of 


agency] bank account in a timely manner 


Partner NGO Finance Manager and 


CO Finance Manager - [Insert names] 


4.7 Funds are transferred on SCI Cambodia WING 


account in a timely manner 


Finance Manager and 


CO Finance Manager - [Insert names] 


4.8 Field-level distribution plans are updated 


(monthly basis) in collaboration with partners 
FSL Coordinators - [Insert name] 


4.9 Monthly cash-flow forecasts are updated Head FSL/Cash Op - [Insert name] 


4.10 Monthly Cash Transfer Authorizations (CTA)  


CoP – [Insert name] OR 


CD – [Insert name] 


(depending on CT total amount) 


4.11 Validated lists of beneficiaries with specific 


cash amounts are shared monthly with Finance 
FSL Coordinators – - [Insert name] 


4.12 Communication with beneficiaries ahead of 


distribution and beneficiary orientation 


FSL Coordinators – - [Insert name] 


(in collaboration with partners) 


Contributor(s) [List job titles and names of all relevant parties] 


To be informed [List job titles and names of all relevant parties] 


Relevant documentation Payment request, Requests for transfer, Transfer approval form, Account codes and analysis 


code descriptions register, List of beneficiaries, Communication Plan 


Monthly cash forecast 
This step is under the responsibility of the Chief of Party. 
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The Head of FSL and Cash is to complete the CTA on a monthly basis and includes the cash transfer activities in the 


monthly cash forecast. 


The completion and approval of the CTA should be planned so as to allow timely sign off.  


The staff responsible for filling the CTA will refer to CTP Agresso Codes Quick Reference Guide, in order to use the 


correct “account codes” (below for easy reference) and the mandatory “analysis code description” (i.e. unrestricted and 


unconditional cash transfers; unrestricted and conditional cash transfers; restricted and unconditional cash transfers; 


restricted and conditional cash transfers). 


Acc Code  Account Code Description [adjust table for your organisation and setting] 


5402  Cash Transfer (CTP) – Direct cash distributions 


5404  Cash Transfer (CTP) – Cash distribution performed by agent 


5406  Cash Transfer (CTP) –  Cash transfers through mobile money 


5408  Cash Transfer (CTP) – Other electronic cash transfers 


5452  Cash Transfer (CTP) –  Electronic vouchers 


5454 Cash Transfer (CTP) –  Paper vouchers 


5415 Cash Transfer (CTP) –  Service fees for Cash Transfer Programming 


 


The below table shows the Scheme of Delegation (SoD) for the response; the programme teams will have to plan 


accordingly for when the amount in the CTA is above the Chairperson’s limit accounting for regional and centre 


approvals. 


 


Name Position Limit 


[Insert job title and name 
of all relevant parties] 


Country Director $ [insert amount] 


[Insert job title and name 
of all relevant parties] 


Chief of Party $ [insert amount] 


 


The cash transfer authorisation (CTA) will include: 


✓ Copy of the approved distribution plan 


✓ Confirm that programme has approved beneficiary targeting & registration process 


✓ Confirm that programme has approved MEAL processes for monitoring 


✓ Attach 3rd party vendor contract (if applicable) 


✓ Key dates for approvals, cash requirements and transfers 


✓ Summary payment information including identification of beneficiaries and security arrangements (if applicable) 


✓ Approvals in line with the relevant Scheme of Delegation 


Communication with beneficiaries ahead of distribution 
This step is under the responsibility of the FSL Coordinators.  


It is of paramount importance that beneficiaries are informed of any change in the distribution plan, if necessary, also 


through individual phone calls/visits. Unnecessary expenditures and risks should be spared to beneficiaries, at all times. 


Fund release  
This step is under the responsibility of the Chief of Party in coordination with Finance Director. Its necessary 


precondition is the approval of the cash transfer authorisation.  
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Mobile Money Distribution  
Accountable person(s) Chief of Party - [insert name] 


Responsible for specific 


task(s) 


5.1 FSP User Management Support Services Director - [insert name] 


5.2 Initiator FSL Coordinators – [insert name] 


5.3 Approval level 1 Head FSL/Cash Op - [insert name] 


5.4 Approval level 2 CoP - [insert name] 


Contributor(s) [List job titles and names of all relevant parties, including partner organisations] 


To be informed  [List job titles and names of all relevant parties] 


Relevant documentation Payment request, Payment approval, List of beneficiaries 


 


6.1 Sensitisation of communities and beneficiaries  


 


The MEAL team in close coordination with the FSL/Cash team is responsible for the design 


and delivery of the sensitisation and communication materials to beneficiaries and non-


beneficiaries in the targeted area (this will be conducted by Partners). 
• Who is SCI 


• SCI values, including Child Rights and Child Safeguarding 


• SCI is neutral and not discriminatory 


• Name of the project and its objective 


• What are we distributing (how much and for how long) and through which delivery mechanism 


• Who are our target beneficiaries and what criteria were used to select them (overview of our targeting approach) 


• How the money can be used 


• Complaints and feedback mechanism: how SCI can be reached, but also what kind of issues can be reported (e.g. 


issues encountered with an agent, any security incidents or challenges faced during the distribution, any questions 


or concerns).  


A complaints box should be put in place, e.g. at a distribution venue, with pen and paper available for beneficiaries 
to raise any issue anonymously. 


• Importance of safeguarding:  


o Ensure that adolescents and adults are aware that they should report abuse 


o How to recognise abuse and report any concern through the SCI hotline or by addressing a SCI member of 


staff 


o Key safeguarding messages 


6.2  Reconciliation 
FSP will submit a transaction report written in English, and the invoice corresponding to the transaction fees for the 


amount disbursed to beneficiaries. FSP will also produce a reconciliation between the funds required to be disbursed 


(transfer file), funds successfully loaded onto recipients’ accounts, funds uncollected from recipients’ account, amounts 


repaid to Save the Children 


 


Accountability to beneficiaries, monitoring, 


evaluation and reporting 
 


Accountable person(s) Head Impact/Learning – [Insert name] 







                
  


13 
 


Head FSL/Cash Op - [Insert name] 


Responsible for specific task(s) 


7.1 Post-distribution monitoring Head Impact/Learning – [Insert name] 


7.2 Complaint & Feedback Mechanism 
Country Office MEAL team 


([Insert name] 


Contributor(s) [List job titles and names of all relevant parties] 


To be informed  [List job titles and names of all relevant parties] 


Relevant documentation Consultant’s ToR, Payment request, payment approval, PDM reports, financial reports 


 


In order to guarantee accountability to the community, an accountability mechanisms system will be put in place 


comprising hotline, dedicated emails and complaint/ suggestion boxes. 


Output monitoring 
Output monitoring activities will focus on who received the transfers, value received each time, and how many 


distributions.  


Figures are compared against the targets set in the log-frame. MEAL is to share output reports will be shared with the 


Head of FSL and Cash after every round of distribution, to allow time for planning adjustments, if needed. Discrepancies 


showed between the planned distribution list and the actual distribution list are to be documented, justified and corrected 


wherever possible.  


Process monitoring 
Process monitoring is to assess whether distribution process has met beneficiaries’ expectations. This is done through 


distribution monitoring at the distribution sites (where possible)), post-distribution monitoring interviews with 


beneficiaries (this is the main information source), focus group discussions with community members (including non-


recipients), and should cover at least the following topics: 


• awareness of the targeting process; 


• appropriateness of delivery mechanisms;  


• difficulties encountered at cash distribution site (waiting time, organisation of distribution, amount received, etc.); 


• whether the correct amount was received (cross-check number of people and amount received) 


• any negative or positive impact on intra-household’s dynamics (e.g. inequity in decision making, violence) 


• any negative or positive impacts on the community (e.g. gender issues, violence, tensions and jealousy) 


Complaints and feedback mechanisms 
 [Complaints and feedback mechanisms also support process monitoring (e.g. hotline, suggestion box, community-


based staff who can receive feedback, complaints desks and helpdesks at distribution sites, etc.) and ensure wider 


accountability to beneficiaries.  


This section will define what mechanism will be utilised, why that specific mechanism was chosen, and how it will 


operate, i.e. how the community will be informed about the complaints/feedback mechanism; how complaints/feedback 


will be collected, by whom, and where (e.g. complaints/feedback log with standard data points to be entered, status of 


the complaint/feedback management); roles and responsibilities in handling different types of complaints/feedback; how 


confidentiality and privacy of information is guaranteed, in the best interest of the individual who is filing the 


complaint/feedback, and in a way to ensure appropriate handling and – where necessary - investigation.  


The complaint/feedback mechanism should follow child-safeguarding protocols, and be designed in collaboration with 


child safeguarding team in country. 


