
Training Manual on Separated, Unaccompanied and Missing Children

1

Training Manual on SOPs 

for 

Separated, Unaccompanied & Missing 

Children in Disasters



Training Manual on Separated, Unaccompanied and Missing Children

2

Training Manual on SOPs for Separated, Unaccompanied & Missing Children in Disasters
Published in: July 2016
Copyright @ National Disaster Management Authroity 
Layout and Design by: Admax Pvt (Ltd).
Published by: National Disaster Management Authroity (NDMA), Government of Pakistan.
Produced by: Gender and Child Cell, NDMA
Printed by: EBMACS
Copies available at:
NDMA, Prime Minister`s Office, Islamabad.
Phone:  +92-51-9087849 - 9087847
www.ndma.gov.pk



Training Manual on Separated, Unaccompanied and Missing Children

3

Acknowledgements

GCC NDMA would like to acknowledge the overall guidance and encouragement of the Chairman 
NDMA, Major General Asghar Nawaz HI(M). We would also like to extend our gratitude to the 
Member (DRR), Mr. Ahmed Kamal for his constant support throughout the process.
The NDMA is also grateful for the dedicated efforts and technical inputs of the GCC-team, the 
Advisor/Programme Manager Ms. Tania Humayun, Programme Officers Dr. Sarah Basharat and 
Mr. Muhammad Ali who conceptualized and strategized the process, and the Admin and Finance 
Officer Muhammad Arif for the support and assistance for undertaking this timely initiative in 
order to meet the objectives of the National Disaster Management Plan concerning the protection 
and interests of the vulnerable groups of the society.
The NDMA further recognizes the expertise and invaluable contribution of Mr. Arshad 
Mahmood for the completion of this assignment. This Training Manual on SOPs for Separated,  
Unaccompanied and Missing Children in Disasters will help save young lives and reunite fami-
lies following disasters in this country where to-date, lives of thousands of children have ended  
prematurely because of natural or man-made disasters. 
Finally, a special thanks to UN Women and UNICEF for their overall financial support to the GCC, 
and specifically for this initiative, without which it would not have been possible to take this project 
to its logical to its logical conclusion in the shape of this document.



Training Manual on Separated, Unaccompanied and Missing Children

4

Chairman’s Message

The fact remains that women, children, aged and  
disabled persons are the soft targets and worst affected in any 
type of hazard. Vulnerable groups centered Disaster Risk  
Management in a disaster prone country like Pakistan 
therefore needs its rightful importance.  NDMA though 
its Gender and Child cell is pursing the said objective 
since the year 2010.
Formulation of National Policy Guidelines was the step 
in this direction followed by number of interventions to 
meet the dictates of GCC framework.
The present undertaking of “Training Manual SOPs 
for Separated, Unaccompanied & Missing Children in  
Disasters” is an enviable effort to contribute towards the 
DRM of vulnerable groups in the entire spectrum of  
Disaster Management.
It is an incisive work done with a profession depth for 
which the efforts of all those involved is acknowledged 
with profound appreciation.
I will also like to thank our Development Partners 
UNICEF for their forthcoming support in development 
of this Document.  

Major General Asghar Nawaz HI (M)
Chairman NDMA



Training Manual on Separated, Unaccompanied and Missing Children

5

1. Acronyms & Initialisms         3
2. About This Training Manual        6
3. Important Definitions          7
4. PART ONE          10
5. Introduction to the training Manual       10
6. Objectives of the training manual        10
7. How to Use this traianing manual        10
8. Target participants/groups        11
9. Evaluation          11
10. Tentative training programme/agenda…………...……………………...  12
11. PART TWO: Training Sessions        15
12. DAY -1:–An Overview         15
13. Session I Introduction & Welcome        16
14. Session II-Understanding Disasters & Emergencies     17
15. Session III-Child Protection in Emergencies      18
16. Session IV-Child protection in Pakistan- Legal framework    19
17. DAY-2………………………………………………………….....….……...  23
18. Session V-Guideline Principles        24
19. Session VI: Identification of Seperated, Unacompanied and Missing Children 32
20. Session VII- Case management principles & sub process for USAC   32
21. Session VII- Interim Care         32
22. Session VIII- Family Tracing         43
23. DAY-3: ......................... ……….……………………………………..……………...33
24. Session IX- Family Reunification        34
25. Session X- Alternative Long Term Arrangments      35
26. Session XII-Case Managment        36
27. Pre and Post test          43
28. Training Evaluation..............................................…………………………................44
29. References           46

1. Contents Page No.



Training Manual on Separated, Unaccompanied and Missing Children

6

AJK    Azad Jammu and Kashmir 
BR    Birth Registration 
CCWD   Commission for Child Welfare and Development 
CERD   Centre for Excellence in Resource Development  
CNIC    Computerized National Identity Card 
CM    Chief Minister 
CP   Child Protection 
CPiE   Child Protection in Emergencies 
CPWB   Child Protection and Welfare Bureau 
CPU    Child Protection Unit 
CRC    Convention on the Rights of the Child  
DRM   Disaster Risk Management 
FATA    Federally Administered Tribal Areas 
FDMA  FATA Disaster Management Authority 
GCC    Gender and Child Cell  
IDPs    Internally Displaced Persons 
IMS    Information Management System 
KP    Khyber Pakhtunkhwa
NDMA   National Disaster Management Authority 
NGOs   Non-Governmental Organizations 
PCPC    Police Centre for Protection of Children 
PDMA   Provincial Disaster Management Authority 
SDMA   State Disaster Management Authority 
SOPs    Standard Operating Procedures 
SWD    Social Welfare Department
UASC   Unaccompanied, and Separated Children 

Acronyms & Initialisms 
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During emergencies, children are at high risk of being separated from their families and immediate care 
givers. Having lost the protection of parents or guardians during such a time, these children are more likely 
to experience abuse, neglect, exploitation and violence and hence this increases their level of vulnerability. 
Emergencies often cause breakdown in social structures and protective mechanisms normally provided by 
the State, the community, and the family. The State, as the main duty-bearer, thus has the overall respon-
sibility to ensure properly guided Standard Operating Procedures (SOPs) to protect and promote the best 
interest of children during and after disasters. Therefore, the development and adaptation of appropriate 
guidelines followed by inclusive training events has a vital importance in order to carry out the plan of ac-
tion in respectful, progressive, careful and professional manner.
The main purpose of preparing this comprehensive training manual for the NDMA staff and related stake-
holders /partners is to have the basic knowledge and skills about Separated, Unaccompanied and Missing 
Children with particular reference to emergencies. Some of the information has been based upon NDMA’s 
field experience whereas a great deal has been taken and adapted from the Standard Operating Procedures/ 
guidelines of NDMA, as well as different related books, manuals and publications on child protection and 
emergencies. The language of different technical terminologies has been kept the same without changing 
any part or whole of it. 
In this training manual the trainees will be facilitated in assessing the child protection issues, specifically, 
Separated, Unaccompanied and Missing children issues within the context of emergencies. Moreover, com-
prehensive knowledge is given about the case management, tools and guideline principles, stakeholders’ 
role and monitoring indicators of case management of UASC. The contents of this training manual were pre-
pared in close consultation with the NDMA- Gender and Child Cell, Islamabad. The training manual outlines 
and explores the Separated, Unaccompanied and Missing children issues in emergencies in Pakistan. 
The manual also serves as background reading on Standards Operating Procedures (SOPs) of subject is-
sues, for those who will be involved in developing policies and procedures and their implementation. It is 
expected that this resource package will be useful and effective to a broad humanitarian professionals and 
duty bearers for ensuring better coordination and collaboration for dealing with Separated, Unaccompa-
nied and Missing Children issues in emergencies in Pakistan. It’s being hoped that the in hand training 
manual would be of greater use for all the professionals working for or with children in and after disasters 
and emergencies. We hope that you find this material useful and enjoy an associated training experience 
with NDMA.

National Disaster Management Authority (NDMA)
Gender and Child Cell, Prime Minister`s Office, Islamabad

About The Training Manual 
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Abuse: A deliberate act of ill treatment that can harm or is likely to cause harm to a child’s.
Adolescent: A young person who has undergone puberty but who has not reached full maturity; a teenager.
Advocacy refers to efforts to promote respect for humanitarian principles, law and needs, with a view to in-
fluencing the relevant political authorities, international organizations, other stakeholders or international 
public opinion.
Capacity is a combination of all the strengths and resources available within a community, society or or-
ganization.
Capacity building is a process by which individuals, institutions and societies increase their strengths and 
resources.
Child: According to UNCRC, any person below the age of 18 years is a child.
Child Abuse: Child abuse means any voluntary action of any person through which the life (physical, men-
tal, moral, social development) of the child are harmed. The term child abuse includes physical, emotional, 
sexual abuse and neglect.
Child Marriage: Early marriage involves the marriage of anyone below the age of 18. It is the marriage of 
child to an adult or another child and is legally disregarded by Pakistani laws. 
Child Labor: Child labor refers to work by a child that exceeds a minimum number of hours, depending on 
the age of a child and on the type of the work.
Child Protection: UNICEF defines child protection as preventing and responding to violence, exploitation 
and abuse.
Child Participation: Child participation involves encouraging and enabling children to make their views 
known on the issues that affect them. Child participation must be authentic and meaningful.
Children’s rights: These are entitlements that all children should have for their growth and wellbeing re-
gardless of their age, sex, race, nationality, religion, political beliefs and language.
Child Sexual Abuse: Child sexual abuse is termed as that activity wherein adult or adolescent engages a 
child for sexual satisfaction with or without his/her consent. 
Children Trafficking: The term given to the movement of children into and within the country with the 
intent to exploit them
Climate Change is a change in the climate that persists for decades as a result of human activity e.g., in-
creased temperature and changing weather patterns
Community mobilization: This is the process of supporting communities to clarify and address their prob-
lems, needs and aspirations collectively. In this case, the people are involved and participate actively in ar-
ticulation and responding to their own problems with support of some expert or facilitator.
Community structures: These are organized community based groups, institutions or individuals who 
could be engaged to provide manpower to child protection activities. They include community authorities, 
community groups, CBOs and others.
Contingency planning is a process to ensure that adequate arrangements are made in anticipation of a crisis.
Convention on the Rights of the Child: An agreement by all member states of the United Nations on what 
all children should have and are entitled to for their growth and wellbeing.
Disaster: A natural catastrophe that causes serious disruption to the affected community and widespread 
human, material, economic and/or environmental losses, which exceed the coping capacity of the affected 
community.

