UnityReach Global Beneficiary Registration Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Beneficiary Registration Coordinator is responsible for designing, managing, supervising, and auditing the registration and eligibility-verification system for UnityReach Global’s humanitarian relief programs in Cap-Haïtien, Haiti.
The Coordinator ensures that people seeking assistance are:
· Registered through a safe and accessible process. 
· Treated respectfully and without discrimination. 
· Asked only for information necessary to provide assistance. 
· Evaluated using approved eligibility criteria. 
· Protected from duplicate registration, fraud, exploitation, and unauthorized disclosure. 
· Connected to the appropriate service or referral pathway. 
· Given a fair way to ask questions, correct information, or appeal a decision. 
The Coordinator supports registration for approved programs such as:
· Community meals. 
· Hygiene kits. 
· Clothing and shoe distribution. 
· Humanitarian relief. 
· School supply programs when assigned. 
· Emergency relief distributions. 
· Household or community referrals. 
· Other approved assistance programs. 
Registration does not guarantee assistance. Availability depends on verified need, approved criteria, program capacity, available inventory, funding, and organizational authorization.

2. Reporting Relationship
The Beneficiary Registration Coordinator:
· Reports directly to the Humanitarian Relief Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates program-specific criteria with each relevant program coordinator. 
· Coordinates complaints and appeals with the Community Feedback and Complaints Coordinator. 
· Coordinates privacy, record retention, and document control with the Administrative Coordinator. 
· Coordinates database access and security with authorized technical or administrative personnel. 
· Coordinates safeguarding concerns with the Safety Officer or designated Safeguarding Lead. 
· Coordinates health-information restrictions with the Medical Director. 
· Coordinates distribution-site flow with the Logistics Director. 
· Coordinates volunteer assignments with the Volunteer Director. 
· Coordinates public communication and media restrictions with the Communications Director. 
· Coordinates fraud or financial concerns with the Finance Director when appropriate. 
· Works closely with Haitian community representatives, school leaders, local organizations, and qualified interpreters. 
The Coordinator may supervise registration-team leaders, intake workers, verification personnel, interpreters, data-entry volunteers, help-desk staff, records assistants, and registration-site monitors.

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in humanitarian registration, social services, case management, data collection, nonprofit programs, public benefits, community outreach, or administrative systems. 
· Strong understanding of privacy and confidentiality. 
· Ability to apply eligibility criteria consistently. 
· Experience managing sensitive personal information. 
· Strong attention to detail. 
· Ability to recognize duplicate records, conflicts of interest, coercion, or fraud indicators. 
· Strong communication and de-escalation skills. 
· Ability to train and supervise registration personnel. 
· Cultural humility and respect for Haitian communities. 
· Ability to serve people with limited literacy, disabilities, or limited documentation. 
· Commitment to nondiscrimination, informed consent, safeguarding, and data minimization. 
Haitian Creole fluency is strongly preferred. French proficiency is beneficial. Qualified interpreters must be used when necessary.

4. Registration Principles
The registration system must follow these principles:
· Assistance is based on approved humanitarian criteria. 
· Religious participation is never required. 
· Political support is never required. 
· Consent to photography is never required. 
· Registration should be free. 
· Applicants should not be forced to publicly explain their hardship. 
· Only necessary information should be collected. 
· Missing standard documents should not automatically exclude a genuinely vulnerable person. 
· Alternative verification should be available. 
· Information must be protected. 
· Applicants should understand how their information will be used. 
· Staff must not make unauthorized promises. 
· Every applicant should have access to questions, corrections, complaints, and appeals. 
· Registration data must not be used for unrelated fundraising, political activity, immigration action, or commercial marketing. 

5. Registration System Design
The Coordinator will develop a system that supports:
· Preregistration. 
· Assisted registration. 
· Paper registration. 
· Mobile registration where appropriate. 
· Walk-in registration. 
· Household registration. 
· Individual registration. 
· Program eligibility. 
· Appointment or distribution scheduling. 
· Duplicate-record checking. 
· Status tracking. 
· Referral tracking. 
· Attendance or receipt confirmation. 
· Complaint and appeal linkage. 
· Data correction. 
· Record closure and retention. 
The system should function with limited or unavailable internet through secure offline procedures and later controlled synchronization.