It will define format for posters and visibility material explaining complaints and feedback mechanism processes. Leaflets 


with programme information for beneficiaries in local language: purpose of project, timeframe, frequently asked 


questions, etc 


Typical complaints and feedback requests include: exclusion from beneficiary list; difficulties to access supplies at 


selected markets in time; difficulties in accessing cash due to liquidity limitations at cash providers; long queuing at the 


suppliers or cash distribution agents; corruption or fraud; child protection related issues.  
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The MEAL Coordinators will develop a frequently asked questions document about issues that beneficiaries might 
face with our programme and delivery mechanism. The document will be shared widely with the MEAL team and 
partners. Also, MEAL will identify urgent complaints and feedback requests that will require immediate escalation (e.g. 
stolen phone), but that fall outside the usual category 5 and 6 complaints. Staff who receive and document complaints 
will receive an overview of these urgent complaints and a focal point to contact. 


Market monitoring 
The information is collected by the Partners from a sample of markets and / or stores where the beneficiary population 


frequently purchases their essential commodities and services, if robust secondary-data analysis is not already 


available. The monitoring of market prices will be carried out once every three month in the same markets in order to 


identify the changes in the prices. 


The FSL/Cash Coordinators are to flag immediately any major and/or sudden price fluctuation that may impact the 


cash transfer programming.   


Reporting 
 


The Head of FSL and Cash and the finance team will submit both narrative and financial reports to the awards team 


according to the specified deadlines. The awards team will then do a review, consolidate and ensure they are as per 


the formal donor formats. The awards team will then submit these reports to the member for review and sign off before 


sending to the donor.  


Type Of Report 
Due Date To 
Donor 


Responsible Person 
for Donor 


Due Date To 
Member 


Responsible Person  
for Member 


Baseline     


Six Monthly Narrative Report     


Annual Narrative Report     


Final narrative report     


Equipment and property 
inventory 


    


 
Partners reporting requirements  


Closure and archiving 
Accountable person(s) Finance Director 


Responsible for specific tasks  Closure Finance Coordinator 


Archiving Awards Manager 


Contributor(s) Head of FSL and Cash, IT Coordinator 


To be informed  Chief of Party 


 


Closure  
The awards team will liaise with the Finance Coordinator and the Head of FSL and Cash one month before the closure 


of the grant; the Finance Coordinator will then lead the closure of the Cash components of this grant in coordination with 


the Head of FSL and Cash. As a general rule and unless otherwise approved by the Chief of Party and Finance Director, 


distributions during the last month of the grant will not be processed. To ensure proper implementation, the different 


stakeholders will design the program and the work plan taking into consideration this important rule. 
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The closure process will rely on the reconciliation reports completed after every distribution cycle. The awards team will 


be responsible for informing the respective member about the underspent and decision to be taken as a result of it. 


Archiving 
All documents and forms completed by the different stakeholders that are referenced in this SOP should be archived 


properly. In parallel to the physical archiving, all documents developed and completed within this SOP should be 


archived electronically in an easily accessible manner. The IT team will support in developing a shared folder structure 


on the server dedicated for storing all the CTP related documents. 


Annexes: 
1. Cash Feasibility and Risk Assessment 


2. Financial Service Provider Assessment 


3. Cash Transfer Authorization 


4. Final Eligible Beneficiary List 


5. Complaint/ Suggestion form 


6. Monthly Report Template (to be provided by Bianca)  


7. Quarterly Report template (to be provided by Bianca) 


8. Annual Report Template (to be provided by Bianca) 


9. Final Narrative Report Template (to be provided by Bianca) 


 








 


 
Tool: Staff Behaviours for Adolescent-
responsive Cash and Voucher Assistance   


 


Overview 


Purpose The table presents a full list of all the job behaviours needed to deliver high-


quality adolescent-responsive cash and voucher assistance.    


How to use this 


tool 


Use this tool when selecting your team members and partner organisations 


and developing learning opportunities. Review the menu of behaviours to 


identify skill gaps and areas for strengthening through recruitment, 


partnership, or learning.  


Topics covered Pre-knowledge, cash and voucher assistance for child protection, cross-


cutting practices, assessment, design, monitoring and evaluation, 


implementation 


Introduction  
The following is a full menu of all the behaviours needed to deliver high-quality adolescent-


responsive cash and voucher assistance. These behaviours may be from within your team, or 


you may bring in these behaviours (skills) through consultants or collaboration with other 


actors in your setting.  


You can use this menu of behaviours when:  


• Recruiting staff: identify the gaps in skills shown among existing team members. Seek to 


recruit diverse individuals who address those gaps.  


• Selecting partners: identify the gaps in skills shown among existing team members. Work 


with partner organisations, agencies, or service providers who address those gaps.  


• Developing learning sessions: create opportunities to address gaps in skills shown among 


existing team members. Learning needs can be addressed through mentoring, on-the-job 


supervision, e-learning, face-to-face sessions, and job aids.  


The behaviours are presented in seven categories:  


1. Pre-knowledge  


2. Cash and voucher assistance for child protection (CVA for CP) 


3. Cross-cutting practices  


4. Assessment  


5. Design  


6. Monitoring and evaluation 


7. Implementation 







 


 


Staff behaviours needed to deliver high-quality adolescent-


responsive cash and voucher assistance 
 


A. Pre-knowledge 


A. 1 Staff can access and understand the resources they need for CVA for CP and can 


communicate effectively with their colleagues in different sectors 


A. 1.1 Explain to others what CVA for CP is 


A. 1.2 Communicate using CVA terminology and concepts 


A. 1.3 Communicate using CP terminology and concepts 


A. 1.4 Access key CVA guidance documents, tools, and resource people 


A. 1.5 Access key CP guidance documents, tools, and resource people 


B. CVA for CP: Cross-cutting practices 


B. 1 Children and adults receiving CVA are safeguarded from abuse and exploitation 


B. 1.1 Determine the (child) safeguarding risks that arise from CVA  


B. 1.2 Select appropriate mitigation strategies to reduce (child) safeguarding risks 


B. 1.3 Sensitise adolescents, families, and community members on reporting mechanisms for suspected 


abuse 


B. 1.4 Recognise signs of potential exploitation and abuse 


B. 1.5 Appropriately report and respond to suspected abuse 


B. 1.6 Include codes of conduct in contracts with partners and FSPs 


B. 1.7 Train partners and FSPs on (child) safeguarding 


B. 1.8 Monitor partners' and FSPs' compliance with (child) safeguarding and prevention of sexual 


exploitation and abuse policies and codes of conduct 


B. 2 Fair consideration is given to CVA as a CP intervention 


B. 2.1 Explain to others how CVA supports the achievement of certain CP outcomes 


B. 2.2 Address any misconceptions about CVA for CP 


B. 2.3 Explain when and how CVA can be safely and effectively provided directly to adolescents (for 


example, adolescent mothers, expectant adolescents, and child-headed households) 


B. 3 CVA for CP programming strengthens social and child protection systems (see D5) 


B. 3.1 Coordinate with other organisations to more effectively and efficiently deliver CVA for CP 


B. 3.2 Build partnerships to complement and strengthen existing social safety nets 


C. Assessment 


C. 1 Assessments generate data that can be used to ethically and effectively deliver CVA for CP 







 


C. 1.1 Ensure data is collected on the CP risk and protective factors and safeguarding concerns that could 


be associated with CVA and the linkages between economic vulnerability and CP 


C. 1.2 Identify which CP risk and resilience factors may be linked to economic factors that can potentially 


be addressed by CVA  


C. 1.3 Identify safeguarding concerns and mitigation measures relevant to CVA for CP programming 


C. 1.4 For CP staff: understand the purpose and outputs of market assessments 


C. 1.5 Integrate CP into the market assessment data collection and analysis, including data on the CP risks 


associated with CVA and the costs to adolescents and families accessing child-/adolescent-


focussed services (ECD, education, SRHR, etc.) 


C. 1.6 Advocate for the inclusion of CP in integrated needs assessments across sectors 


C. 1.7 Ensure data is collected on norms that could enable or obstruct the ethical and effective delivery of 


CVA 


C. 1.8 Ensure data is collected on community awareness and acceptance of providing CVA to adolescents, 


families, parents/caregivers 


C. 1.9 Assess existing social protection mechanisms for adolescents and families 


C. 1.10 Analyse legal and policy frameworks and regulations to determine if they enable or obstruct directly 


transferring CVA to adolescents and/or specific sub-groups, foster carers, etc.  