Important Definitions1

1.   http://www.unicef.org/protection/IAG_UASCs.pdf
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Disaster Mitigation: A set of measures to reduce the impact of natural hazards by reducing social, practical, 
or physical vulnerability.
Disaster Preparedness: The organization, education, and training of communities and institutions to as-
sist effective early warning, evacuation, rescue, relief and assistance operations in the event of a disaster or 
emergency.
Disaster Risk Management involves empowering communities, vulnerable groups, local organizations and 
local authorities in high risk areas with resources and capacities to prepare for, respond to and recover from 
disasters.
Early Warning System is used to provide timely information to communities threatened by danger, so that 
communities and individuals can act in sufficient time to reduce the possibility of personal injury, loss of 
life and livelihood, damage to property and the environment, and to prepare for effective response from a 
natural hazard.
Emergency: A situation where lives, physical and mental well-being, or development opportunities for chil-
dren are threatened as a result of armed conflict, disaster or the breakdown of social or legal order or where 
the local capacity to cope is exceeded or inadequate.
Emotional Abuse: Emotional abuse can be defined as the rejection, ignoring, criticizing, isolation, or ter-
rorizing of children, all of which have the effect of eroding their self-esteem.
Evaluation: This is a periodic impact assessment process, which seeks to establish whether or not the activ-
ities are achieving the desired results or intended purpose.
Exploitation: The use of children for someone else’s advantage, gratification or profit often resulting in un-
just, cruel and harmful treatment of the child.
Gender: Gender is defined as the set of characteristics, roles and behavior patterns that distinguish women 
from men socially and culturally. Unlike sex which is biologically determined, gender is learned and can be 
un learned. Gender refers to widely shared expectations and social norms that influence status accorded to 
men and women, plus the way they interact, together with the power plays between them.
Missing Child: A child who is separated (temporarily or permanently) from his/her parents or caregivers 
who do not know where the child is. 
Monitoring: This is the process of tracking progress of activities being undertaken on a continuous basis. It 
seeks to ensure that activities are carried out as planned.
Neglect: Failure to provide OR secure children their rights to physical safety and development which results 
in significant impairment of the child’s health or development and to thrive emotionally and socially.
Networking: Networking is a process by which two or more organizations/individuals collaborate to 
achieve a common goal. In child protection, networking is promoted to accelerate learning and informa-
tion exchange, strengthen partnerships at all levels and build coalition among stakeholders so as to respond 
effectively to the needs of children.
Orphan Child: A child who has lost his/her mother or lost his/her father or lost both his/her parents due 
to death. 
Out of school Child: A school-aged child who is neither registered in school nor attending classes during 
school hours.
Participatory approach (Inclusive Approach) is an approach to humanitarian programming in which stake-
holders (including beneficiaries) of a policy or intervention are closely involved in the process of identifying 
problems and priorities, analysis, planning, implementation, monitoring and evaluation.
Physical Abuse: Physical abuse is the non-accidental infliction of physical injury to a child.
Project: A design or an undertaking to accomplish specific objectives in response to an identified need/
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problem.
Separated Child: A child who is residing away from his/her parents or primary caregivers but is temporary 
being taken care of by an adult or adults (including children staying with extended family members or chil-
dren in institutions).
Service provider: This is an individual employed or attached to a formal institution that provides profes-
sional care/service to the children in need of care and support.
Strategy is a high level plan to achieve one or more goals under conditions of uncertainty.
Stakeholders: These are organizations or individuals who are involved or interested in child protection in-
cluding Government departments, NGOs, CBOs, community support groups, International development 
partners and donor agencies, families, caregivers, service providers and communities.
Stakeholder analysis is a process of systematically gathering and analyzing qualitative information to de-
termine whose interests should be taken into account when developing and/or implementing a policy or 
program.
Rehabilitation: A set of measures aimed at restoring normal living conditions through the repair and rees-
tablishment of services and structures affected by a disaster or emergency.
Resilience is the capacity of individuals, community organization and countries to resist, adapt, and recover 
from a disaster or crisis, and to restore an acceptable level of functioning structures.
Risk in humanitarian context, is the degree of danger associated with a natural disaster or potential crisis.
Risk Management is the structured way to manage potential danger through risk assessment and the devel-
opment of strategies and activities to reduce risks.
Unaccompanied Child: A child who is separated from both parents and primary caregivers and is not be-
ing cared by an adult who is responsible for doing so by law or custom. 
Violence: The intentional use of physical force or power, threatened or actual, against a child, by an indi-
vidual or group, that either results in or has a high likelihood of resulting in actual or potential harm to the 
child’s health, survival, development or dignity.
Vulnerability is the likelihood of being damaged by a disaster, crisis or event. 
Work plan is a description of the necessary activities set out in stages, with rough indication of the timing.
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Part-01

1.  Introduction to the Training Manual 

2. Objectives of Training Manual 

3. How to Use this Training Manual 

4.  Target Participants/Groups

This training manual is designed to help NDMA/PDMAs/DDMAs, relevant government departments and 
other key humanitarian actors and organization who can contribute to and play key role in protection of 
children in times of emergencies and beyond. It is also meant for training of child protection workers which 
include field workers in NGOs, CBOs, Social Welfare Offices and others. This resource book is divided into 
two parts. The first part covers the necessary guidelines on how to use this training manual while organizing 
the training. The second part provides the key contents to be covered in the three days training, including 
the key knowledge requires for dealing the issues of Separated, Unaccompanied and Missing Children in 
emergencies and beyond. Moreover, comprehensive knowledge is given about the case management, tools 
and guideline principles, stakeholder’s role and monitoring indicators of case management of UASC. This 
manual will also incorporate reading material and other information.

At the end of a three-day training workshop based on this manual, “participants should have achieved the 
following learning objectives; 
•	 Understand	 the	 relevant	 knowledge	 and	 skill	 for	 dealing	 the	 Separated,	 Unaccompanied	 and	 
 Missing Children and their issues in Emergencies. Participants will be able to identify, register, and  
 record and establish Referral Mechanism for dealing with the subject issues. 
•	 Understand	the	overall	process	of	case	management,	tools	and	guideline	principles,	stakeholder’s		 	
 roles and monitoring indicators. 
•	 Enable	for	making	temporary	care	arrangements,	its	principles	for	placement	with	a	regular	fol	 	
 low-up and monitoring. 
•	 Understand	the	techniques	of	tracing	families	and	tracing	missing	child	and	their	reunification		 	
 and to maintain a regular follow ups with family after reunification. 

This manual can be used in the following ways:
•	 A	teaching	guide	for	training	on	dealing	the	child	protection	issues,	specifically	on	Separated,	Un-

accompanied and Missing Children in emergencies.
•	 Can	be	used	as	information	sharing	regarding	Separated,	Unaccompanied	and	Missing	Children	in	

emergencies 

This training manual is intended for use with NDMA, PDMAs, DDMAs, and key stakeholders including 
child protection workers, individuals, Government relevant departments, social welfare officers, district 
Authorities, community leaders, teachers and other humanitarian actors/organizations



Training Manual on Separated, Unaccompanied and Missing Children

12

5. Evaluation

6. Tentative Program Agenda of Training 

5.1 Evaluation of participants
The participants will be given a pre-training questionnaire at the beginning of the training to assess their 
knowledge level on the subject issue. This will enable to identify areas of improvements which will be ad-
dressed during the training. The participants will be given a post test at the end of the training programme 
to assess the knowledge gained as well as areas that may require further improvement.
5.2 Evaluation of the training
At the end of the training, the participants will fill in a training evaluation form. This will provide feedback 
on the effectiveness of the training material, handouts, training methodology and trainer techniques.

S. No Session 
Description

Contents (Group work and  
Exercises)

Resources 
Required

Responsi-
ble

Time (hrs)

DAY ONE
1 Welcome Note 

and Introduc-
tions

•	 Objectives	of	the	session
•	 Introduction	to	participants
•	 Concerns	 and	 expectations	

and expectations from the 
training 

•	 Training	norms	setting	
•	 Overview	of	the	agenda
Exercise: Participants self-assess 

ment form

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

0900-1000

2 Understand-
ing disasters 

and emer-
gencies- In-

cluding basic 
concepts

•	 Objectives	of	the	session
•	 Disaster	terminologies	
•	 Introduction	 to	 disasters	

and emergencies 
•	 Major	disasters	in	Pakistan	
•	 Disaster	 management	 sys-

tem in Pakistan 
Plenary discussion, group work 
and presentations.

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1000-1100

TEA BREAK
3 Understand-

ing child 
protection in 
emergencies

•	 Objectives	of	the	session
•	 What	 is	 child	 protection	

definition, different be-
tween child rights and child 
protection?

•	 Child	 protection	 issues	 in	
Pakistan and during disas-
ters

•	 Child	 protection	 issues	 in	
emergencies in Global and 
Pakistan context

Brainstorming, group discussion, 
group work and presentations

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1115-1300
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LUNCH BREAK
4 CPiE in Pa-

kistan & the 
legal frame-

work

•	 Objectives	of	the	session
•	 	UNCRC
•	 Child	 rights	 laws	 in	 Paki-

stan
•	 Current	 scenario	 of	 child	

protection in Pakistan.

Brainstorming, group discussion, 
group work and presentations

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1400-1530

Review of the 
day 1

•	 Exercise:	Discuss	two	things	
learned today and write it 
on flash card

Exercise: Participants fill in eval-
uation sheet

Flash card
Evaluation 
sheet 

1530-1600

DAY TWO
Summary of 

Day 1 and 
Overview of 

Day 2

•	 Summary of Day 1 and shar-
ing of one thing learned

•	 Any confusion, Learning issue 
•	 Objectives of day 2 

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

0900-0930

5 Guiding Prin-
ciples

•	 Objectives of the session 
•	 Family unity, best interest of 

the child, Child opinion, Do 
no harm, Non-discrimina-
tion, Psychological support 
and special needs of girls.  