6. Information That May Be Collected
Depending on the program, the registration form may collect:
· Applicant or household representative’s name. 
· Preferred language. 
· General location or community. 
· Telephone number where available. 
· Household size. 
· Age groups within the household. 
· Number of children. 
· Number of older adults. 
· Disability accommodation needs. 
· Approved program needs. 
· Clothing or shoe sizes when required. 
· School affiliation where relevant. 
· Emergency or displacement status. 
· Existing assistance from another source. 
· Authorized representative information. 
· Consent and privacy acknowledgment. 
· Registration status. 
· Distribution or service history. 
· Complaint or appeal reference. 
The system should avoid collecting sensitive information that is not necessary.

7. Restricted or Sensitive Information
The Coordinator must apply additional protection to:
· Information about minors. 
· Disability information. 
· Medical or health information. 
· Pregnancy status. 
· Menstrual or incontinence needs. 
· Family violence or safeguarding disclosures. 
· Financial hardship details. 
· Religious affiliation. 
· Political affiliation. 
· Immigration or citizenship information. 
· Identification documents. 
· Household location details. 
· Photographs or biometric information. 
· Complaint and whistleblower information. 
Biometric information should not be collected unless specifically justified, legally reviewed, securely designed, and formally approved. It is not part of the standard registration program.
Religious and political affiliation should generally not be collected.

8. Informed Consent and Privacy Notice
Before collecting information, the registration team must explain:
· Who UnityReach Global is. 
· Why the information is being requested. 
· Which program the person is applying for. 
· That registration does not guarantee assistance. 
· How the information will be used. 
· Who may access it. 
· How long it may be retained. 
· Whether any information may be shared with an approved partner. 
· That services are not conditioned on religious participation. 
· That media consent is separate and optional. 
· How to correct information. 
· How to submit a complaint or appeal. 
· How to withdraw where applicable. 
The explanation must be provided in a language and format the person can understand.
For children, a parent, guardian, school, or authorized caregiver must provide appropriate consent, while the child should receive an age-appropriate explanation when relevant.

9. Eligibility Criteria
The Coordinator will not independently invent eligibility requirements. Each program’s criteria must be approved by authorized leadership.
Criteria may consider:
· Verified humanitarian need. 
· Household composition. 
· Age. 
· Disability or mobility limitation. 
· Displacement. 
· Disaster impact. 
· Food insecurity. 
· School enrollment. 
· Lack of essential clothing or hygiene supplies. 
· Existing assistance. 
· Geographic service area. 
· Program capacity. 
· Vulnerability of children or older adults. 
Criteria must not include:
· Church membership. 
· Baptism. 
· Crusade attendance. 
· Bible-study participation. 
· Political affiliation. 
· Personal friendship with staff. 
· Payment of an application fee. 
· Media participation. 
· A donation to UnityReach Global. 
· Personal services to a volunteer or leader. 

10. Alternative Verification
Some applicants may lack formal identification, proof of address, school records, or other documents.
The Coordinator will develop alternative verification procedures, which may include:
· Confirmation by an approved school. 
· Confirmation by an authorized community organization. 
· Confirmation by more than one reliable community representative. 
· Review of available household records. 
· An approved interview. 
· A controlled home or site visit when necessary and safe. 
· Written exception approval. 
A pastor, political leader, or community leader’s recommendation alone should not automatically determine eligibility.
Exceptions must be documented consistently.

11. Duplicate Prevention
The Coordinator will establish procedures to prevent duplicate registration or assistance without unfairly excluding people who share names or addresses.
Controls may include:
· Unique registration numbers. 
· Household identifiers. 
· Date of birth or age range. 
· Telephone number where available. 
· Community or school information. 
· Authorized representative records. 
· Previous distribution history. 
· Manual review of possible matches. 
· Controlled voucher or token numbers. 
· Audit logs. 
A possible match must be reviewed by trained personnel. The system should not automatically accuse a person of fraud.
Duplicate assistance may be allowed when:
· Different programs are involved. 
· A household has multiple eligible members. 
· Additional assistance is formally approved. 
· An emergency creates a new verified need. 
· A previous record was incorrect. 