C. 2 Data on adolescents and families is ethically collected, stored, shared, and analysed 


C/E 2.1 Implement and advocate for participatory approaches to conducting assessments with children when 


this can be done ethically and meaningfully  


C/E 2.2 Ensure the plan and tools for data collection conform to ethical research standards, including safety 


for participants and staff, confidentiality, data protection, and informed consent/assent 


C/E 2.3 Adapt protocols and tools for obtaining informed consent/assent from adolescents 


C/E 2.4 Adapt information-sharing protocols and data protection protocols (ISP/DPP) so they reflect the 


sensitivities of CVA- and CP-related data collection 


C/E 2.5 Train and support staff to ethically collect CVA for CP relevant data from adolescents, families, and 


other informants 


C/E 2.6 Supervise data collection to ensure ethics and data quality 


C/E 2.7 Ensure referral pathways are in place and that adolescents and families identified as in need of 


services through assessments are appropriately referred 


C/E 2.8 Ensure protocols are in place and being used to respond to critical incidents, report abuse, and refer 


assessment participants to services 


C/E 2.9 Ensure data is stored, shared, and analysed in ways that ensure data protection and privacy, 


removing all identifying information as early as possible 


C/E 2.10 Ensure data is collected from adolescents of different genders, ages, disability status, and other 


identities and status and that the data is disaggregated 


D. Design 


D. 1 A clear theory of change that communicates how CP outcomes can be achieved using CVA 


D. 1.1 Select and adapt a theory of change that communicates how CP outcomes can be achieved using 


CVA 







 


D. 2 The programme targets the children who will benefit most from CVA for CP 


D. 2.1 Decide who will receive CVA based on assessment results  


D. 2.2 Decide on the eligibility criteria, considering the effects of discrimination of adolescents of different 


genders, ages, disability status, and other identities and statuses 


D. 2.3 Revise the eligibility criteria and targeting strategy to mitigate the risk to adolescents and their 


families 


D. 3 Activities and a workplan that support the achievement of programme outcomes 


D. 3.1 Identify the activities necessary to deliver CVA and complementary CP activities 


D. 3.2 Create a realistic timeline for the completion of project activities 


D. 4 A design that is context sensitive, adaptive, sustainable, and does no harm 


D. 4.1 Consider how norms will enable or obstruct your plan to ethically and effectively deliver CVA 


D. 4.2 Consider intended and unintended consequences for adolescents and families receiving CVA 


D. 4.3 Identify potential risks to programme implementation and measures to mitigate those risks 


D. 4.4 Include activities that build the awareness and acceptance of the affected population for providing 


CVA to adolescents and their families 


D. 4.5 Ensure that local laws and institutions are reflected in the design of the programme 


D. 4.6 Ensure planned activities engage with and improve social and child protection systems 


D. 4.7 Design an exit strategy for the programme (see F2F modules)  


D. 4.8 Build in flexibility and opportunities for learning, reflection, and redesign at all stages of programme 


implementation 


D. 5 Sufficient and efficient allocation of financial and human resources  


D. 5.1 Calculate the total amount of CVA to be delivered 


D. 5.2 Estimate the human resources needs and costs of the project, including resources for training and 


staff wellbeing 


D. 5.3 Calculate additional costs of delivering CVA and complementary CP activities 


E. Monitoring and evaluation (M&E) 


E. 1 The programme has indicators that reflect the context and the programme design 


E. 1.1 Develop programme implementation indicators 


E. 1.2 Develop context-specific CVA for CP indicators 


E. 1.3 Develop context-specific red flag indicators 


E. 1.4 Develop context-specific child wellbeing indicators 


E. 1.5 Adapt or develop new indicators based on what is learned in the course of implementing the 


programme 


E. 1.6 Choose appropriately between quantitative versus qualitative indicators 


E. 2 The programme has an M&E data collection plan and tools 







 


E. 2.1 Use the available monitoring toolkits to design a plan and tools according to good practices 


E. 2.2 Identify opportunities to ethically and efficiently collect data to monitor and evaluate: the provision of 


CVA for CP; the implementation of complementary CP activities; the intended and unintended 


impacts of CVA on adolescents, their families, and communities, including safeguarding threats 


E. 2.3 To the extent feasible, ensure that data is collected periodically to capture change over time, 


including after CVA has been discontinued 


E. 2.4 Adapt, develop, and use monitoring tools and forms that reflect the needs of the programme and the 


context and are adolescent-responsive (i.e. PDM, integration of CVA monitoring in case 


management process, as well as cash request/receipt) 


E. 2.5 Collect data in ways that allow for disaggregation by gender, age, disability, and other relevant 


identities and statuses  


E. 2.6 Field test and revise data collection tools 


E. 3 The results of monitoring and evaluation efforts are reported to affected populations and 


other stakeholders, including adolescents 


E. 3.1 Share preliminary results with a selection of those who provided data to check its validity 


E. 3.2 Report on results in different formats for different audiences, including affected populations, ensuring 


that all identifying information is removed 


E. 3.3 Create adolescent-responsive versions of reports 


E. 3.4 Disseminate results through channels and in formats likely to reach affected populations and other 


stakeholders, including adolescents  


E. 3.5 Modify the design and implementation of the programme to integrate lessons learned  


E. 3.6 Share findings with CP and CVA colleagues 


F. Implementation 


F. 1 The programme is implemented in accordance with child rights principles 


F. 1.1 Implement the programme in accordance with the best interests of adolescents, considering the 


views of adolescents, and respecting the decision-making authority of parents/caregivers 


F. 1.2 Adapt programming for adolescents and families of different genders, ages, abilities, and other 


identities and statuses 


F. 1.3 Ensure programming is combatting, not perpetuating, discrimination based on gender, disability, 


race, or other status 


F. 1.4 Meaningfully and ethically engage adolescents and families in the implementation of programming 


F. 2 The programme benefits the intended adolescents 


F. 2.1 Identify, adapt, and use appropriate recruitment approaches and tools, including household analysis, 


so as not to put targeted adolesents at risk 


F. 2.2 Establish and regularly review eligibility criteria that are targeted but do not unintentionally 


discriminate against adolescents of different identities and statuses 


F. 3 The risks to adolescents and families receiving CVA are mitigated  


F. 3.1 Build relationships of trust with families 


F. 3.2 Apply eligibility criteria to prioritise adolescents and their families for support with finite programme 


resources  







 


F. 3.3 Distribute CVA in an adolescent-responsive manner 


F. 3.5 Advocate for and represent the needs of adolescents at-risk  


F. 3.6 Hire and train staff in safeguarding and (child) protection 


F. 4 CVA is integrated into complementary CP interventions 


F. 4.1 Integrate CVA into case management 


F. 5 Adolescents who are direct recipients of CVA have a basic understanding of money 


management 


F. 5.1 Identify and adapt tools and activities that explain money management in simple and practical ways 


to adolescents and their parents/caregivers 


F. 6 The programme has a transition or exit strategy in place 


F. 6.1 Design an appropriate transition or exit strategy for adolescents and their parents/caregivers and 


families 


F. 6.2 Link community-level action and government interventions  


F. 6.3 Ensure sustainability of the CVA interventions established to assist adolescents and their 


families/parents/caregivers  


 


 








 


                   


Tool: Urgent Action Procedures1 


 


Overview 


Purpose Clarify the steps to be taken if, during consultations, (i) there are suspicions, 


disclosures or reports of child protection or safeguarding concerns or (ii) 


respondents becomes distressed.   


How to use this 


tool 


This mini guide gives you step-by-step guidance on responding to signs of 


distress and suspicions or disclosures of child protection and safeguarding 


concerns.  


Topics covered Urgent action procedures, signs of distress, disclosures, suspicions, 


safeguarding, referral  


Introduction 
All staff carrying out consultations with adolescents, their parents/caregivers, their families, or 
community members must know how to respond if there are:  


• Signs of distress among respondents  


• Disclosures or reports of incidents of abuse, neglect, exploitation, violence, harm or mental distress 
among adolescents 


• Suspicions that any adolescents have been harmed. This applies equally whether adolescents are 
part of your programme or not. 


Key terms used in this tool 
 


Disclosures are when an individual speaks about an incident of harm, or future potential harm, to the 


organisation. The disclosing individual may be an adolescent, a caregiver, a teacher, or other non-


offending person. They may be the victim of harm, a witness, or someone the victim has confided in.  


A suspicion is a concern or reported incident that is, as yet, not proven by evidence to be true.2  


A report is the term used to describe any incident, concern, or suspicion being raised with an 


organisation once the organisation receives information.  


Safeguarding is an umbrella term that covers (i) sexual exploitation and abuse related to an 
organisation’s staff, programmes, or operations and (ii) sexual harassment. It is increasingly being used 
in the international humanitarian sector as a broad term that covers all forms of harm caused by staff, 
associates, programmes or operations, where survivors are affected populations and/or other staff 
members – adults or children, including adolescents.  