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

0930-1030

TEA BREAK
6 Identification 

of Separated 
and Unaccom-
panied Chil-
dren & Steps 
for establish-
ing a child 
identity 

Case manage-
ment princi-
ples for USAC

•	 Objectives of the session 
•	 Steps for establishing a child 

identity 
•	 Registration and documenta-

tion 
•	 Verification of birth certificate 

and Emergency documents 
•	 Data management 
•	 Referral system 
•	 Follow up and Monitoring 
•	 Guideline for separated chil-

dren under the age of 5 years. 
•	 Standard case management 

principles for UASC

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1045-1245
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 LUNCH BREAK
7 Sub process of 

case manage-
ment of USAC

Interim Care

•	 Objectives of the session 
•	 Sub process of case manage-

ment of USAC
•	 Temporary care arrangement 
•	 Selection of caregivers 
•	 Key principles for placement 

of Unaccompanied Children 
in interim care 

•	 Foster care 
•	 Guidelines for group care 
•	 Placement of separated chil-

dren in Family Based Care 
•	 Follow up and Monitoring of 

Interim Care 

Masking tap
Writing pads

1400-1530

8 Family Trac-
ing

•	 Objectives of the session 
•	  Family tracing 
•	  Tracing a missing child 

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1500-1600

DAY THREE
Summary of 

Day 2 and 
Overview of 

Day 3

•	 Exercise: Discuss two things 
learned yesterday and write it 
on flash card

•	 Review of day 2
•	 Objectives of day 3 

Flash cards 
Markers/
pens

0900-0930

9 Family Reuni-
fication

•	 Objectives of the session 
•	 Steps in family reunification 
•	 Steps for follow up after Fami-

ly reunification  

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

0930-1030

TEA BREAK
10 Alternative 

Long-term 
Arrangements

•	 Objectives of the session 
•	 Understanding  the term 
•	 Determinants of Long term 

Arrangements 
•	 Referral of children into Resi-

dential care

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1045-1130

LUNCH BREAK
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11 CPiE in Pa-
kistan & the 
legal frame-
work

•	 Objectives of the session 
•	 Complete process of case   

management including; 
•	 Identifying and reporting 
•	 Interim care 
•	 Family Tracing 
•	 Family Reunification 
•	 Alternative Long term ar-

rangements
•	 Follow up at all stages 
•	 Sample forms for report Un-

accompanied and Separated 
child

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1130-1300

LUNCH BREAK
12 Tools & 

guidelines 
to be used to 
complete the 
process of case 
management 
for USAC 

•	 Objectives of the session 
•	 Tools (forms) to be filled by 

the team to complete the pro-
cess of case management of 
USAC

•	 Guideline principles to filled 
the forms/ interview the child 

•	 Key stakeholder of USAC and 
their role 

•	 Monitoring indicators for 
USAC 

1345-1445

Review of the 
training

•	 Exercise: Discuss the major 
learning from the training 

•	  Q&A 

Flipchart 
Flash cards 
Markers/
pens
Masking tap
Writing pads

1445-1545

13 Training eval-
uation and 
Closing

•	 Evaluation form and closing 
remarks 

Flash cards 
Markers/
pens
Evaluation 
form

1545-1630
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Part-02: Training Sessions

DAY-01: Learning Objectives

By the end of this session, participants will:
1. Be introduced to the trainers and participants
2. Understand the training objectives and training agenda
3. Share expectations for the workshop and agree on ground rules for the workshop
4. Take a pre–test to measure their current knowledge.
5. Be introduced to the topic of understanding disaster and emergencies 
6. Understand Child Protection in emergencies 
7. Understand the Child protection in Pakistan in the context of emergencies.
Handouts
Handout 1.1: Training Objectives 
Handout 1.2: Pre-Test form
Trainer Advance Preparations
1. Write training objectives on flipchart, hang on the wall, and keep covered until use.
2. Hang two signs on the wall next to each other for Expectations and Ground Rules.
3. Flip chart with important definitions
4. Flip chart of training guidelines/ Norms to be remembered 
Procedure
•	 Welcome	the	participants	and	thank	them	for	attending	the	ToT.	
•	 Invite	senior	official	i.e.	Director	PDMA/Chairman	NDMA	etc.	to	make	the	opening	remarks.
•	 Give	a	short	orientation	of	the	programme
•	 Tell	the	participants	that	they	will	be	working	as	a	team	during	the	training,	so	they	will	need	to	

know about each other and feel comfortable communicating with each other.
•	 Select	one	provocative	question	for	the	training.	You	may	choose	either	to	announce	it	in	advance	to	

give members time to think, or to introduce it on a spontaneous basis. To save time, ask each person 
to respond in 25 words or less.

•	 Then	call	on	each	person	to	give	his/her	self-report.	Examples	of	good	questions	include:
1. What is your greatest achievement?
2. What was the happiest day of your life?
3. What is your most prized possession?
4. What is the most fun you ever had?
5. What is your dream vacation like?
6. What is the best book you have ever read?
7. Who is your most admired person?
8. If you could have a T-shirt printed with a message, what would it say?

•	 The	whole	purpose	is	to	encourage	light-hearted	self-	disclosure	(on	a	superficial	level)	that	lends	
itself to future follow-up and probing in casual conversation

Tips
•	 Keep	it	moving	fast
•	 You	may	wish	to	volunteer	to	be	the	first	person	to	respond,	to	set	the	tone	for	the	exercise
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Establishing the Ground Rules: Brainstorming (5 minutes)
•	 Explain	that	you	all	will	be	working	together	for	the	duration	of	the	training	and	that	it	would	be	a	

good idea to set some ground rules for how you will run the activities and how you will interact.
•	 Tell	the	participants	that	you	are	going	to	conduct	a	brainstorming	exercise	for	that	purpose.
•	 Ask	the	participants	to	suggest	rules	for	how	the	training	course	should	be	run	and	how	they	should	

treat each other.
•	 Reveal	a	sheet	of	flipchart	paper	on	which	to	write	down	the	participants’	responses.
•	 After	all	of	the	answers	are	written	down	on	the	flipchart,	ask	the	participants	if	they	all	agree	to	

follow those rules.
•	 Post	the	flipchart	with	the	ground	rules	on	a	wall	so	that	all	of	the	participants	can	see	it	during	the	

course.
Some examples of ground rules:
•	 Participate	actively
•	 Respect	each	other	and	all	opinions
•	 Speak	one	at	a	time
•	 Focus	on	processes,	not	on	individuals
•	 Turn	off	all	cell	phones
•	 Be	supportive	rather	than	judgmental
Training sessions

SESSIONS KEY MESSAGES/ LEARNING MATERIALS TEACHING METHODS/
 TIMINGS

Welcome and 
Introductions

1. The trainer gives a short welcome to participants 
(lasting about one minute). Then the trainer asks 
participants to walk round the room without saying 
anything, just nodding and smiling at the others. 
This should go on for one minute. Then participants 
can greet the others while keeping walking slowly, 
using different forms of greeting, such as ‘Pakhair 
raglay, ’Aslam o alikum, Good Morning or ‘Pleased 
to meet you’. As a last step participant start walking 
faster and greeting the others faster.

2. Refer to Handout 1.1: Training Objectives in the 
Training Manual. Present the objectives for the 
training using the flipchart paper on the wall. Ask 
participants if they have any questions or comments 
about the training objectives. 

3. Present an overview of the Training Agenda. Ask 
participants if they have any questions or comments 
regarding the training agenda

4. Ask participants about their expectations from the 
workshop and note on a flip chart.

5. Facilitator clarifies if some expectations are not to be 
covered in the present training

6. Ask participants to suggest ground rules/ norms for 
effective training environment

     Distribute the Pre-test to all participants and com-
plete the test in 10 min.  

60 minutes 

Discussions

Pre- Test Form
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SESSIONS KEY MESSAGES/ LEARNING MATERIALS TEACHING METHODS/
 TIMINGS

Understanding 
disasters and 
emergencies

Disaster Terms 
and meanings

Introduction 
to disasters and 

emergencies

1.  Welcome all participants to the session 
  Introduce the topic and briefly give a description of 

the events
  Refer to the Training Manual. Present the material 

given below using flip chart.

Practical Exercise
Facilitator puts two charts on the wall with the heading 
of “Child Protection” on chart 1 and “Disaster” on chart 
2. Hand over small print-out of terminologies of (child 
protection issues and disaster) to each participant and 
ask them to stand with the chart having relevant ter-
minologies as per their understanding. Share the mean-
ing with other fellow participants. Exchanges of words 
meanings and discussions will be held which help the 
participants to differentiate the terminologies as well as 
the meaning of these terms. Further the trainer asks to 
set down and share their practical experiences related to 
each terminology.

1. Disaster is a natural or man-made hazard result-
ing in an event causing significant physical damage 
or destruction, loss of life, or drastic change to the 
environment. A disaster can be extensively defined 
as any tragic event with great loss stemming from 
events such as earthquakes, floods, catastrophic ac-
cidents, fires, or explosions. (Wikipedia).

2. Emergencies (from UNICEF CCCs) refers to natu-
ral disasters (ex: earthquakes, floods, etc.) and man-
made disasters (ex: conflict, epidemic outbreak, 
etc.), including rapid onset (ex: earthquake), slow 
onset (ex: famine) and chronic (ex: protracted con-
flict and displacement) situations. An emergency 
can typically be defined as: “A situation where lives, 
physical and mental well-being, or development op-
portunities for children are threatened as a result of 
armed conflict, disaster or the breakdown of social 
or legal order or where the local capacity to cope is 
exceeded or inadequate”.

60 minutes 

Practical Exercise, Plenary 
discussion, group work and 
presentations.