12. Fraud and Misrepresentation
Possible concerns may include:
· Multiple registrations using changed names. 
· Forged documents. 
· Inflated household size. 
· Unauthorized changes to beneficiary lists. 
· Demands for payment. 
· Staff adding personal contacts. 
· Sale of registration tokens. 
· Unauthorized collection of identification documents. 
· Use of another person’s registration. 
· Organized diversion of assistance. 
When concerns arise, the Coordinator will:
· Pause the affected record when appropriate. 
· Preserve documentation. 
· Avoid public accusations. 
· Conduct only authorized administrative verification. 
· Escalate the matter. 
· Protect the applicant from retaliation. 
· Provide an appeal pathway. 
· Record the final authorized decision. 

13. Conflict-of-Interest Controls
All personnel must disclose relationships with applicants or community organizations involved in selection.
A conflict may include:
· Family relationship. 
· Close friendship. 
· Business relationship. 
· Financial interest. 
· Church leadership connection. 
· Political connection. 
· Prior dispute. 
· Personal sponsorship relationship. 
The affected staff member should not make the final eligibility decision.
The Coordinator must document:
· The disclosed relationship. 
· Whether recusal was required. 
· The replacement reviewer. 
· The final decision. 
· Any exception approval. 

14. Registration Accessibility
The Coordinator will ensure that registration is accessible to people who:
· Cannot read or write. 
· Do not have internet access. 
· Do not have a smartphone. 
· Have visual or hearing disabilities. 
· Have mobility limitations. 
· Require Haitian Creole. 
· Cannot travel easily. 
· Are older adults. 
· Have caregiving responsibilities. 
· Lack standard documents. 
Accommodations may include:
· Verbal explanation. 
· Assisted form completion. 
· Large-print materials. 
· Accessible tables and seating. 
· Priority or scheduled service. 
· Mobile registration teams. 
· Qualified interpretation. 
· A trusted representative process. 
· Visual instructions. 
An assistant must read completed information back to a person who cannot independently verify the form.

15. Registration of Minors
When registering a child, the Coordinator must:
· Verify the parent, guardian, school, or authorized caregiver. 
· Collect only necessary information. 
· Avoid interviewing the child alone about sensitive matters. 
· Keep child records confidential. 
· Separate media consent from program registration. 
· Follow safeguarding procedures. 
· Document authorized pickup or representation where needed. 
· Report child-protection concerns immediately. 
· Avoid making promises directly to children. 
· Prevent volunteers from retaining children’s contact information. 
Children should not be used as translators for sensitive registration matters.

16. Authorized Representatives
A person may register or collect assistance for another person only through an approved representative process.
The record should identify:
· Beneficiary. 
· Representative. 
· Relationship. 
· Reason direct participation is not possible. 
· Verification method. 
· Assistance authorized. 
· Date. 
· Staff approval. 
· Receipt confirmation. 
This process may assist people who are ill, homebound, older, disabled, or otherwise unable to attend.
No representative should collect for an unlimited or unverified group.

17. Registration Statuses
Recommended statuses include:
· Draft. 
· Submitted. 
· Incomplete. 
· Verification pending. 
· Under review. 
· Duplicate review. 
· Eligible. 
· Ineligible. 
· Waitlisted. 
· Approved. 
· Scheduled. 
· Voucher issued. 
· Service received. 
· Partially served. 
· Follow-up required. 
· Suspended. 
· Appealed. 
· Corrected. 
· Withdrawn. 
· Closed. 
Every material status change should include:
· Date. 
· Authorized user. 
· Reason. 
· Notes. 
· Supporting evidence where required. 
· Prior status. 

18. Registration-Site Operations
Every registration site should have:
· A clearly identified entrance. 
· An information station. 
· A private or semi-private registration area. 
· Accessible seating. 
· Controlled lines. 
· Interpreters. 
· A help and complaints desk. 
· Safe document handling. 
· Restricted staff-only areas. 
· Emergency exits. 
· Drinking water where possible. 
· Weather protection. 
· Adequate lighting. 
· Secure storage for paper records. 
· A plan for internet or power failure. 
Registration should not be conducted where private responses can easily be overheard by crowds.