                                                


1 This document is based on the Urgent Action Procedure questions set out in the tool: Hannah Thompson and 


Antoine Sciot (forthcoming) Quick Guide: Baseline and post-distribution monitoring surveys for adolescent 


recipients of cash and voucher assistance, The Alliance for Child Protection in Humanitarian Action  


2 Thompson, Hannah and Whiting, Claire (2019) UK NGO safeguarding definitions and reporting mechanisms: 
Definition of key words, BOND and Proteknon, https://www.bond.org.uk/resources-
support/safeguarding/safeguarding-definitions-and-reporting-mechanisms-for-uk-ngos/  



https://www.bond.org.uk/resources-support/safeguarding/safeguarding-definitions-and-reporting-mechanisms-for-uk-ngos/

https://www.bond.org.uk/resources-support/safeguarding/safeguarding-definitions-and-reporting-mechanisms-for-uk-ngos/





 


 


Sexual abuse means the actual or threatened physical intrusion of a sexual nature, whether by force or 


under unequal or coercive conditions.3 It is a broad term that may be used to cover a range of acts, 


including rape, sexual assault, sex with a minor, and sexual activity with a minor.4   
Sexual exploitation Any actual or attempted abuse of a position of vulnerability or differential power or 


trust for sexual purposes, including, but not limited to, profiting monetarily, socially or politically from the 


sexual exploitation of another.5 


How to use the urgent action procedures  
 
• Site-specific urgent action procedures have to be established before beginning consultations and 


programme activities.  


• All staff must be trained on the urgent action procedures.  


• All staff must implement the urgent action procedures set out below IMMEDIATELY when there are 
signs of distress and/or disclosures, reports, or suspicions of harm.  


The best interests principle and confidentiality  
The best interests principle states that “in all actions concerning children,…the best interests of the child 


shall be a primary consideration.”3  


The best interests principle may lead a staff member to override a child or adolescent’s wishes or the 


principle of confidentiality if there is a need to protect a child or adolescent and provide urgent 


assistance. This is suitable when there is: 


1. Ongoing risk of harm to a child, adolescent, or someone else involved in the concern.  


For example, an adolescent may wish to keep an incident of sexual violence secret, but to prevent 


further abuse of the child by someone in their household they should be placed in alternative care.  


2. An immediate physical or emotional need for assistance.  


For example, an adolescent may wish to keep an incident of sexual violence secret, but the need for 


urgent medical assistance requires referral to health service providers.   


3. An individual reports that they are thinking of attempting suicide.  


For example, an adolescent may wish to keep an incident of sexual violence secret. However, 


they tell you they think it would be best if they were no longer alive, and you see signs that they 


have been cutting themselves, so they need urgent specialised mental health assistance.  


                                                


3 United Nations, 9 October 2013, Secretary-General’s Bulletin Special measures for protection from sexual 


exploitation and sexual abuse, ST/SGB/2003/13, available at: 
https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Deskto


p&LangRequested=False 
4 United Nations, 24 July 2017, Glossary on Sexual Exploitation and Abuse: Thematic Glossary of current 


terminology related to Sexual Exploitation and Abuse (SEA) in the context of the United Nations, Second Edition, 


available at: http://pseataskforce.org/uploads/tools/1501161761.pdf  
5 United Nations, 9 October 2013, Secretary-General’s Bulletin Special measures for protection from sexual 


exploitation and sexual abuse, ST/SGB/2003/13, available at: 
https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Deskto


p&LangRequested=False; also used in United Nations, 24 July 2017, Glossary on Sexual Exploitation and 


Abuse: Thematic Glossary of current terminology related to Sexual Exploitation and Abuse (SEA) in the context 


of the United Nations, Second Edition, available at: http://pseataskforce.org/uploads/tools/1501161761.pdf  This 


definition forms the basis for the definition presented in CHS Alliance, 2017, PSEA Implementation Quick 


Reference Handbook, https://pseataskforce.org/uploads/tools/1499958998.pdf and in the IASC GBV Case 


Management Guidelines.   



https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Desktop&LangRequested=False

https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Desktop&LangRequested=False

http://pseataskforce.org/uploads/tools/1501161761.pdf

https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Desktop&LangRequested=False

https://undocs.org/Home/Mobile?FinalSymbol=ST%2FSGB%2F2003%2F13&Language=E&DeviceType=Desktop&LangRequested=False

http://pseataskforce.org/uploads/tools/1501161761.pdf





 


• When there is a disclosure of harm to a child/adolescent, the name of a participant and details of 
harm can be shared with those who will act to protect the child/adolescent, prevent further harm 
and/or respond to existing harm.  


• Different agencies may have different policies with regards to disclosures. In general, data 
collectors and staff working on the evaluation should report disclosures to the child protection focal 
point appointed for the evaluation. 


• Child protection focal points should be the ones to assess the situation and make a decision as to 
the best interests of the child.  


Different scenarios where urgent action may be needed  
 
If an adolescent, their parent/caregiver, a family member, a member of the community or other 
respondent becomes distressed during the consultation process: 


• Offer to do a listening/counselling session yourself (if you are qualified) or  


• Refer them to someone else who is qualified (if you are not) or  


• Offer them the possibility to talk to someone else, even if you are qualified. For example, the 
respondent may prefer to speak to someone in a different language or of another gender.  


If an adolescent, their parent/caregiver, a family member, a member of the community or other 
respondent disclose a child protection or safeguarding concern to you:  


• Proceed with the discussion gently. 


• Offer the respondent the opportunity to leave and privately discuss with another enumerator or 
person of their choosing.  


• Ask the urgent action questions. 
If you become suspicious that a child/adolescent is being harmed or may be harmed in the 
future:  


• Proceed with the discussions without drawing attention to your concerns. Drawing attention to the 
issue can cause a breach of confidentiality.  


• Do not condone, ignore, excuse or support any harmful behaviour being discussed.  


• For example, if an adult respondent is talking about their child being engaged in child labour, do 
not say “Ah, it is good your child is able to work to support the family.” 


• Keep the respondent who discussed the issue that caused concern behind for a private discussion 
immediately after the group discussion/ interview.  


o If they are not able to stay, respect this, but ask for contact details so you can follow up 
or suggest you can accompany them home, etc.  


o If they are able to stay, have them meet and speak with a case worker. The case worker 
should be able to gently discuss the situation and seek clarification on what has caused 
concern.  


o The case worker may need to take action and follow up if they feel there is a possible child 
protection or safeguarding issue.  


 


 
When urgent action is needed: 
 


• Follow the steps outlined in Table 1: Urgent Action Procedure, below. 
 
 


When urgent action is not needed:  
 


• Explain respondents can always:  
o Talk to you after the meeting is finished  
o Talk to you during one of your usual meetings  
o Be referred to someone else (provide details of other qualified service providers) 
o Access urgent and routine services directly themselves after the discussion. Share details 


of service provider options on a referral card. 







 


Table 1: Urgent action procedure 
 


1. Stop the interview, discussion, or consultation.  


2. Refer to the respondent raising the issue or causing concern to a person, qualified to support a referral of a 


child protection or safeguarding case 


3. The case worker should then ask the following questions:  


? Question 1: How old is/was the person affected?  


Please specify:  


 


A: 


? Question 2: Is the person a girl, a boy, or child who identifies as of diverse sexual orientation and 


gender identity?  


A: Girl A: 


B: Boy A: 


C: Other, please specify   A: 


D: Rather not say A:  


? Question 3: Can you describe the incident and what happened?  


(Note: you should not probe. Record what you have been told, even if you feel it is missing key information.) 


Free-form answer:  


 


 


? Question 4: Have they already had assistance?  


Free-form answer:  


 


 


? Question 5: How are they now?  


Free-form answer: (Be sure to record if you are told that they need medical attention, safety, psychosocial support, 


shelter, etc.) 


 


 


 


 


• Action:  


 


If they need either immediate or urgent medical attention or an immediate safety and/or security response, 


pause the interview and either… 


(1) Conduct a referral  


OR 


(2) If you are a qualified child protection case worker, focus on carrying out a rapid case management 







 


assessment and develop a safety plan, seeking case supervision if needed. 


 


? Question 6: Are they likely to become unsafe in the coming hours, days or weeks? 


 


 


• Action:  


IF YES… 


 


Pause the interview and either… 


(1) Conduct a referral  


OR 


(2) If you are a qualified child protection case worker, focus on carrying out a rapid case management 


assessment and develop a safety plan, seeking case supervision if needed. 


IF NO…  


 


Record a free-form answer to follow up as part of your usual case management meetings and return to the 


survey/ interview script:  


 


 


 


 


 








 


Tool: Key Messages for Carrying out 
Advocacy on Adolescent-responsive Cash 
and Voucher Assistance 


Overview 


Purpose Sets out key messages for influencing other actors when using cash and 


voucher assistance as a modality to: 


• Meet humanitarian needs of adolescents  


• Achieve adolescents’ protection, education, health, and wellbeing outcomes                


How to use this 


tool 


Review the messages. Collaborate with diverse adolescents and other relevant 


stakeholders to establish which are priorities for your advocacy in-country. 