Major disasters 
in Pakistan

3. Major Disasters
Floods
Floods are the most frequently occurring natural disas-
ter in Pakistan which particularly hit Punjab and Sindh 
while hill torrents tend to affect the hilly areas of Khyber 
Pakhtunkhwa, Baluchistan, Gilgit Baltistan (GB) and 
Federally Administrated Tribal Areas (FATA).
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The magnitude of the 2010 floods was significantly high 
both in both scale and destruction causing huge human 
and financial losses. The impact of flooding in KP and 
FATA was more complex than in other areas as both 
refugees and existing IDPs were affected by them and 
continue to need early recovery support, at the same 
time the dynamic of the ongoing complex emergency 
continued

60 minutes 

Discussions

Pre- Test Form

Droughts
Pakistan is vulnerable to long droughts and also to 
seasonal droughts. Hence, on average, a 2-3 year long 
period of droughts hits every 10 years. In recent years, 
drought has brought extensive damages to Bauchistan, 
Sindh and Southern Punjab in terms of affected liveli-
hood, human deaths,  migration of tens of thousands 
people and loss of large number of cattle.
Earthquakes
Pakistan lies in a seismic belt and therefore suffers from 
frequent earthquakes of small, medium and high mag-
nitude. Major cities of Pakistan are significantly vulner-
able to earthquakes and located on the edges of high risk 
areas. Four major disasters have hit the area in 20th Cen-
tury including: 1935 Quetta earthquake, 1945 Makran 
Coast earthquake, 1976 GB and 2005 earthquake Azad 
Jamu & Kashmir (AJ&K) and KP earthquake.
Cyclone
Coastal belt of Pakistan is highly vulnerable to cyclone 
and associated storm surges. The losses to infrastructure 
were estimated at PKR 750 million. In the recent past 
Pakistan has suffered from cyclone YEMYEN in 2008 
and Cyclone PHET in 2010. Fifteen cyclones were re-
corded between 1971 and 2010.
Landslides
The regions of AJ&K, GB and parts of KP province are 
particularly vulnerable to landslide hazard. Aside from 
the young geology and fragile soil type of mountain 
ranges, accelerated deforestation is a major cause be-
hind increased incidences of landslides. On January 4, 
2010 a massive landslide triggered in Attaabad village of 
district Hunza Nagar GB.
Avalanches
The hazard of avalanches in the regions of AJ&K and 
GB of Pakistan is common as per identified the poten-
tial avalanche path. These avalanches cause causalities, 
damages to properties and losses to livelihood.

Understanding 
child protection 
in emergencies

•	 Welcome all participants to the session
•	 Introduce the topic and briefly give a description of 

the events
•	 Refer to the Training Manual. Present the material 

given below using flip chart.

1 hour 45 minutes
Plenary discussion, group 
work and presentations.
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What is child?

What is  
Protection?

What is CPiE?

1. Definition of a ‘child’ (Art 1 UNCRC) – any person 
below the age of 18 years is a child.  Although the 
second part of the article suggest that those under 
18 may not necessarily be recognized as ‘children’ 
under the law, the Committee on the Rights of the 
Child has emphasized that when States define mini-
mum age in legislation, they must do so in the con-
text of the basic principles of the CRC, in particu-
lar those of non-discrimination, best interest of the 
child, and the right to life and maximum survival 
and development.  

2. Protection encompasses all activities aimed at en-
suring respect and fulfillment of human rights, as 
expressed in international human rights and hu-
manitarian law.

3. CHILD PROTECTION is a broad term to describe 
philosophies, policies, standards, guidelines and 
procedures to protect children from both intention-
al and unintentional harm. 

4. Child Protection in Emergencies is the prevention 
of and response to abuse, neglect, exploitation of 
and violence against children in emergencies.  Also 
includes addressing psychosocial wellbeing of chil-
dren and caregivers.

60 minutes 

Discussions

Pre- Test Form

The definition of Child Protection, as agreed by the 
Child Protection Working Group, is “the prevention of 
and response to abuse, neglect, exploitation and vio-
lence against children”. Thus, child protection is not the 
protection of all children’s rights, but refers instead to a 
subset of these rights.
(Ref: “Minimum Standards for Child Protection in Hu-
manitarian Action” by CPWG)
Emergencies can be the consequences of  man-made 
actions like wars, armed interventions etc or result of 
natural hazards like earthquakes, floods etc. In threat-
ening conditions of emergency, urgent actions are re-
quired to prevent the escalation of emergency in to a 
disaster. When an emergency strikes, it devastates the 
normal pattern of lives in the area but children are the 
most vulnerable against the long lasting effects of emer-
gency situations. Children are at more risk of violence, 
exploitation and abuse during emergencies, so they re-
quire Child Protection.

CPiE in Pakistan 
– Facts and the 

legal framework

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.

1 hour 30 minutes 

Plenary discussion, group 
work and presentations.
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Some facts and 
figures 

1. Child Protection issues in Pakistan
•	 A total of 3,508 children were sexually abused in 

the year 2014 with 10 such cases happening per day. 
This included 2,141 Girls and 1,367 Boys. The high-
est percentage of vulnerable age group among both 
girls and boys was 11-15 years . 

•	 Abduction	cases	increased	by	7	per	cent,	from	1,706	
cases in 2013 to 1831 in 2014. On average 5 children 
were being abducted every day . 

•	 There	were	898 reported cases of rape and sodomy 
with children, 256 cases of attempted rape and sod-
omy, 327 cases of gang rape and gang sodomy .  

•	 According	 to	 the	 official	 survey	 conducted	 by	 the	
Federal Bureau of Statistics and Ministry of Labour 
in collaboration with International Labour Organ-
ization (ILO) in 1996, 3.3 million children were 
working, out of which 73 per cent were boys and 27 
per cent were girls. 

•	 An	estimated	1.2	million	children	are	on	the	streets	
of Pakistan’s major cities and urban centers .

•	 According	to	a	United	Nations	Office	on	Drugs	and	
Crime (UNODC) survey, 72 per cent of working 
children are not in contact with their families and 
10 per cent have no unaware of their families details. 

•	 Every fourth household in Pakistan employs chil-
dren for domestic purposes. Majority of these 62 per 
cent were girls. (SPARC 2013 )

•	 A	civil	society	report	cited	41	cases	of	torture	to	child	
domestic workers reported in the media during Janu-
ary 2010 to June 2013. (Daily Dawn Jan 27, 2015)

•	 Pakistan	ranks	third	on	the	list	of	countries	in	which	
slavery is high prevalent with over 2 million people 
ensnared in some form of bonded labor  (The Glob-
al Slavery Index 2013 )

•	 In	 its	 Trafficking	 in	 Person	 Report	 2013,	The	 US	
State Department categorized Pakistan as a source, 
transit, and destination country for trafficking of 
women and children for forced labor and sex traf-
ficking .

•	 According	to	the	Acid	Survivors	Foundation	(ASF)	
there were 142 cases of acid attacks reported in 2013. 
Out of the victim 20 percent were below the age of 
18 years.

•	 In	2014,	103	cases	of	child	marriages	were	reported	in	Media	.
•	 Children become prone to child sexual abuse, child 

labor, child and forced marriage, child trafficking, 
children living and or working on the streets in 
emergency situations.

60 minutes 

Discussions

Pre- Test Form

Child rights 
Laws (national & 

International)

•	 2. Child Rights Laws (National & International)

•	 United Nations Convention on the Rights of the 
Child-UNCRC
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Some facts and 
figures 

•	 The UN Convention on the Rights of the Child is 
the primary legal framework for the protection of 
children in emergencies. It has been ratified by all 
countries except for the United States and Somalia. 
Within the UNCRC, four articles are afforded spe-
cial emphasis, as they are basic to the implementa-
tion of all other rights. 

•	 These four articles are often referred to as ‘general 
principles’. These are:

60 minutes 

Discussions

Pre- Test Form

1. That all the rights guaranteed by the UNCRC must 
be available to all children without discrimination of 
any kind (Article 2)

2. That the best interests of the child must be a prima-
ry consideration in all actions concerning children 
(Article 3);

3. That every child has the right to life, survival and 
development (Article 6); and

4. That the child’s view must be considered and taken 
into account in all matters affecting him or her (Ar-
ticle 12).

•	 Following from these, each of the substantive articles 
(Articles 1-41) details a different type of right. Of these, 
Protection Rights are those that ensure children are 
safeguarded against all forms of abuse, neglect and ex-
ploitation, including special care for refugee children; 
safeguards for children in the criminal justice system; 
protection for children in employment; protection and 
rehabilitation for children who have suffered exploita-
tion or abuse of any kind.

•	 The CRC recognizes the specific risks faced by chil-
dren in conflict situations, and as such, in addition 
to the more general Protection Rights, which are 
applicable in all emergency situations, the CRC in-
cludes a number of articles that specifically address-
ing issues of Child Protection in conflict:
•	 Article. 22 – Refugee Children
•	 Article. 38 – Protection of Children Affected by 

Armed Conflict
•	 Article. 39 – Rehabilitation of Children Affected 

by Armed Conflict
Child Rights and related Laws in Pakistan 
The Prevention and Control of Human Trafficking Or-
dinance 2002
The Prevention and Control of Human Trafficking Rules 
2004
The Child Marriages Restraint Act 1929
On December 10, 2015, the National Assembly passed 
the Criminal Laws Amendment Bill 2015. The Criminal 
Laws (Child Protection) Amendment Bill covers child 
pornography, exposure to seduction, abuse, cruelty to a 
child and trafficking in human beings within Pakistan.
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Criminal Law Amendment (Protection of Women) 
Act 2006
Criminal Law Amendment Act 2004
Article 11(3) of the Constitution prohibits employment 
of children below the age of 14 years in any factory or 
mine or any other hazardous employment.

Laws on Compulsory Education
Article 25-A was inserted in Constitution under the 18th 
Constitutional Amendment Act 2010 where education 
has been made a fundamental right for children five to 
sixteen years of age. Accordingly, the National Assembly 
and all Provincial Assemblies, except KP, enacted their 
respective laws in accordance with Article 25-A.

•	 The	ICT	Right	 to	Free	and	Compulsory	Education	
Act 2012 which was extended to FATA by the then 
President in 2013.

•	 The	Sindh	Right	to	Free	and	Compulsory	Education	
Act 2013

•	 The	Punjab	Right	 to	Free	and	Compulsory	Educa-
tion Act 2015

•	 The	Baluchistan	Right	to	Free	and	Compulsory	Ed-
ucation Act 2014

KP has still not enacted the KP Right to Free and Com-
pulsory Education Bill 2015. However, the KP Compul-
sory Primary Education Act 1996 is in place.

Legislation and Prosecution against Child Sexual Abuse 
(CSA)
Pakistani criminal justice system does not deal CSA any 
differently than adults
No specific Laws but some like following:
Section: 377 (Unnatural Offenses) Pakistan Penal Code 
(PPC 1860)
Section: 375 (Rape) Pakistan Penal Code (PPC 1860)
Section: 376 (Punishment for rape) Pakistan Penal Code 
(PPC 1860)
Section: 366-A Procreation of minor girl
The National Assembly enacted the long awaited Crimi-
nal Laws (Amendment) Act 2015 on December 10, 2015 
where by changes have been made in the above sections. 
Similarly, the age of criminal responsibility has been in-
creased from 7 to 10 years under Section 82 of the PPC 
and from 12 to 14 years under Section 83.