19. Daily Registration Workflow
The standard field workflow should be:
Person Welcomed → Program Explained → Eligibility Criteria Explained → Privacy Notice Provided → Consent Confirmed → Application Completed → Documents or Alternatives Reviewed → Duplicate Check Conducted → Program Eligibility Reviewed → Status Assigned → Appointment, Voucher, Waitlist, or Next Step Issued → Complaint and Appeal Information Provided → Record Secured
The registration team must not control inventory release independently unless specifically authorized through separation-of-duty procedures.

20. Tokens, Vouchers, and Appointment Records
When tokens or vouchers are used, the Coordinator will ensure:
· Each has a unique identifier. 
· Issuance is linked to an approved registration. 
· Blank vouchers are secured. 
· Lost-voucher procedures exist. 
· Replacements are documented. 
· Redemption is recorded. 
· Used vouchers cannot be reused. 
· Forgery concerns are escalated. 
· No person sells or transfers a voucher without an approved reason. 
· Voucher information does not unnecessarily reveal vulnerability. 
A voucher confirms approved access under program rules; it does not guarantee every preferred item or size will remain available.

21. Data Security and Access
The Coordinator will ensure:
· Only authorized personnel access beneficiary records. 
· Staff receive privacy training. 
· Each user has an individual account where digital systems allow. 
· Shared passwords are prohibited. 
· Access follows job responsibility. 
· Audit logs record material changes. 
· Devices use screen locks. 
· Paper files remain controlled. 
· Data is encrypted or otherwise secured where supported. 
· Exports are limited and tracked. 
· Beneficiary data is not stored permanently on personal devices. 
· Messaging apps are not used to transmit sensitive records without approval. 
· Data breaches are reported immediately. 
· Records are retained and destroyed according to approved rules. 
Recruiters, donors, media volunteers, and unauthorized church or community representatives must not receive beneficiary-level data.

22. Data Corrections and Appeals
Applicants must be able to:
· Correct a spelling error. 
· Update contact information. 
· Challenge a duplicate finding. 
· Submit missing documents. 
· Report identity misuse. 
· Ask why an application is incomplete. 
· Appeal an eligibility decision. 
· Report staff misconduct. 
· Request an accommodation. 
Corrections must preserve the prior record through an audit trail.
Appeals should be reviewed by someone who did not make the original disputed decision when feasible.

23. Separation of Duties
To reduce fraud and error:
· One person should not register, approve, release inventory, and confirm receipt for the same case. 
· Beneficiary-list changes should require authorization. 
· Material exports should be logged. 
· Voucher stock should be reconciled. 
· Distribution counts should be matched to redeemed registrations. 
· Inventory totals should be compared with beneficiary receipts. 
· Overrides should require a reason and authorized approval. 
· Test or training records must not be included in actual beneficiary totals. 

24. Authority
Within approved procedures, the Coordinator may:
· Design registration workflows. 
· Assign registration duties. 
· Request missing information. 
· Review possible duplicates. 
· Recommend eligibility status. 
· Correct administrative errors with an audit trail. 
· Pause suspicious or incomplete records. 
· Approve routine authorized-representative requests. 
· Restrict system or record access. 
· Stop registration because of privacy, safeguarding, crowding, or security concerns. 
· Escalate fraud, exploitation, abuse, or data incidents. 
· Recommend improvements to eligibility and data systems. 
The Coordinator may not independently change program criteria or release funds or inventory without authorization.

25. Limitations
The Coordinator may not:
· Guarantee assistance. 
· Charge registration fees. 
· Require religious or political participation. 
· Require photography. 
· Invent undocumented eligibility exceptions. 
· Add personal contacts outside approved procedures. 
· Share beneficiary lists with unauthorized people. 
· Store records on personal devices without authorization. 
· Use beneficiary data for personal, commercial, political, or unrelated fundraising purposes. 
· Collect unnecessary biometric information. 
· Publicly accuse someone of fraud. 
· Ignore safeguarding disclosures. 
· Destroy or alter records to conceal activity. 
· Approve their own relative’s application. 
· Retaliate against applicants who complain or appeal. 
· Promise future assistance beyond approved resources. 