Include the selected advocacy messages in your advocacy plan.   


Topics covered Advocacy messages, stakeholders, targeting, funding, monitoring, evaluation, 


accountability   


Supporting tools  Tips for Consulting Different Stakeholders when Implementing Adolescent-


responsive Cash and Voucher Assistance 


Introduction  
This tool helps you identify messages related to adolescent-responsive CVA that should be included in 


your advocacy plan. This tool starts with a description of how to use this tool, then sets out a table of 


key advocacy subjects related to adolescent-responsive cash and voucher assistance, and concludes 


with an overview of documents that contain evidence that may be useful when carrying out advocacy 


on adolescent-responsive CVA.   


The following guidance does not explain how to develop and manage an advocacy strategy with and 


for adolescents. Information on this is covered in other guidance. See, for example:  


Girls Get Equal: Campaign toolkit, https://plan-international.org/girls-get-equal/youth-


toolkit/.  


An Advocacy Toolkit: The Education We Want, https://plan-


international.org/publications/advocacy-toolkit/  


How to use this advocacy tool  
You should use this tool by:  


• Reviewing the advocacy messages.  


• Collaborating with a range of stakeholders in-country to establish which are the priority 


messages for advocacy in your context.  


o Include the following stakeholders: diverse adolescents and their parents/caregivers; 


market service providers; financial service providers; and/or organisations, service 


providers, and individuals who have regular contact with adolescents.  


See Tool – Tips for Consulting Different Stakeholders when Implementing 


Adolescent-responsive Cash and Voucher Assistance. 


• Including the selected priority messages in your advocacy plan.   



https://plan-international.org/girls-get-equal/youth-toolkit/

https://plan-international.org/girls-get-equal/youth-toolkit/

https://plan-international.org/publications/advocacy-toolkit/

https://plan-international.org/publications/advocacy-toolkit/





 


Key advocacy subjects   
This section provides details about:  


• The key issues you should advocate for  


• The stakeholders that need to be influenced to achieve the advocacy goal 


• When in the programme cycle you should advocate on this subject.  


You may not need to advocate on all these issues. In some settings, actors implement these activities 


without being lobbied to do so. 


 







 


Table 1: Key advocacy messages  


Advocacy messages Advocacy target When in programme cycle to carry out 


advocacy 


Adjustments to any aspects of the policy and regulatory environment 


that are preventing diverse adolescents from benefitting from CVA  


For example, you may need to advocate for the right of adolescents 


to have bank accounts or other financial products and/or mobile 


phone contracts.  


• Government 


• Policymakers     


• Regional bodies (e.g., African Union, ASEAN, 


European Union, etc.)  


• From preparedness phase and 


throughout the humanitarian response 


Safe access to affected adolescents, even when implementing CVA, 


where security issues are a challenge (for example, in conflict 


settings)  


• Government 


• UN agencies 


• Peacekeepers 


• Armed actors  


• From preparedness phase and 


throughout the humanitarian response  


Dedicated funding for CVA that targets adolescents as direct or 


indirect recipients  


• Donors 


• Governments 


• Senior management within your organisation  


• During preparedness phase  


• From outset of humanitarian response  


Tracking and analysis of funding for CVA that is specifically 


dedicated to children and adolescents, disaggregated by age, 


gender. and other diversity considerations. Use this as a tool to 


advocate for greater investment in life cycle programming and 


specific investment in adolescents, particularly girls. 


• OCHA/UNHCR • During preparedness phase  


• From outset of humanitarian response 


Investment in the development of country-level guidance on the 
provision of cash to unaccompanied minors and adolescent-headed 
households  


• Donors 


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific CVA or multi-purpose cash 


 


Including adolescents in cash-for-work (CfW) programmes based on 
an understanding and analysis of the country-specific legal and policy 
framework in relation to child labour and child work  


• Confirm what is considered to be light/decent work and what is 


classed as hazardous work/child labour. Prevent adolescents of 


working age from missing out on CVA opportunities.  


• Provide guidance on how to engage adolescents in CfW..  


• Cluster coordinators 


• Senior management within your organisation 


 







 


Creating links between any adolescent-friendly feedback and 


accountability mechanisms and the implementation of cash and 


voucher assistance in-country 


• Government  


• OCHA, inter-cluster coordinator 


• UNHCR 


• Senior management within humanitarian 


organisations  


• During preparedness phase  


• From outset of humanitarian response 


Through the deployment of qualified child protection staff, adjusting 


all assessments that will inform CVA design, especially risk 


assessments, so that they:  


• Are inclusive and participatory of adolescents  


• Consult with disaggregated sub-populations of adolescents, 


especially those who are most at risk 


• Take into account the intersecting needs of diverse adolescents             


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific CVA or multi-purpose cash 


• Needs assessment phase  


Direct consultation with diverse adolescents, where determined to be 


safe and appropriate, during:  


• Risk assessment  


• Development of risk mitigation strategies  


• Programme planning and design  


• Monitoring (including post-distribution monitoring)  


• Evaluation  


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• During programme assessment, 


design, monitoring, and evaluation 


phases  


Adaptation of CVA delivery by:  


• Incorporating risk mitigation strategies that are based on 


findings made during assessment and monitoring processes, 


especially risk assessments  


• Considering the diverse risks faced by different sub-populations 


of adolescents 


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• During programme assessment, 


design, monitoring  


Signature of codes of conduct (CoC) and protection from sexual 


exploitation and abuse (PSEA) policies by all staff, partners, 


contractors engaged in our humanitarian response  


• Government  


• Humanitarian country team/UNHCR 


• Senior management within your organisation 


• During preparedness phase 


• From outset of humanitarian response 


Training for key staff who will have direct contact with adolescents 


on: CoC, PSEA, communication with adolescents, and psychological 


first aid  


• Government  


• Humanitarian country team/UNHCR 


• Senior management within your organisation 


• During preparedness phase  


• From outset of humanitarian response 


Sex-, age-, and disability-disaggregated data. This allows for 


identification of diverse adolescents and their intersecting needs.  


• This must happen during needs assessment, baseline data 


collection, monitoring, and evaluation. 


• Humanitarian coordination and leadership 


structures  


• During preparedness phase  


• From outset of humanitarian response 







 


• This may involve the application of the Gender with Age Marker 


(GAM) in short-term responses or Plan International’s Gender 


Transformative Marker in multi-year responses.  


Including the costs of diverse adolescents’ needs in minimum 


expenditure basket (for example, sexual reproductive health and 


rights services, secondary education, etc.)  


• In-country cash working group  • Preparedness phase 


• Assessment stage  


Consideration for diverse adolescents at risk when developing CVA 


targeting criteria  


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector specific programmes or multi-purpose cash. 


• During programme design phase.  


• When actors are preparing funding 


proposals, response plans, and 


annual strategic and operational plans  


Considering CVA as an option when deciding on programme 


modalities to address the needs of adolescents   


• All actors targeting adolescents, but particularly 


those implementing child protection, education, and 


sexual and reproductive health and rights 


programmes   


• During programme design phase.  


• When actors are preparing funding 


proposals, response plans, and 


annual strategic and operational plans 


Delivering unrestricted conditional cash transfers1 as the preferred 


CVA delivery mechanism to address the needs of adolescents  


• Inter-cluster coordination groups, sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• During programme design phase 


Providing top-ups for households with especially vulnerable 


adolescents, such as those with disabilities, adolescents who are 


parents/caregivers; etc.  


• Inter-cluster coordination groups sectoral 


coordination groups, cash working groups  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• During programme design phase 


Need to measure intentional and unintentional impact of CVA – 


including multi-purpose cash (MPC) – on adolescent wellbeing 


• All actors implementing CVA (may be easiest to 


access through in-country cash working group)  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• When monitoring and evaluation tools 


are being developed  


• During programme monitoring  


Need to be able to include adolescents and their families as CVA 


recipients after CVA implementation has already begun.  


• Adolescents most at risk may be marginalised and hidden, so it 


may take time for actors to identify them.  


• Recipient lists should be able to be updated to include new 


adolescents at-risk as and when they are identified.  


• All actors implementing CVA (may be easiest to 


access through in-country cash working group)  


• Colleagues within your organisation implementing 


sector-specific programmes or multi-purpose cash 


• Throughout the implementation of 


CVA  


Inclusion of adolescents and their families in social protection/safety 


net programmes  


• Government  


• Long-term development actors (such as UNICEF, 


UNFPA, UN Women, etc.)  


• When transitioning out/ending CVA  


 



https://www.iascgenderwithagemarker.com/en/home/

https://www.iascgenderwithagemarker.com/en/home/

https://www.planusa.org/blog/introducing-the-gender-transformative-marker/#:~:text=What%20is%20the%20Gender%20Transformative,the%20inclusion%20of%20diverse%20populations.

https://www.planusa.org/blog/introducing-the-gender-transformative-marker/#:~:text=What%20is%20the%20Gender%20Transformative,the%20inclusion%20of%20diverse%20populations.