60 minutes 

Discussions

Pre- Test Form
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Provincial Laws
Punjab
The Punjab Destitute and Neglected Children Act 2004
The Punjab Child Marriages Restraint (Amendment) 
Act 2015 
The Punjab Employment of Children Amendment Act 
2012
The Punjab Protection of Breastfeeding and Young 
Child Nutrition (Amendment) Act 2012
Sindh
The Sindh Child Protection Authority Act 2011
The Sindh Protection and Promotion of Breastfeeding 
Child Nutrition Act 2013
The Sindh Child Marriages Restraint Act 2014
The Sindh Children Act 1955
Baluchistan
The Baluchistan Protection and Promotion of Breast-
feeding and Child Nutrition Act 2014
The Baluchistan Right to Free and Compulsory Act 2014
KP
The Khyber Pakhtunkhwa Child Protection and Welfare 
Act 2010
The KP Protection of Breastfeeding and Child Nutrition 
Act 2015

DAY-02: Learning Objectives

By the end of this session, participants will:
1. Understand 2 day training objectives and agenda
2. Understand the guideline Principle of Child Protection in Emergencies 
3. Understand about Separated, Unaccompanied and Missing children, Identification, Registration,   
 Data Management, Referrals and monitoring and Follow up. 
4. Understand the standard case management principles for USAC 
5. Understand the complete process of case management of USAC 
6. Understand about the complete process of keeping these children in Interim Care 
7. Able to know about the Family Tracing, and Tracing Missing child 

Handouts 
Handout 1.1: Previous day Revision 
Handout 1.2: Training day 2 Objectives 
Trainer Advance Preparations
•	 Write	training	objectives	on	flipchart,	hang	on	the	wall,	and	keep	covered	until	use.
•	 Hang	two	signs	on	the	wall	next	to	each	other	for	major	learning	on	the	previous	day	and	confusions/	

questions remaining on each chart. 
•	 Flip	chart	with	training	guidelines/	Norms	to	be	remembered	



Training Manual on Separated, Unaccompanied and Missing Children

25

SESSIONS KEY MESSAGES/ LEARNING MATERIALS TEACHING METHODS/
 TIMINGS

Guideline 
Principles 

What are the 
main guidelines 

Principles for 
CPiE? 

Practical 
Exercise 

•	 Welcome all participants to the session 
•	 Introduce the topic and briefly give a description of 

the events
•	 Refer to the Training Manual. Present the material 

given below using flip chart.

Exercise: Plenary discussions
Facilitator asks the participants to think for two minutes 
to brainstorm and share what they mean by guideline 
principles. The facilitator listens to every participant, 
one by one and writes on a flip chart. Discussions will 
be held on each point and the facilitator will give com-
ments on each point and explain the meaning and pur-
pose of each principle. At the end, the facilitator will 
share the list of guideline principles.

1 hour

Plenary discussion, group 
work and presentations.

 

Family unity, 
best interest of 
the child, Child 
opinion, Do no 
harm, Non- dis-

crimination, 
Psychological 
support and

special needs of 
girls. 

1.    Family unity
According to the principle of family unity (or in-
tegrity of the family) all children have the right to a 
family, and families have a responsibility to care for 
their children. Unaccompanied and separated chil-
dren must be provided with services aimed at reu-
niting them with their parents or primary legal or 
customary caregivers as quickly as possible. If large 
numbers of children are separated from their parents 
or other relatives in an emergency situation, priority 
should be given to the most vulnerable, whether ac-
companied or unaccompanied, taking into account 
that the latter are likely to be more vulnerable.

2.  Best interests of the child 
      This principle constitutes the basic standard for guid-

ing decisions and actions taken to help children, 
whether by national or international organizations, 
courts of law, administrative authorities, or legisla-
tive bodies. The Inter-agency Guiding Principles on 
unaccompanied and missing children should be tak-
en into account when determining the best interests 
of the child in a given situation.

3. Child’s opinion
      A child’s opinion should be listened to and given due 

weight in relation to th e child’s age and maturity. 
Children must be kept informed about plans being 
made for them. This includes decisions about place-
ment and care, tracing and reunification. Programs 
should actively engage children in responding to 
and prevention of separation issues in disasters

1. Training Sessions
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SESSIONS KEY MESSAGES/ LEARNING MATERIALS TEACHING METHODS/
 TIMINGS

Guideline 
Principles 

What are the 
main guidelines 

Principles for 
CPiE? 

Practical 
Exercise 

4. Do-no-harm
     Care has to be given while dealing with children in 

emergencies in order to ensure that no harm is done 
to their physiological and psychological being. The 
explanation of graphic disaster details without in-
spiring hope can be dangerous for their personality. 
There is a fine line between showing children accu-
rate depictions of reality along with useful informa-
tion to teach or protect, and sharing too-explicit or 
graphic information which inadvertently harms or 
further traumatizes them.

5. Non-discrimination
     One of the basic tenets of international humanitar-

ian law is that the protection and guarantees it lays 
down must be granted to all without discrimination. 
Thus all four Geneva Conventions and both Addi-
tional Protocols provide that the “specific categories 
of person they protect must be treated humanely 
and without adverse distinction founded on sex.” 
The Convention on the Rights of the Child (CRC) 
reinforces this key principle and states that girls 
have additional, specific needs which have to be tak-
en into account in programming for their care and 
protection.

6. Psychosocial support
       Psychosocial support is the process of meeting a per-

son’s emotional, social, mental and spiritual needs. 
All of these are essential elements of positive human 
development. Psychosocial support is needed by all 
children. It promotes their psychological and emo-
tional wellbeing and helps to build resilience in chil-
dren. Nevertheless, children are resilient, but when 
faced with extreme adversity and trauma, they and 
their families can and do need extra support. Psy-
chosocial support builds internal and external re-
sources for children and their families to be able to 
understand and deal with adverse events.

7. Special needs of girls
     The special needs of girls must be taken into ac-

count throughout the times of crises, conflict and 
their aftermath as well as man-made or natural dis-
asters. They are more vulnerable to sexual abuse 
and exploitation as well as facing a higher risk of 
negligence when it comes to protection and aid. Ap-
propriate responses must be developed at all stages 
of programming. As an example, consider the Se-
curity Council Resolution 1261 (1999) on children 
and armed conflict, which urges all parties to armed 
conflicts to take special measures to protect chil-
dren, in particular girls.

1 hour

Plenary discussion, group 
work and presentations.
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Guideline 
Identification of 
Separated and 

Unaccompanied 
Children

Differences be-
tween separated 
and unaccompa-

nied children 
 

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	 Refer to the Training Manual. Present the material 

given below using flip chart.

1. Separated children are persons under the age of 18 
who are separated from both parents, or from their 
previous legal or customary primary care-giver, but 
not necessarily from other relatives. Separated Chil-
dren include both unaccompanied and accompa-
nied children.

2. Unaccompanied children (also called unaccompa-
nied minors) are children who have been separated 
from both parents and other relatives, and are not 
being cared for by any adult who, by law or custom, 
is responsible for doing so.

3. Accompanied children are children who have been 
separated from both parents but are being cared for 
by an adult who is either a close or distant relative, 
or who by law or custom is responsible for the child’s 
care.

1 hour

Plenary discussion, group 
work and presentations.

Steps for estab-
lishing a child 

identity 

Registration and 
documentation, 
Verification of 

birth certificate 
and Emergency 

documents, Data 
management 

Referral system 
Follow up and 

Monitoring

Steps for establishing a child’s identity

1. Capacity of the staff at the point of origin needs to 
be improved in order for him/her to be able to in-
terview children and members of the community 
appropriately and gather the relevant data needed to 
identify the child;

2. Interview a separated child in a child-friendly, quiet 
place by trained staff. Make the child feel as secure 
and safe as possible;

3. Whenever possible, take photographs of the child 
and his/her belongings as part of the registration 
and documentation process, as soon as possible after 
the child’s separation from his/her family;

4. Use a standardized Reporting Format (Annex I: Sep-
arated / Unaccompanied Child Reporting Form);

5. Keep all information confidential; and
6. Use a Central Database for verification of the child’s 

identity (through the birth register) and update it 
regularly. The verification process needs to be fast 
in order to shorten the time of the child being sep-
arated from its relatives. Early assessment must be 
completed in order to establish the extent of family 
separation and the situation.

Registration and Documentation
At the point of origin, i.e. first contact with the separat-
ed / unaccompanied child (NGO, Police, Social Welfare 
Department staff/CPU’s, Dar-ul-Aman staff, etc.) a Sep-
arated / Unaccompanied Child Reporting Form (SRF), 
as provided in Annex I should always be filled in with 
maximum possible details to facilitate tracing of
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relatives or for family reunification. During the regis-
tration process, unaccompanied and separated children 
should be registered individually keeping accountability 
/ responsibility factor in mind, but cross-referenced to 
the family they are staying with. Local authorities and 
field offices should keep a registry wherever a separated 
and unaccompanied child is identified.

A large number of children in Pakistan have no Birth 
Certificate or any other documentation. In emergencies, 
it is very difficult to register those children and later on 
trace their families. It is therefore highly recommend-
ed to register all relevant information in the Separated /
Unaccompanied Child Reporting Form (SRF) and later 
on to feed all information to a central database accessi-
ble for all stakeholders.
Documentation and Data Management
1. A central database for uniformly recording the cases 

of separated and unaccompanied children should be 
established where all the cases can be recorded with 
the whole background information and tracked. It 
should have provision for updating data from the 
district level. NADRA is already working at all lev-
els with swift registration centers. Linkage should be 
developed with NADRA for the times of crisis and 
community should be sensitized on the importance 
of documentation and registration with national da-
tabase.

2. Beyond registration, a more thorough documenta-
tion and data management of each unaccompanied 
child is required in order to establish the child’s 
personal history and individual needs and to begin 
tracing for the family. Legal responsibility for unac-
companied children rests with the government. An 
unaccompanied child should have a legal guardian 
with respect to involvement in any legal proceedings 
and to advocate for the child’s interests or to make 
decisions on behalf of the child in other situations.

Online Data Management
As mentioned earlier there is no central database avail-
able in Pakistan for uniformly recording cases of sepa-
rated and unaccompanied children. There is an urgent 
need for establishing a central database with a provision 
for uploading data from the district level. It is recom-
mended that NDMA should take the lead role in this 
regard. The database initiated by Punjab PDMA can be 
a good starting point for this. KP-CPWC database can 
be interlinked with PDMA for the purpose of utilizing 
the objective. User ID should be provided separately for 
each department /organization in order to have central-
ized database at the provincial level.
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Referral System
It can be defined as a network of all the public sector, 
private sector and non-profit organizations working for 
the protection and provision of the rights of the chil-
dren affected by the emergency and disaster to which 
the child can be referred for different services.
Steps for referral system management
1. Establish Referral and Reporting System- A list of 

referral partners of different stakeholders (SWD/
CPUs, NGOs and other community level services) 
should be in the hands of the Social Welfare Depart-
ment. An updated contact list and the MoUs should 
be organized and made available on line;

2. Ensure that all duty bearers understand their re-
sponsibility and role. A clear MoU and Guidelines 
should be developed and signed by all stakeholders.

