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[bookmark: _Toc340949929][bookmark: _Toc313846613]Objective 

	Emergency Cash Assistance 
	Protection Cash
 Assistance 
	Multi-Purpose Cash Assistance

	Emergency situation that can be resolved through cash assistance 
	Protection incident or situation that can be resolved through injection of cash assistance 
	Socio-economic vulnerability

	One time
	3-12 months
	Ongoing

	Various partners
	Case management partners
	Cash partners



Emergency Cash Assistance (ECA) is an emergency measure made available by UNHCR through partners to provide one-time cash assistance to address an urgent emergency situation that exposes an individual or household to serious harm. ECA will only be provided where cash-based assistance is able to resolve the emergency situation or mitigate the serious harm.   
This Standard Operating Procedure (SOP) sets out the procedure for determining eligibility and disbursement of ECA so as to ensure that it is provided to the most vulnerable in a consistent and transparent manner.
ELIGIBILITY

To be eligible for Emergency Cash Assistance an active UNHCR case[footnoteRef:1], must meet the following four criteria: [1:  “Eligible on hold” cases also qualify. ] 

1. Emergency situation 
2. Cash will address or mitigate serious harm to an individual or household
3. One-time assistance that does not lead to dependency
4. No duplication or conflict with other available services, e.g. health assistance SOPs, MCAP, core relief items, etc.
[bookmark: _GoBack]Emergency situation: the emergency situation may relate to an unforeseen event or incident, such as an accident, detention of a family member, or forced eviction etc. or it may be caused by the accumulation of factors, such as a medical situation, ongoing harassment, or change in family composition/dynamic that leads to an emergency situation.
Address or mitigate serious harm: an event that leads to serious harm is in itself is not sufficient to warrant the issuance of ECA. ECA must be able to address or mitigate the serious harm. Serious harm must on the balance of probabilities, be likely to occur. Serious harm should not be theoretical. 
One-time assistance only: ECA is limited to a one-time grant which should not create further vulnerabilities or lead to dependency. If from the outset it is determined that more than one-time cash assistance is required to address the situation, the case should be referred to a more sustained programme such as PCAP for consideration. 
If due to unforeseen circumstances, an exceptional second payment is required, written approval must be sought from the Protection Officer at UNHCR (See Annex 2). A person of concern who has already received ECA may only be considered for a subsequent grant in the same calendar year if they are facing another emergency situation that is not a continuation of the first emergency situation for which they were granted ECA. The Protection Officer granting the exception must write a note for file for the case explaining why a second grant was necessary. 
No duplication or conflict with other available services: ECA should not duplicate or conflict with other available services, such as providing assistance for medical needs covered by inter-agency health SOPs, providing core relief items already in stock, or addressing sustained socio-economic hardship as intended by MCAP.  
ECA may be issued to a person of concern to bridge the period in which they are being included into the PCAP or MCAP programme. 
Only in the most exceptional of circumstances may a single beneficiary be in receipt of MCAP, PCAP and ECA. 
AMOUNT

Emergency Cash Assistance is a one-time grant of 50 to 250 USD, determined on a case-by-case basis according to needs. Written approval must be granted by a UNHCR Protection Officer for exceptional grants above the limit of 250 limit. 
PROCEDURE 

Identification 
Beneficiaries in need of ECA may be identified by any of the following:
· UNHCR staff, 
· Case management partners, 
· Inter-agency partners, 
· Outreach Volunteers, and
· Community self-management structures.
Once identified, the case may be referred to a partner with an ECA programme through an inter-agency referral form. 
 
Assessment
ECA partners must ensure that an ECA assessment form is completed for each beneficiary (See Annex 1).  The ECA form includes detailed information on the case – bio data, a short description of the emergency situation, an explanation for how the case meets the ECA criteria and how the ECA will address or mitigate the emergency situation. Once completed, staff designated as the ECA approving officer will confirm the information and approve or reject the ECA request. 
Paper ECA forms will be will kept and filed by ECA partners. UNHCR reserves the right to request individual assessment forms as necessary.  Partners are responsible to share the requested assessment forms within 24 hours. 
Copies of Exceptional ECA forms must be shared with UNHCR on a monthly basis along with the Tracking Sheet to be filed by UNHCR.  
Disbursement
Once approved, beneficiaries receive ECA directly from the issuing partner upon signing of a receipt. This receipt will be kept by the ECA partner. A copy of this receipt will be given to the beneficiary for their record (See Annex 3). 
Approved cases should receive ECA within 72 hours. 
Under exceptional circumstances, partners may elect to purchase goods/services on behalf of the beneficiary to the value of one ECA. Exceptions will be determined on a case by case basis where: a) there is a security risks involved in the handover of cash; b) the recipient is unable to safely spend cash c) goods/services is unavailable in place of residence; or d)there is a risk of misuse of cash. Such a decision should be based on risk assessment that concludes that risks associated with cash assistance outweighs its benefits and should therefore be provided in kind. The risk assessment should take individual, community and location specific factors into consideration. 
The risk assessment and recommendation shall be shared with UNHCR along with the Tracking Sheet and Exceptional ECA forms on a monthly basis. A copy of the risk assessment should be filed along with ECA assessment form by partners.
Recording on RAIS and ActivityInfo 
Assistance will be recorded by partners on RAIS and ActivityInfo at the end of each month to ensure that assistance information is updated on a regular basis so as to avoid overlap between partners and programmes. 
Partners must also submit an ECA tracking sheet to UNHCR on a monthly basis. The tracking sheet is intended to keep record of all beneficiaries provided ECA in each area of responsibility and will assist partners and UNHCR to keep an overview of progress in meeting set targets. 
POST-DISTRIBUTION MONITORING 