 


Useful evidence on CVA and adolescents  
Here we present some key findings, evidence, and information that can help in advocacy to increase 


(1) funding for, (2) targeting of, and (3) measurement of impact upon adolescents when implementing 


CVA. Adolescent-responsive CVA is a new area of operation. Initial indications are that CVA 


interventions can be of benefit in many areas.  


Positive adolescent outcomes achieved by cash and voucher assistance 
While not always disaggregated to identify impact on adolescents, the following evidence exists for 


adolescent outcomes resulting from the implementation of CVA:  


• Preventing children from being separated from their families  


• Reducing incidents of physical violence2  


• Addressing child marriage  


• Preventing child labour  


• Strengthening family caregiving practices3  


• Improving children’s/adolescents’ and their family’s psychosocial wellbeing4 


• Increased school enrolment/attendance5 


• Improved food consumption6  


• Use of preventive health-care services7 


Evidence on cash and voucher assistance programme design  
• Risks and harm to adolescents are not adequately mitigated in the design of CVA8  


• Higher costs and supply-side barriers of secondary schooling must be accounted for in the 


design of CVA for adolescent education outcomes9 


Evidence on modalities and delivery mechanisms and how they impact 


outcomes for adolescents 
• Cash and voucher assistance has a greater impact on outcomes for adolescents when it is 


combined with other modalities of assistance. 10 


• Imposing conditionalities and/or restrictions around the transfers does appear to be associated 


with significant positive impacts on child health-seeking behaviours, education outcomes, child 


marriage, and adolescent pregnancy when compared with not imposing any conditionalities or 


restrictions.11 


Additional evidence 
Existing evidence related to the use of CVA to achieve adolescent protection outcomes can be found 


at:  


• Collins, Olivia, and Sciot, Antoine (2022) CVA and Child Protection: Summary of practice and 


evidence from Save the Children programmes, 


https://resourcecentre.savethechildren.net/document/cva-and-child-protection-summary-of-


practice-and-evidence-from-save-the-children-programmes/. 


• Plan International (2020) Cash and Voucher Assistance for Adolescents: An evidence review 


of how cash and voucher assistance can achieve outcomes for adolescents in humanitarian 


settings. 


• Battistin, Francesca, Mishra, Anjini (2018) Child Outcomes of Cash Transfer Programming: 


What works and what doesn’t for children in humanitarian and development contexts, 


https://resourcecentre.savethechildren.net/pdf/research_brief_pr6_singles.pdf/. 


Currently, research and evidence on CVA outcomes for adolescents in humanitarian contexts is 


relatively limited. Websites to check for updates, on-going lessons learned, and new evidence include:  


• Taskforce: Cash and Child Protection, https://alliancecpha.org/en/cash-cp-task-force. 


• Protection and Cash and Voucher Assistance, https://www.calpnetwork.org/themes/sector-


specific-cva/protection-and-cash-and-voucher-assistance/. 



https://resourcecentre.savethechildren.net/pdf/CVACP_Evidence-Building.pdf/

https://resourcecentre.savethechildren.net/pdf/CVACP_Evidence-Building.pdf/

https://resourcecentre.savethechildren.net/document/cva-and-child-protection-summary-of-practice-and-evidence-from-save-the-children-programmes/

https://resourcecentre.savethechildren.net/document/cva-and-child-protection-summary-of-practice-and-evidence-from-save-the-children-programmes/

https://plan-international.org/publications/cash-and-voucher-assistance-for-adolescents/

https://plan-international.org/publications/cash-and-voucher-assistance-for-adolescents/

https://plan-international.org/publications/cash-and-voucher-assistance-for-adolescents/

https://resourcecentre.savethechildren.net/pdf/research_brief_pr6_singles.pdf/

https://alliancecpha.org/en/cash-cp-task-force

https://www.calpnetwork.org/themes/sector-specific-cva/protection-and-cash-and-voucher-assistance/

https://www.calpnetwork.org/themes/sector-specific-cva/protection-and-cash-and-voucher-assistance/





 


1 Unrestricted Conditional Cash Transfers (unrestricted CCTs) provide beneficiaries with cash once they have 


fulfilled a specific precondition. 
2 Collins, Olivia, and Sciot, Antoine (2022) CVA and Child Protection: Summary of practice and evidence from 


Save the Children programmes, https://resourcecentre.savethechildren.net/pdf/CVACP_Evidence-Building.pdf/  
3 Battistin, Francesca, Mishra, Anjini (2018) Child Outcomes of Cash Transfer Programming: What works and 


what doesn’t for children in humanitarian and development contexts,  


https://resourcecentre.savethechildren.net/pdf/research_brief_pr6_singles.pdf/ 
4 Thompson, Hannah (2012) Cash and Child Protection: How Cash Transfer Programming Can Protect Children 


From Abuse, Neglect, Exploitation and Violence, Save The Children, 


https://resourcecentre.savethechildren.net/document/cash-and-child-protection-how-cash-transfer-programming-


can-protect-children-abuse-neglect/  
5 Battistin, Francesca, Mishra, Anjini (2018) Child Outcomes of Cash Transfer Programming: What works and 


what doesn’t for children in humanitarian and development contexts, 


https://resourcecentre.savethechildren.net/pdf/research_brief_pr6_singles.pdf/  
6 Ibid. 
7 Ibid. 
8 Plan International (2020) Cash and Voucher Assistance for Adolescents: An evidence review of how cash and 


voucher assistance can achieve outcomes for adolescents in humanitarian settings 
9 Ibid. 
10 Ibid.  
11 Ibid. 
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https://plan-international.org/publications/cash-and-voucher-assistance-for-adolescents/

https://plan-international.org/publications/cash-and-voucher-assistance-for-adolescents/






 


 
Tool: Child Protection Case Management as 
a Complement to Adolescent-responsive 
Cash and Voucher Assistance (CVA) 
Programmes   


Overview  


Purpose Strengthen the links between child protection case management and 


implementation of adolescent-responsive CVA 


How to use this 


tool 


Use this mini-guide to clarify the complementary roles of case workers and those 


implementing CVA   


Topics covered Identification and registration of adolescents and their families in need of 


assistance, baseline data collection, assessment of needs of individual 


adolescents and their families, adapting recipient lists based on child protection 


inputs, development of a case plan, implementation of the case plan, including 


provision of direct services and referral to other service providers; labelling cash 


assistance, follow-up and review, monitoring wellbeing, post-distribution 


monitoring, case closure  


Introduction 
This tool clarifies the complementary roles of case workers and those implementing cash and voucher 


assistance. It looks at each step in the case management process in turn and identifies key actions that 


should be implemented by both sets of actors.  


What is child protection case management?  
Case management is the process of helping individual adolescents and their families through direct, 


social-work-type support and information management and meeting their needs in an appropriate, 


systematic, and timely manner through direct support and/or referrals.1  


There are six main steps in the case management process (see Figure 1):  


1. Identification and registration of adolescents and their families in need of assistance 


2. Assessment of needs of individual adolescents and their families 


3. Development of a case plan 


4. Implementation of the case plan, including provision of direct services and referral to other 


service providers 


5. Follow-up and review 


6. Case closure  







 


 


Figure 1: The case management process  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


While all of these six steps have to happen, they do not always happen in that order. The steps are 


interlinked. More than one step may happen at the same time. Review at one stage may mean that the 


case worker has to return to an earlier stage in the process and repeat a step. Therefore, it is not a 


clear, circular process where completion of one step always leads to the next step. 


 


How does adolescent-responsive cash and voucher assistance fit with child 


protection case management? 
Case management functions of assessing child wellbeing, coordinating services, providing information 


to adolescents and their families, and monitoring progress can complement CVA well. Information-


sharing between case managers and those designing CVA can ensure safe programme design at the 


outset and programme adjustment for mitigation of risks throughout implementation. CVA can prevent 


child protection concerns from arising and can enable response after diverse adolescents have 


experienced harm. In turn, case management can support the monitoring of adolescent wellbeing so 


the impact of CVA can be better understood. Case management meetings can also provide an 


opportunity to influence the ways in which CVA is spent.  