Referral systems have been established in Child Protec-
tion Units of the Social Welfare Department in some 
districts of KP and Sindh under their respective pro-
vincial laws i.e. The KP Child Protection and Welfare 
Act 2010 and the Sindh Child Protection Authority Act 
2011. In District Sanghar, Sindh, a Protocol Agreement 
was signed by the Deputy Commissioner for putting in 
place a referral mechanism in CPU Sanghar.

There is a need to strengthen these referral systems.
Guideline for 

separated chil-
dren under the 
age of 5 years.

Guidelines for Care of Separated Children under the 
Age of 5 Years

Caring for separated children under the age of five is 
different from caring for older children since they are 
even less able to express personal views and prefer-
ences than older children who might be able to read, 
write and be able to identify themselves and their rel-
atives.
In an emergency the following steps for the children 
under the age of five should be activated at the point 
of origin:
1. Find families willing to care for babies and children 

who are separated from their own families. The as-
sistance of community leaders, religious leaders, 
women’s associations, community health volunteers 
and others would be supportive keeping in view the 
court and competent authority;

2. Involve community members in decision mak-
ing from the beginning. One way to do is to help 
to create a Child Welfare Protection Committee, 
comprised of key community members, religious 
leaders, teachers, social workers and parents. Child 
Welfare Committees can develop the standards of 
care for separated children and the criteria for foster 
families and then monitor the care of separated chil-
dren in foster families; and

3. Determine if there is any problem of abuse or ne-
glect and the care arrangement is adequate before 
deciding to move a baby child to the foster family.
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In all cases, required special care must be provided and 
monitored regularly by the concerned department/ 
organization and the court and competent authority 
should be regularly updated.
Standard case management principles for USAC

Standard case 
management 
principles for 

USAC

•	 Promote	the	child’s	best	interest
•	 Ensure	the	safety	of	the	child
•	 Comfort	the	child	
•	 Ensure	appropriate	confidentiality
•	 Involve	the	child	in	decision-making
•	 Treat	every	child	fairly	and	equally	(principle	of
       non-discrimination and inclusiveness)
•	 Strengthen	children’s	resiliencies

Procedures re-
lated to  USAC

Procedure related to USAC
1. Prevention of Separation:
2. Identification and referral of the UASC:
3. Documentation of the UASC: 
4. Case management of UASC: 
5. Family tracing of UASC: 
6. Family verification: 
7. Family reunification: 
8. Best Interests Determination (BID):
9. Temporary and long term alternative care ar    range-

ments:
10. Monitoring and follow up:
11. Case closure:

Sub process of 
case  

management of 
USAC

Interim Care

Temporary Care 
Arrangements:

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.
1. If it is not possible to immediately identify or reunite 

the child with the family, it becomes imperative to 
identify interim care measures. All efforts should be 
made to identify a family based care option, such as 
relatives, foster care-givers, or other members of the 
community and should be based on the child’s best 
interest. Only if it has not been possible to identify a 
family based option, should residential care such as, 
an interim care Centre be considered. Children who 
cannot be reunited with their families within this 
time frame should have a 12 week placement review 
to determine if they should continue to remain with 
their current care-givers or if they should be moved 
to a more suitable placement.

1 hour 15 minutes 

Plenary discussion, group 
work and presentations.
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Key Principles 
for Placement 

of Unaccompa-
nied Children in 

Interim Care

      Care arrangements must leave open the possibility of 
family reunion.

2. The number of institutions with the capacity to pro-
vide interim care of separated and unaccompanied 
children is very limited throughout the country. 
Most of the existing institutions are permanent care 
institutions, that are not geared towards provid-
ing interim care and do not have the protocols and 
guidelines available for this purpose.

Key Principles for Placement of Unaccompanied 
Children in Interim Care
1. Place children in small groups. The child feels more 

secure and is easier to care for.
2. Always place siblings together; also children who 

know each other, friends and children from the 
same geographical area should be put in the same 
group where possible.

3. Make sure each child is registered, with a separate 
file; a copy of the unaccompanied child’s file should 
always travel with the child.

4. Immediately notify the local authorities and the 
community of the child and keep in touch for fol-
low-ups.

5. Try to prevent long-term institutionalization, the 
faster the child is reunited with its family, the less 
traumatized he/she will be.

6. Ensure that child protection standards are met. Take 
specific care of the needs of girl children and of chil-
dren with disabilities.

7. All children have to be supervised by appropriate 
staff at all times, especially the small ones.

8. Make sure that the procedures in the care facility are 
transparent and accountable.

9. Create and enforce national minimum quality stand-
ards through certification of the alternative care fa-
cilities.

10. Regular inspection, monitoring and reporting 
should be made mandatory.

11. Take legal actions against unregistered or unauthor-
ized care providers.

Foster Care and 
Placement of 

Separated Chil-
dren in Family 

Based Care

Foster Care
•	 While tracing the parents, a child should be placed 

with a family which would ideally be willing to take 
care of the child. It must also be ensured that the fos-
ter family thereof would also be willing to give the 
child back to the parents if they are located. Secure 
and organized fostering arrangements are necessary 
if the family cannot be traced immediately. Close 
monitoring of the family based care facilities and 
regular information on how family tracing efforts 
are proceeding should be carried out.

Placement of Separated Children in Family Based 
Care  
Guardianship should be used in administrative or judi-
cial proceedings wherever the system exists to support it
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     , as it provides an important safeguard for ensuring 
that children’s rights and best interests are upheld. 
In large-scale disasters, where it will be difficult to 
establish guardianship arrangements, the rights and 
best interests of separated children must be safe-
guarded and promoted by organizations working on 
behalf of these children.

 Most separated children do have parents or other fam-
ily members willing and able to care for them and with 
effective tracing they can be found. For the best interests 
of the separated child a family based interim care should 
be the first priority until the tracing of the parents has 
been completed.
Follow- up and Monitoring of Interim Care
•	 Monitoring	 should	 be	 done	 regularly	 and	 reports	

must be submitted to SWD/CPUs. Budget shall be 
allocated for the said monitoring and follow up pur-
pose.

•	 A	special	Reporting	Form	 for	 follow	up	 should	be	
incorporated and checklist for monitoring should be 
used along with action plan.

•	 The	child	should	be	referred	 for	his/her	wellbeing,	
which will be in his/her best interest and order of the 
courts / competent authority in this regard should 
be followed.

•	 The	trained	social	worker	should	be	made	accounta-
ble for monitoring the overall situation and services 
provided by the care givers.

•	 Any	kind	of	abuse,	neglect	or	threat	related	to	child	
welfare observed during or after monitoring must be 
reported and referred to relevant authorities to pro-
vide prompt actions.

Family Tracing

Family tracing 

Tracing a  
missing child 

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.
•	  Tracing is the process of searching for family mem-

bers or primary legal or customary care-givers. The 
term also refers to the search for children whose par-
ents are looking for them. The objective of tracing is 
reunification with parents or other close relatives. 
Family tracing and reunification have been empha-
sized and promoted as the most important durable 
solution for unaccompanied and separated children 
by all UN-agencies and the National Government.

•	 The process of tracing and reunification of the chil-
dren identified as separated and unaccompanied in 
different provinces in Pakistan has so far been car-
ried out in an informal way and does not follow uni-
form guidelines. NGOs tend to use informal means 
to trace families. In certain cases the district admin-
istration has been involved in the process but the 
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district administration has been involved in the pro-
cess but the tracing is mostly done through links to 
the community. There are no set guidelines available 
for NGOs and other stakeholders for reunification 
and so NGOs follow their own procedures. These 
include: written statements by parents, copy of ID 
cards and photos of the reunification.

Tracing Families steps/process
1. Verification must always be carried out. It is a built-

in protection for the tracing system. It checks that 
the person claiming the custody of child is, in reality, 
who they claim to be.

2. It can also be used to confirm that the relatives are 
willing and able to take the child and that   the child 
wishes to be reunited with these relatives.

3. Mobilize the resources at the local Point of Origin. 
District Coordination Officer (DCO) should coordi-
nate the tracing process and ensure that involvement 
of NGOs and CBOs in tracing follow a prescribed 
guideline and reporting system.

4. Social Welfare Department should be involved in 
the tracing and family reunification process. After 
the reunification and closing of the case, the infor-
mation must be fed into the database.

5. Local police should be involved in tracing families. 
Police networks throughout the country should be 
able to easily facilitate the tracing process.

6. In emergency situations the Military and other res-
cue workers can be involved in tracing and reunifi-
cation.

7. Community leaders, local mosques can also be in-
strumental in tracing process. But all tracing initi-
atives should be recorded and coordinated with the 
DCO and SWD

8. Confidentiality of information should be strictly 
maintained.

9. Plan and develop long-term solutions for children 
whose families are not traced despite all efforts.

Tracing a Missing Child
In 2010, in Karachi alone 3029 cases of missing children 
were reported to police.4 According to an NGO named 
ROSHNI the number of missing children during the 
early stages of the emergency was quite high due to the 
lack of coordination and capacity of the workers to deal 
with the issue.

4.  6.2 Training a Missing Child ( page 16 of SUM Children SOPs)
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The issue of missing children finds little acknowledg-
ment in Pakistan despite the fact that it is a serious and 
growing problem. This is partly because of the lack of 
understanding regarding missing children and their 
documentation in the relevant departments, which 
leads to little to no information flow on this issue.
In case of children missing during emergencies the  
following steps need to be taken
1. Lodging an FIR with the local police station
2. Meeting of the coordination committee
3. Information to the police stations of the adjacent ar-

eas
4. Information to and activation of the network of 

partners
5. Information to the management of camps
6. Printing of leaflets containing information and if 

possible photographs of the child and widespread 
displays of posters and leaflets in camps, police sta-
tions and bus stations.