26. Timeline and Deliverables
Phase 1: Appointment–December 2026
The Coordinator will:
· Meet with the Humanitarian Relief Director and Mission Director. 
· Review privacy, safeguarding, data, humanitarian, and complaints policies. 
· Consult Haitian community representatives. 
· Identify programs requiring beneficiary registration. 
· Draft the Beneficiary Registration Plan. 
· Develop the data-minimization framework. 
· Draft standard registration fields. 
· Develop preliminary eligibility-review workflows. 
· Create duplicate-prevention procedures. 
· Draft consent and privacy notices. 
· Develop alternative-verification procedures. 
· Establish conflict-of-interest controls. 
· Create a preliminary registration-site model. 
· Prepare the initial budget and risk register. 
Required deliverables
· Beneficiary Registration Plan. 
· Data-field framework. 
· Registration workflow. 
· Privacy notice. 
· Consent framework. 
· Duplicate-control plan. 
· Alternative-verification procedure. 
· Conflict-of-interest process. 
· Preliminary budget. 
· Registration risk register. 

Phase 2: January–December 2027
The Coordinator will build and test the registration system.
Responsibilities include:
· Develop program-specific registration forms. 
· Create Haitian Creole and French versions. 
· Build digital and paper workflows. 
· Develop offline procedures. 
· Create status definitions. 
· Build duplicate-review tools. 
· Develop voucher and appointment controls. 
· Create staff access roles. 
· Establish correction and appeal procedures. 
· Develop registration-team training. 
· Create supervisor-review tools. 
· Test the system using fictional records. 
· Conduct privacy and safeguarding reviews. 
· Correct weaknesses. 
· Develop registration analytics that exclude test records. 
· Update the budget and risk register. 
By December 2027
The Coordinator should have:
· Working registration forms. 
· Translated notices. 
· Digital and paper processes. 
· Staff role and access controls. 
· Duplicate and override procedures. 
· Voucher controls. 
· Training materials. 
· Tested offline procedures. 
· Reporting dashboards or summaries. 
· Documented privacy safeguards. 

Phase 3: January–June 2028
The Coordinator will prepare for controlled registration.
Responsibilities include:
· Confirm each program’s approved criteria. 
· Configure program-specific fields and statuses. 
· Recruit and screen registration volunteers. 
· Identify Haitian registration leaders and interpreters. 
· Train lead personnel. 
· Establish registration locations. 
· Confirm accessibility arrangements. 
· Prepare community communication. 
· Launch registration according to approved schedules. 
· Monitor application volume. 
· Review incomplete and possible duplicate records. 
· Escalate suspected fraud. 
· Test beneficiary-to-inventory reconciliation. 
· Provide periodic reports without exposing personal data. 
· Correct operational problems. 

Phase 4: July–September 2028
The Coordinator will finalize beneficiary rosters and field procedures.
Responsibilities include:
· Continue controlled registration. 
· Conduct required verification. 
· Resolve duplicates. 
· Process corrections and appeals. 
· Prepare preliminary beneficiary lists. 
· Confirm program capacities. 
· Create waitlists where required. 
· Issue controlled appointments or vouchers. 
· Test distribution check-in. 
· Finalize registration-site layouts. 
· Conduct privacy and security drills. 
· Train all field registration personnel. 
· Confirm hardware, forms, connectivity, chargers, and backups. 
· Reconcile program rosters with available inventory. 
· Establish data-breach and lost-document procedures. 
Deliverables
· Verified preliminary rosters. 
· Waitlists. 
· Registration-team assignments. 
· Site operating plans. 
· Voucher and appointment records. 
· Offline registration packages. 
· Privacy and breach-response procedures. 
· Program reconciliation reports. 