How is this guidance structured?  
This document sets out recommended actions that need to be implemented at different stages in 


programming:   


• Before implementing your adolescent-responsive cash and voucher assistance or case 


management programme  


1. Identify and 
register


2. Assess needs of 
individual children 
and their families 


3. Develop case plan


4. Implement case 
plan, including direct 
services and referrals


5. Follow up and 
review


6. Close case







 


• Throughout all stages in the case management process  


• Throughout all stages in the process of delivering cash and voucher assistance   


• Step 1 of the case management process: Identifying and registering adolescents and their 


families 


• Step 2 of the case management process: Assessing the needs of individual adolescents and their 


families 


• Step 3 of the case management process: Developing a case plan for adolescents and their 


families 


• Step 4 of the case management process: Implementing a case plan, direct services, and referrals 


• Step 5 of the case management process: Following up and reviewing a case  


• Step 6 of the case management process: Closing a case 


 


Key actions for integrating adolescent responsive cash 


and voucher assistance with child protection case 


management 
The implementation of adolescent-responsive CVA can be reinforced at each stage of the case 


management process, as outlined below.  


 


Before implementing your adolescent-responsive cash and voucher assistance 


or case management programme  
Before delivering cash and voucher assistance, child protection case workers and a sample of those 


implementing adolescent-responsive cash and voucher assistance should work together to define a 


system for prioritising at-risk adolescents for referral to CVA. This must consider:  


• Which categories of adolescents have the greatest needs 


• Which forms of child protection incidents require CVA intervention  


• What level of support prioritised cases need:  


o Which cases require a one-off top-up 


o Which cases will be automatically referred for inclusion throughout the lifetime of CVA 


programming  


 The Time Frame for Action table on pages 47–51 of Thompson, Hannah (2016) A Matter of Life 


and Death: Child protection programming’s essential role in ensuring child wellbeing and survival 


during and after emergencies, The Child Protection Working Group. 


 


Throughout all stages in the case management process  
At all stages of the case management process, case workers should:  


• Consider CVA, alongside other services, as an option to address the needs of adolescents and 


their families.  


o CVA may prevent certain risks from arising. For example, a conditional transfer to enable 


school enrolment can prevent child labour or child marriage.  


o CVA may enable response to certain needs. For example, it can cover the costs of transport 


to reach sexual and reproductive health services when an adolescent girl is pregnant.  


• Provide information to adolescents and their families about any CVA interventions that they may be 


eligible for. Secure their informed consent/assent for referral to CVA implementers.  



https://resourcecentre.savethechildren.net/DOCUMENT/MATTER-LIFE-AND-DEATH-CHILD-PROTECTION-PROGRAMMINGS-ESSENTIAL-ROLE-ENSURING-CHILD-WELLBEING/#:~:TEXT=SHEETS%20AND%20BROCHURES-,A%20MATTER%20OF%20LIFE%20AND%20DEATH%3A%20CHILD%20PROTECTION%20PROGRAMMING'S%20ESSENTIAL,SURVIVAL%20DURING%20AND%20AFTER%20EMERGENCIES&TEXT=THE%20MAJORITY%20OF%20THOSE%20AFFECTED,FORMS%20OF%20VIOLENCE%20AND%20EXPLOITATION.

https://resourcecentre.savethechildren.net/DOCUMENT/MATTER-LIFE-AND-DEATH-CHILD-PROTECTION-PROGRAMMINGS-ESSENTIAL-ROLE-ENSURING-CHILD-WELLBEING/#:~:TEXT=SHEETS%20AND%20BROCHURES-,A%20MATTER%20OF%20LIFE%20AND%20DEATH%3A%20CHILD%20PROTECTION%20PROGRAMMING'S%20ESSENTIAL,SURVIVAL%20DURING%20AND%20AFTER%20EMERGENCIES&TEXT=THE%20MAJORITY%20OF%20THOSE%20AFFECTED,FORMS%20OF%20VIOLENCE%20AND%20EXPLOITATION.

https://resourcecentre.savethechildren.net/DOCUMENT/MATTER-LIFE-AND-DEATH-CHILD-PROTECTION-PROGRAMMINGS-ESSENTIAL-ROLE-ENSURING-CHILD-WELLBEING/#:~:TEXT=SHEETS%20AND%20BROCHURES-,A%20MATTER%20OF%20LIFE%20AND%20DEATH%3A%20CHILD%20PROTECTION%20PROGRAMMING'S%20ESSENTIAL,SURVIVAL%20DURING%20AND%20AFTER%20EMERGENCIES&TEXT=THE%20MAJORITY%20OF%20THOSE%20AFFECTED,FORMS%20OF%20VIOLENCE%20AND%20EXPLOITATION.





 


 


Throughout all stages in the process of delivering cash and voucher assistance  
At all stages of the cash and voucher assistance process, CVA implementers should: 


• Draw on child protection data from case management information management systems to:   


o Influence their eligibility criteria and ensure targeting of especially at-risk adolescents and their 


families 


o Monitor adolescent wellbeing   


• Refer any adolescents at risk that they detect or are disclosed to them  


 


Step 1 of the case management process: Identifying and registering adolescents 


and their families 
The first step in the case management process is identification and registration. An adolescent and/or 


their family in need of support services may be identified in a number of ways:  


• Staff members in a child protection programme may detect concerns 


• Other-sector actors may detect an adolescent at risk  


• CVA registration staff may detect an adolescent and/or their family in need of complementary 


assistance  


• A community member or community-level organisation may refer an adolescent  


• An adolescent and/or their family may present themselves directly to case management service 


providers 


Registration occurs when the adolescent meets the vulnerability or risk criteria and the adolescent and 


their family (where relevant) give informed consent/assent to access services. Registration includes the 


collection of initial data on the adolescent. 


 


Key actions to integrate CVA and case management during 


identification and registration 
 


Child protection actors and case workers should:  


• Identify especially at-risk and hard-to-reach adolescents and their families and refer them for 


inclusion as CVA recipients. (These individuals would be named and their details shared in a 


confidential manner, according to pre-agreed-upon data-sharing protocols.)  


• Train those registering CVA recipients in the detection and referral of child protection cases so that 


they can access case management support.  


• Record any information given by adolescents and their families about CVA.  


o Example: someone tells you they have used CVA to access certain services or they have 


faced risks in accessing CVA.  


o Share this information with CVA implementers.  


 


CVA implementers should: 


• Confirm that CVA recipient lists are sensitive to protection needs by cross-checking and 


harmonising vulnerability criteria used by case management services to identify at-risk adolescents 


with CVA targeting criteria.  


• Refer adolescents at risk and their families who are registered as recipients for CVA for case 


management support, where it is available.  







 


 


Both CVA implementers and child protection case workers should:  


• Coordinate and harmonise community-level communication on eligibility for services.  


 


Step 2 of the case management process: Assessing the needs of individual 


adolescents and their families 
During assessment, case workers carry out a systematic evaluation of the situation of the adolescent. 


This takes into account the vulnerabilities, risks and harm factors, protective influences, strengths, and 


resilience of an adolescent and their family.  


The assessment may take place in two phases, with an initial faster process concentrating on basic 


needs and a later, more comprehensive, process identifying all the adolescent’s and their family’s 


support needs. All the needs of the adolescent and their family are taken into account, including 


protection, health, sexual and reproductive health, education, livelihoods, nutrition, hygiene, etc. All 


goods and services should be covered, even if the case management agency is not able to address the 


full range of needs themselves. The case worker will refer the adolescent and their family to other actors 


to meet needs their organisation cannot address.  


 


Key actions to integrate CVA and case management during 


the assessment step  
 


Child protection actors and case workers should:  


• Analyse information presented in reports of CVA needs assessment, monitoring activities, and/or 


consultations with diverse adolescents and parents/caregivers.  


• Discuss the information with adolescents and their parents/caregivers to influence the decisions 


you take on the modality of assistance, delivery mechanism, transfer amount, etc. for each specific 


case. 


• Analyse trends in case management data and share this anonymised information with CVA 


implementers. This can:   


o Influence the CVA targeting criteria. For example:  


▪ Where risks that are frequently caused by poverty or high cost of services are being 


reported, CVA actors should know so they can adjust their targeting criteria.  


▪ Case workers may see that at-risk families are pulling their children from school to 


make them work, and so families with children who have recently dropped out of 


school should be added to CVA recipient lists.   


• Be useful at the CVA design stage. For example, if several adolescents have reported violence in 


a certain market setting, CVA implementers need to know about this, so as to select vendors 


appropriately.  


• Support CVA baseline data collection processes, where you know and have agreed with CVA 


actors that your adolescents/their families will be receiving CVA. The baseline tool linked below can 


be adapted for use during your case assessment process.   


o Monitoring and Evaluation Toolkit | Cash and Voucher Assistance and Child Protection for 


Adolescents has a range of relevant tools, including “baseline”. 


 


CVA implementers should:  


• Use analysis of child protection case management information to understand the needs of 


adolescents and their families and inform decisions on:  



Monitoring%20and%20Evaluation%20Toolkit%20|%20Cash%20and%20Voucher%20Assistance%20and%20Child%20Protection%20for%20Adolescents

Monitoring%20and%20Evaluation%20Toolkit%20|%20Cash%20and%20Voucher%20Assistance%20and%20Child%20Protection%20for%20Adolescents





 


o Modalities of assistance  


o The CVA delivery mechanisms, transfer amounts, frequency, and duration  


o Complementary services  


• Use information on the risks and capacities to inform decisions about design of the CVA, such as 


location of distributions and risk mitigation measures.  