DAY-03: Learning Objectives

By the end of this session, participants will:
1. Understand 3 day training objectives and agenda
2. Understand the major Steps in family reunification 
3. Steps for follow up after Family reunification
4. Able to know the Determinants of Long term Arrangements 
5. Learn the Complete process of case management including; Identifying and reporting , Interim 

care, Family Tracing, Family Reunification, Alternative Long term arrangements, Follow up at all 
stages and Sample forms for report Unaccompanied and Separated child

6. Able to know the tools/ forms and their guideline principle for case management of USAC. They 
will have a complete understanding of the key stakeholder and their role as well understand the 
monitoring indicators of USAC

7. Participant fill the Post- test and judge their knowledge about the subject
Handouts 

Handout 1.1: Previous day Revision 
Handout 1.2: Day 3 Training Objectives and agenda 
Handout 1.3: Post-test form
 Trainer Advance Preparations
•	 Write	training	objectives	on	flipchart,	hang	on	the	wall,	and	keep	covered	until	use.
•	 Hang	two	signs	on	the	wall	next	to	each	other	for	major	learning	on	the	previous	day	and	confusions/	

questions remaining on each chart. 
•	 Flip	chart	with	training	guidelines/	Norms	to	be	remembered	
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SESSIONS KEY MESSAGES/ LEARNING MATERIALS TEACHING METHODS/
 TIMINGS

Family Reunifi-
cation

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.

1. Reunification is the process of bringing together the 
child and family or previous care-provider for the 
purpose of establishing or re-establishing long-term 
care. The separation of children from their families 
is often traumatic and can have long lasting con-
sequences in a child’s grooming and well-being. In 
order to minimize further distress resulting from a 
period of prolonged separation, it is important that 
family reunification occurs with the least possible 
delay. Expedited procedures are particularly neces-
sary to reunify separated children with their parents 
or surviving adult relatives to avoid emotional harm 
caused by separation.

1 hour

Plenary discussion, group 
work and presentations.

Steps in Family 
Reunification 

Follow up after 
Family Reunifi-

cation 

Steps in Reunification
Step 1: Proof of Claim: It should be mandatory to verify 
any kind of proof/evidence such as family photographs 
or any other adequate documents (Birth Certificate or 
Identification document) of the claimant.
Step 2: Photo identification by the child: The child must 
be involved in the reunification process and the “best 
interest of the child” principles must be the guideline for 
reunification. If any photograph is available, the child 
should be allowed to identify the family members and 
reconfirm the relationships with the claimer.
Step 3: Community verification: Verify the claimer’s re-
lationships with the child. The local community mem-
bers, local police station should be involved before any 
reunification takes place to ensure the security of the 
child.
Step 4: The consent of the child is of vital importance in 
preparation of family reunification.
Step 5: In some cases, an assessment of the family sit-
uation should be conducted before reunification takes 
place.
Step 6: Upon positive verification of the claimant and 
consent of the child, handing over by the child should 
be done in presence of DCO or Social Welfare officer or 
Police authority.
Step 7: Handing-over document should be signed on 
closure of the case.

Training Session
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Steps for Follow-up after Family Reunification

Once the child is reunified the responsibility returns to 
the family and to a certain extent to the community to 
ensure the welfare of the child.

•	 Almost	all	children	after	reunification	need	special	
psycho-social support (due to traumas, distress of 
separation and other disorders). They should be 
monitored by the Social Welfare Department or a 
community level mechanism (NGO may be given 
approval on behalf of SWD to follow-up, monitor 
the case and report). The family should report regu-
larly to Social Welfare Officer in the local communi-
ty.

•	 A	child	with	special	needs	 that	were	 identified	be-
fore the reunification needs special support due to 
his/ her disability and should be monitored and sup-
ported regularly. If necessary a referral to other rele-
vant service providers in consent with the parents is 
to be carried out.

•	 All	 follow-up	 and	 monitoring	 should	 be	 done	 by	
trained a social worker or NGO worker who has 
comprehensive knowledge on CP, although regular 
visits as general support to the family, linking it with 
community support is helpful.

•	 All	monitoring	 should	 be	 recorded	 and	 fed	 into	 a	
data system.

•	 If	 required,	 material	 support	 can	 be	 given	 to	 the	
family in order to avoid further separation or trau-
matizing the child: through support with some basic 
needs like food support, school fees and some eco-
nomic assistance.

1 hour

Plenary discussion, group 
work and presentations.

Long Term  
Arrangement

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	 Refer to the Training Manual. Present the material 

given below using flip chart.

1 hour 

Plenary discussion, group 
work and presentations.

Determinants of 
long term  

Arrangements

Long term arrangements
•	 The best long-term solution for an unaccompanied 

child should be made based on best interest of the 
individual child and depend on the specific merits 
of any particular case. The determination should 
follow the procedure below:

•	 Assessments and decisions on a long-term solution 
for unaccompanied children must be taken by Social 
Welfare Department (SWD) including experienced 
child welfare personnel. Cases must be thoroughly 
assessed on an individual basis.
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•	 The	procedure	should	permit	the	effective	participa-
tion of the child and, as with status determination, 
arrangements be made for him or her to be repre-
sented.

•	 Where	possible,	the	views	of	the	parents	or	who	are	
replacing parents should be obtained.

•	 Case	 histories	 and	 documentation	 on	 unaccom-
panied children are to be shared by organizations 
assisting them. Ensure that as much information 
as possible is provided about family, relatives and 
friends to enhance tracing efforts.

•	 In	 each	 case,	 a	 minor’s	 evolving	 mental	 maturity	
must be determined in the light of the personal, fam-
ily and cultural background (CRC art. 12). Qualified 
child welfare workers should be involved in the pro-
cess of interviewing unaccompanied children.

1 hour

Plenary discussion, group 
work and presentations.

Referral of Children into Residential Care
This should be done as a last resort, even as an interim 
care solution and should be done based on the following 
criteria:
•	 The	child	has	a	disability	or	health	issue	that	requires	

specialized care that is not available in the commu-
nity, but is available in a centre.

•	 A	 child	 needs	 care	 on	 a	 temporary	 basis	 pending	
reunification or the identification of alternative care 
and no other interim care options are available.

•	 A	child	needs	a	secure	environment	that	cannot	be	
guaranteed through other forms of alternative care.

Referral to a Safe House: Girls and boys who have been 
exposed to or are at risk of abuse and exploitation and 
whose security cannot be guaranteed through alterna-
tive care options, may be referred to a safe house.

Case Manage-
ment

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.

1 hour

Plenary discussion, group 
work and presentations.

Case 
Management

system

Steps for case 
management of 
separated and 

unaccompanied 
children during 
the emergencies

•	 Case management
Case management will be coordinated through the pro-
vincially developed and endorsed ‘action charts’ for Un-
accompanied and Separated Children. Each stakeholder 
will follow the ‘steps’, and adhere to the ‘actions/activ-
ities’ outlined in the charts. Steps include coordinated 
reporting and monitoring (facilitated by the Child Pro-
tection working group or cluster if activated, and rele-
vant DDMAs, R/PDMAs and NDMA), and case man-
agement (led by the Social Welfare Department).
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These provincial action charts are working documents 
and will be updated biannually by PDMA (in coor-
dination with GCC NDMA and the child protection 
working group or cluster) in order to reflect up- to date 
Government structures, stakeholders, and focal points 
within respective agencies.
•	 The following chart shows the different steps to be 

taken for case management of separated and unac-
companied children during the emergencies: it pro-
vides frameworks for dealing with both separated 
and unaccompanied children as the requirements 
of both are different. Whereas unaccompanied chil-
dren need a full range of services, the separated chil-
dren may only require monitoring and follow up.

1 hour

Plenary discussion, group 
work and presentations.

Step 1: Identification and Reporting
•	 Child identified by DDMAs, SWD, NGO, Police, com-

munity member etc.
•	 Reporting form filled and SWD immediately notified
•	 SWD Caseworker assigned to interview child and 

complete registration
•	 Database maintained by SWD with weekly updates to 

DDMA and PDMA on status of all  registered children
Step 2: Interim Care
•	  If separated (i.e. accompanied), assessment and on-

going monitoring of existing arrangement
•	  If UAC, seek family based care (using CP commit-

tees and community mechanisms) with interim fa-
cilities as emergency option

Step 3: Family Tracing
•	 Child meeting the  definition of separated or UAM, is reg-

istered and the tracing begins
•	 Tracing by SWD in coordination with DDMAs and PDMA 

(missing persons registrar), police and specialized agencies
•	 Verification
•	 SWD makes referrals to other services (medical, legal, PSS)
Step 4: Family Reunification
•	  Reunification
•	  Follow Up
Follow ups in all cases: interim, long-term, family, fos-
ter or institutional care etc.

Tools &  
Guidelines to be 
used to complete 

the process of 
case  

management for 
USAC

•	  Welcome all participants to the session 
•	  Introduce the topic and briefly give a description of 

the events
•	  Refer to the Training Manual. Present the material 

given below using flip chart.
•	  Facilitator will show the following forms to the par-

ticipants and guide them how to fill it
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Sample forms 1. Sample of registration forms
2. Sample of assessment forms
3. Sample of case planning form
4. Sample of follow up form
5. Case closure form
6. Case transfer Form

1 hour

Plenary discussion, group 
work and presentations.

Guidelines to fill 
the forms/ inter-

view child

Guidance Note to fill the UASC Children Registration 
Form

This Guidance Notes is aimed at supporting field/
social workers to complete the agreed inter-agency 
registration form for unaccompanied and separated 
children and should be read together with the form, 
before starting to register children. It should be used 
as part of the training for field/social workers on tech-
niques for interviewing children in emergency con-
texts. The extended registration form follows a simi-
lar content but collects more complete information to 
support the full case management process. Both these 
forms can be used as they are or contextualized.
1. Before starting the interview as well as at the end, 

you should explain to the child, using child-friend-
ly language, what information about them is being 
collected and why.

Include:
•	 Your name, who you work with and what your agen-

cy does.
•	 You will ask some questions about the child – ask if 

that is OK and explain that he/she doesn’t have to 
answer questions if they don’t want to.

•	 Explain you will be taking notes so that you remem-
ber what is said – ask if that is OK.

•	 Explain that you need to share some information – 
explain with who and why – ask is that is OK.

•	 Reassure the child that if there is any information 
they do not want to share, they can say so.

2. Before starting the interview, review what infor-
mation is already available on the child. If the child 
has already been interviewed by another organiza-
tion, try to find that information and make sure you 
do NOT ask the same questions again.