ECA partners and UNHCR protection staff will conduct regular spot checks with refugees receiving ECA. Spot checks can be conducted either by phone or through home visits. 
Spot checks are intended to determine whether beneficiaries’ needs have been met – that is, that ECA was used to pay for the item(s) or service(s) required and that serious harm was addressed or mitigated. It is also an opportunity for beneficiaries to provide feedback on the impact of ECA and if they need further assistance. 
ECA partners must submit a spot check report covering 10% of ECA distributions on a quarterly basis to UNHCR. 
UNHCR Project Control and Protection staff will conduct joint monitoring visits to partners  
Accountability to refugees will be maintained in line with UNHCR’s accountability framework.  Fraud prevention measures that have been implemented across UNHCR Lebanon offices will also apply to the ECA.  
GUIDANCE FOR CASH-BASED INTERVENTION PARTNERS

In conjunction to UNHCR/AI/2015/22 – Administrative Instruction on the financial procedures for Cash Based intervention – Implementation through partners (A.1) where the partner 

· Must have a proven capacity and competency in delivering Cash Based intervention. Implementation of CBI can be only done through partner when using the partnership project agreement (PPA), the partner’s general responsibilities clearly described therein. The partner will only release payments to persons of concern when the project description and budget of PPA provides so. 

· The partner shall establish procedures, criteria and financial controls for cash assistance in the accordance with UNHCR policy and consultation with UNHCR, Inter alia: 

· The procedures should be guided by principles of full traceability of funds and creation of audit trail 
· The partner shall establish controls on key steps of the implementation process such as, but not limited to, the generation of payment list, assigning authorized signatories and release of payments. 
· The partner shall establish a system for tracking, recording and reporting transactions, including order receipts and evidence on the release to and receipt by beneficiaries of the cash. if a preferential tracking system exists, the partner shall comply with that system; 
· The partner shall provide information on distribution statistic , including a summary statement with the periodic project performance report; and 
· The partner shall put in place a monitoring system for the cash transfer to ensure compliance with the agreed procedures, proper end-use of transfer, including participation in on-site distribution and post distribution monitoring activities. 
· Partners should provide periodic reports showing clear records as evidence of funds distributed and fully reconciled and any discrepancy is promptly clarified. 



ANNEX 1: EMERGENCY CASH ASSISTANCE – ASSESSMENT FORM

	ECA ASSESSMENT FORM

	Beneficiary name: 
	Date of birth:
	UNHCR case number: 


	Assessment date:
Click here to enter a date.

	Staff name:

	Position:


	Organisation:

	Field office:

	Home visit:

☐Yes            ☐No



	Description of Emergency Situation 

	






	Intended Use of Cash to Mitigate Serious Harm

	





	Sufficiency of One-Time Assistance?					☐Yes             ☐No

	If no, please explain:




	No Duplication or Conflict with Other Available Services?		☐Yes             ☐No

	If no, please explain:






	Recommended Amount (up to USD 250):
	

	Person Requesting Grant

Name:

	

	Review by ECA Approving Officer

Name: 
	☐Approve         ☐Reject

Comments:





ANNEX 2: EXCEPTIONAL EMERGENCY CASH ASSISTANCE – ASSESSMENT FORM

	EXCEPTIONAL ECA ASSESSMENT FORM

	Beneficiary name: 
	Date of birth:
	UNHCR case number: 


	Assessment date:
Click here to enter a date.

	Staff name:

	Position:


	Organisation:

	Field office:

	Home visit:

☐Yes            ☐No



	Description of Emergency Situation 

	





	Intended Use of Cash to Mitigate Serious Harm

	


	Previous ECA 

	Number of ECA issued in last 12 months:

	Date previous ECA received
	Issuing Partner

	Reason for previous ECA grant and use of previous ECA 

	
Explain: 


☐Continuing reason            ☐New incident

	Reason for Granting Exception

	



	Recommended Amount (up to USD 250):
	

	Person Requesting Grant

Name:

	

	Review by ECA Approving Officer

Name: 
	☐Approve         ☐Reject

Comments:






ANNEX 3: EMERGENCY CASH ASSISTANCE – DISBURSEMENT RECEIPT BENEFICIARY

	ECA DISBURSEMENT RECEIPT

	Receipt number: 


	Beneficiary Name: 
	Date of birth: 
	UNHCR case number: 




	Disbursement date:
Click here to enter a date.
	Organisation:

	Field office:


	Reason for ECA grant:   




	Amount:

	Person requesting grant: 

	Person requesting grant signature: 	





	Person authorizing grant:

	Person authorizing grant signature:



	Beneficiary signature: 


Date: 
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