 


Step 3 of the case management process: Developing a case plan for adolescents 


and their families 
A case plan lists the needs identified at the assessment stage. It sets a strategy for addressing those 


needs through (1) direct service provision, (2) referrals, and/or (3) community-level action.  


In complex cases, a multi-disciplinary, inter-agency “case conference”2 may be called to develop a case 


plan. Specific, measurable, time-bound objectives are agreed upon and should ideally be met before 


case closure. Case plans are living documents that can be revised at any time if an adolescent’s 


situation or needs change. 


 


Key actions to integrate CVA and case management during 


the case planning step  
 


Child protection actors and case workers should:  


• Identify financial service providers that case workers will work with. 


• Create links – ideally a face-to-face meeting – between case workers and financial service 


providers. This may be done by inviting case workers to support and attend certain child protection-


, rights-, and safeguarding-focussed sessions of financial service provider training.  


• Discuss with adolescents/their parents/caregivers how they will use CVA, any possible risks 


associated with CVA, and mitigation strategies.  


• Explain CVA referral to the client and obtain informed consent/assent for referral to FSPs/CVA 


actors.  


• Share information on goods and services needed with those giving CVA to adolescents and their 


families.  


• Invite CVA implementers to case conferences when they may have information that can influence 


case decisions (for example, when they are giving direct transfers to an adolescent or carrying out 


post-distribution monitoring with an adolescent and/or their family).     


CVA implementers should:  


• Collect information on adolescent needs from CP case workers. Knowing the range of services and 


goods adolescents need can inform decisions on modality, delivery mechanisms and frequency of 


CVA. 


o Will they need cash to pay certain goods and services?  


o Can some goods and services they need be accessed with vouchers? 


o How frequently will they incur costs they need to cover? 


• Use the information collected from CP case workers when: 


o Calculating transfer amounts  


o Determining any conditionality of CVA  


• Adjust recipient lists on an on-going basis when adolescents at risk and their families are referred 


by child protection workers.  


o Support child protection case workers in the administration of baseline data collection tool.  


o Attend case conferences when you have information that can influence case decisions.  







 


 


Step 4 of the case management process: Implementing a case plan, direct 


services, and referrals 
Implementation includes a range of actions that will meet the needs as set out in the plan. The actions 


include:  


• The provision of goods and delivery of services 


• Referral to other actors and service providers for access to other goods and services  


• Advocating for inclusion in other actors’ programmes/interventions  


• Accompanying the adolescent and/or their family to access goods and services.  


During this step, a caseworker or manager coordinates and documents all actions taken and follows up 


on progress in the plan. 


 


Key actions to integrate CVA and case management during 


the implementation and referral  
 


Child protection actors and case workers should:  


• Advise adolescents and their families about spending and expenditure tracking. In CVA, this is 


known as labelling. It is a process for trying to influence how recipients use their cash assistance. 


 Use the Money Matters toolkit. 


• Review documented actions as an indication of how CVA is being spent by the adolescent and/or 


their family. (For example, where they have accessed health services or enrolled for school, case 


workers can confirm if CVA allowed them to pay for and access these services.)  


• Share the information on spending with CVA actors.  


 


CVA implementers should:  


• Provide the option of one-off/short-term CVA transfers (protection top-up) to cover costs for 


accessing services, transport, and/or goods needed. 


• Include diverse adolescents and their parents/caregivers as recipients when:  


o They have medium- to long-term needs that may be addressed by CVA  


o They have not yet been included in CVA interventions by other actors  


Note: A specific adolescent and their family may need to both access a one-off/


short-term CVA transfer to cover immediate costs related to accessing services 


and be included as recipients in existing CVA programming.  


 


Step 5 of the case management process: Following up and reviewing a case  
 


Follow up and review take place throughout the case management process and include all actions that 


reflect on the progress being made towards meeting case objectives. Through regular meetings – in-


person or on the phone – case workers consider whether: 


• The objectives outlined in the case plan are being met  



https://resourcecentre.savethechildren.net/document/money-matters-toolkit-caseworkers-support-adult-and-adolescent-clients-basic-money/





 


• The plan remains relevant 


• Any necessary adjustment should be made to the plan (if and when the adolescent’s situation is 


not improving) 


Follow up and review may include all of the following actions 


• Check that an adolescent and their family are receiving appropriate services and support 


• Contact other service providers where services and/or goods have not been received  


• Advocate where necessary for an adolescent’s and their family’s inclusion in needed programmes  


• Reflect on how the implementation of the plan is progressing  


• Monitor the adolescent’s situation (through review of wellbeing indicators) to identify any changes 


in an adolescent’s or family’s circumstances  


• Revise the case plan in line with any change in circumstances or needs  


Key actions to integrate CVA and case management during 


the follow-up and review step 
 


Child protection actors and case workers should:  


• Track wellbeing indicators and share anonymised analysis with CVA actors on how CVA is 


contributing to adolescent wellbeing.  


• Consider introducing CVA post-distribution monitoring forms in the case management follow-up 


sessions to get inputs into how CVA is being used  


 Tool: CVA Survey Tool for Case Workers (use Tool 3).  


• Discuss how CVA is being used during follow-up case management meetings with the adolescent 


and/or their caregivers.  


 Tool: Use the Money Matters toolkit. 


• Share information on how CVA is being spent with CVA implementers.  


• Identify new risks and needs as they arise. This information must be shared with CVA implementers 


where risks relate to the way CVA is being disbursed, accessed, or spent.  


• Review and give feedback on the need for CVA. It may be that the objectives to which CVA 


contributes have been met, and CVA is no longer needed. Therefore, the CVA can end before case 


management support ends.  


• Consider the need and suitability of referring and/or linking the adolescent and their parents/


caregivers to any existing social protection mechanism or other existing programmes (for example, 


education programmes, livelihoods interventions, social protection safety nets, etc.). 


• Invite CVA implementers to case conferences when they may have information that can influence 


case decisions (for example, when they are giving direct transfers to an adolescent or carrying out 


post-distribution monitoring with an adolescent and/or their family.)     


 


CVA implementers should:  


• Refer any adolescents and their families where child protection concerns have been detected or 


disclosed. This may be child protection concerns that have occurred because of the CVA or in any 


other way.  


• Attend case conferences when you have information that can influence case decisions.  


 


Step 6 of the case management process: Closing a case 
This is the stage in the process when a decision is made to end your organisation’s case management 


support to the adolescent and their family. This can be for any of a number of reasons, for example: 


• The adolescent’s and the family’s needs have been met  



https://resourcecentre.savethechildren.net/pdf/tool_3_-_cva_survey_tool_for_cp_caseworkers-1.pdf/

https://resourcecentre.savethechildren.net/document/money-matters-toolkit-caseworkers-support-adult-and-adolescent-clients-basic-money/





 


• The case is being transferred to another agency or organisation (for example, if the adolescent is 


moving to a different location or, in humanitarian response, an organisation is no longer working in 


the area) 


• The adolescent’s situation no longer fits within programme selection criteria (for example, when an 


adolescent turns 18 years old)  


• The adolescent dies  


Key actions to integrate CVA and case management during 


the case closure step 
 


Child protection actors and case workers should:  


• Advise CVA implementers of case closure. Case closure can be a moment for closer review and to 


re-evaluation of decisions on how long CVA will last. It may be that: 


o CVA distributions should also come to an end when all the case management objectives 


to which CVA contributes have been met  


o CVA should continue, despite the end of case management. In this case, you may need to 


hand over monitoring processes if CVA had been monitored through the case management 


meetings.   


• Request feedback from CVA recipients on their level of satisfaction with CVA delivery.  


 


1 The Alliance For Child Protection In Humanitarian Action (2019) Minimum Standards For Child Protection In 


Humanitarian Action; The Child Protection Working Group (2014) Inter Agency Guidelines For Case 


Management And Child Protection, https://resourcecentre.savethechildren.net/document/inter-agency-guidelines-


case-management-and-child-protection/  
2 “A case conference is a multi- disciplinary meeting of professionals known to and/or working with the child to 


discuss risk factors; the care and protection needs of the child; required supervision and support interventions 


with the child, family, and alternative caregivers; and the roles of the professionals involved. The aim is to review 


service options across sectors and agencies and to make formal decisions that conform to the best interests of 


the child.” - Changing The Way We Care (CTWWC) (OCTOBER 2020) Standard Operating Procedures for Case 


Conferencing, available at: https://bettercarenetwork.org/sites/default/files/2021-


10/143.11_EN_SOP%20Case%20Conferencing_26Oct2021.pdf  
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