3. The shaded areas of the form are for you to com-
plete without asking these questions directly to 
the child. This information should reflect case cod-
ing and the analysis of the child that the field/social 
worker makes and their recommendations for fol-
low up and next steps.



Training Manual on Separated, Unaccompanied and Missing Children

40

4. The wording of the questions on this form should 
serve as a guide. The way questions are phrased and 
how they are asked should be adapted according to 
the age of the child being interviewed, how willing 
they are to give information, the nature and sensitiv-
ity of the question, and the local context and culture.

1 hour

Plenary discussion, group 
work and presentations.

5. Section 1 – Data Confidentiality:
a. In order to be able to answer these questions, please 
explain to the child what the information will be used 
for, what information will be made public, how their 
identify will be kept secure and confidential and how 
sharing certain information may help with successful 
tracing. Ask the child what they agree with.
b. Ensure the child understands and feels free to say if 
they do not want certain information to be made public 
– you can get this information in various ways, either 
asking the child whether he or she would feel safe or 
would have any reason to worry if you shared the infor-
mation with specific people or authorities, or observ-
ing the child and understanding what information they 
may/may not want to share and with whom.
6. Section 2 – Child’s personal details:
a. A Separated child is any person under the age of 18, 
separated from both parents or from his/her previous 
legal or customary caregiver, but not necessarily from 
other relatives. These may, therefore, include children 
accompanied by other adult family members.
b. An Unaccompanied child is any person under the age 
of 18, separated from both parents and other relatives or 
from his/her previous legal or customary primary car-
egiver and who is not being cared for by an adult who, 
by law or custom, is responsible to do so.
c. Orphans are children, both of whose parents are 
known to be dead. In some countries, however, a child 
who has lost one parent is called an orphan. Most chil-
dren who are separated from their families are not or-
phans and should not be referred to as such. It is impor-
tant that a local-language term, or phrase, be found and 
used that conveys the sense of “children separated from 
their families”
d. Urgent protection concern – please state here whether 
the child requires urgent intervention or not. The type 
of intervention required is further explored in section 7.
e. Names – the structure provided on the forms is first, 
second and third name throughout. The name format 
will need to be adapted to each context.
f. If the child does not remember her/his address before 
separation, please note other relevant information, such 
as descriptions of mosques, churches, schools or other 
landmarks (Allow the child to draw on the back of the 
form is you think this will help).
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7. Section 3 – Wishes of the Child:
a. If child DOES want family reunification – only enter 
details if they are different from the details collected in 
the previous sections. The registration form gives you 
enough space to collect information about 2 people the 
child would like to trace/locate. If you need additional 
space to enter more people, please use the back of the 
form, ensuring you collect all the necessary fields.
8. Section 4 – Family Details:
a. If addresses of father and mother are the same, only 
enter them once and put ‘same as above’.
b. If the child has been in contact with the mother and/
or the father, state how this contact was made (tele-
phone, letter, through a third party etc)
c. Only enter details of primary caregiver if this was not 
the father or the mother.
d. Family members the child is separated from: Please 
write down names or nicknames of significant others 
mentioned by the child. Registration form gives enough 
space to enter 3 people. If the child mentions more peo-
ple that need to be recorded, please use the back of the 
form, ensuring you collect all the necessary fields.
e. Family members/other important persons child is 
with: Please list any family members or other important 
person, including children of adults the child is travel-
ling with. If the child is travelling with other separat-
ed or unaccompanied children, a separate registration 
form will need to be completed for each UASC. If the 
child is travelling with other adults please include any 
ID registration numbers collected which may help with 
identification. Do not record here details of the current 
care giver – this is collected in section 3. The table gives 
enough space to record details of 7 people.
9. Section 5 – Current Care Arrangements:
a. Only record the address if it is different from the ad-
dress entered in the previous sections.
10. Section 6 – History of Separation:
a. Please give as much detail as possible here regarding 
the circumstance of separation which may help in trac-
ing, remembering to use child friendly language and in-
terview techniques.
11. Section 7 – Protection concerns:
a. Firstly ask the child if there are any immediate con-
cerns he/she would like to raise.
b. This section, or parts thereof, should only be complet-
ed if contextually relevant and/or appropriate (respect-
ing security and confidentiality).
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c. The list of protection concerns should be answered 
by the field/social worker, and not asked directly to the 
child. Information should be sought through conversa-
tion with the child during which relevant information is 
elicited, and observation of the child. If there is no evi-
dent concern (or if the interviewer is not able to detect 
non-obvious protection concerns), further information 
on protection concerns may be collected at a later stage 
beyond registration.
d. “Serious Health Issue” is any health issue which re-
quires imperative medical attention.
e. Disabled children include children that may have 
physical, mental, sensory (blind, deaf, deaf blind), learn-
ing or psychosocial impairments.
12. Section 8 – Details of Interviewer:
a. Please ensure you have again informed the child of 
how the information will be used and what the next 
steps in the tracing process will be.
b. All field/social workers interviewing children must 
sign and date the registration form.
13. Stakeholders and their role and responsibilities
•	 Role	of	NDMA
•	 Role	of	PDMA	
•	 Role	of	FDMA
•	 Role	of	DDMO
•	 Role	of	NGOs/	CSO	
•	 Role	of	United	Nation	bodies	i.e.	UNICEF,	UNHCR,	

and other international organizations 
•	 Role	 of	 Community	 based	 disaster	 management	

committees (if any, if not, it could be formed) 
•	 Role	of	volunteer	
•	 Role	of	Media	
•	 Role	of	Social	welfare	department
14. Monitoring indicators of USAC
•	 No	of	support	and	guidance	to	both	the	child	and	the	

caregiver on developing and maintaining a healthy 
and protective relationship 

•	 Monitor	 and	 detect	 any	 problems	 arising	 between	
the child and the caregiver or if the care plan is being 
followed as planned

•	 Ensure	 the	 child	 and	 the	 family	 are	 accessing	 ser-
vices and community resources in line with the care 
plan

•	 Frequently,	 update	 the	 child	 and	 the	 caregiver	 on	
the progress made towards long-term care solutions, 
specifically around family reunification

•	 Monitor	for	and	mitigate	the	risk	of	abuse,	neglect,	
violence or exploitation of the child
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•	 Update	 the	 child	 and	 the	 caregiver	 on	 the	 family	
tracing efforts and exchanging information on the 
issue which might have emerged since the last visit 

Review of three 
days

•	  Facilitator ask the participant to write any three ma-
jor learning from the training workshop 

•	 Conduct the post-test 
•	 Fill the training evaluation sheet 

20 minutes
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Annexure 1: PRE AND POST TEST

1. Q 1: What is disaster? _______________________________________________________________

________________________________________________________________________________

___________________________

2. Q 2: What is child protection? _________________________________________________________

_________________________________________________________________________________

________________________________

3. Q3: CPiE stand for? _________________________________________________________________

____________________

4. Q 4: What is UNCRC? _______________________________________________________________

______________________

5. Q 5: Are you aware about the guiding principles of CPiE?

6. i)  Yes     ii)  NO

7. Q 6: Please define the following terms? 

8. i) Separated:   _________________________________________________________

9. ii) Unaccompanied:  _________________________________________________________

10. iii) Missing children:  _________________________________________________________

11. Q7: Are you aware about the Interim Care? 

12. i) Yes   ii)   No

13. Q 8: Do you know the process/ Steps of family Reunification 

14. i) Yes   ii) No  If yes please explain: _____________________________________

_________________________________________________________________________________

________________________________

15. Q 9: What is case management: ________________________________________________________

_________________________________________________________________________________

_________________________________

16. Q 10: What is referral Mechanism:
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Annexure II: Training Evaluation 

A. PROGRAMME EVALUATION
Please tick the appropriate box 5 Excellent 4 Good 3 Acceptable 2 Fair 1 Poor

Your impression of the training in general:
Quality of contents and presentations

Your overall understanding of the training 
material

Your assessment of the training in enhanc-
ing your understanding of the topics

You assessment of the programme on:
Degree of participation

Degree of learning
Learning from the pre-test

B. PROGRAMME LOGISTICS
Please tick the appropriate box 5 Excellent 4 Good 3 Acceptable 2 Fair 1 Poor

Overall Assessment of the Venue
Accessibility of the venue

Service and Courtesy of the staff
Meals

Presentation of Meals

C. TRAINERS AND MODERATORS EVALUATION
Please tick the appropriate box 5 Excellent 4 Good 3 Acceptable 2 Fair 1 Poor

Trainer 1 (name)
General Training Ability

Expertise
Ability to Stimulate Interest
Ability to answer questions

Trainer 2 (name)
General Training Ability

Expertise
Ability to Stimulate Interest
Ability to answer questions

Comments and Suggestions:
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Material used in this resource book taken or adopted from following sources:

•	 Save	the	Children’s	Policy	Brief	Vol.	1.	No	1.	Spring	2005:	Protecting	Children	in	Emergencies)
•	 ADTF	Guidelines
•	 Hyogo	Framework	for	Action
•	 “Minimum	Standards	for	Child	Protection	in	Humanitarian	Action”	by	CPWG
•	 NDMA	Reports	and	NDMA	Standard	Operating	Procedures	
•	 Save	the	Children	Alliance	(2008).	Child	Friendly	Spaces	in	Emergencies:	A	Handbook	for	Save	the	

Children Staff
•	 A	Disaster	Risk	Governance	Framework	
•	 UNICEF	Children	Protection	Strategy
•	 Jordan,	child	protection	sub	working	group,	UASC	task	force,	203-uascsops-presenta-

tions-08022015english
•	 Ref-Doc-CP-Case	management	guidelines	-2014-	global	protection	cluster-	child	protection	
•	 ia_guidance_note_for_reg_form_final_2.pdf

Sahil’s Annual Report “Cruel Numbers 2014”, 2014
 Sahil’s Annual Report “Cruel Numbers 2014”, 2014
 Sahil’s Annual Report “Cruel Numbers 2014”, 2014
  SPARC’s Annual Report “The State of Pakistan’s Children” 2013
 Sahil’s Annual Report “Cruel Numbers 2014”, 2014
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ANNEXURES 
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National Disaster Management Authority

Prime Minister’s Office, 2nd Floor, Sector G-5/1, Constitution 
Avenue, Islamabad 
Post Code 44000, E-mail: webadmin@ndma.gov.pk
UAN#: 051-111-157-157, Tel#: +92 51 9205037  
Fax#: +92 51 9205086