Phase 5: October–December 13, 2028
The Coordinator will complete final readiness.
Responsibilities include:
· Finalize approved beneficiary rosters. 
· Reconfirm program capacity. 
· Complete unresolved verification. 
· Lock or control final distribution lists. 
· Document authorized late additions. 
· Complete volunteer training. 
· Confirm interpreters. 
· Prepare secure digital and paper backups. 
· Confirm devices, chargers, printers, and connectivity. 
· Prepare controlled blank forms and vouchers. 
· Reconfirm registration and distribution sites. 
· Confirm transport and security arrangements. 
· Test offline and recovery procedures. 
· Confirm complaint and appeal channels. 
· Submit final readiness certification to the Humanitarian Relief Director. 

27. Departure and Arrival — December 14, 2028
The Coordinator will:
· Account for registration-team personnel. 
· Secure devices, forms, vouchers, and beneficiary records. 
· Maintain a custody log for sensitive materials. 
· Attend the mission arrival briefing. 
· Reconfirm registration sites and schedules. 
· Confirm Haitian staff and interpreters. 
· Test devices and offline systems. 
· Verify secure record storage. 
· Conduct a final privacy and registration briefing. 
· Report missing records, devices, or controlled forms immediately. 

28. Active Mission Operations — December 15–23, 2028
Daily responsibilities
The Coordinator will:
· Attend the Humanitarian Relief briefing. 
· Review the day’s programs and capacities. 
· Confirm registration locations and personnel. 
· Inspect privacy, accessibility, and crowd-flow arrangements. 
· Assign devices and controlled forms. 
· Conduct the staff briefing. 
· Supervise registration and verification. 
· Review potential duplicates. 
· Approve or escalate exceptions according to authority. 
· Coordinate eligible persons with program sites. 
· Protect beneficiary information. 
· Monitor waiting times. 
· Address accessibility needs. 
· Link applicants to complaints and appeals. 
· Reconcile registrations, vouchers, and services received. 
· Secure all records and devices. 
· Conduct an end-of-day audit and debrief. 
Before registration opens
The Coordinator must confirm:
· Program criteria are available. 
· Registration staff understand their roles. 
· Interpreters are present. 
· Privacy areas are ready. 
· Devices and offline forms function. 
· Controlled vouchers are counted. 
· Accessibility accommodations are available. 
· The help and complaint process is visible. 
· Emergency routes are clear. 
· Beneficiary data is not displayed publicly. 
During registration
The Coordinator will:
· Monitor respectful treatment. 
· Prevent unauthorized data collection. 
· Prevent staff from making promises. 
· Ensure applicants understand consent. 
· Protect sensitive discussions. 
· Monitor duplicate alerts. 
· Review exceptions. 
· Stop unauthorized photography. 
· Prevent religious or political conditioning. 
· Address misconduct immediately. 
· Pause operations if privacy or physical safety cannot be maintained. 
End-of-day reconciliation
The Coordinator will reconcile:
· Registrations started. 
· Registrations completed. 
· Eligible and ineligible records. 
· Incomplete cases. 
· Duplicate reviews. 
· Vouchers issued. 
· Vouchers redeemed. 
· Services received. 
· Blank forms or vouchers remaining. 
· Overrides. 
· Complaints and appeals. 
· Incidents. 
· Devices and paper records. 

29. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Secure beneficiary records. 
· Complete unresolved corrections and reconciliation. 
· Support only approved follow-up registration. 
· Process outstanding appeals. 
· Investigate record discrepancies. 
· Reconcile vouchers and services received. 
· Deactivate unnecessary field access. 
· Collect feedback from registration teams and Haitian partners. 
· Prepare de-identified program summaries. 
· Document lessons learned. 
· Prepare secure transfer or retention of ongoing records. 
· Confirm post-mission contact and appeal procedures. 
· Ensure volunteers delete unauthorized local copies. 
Beneficiary information may not be used for informal follow-up, personal sponsorship, or volunteer contact.

30. Final Day — January 3, 2029
The Coordinator will:
· Complete the final record and voucher reconciliation. 
· Secure all paper and digital records. 
· Account for devices and controlled forms. 
· Remove unnecessary access. 
· Confirm that no records remain in lodging rooms, vehicles, or personal devices. 
· Submit unresolved applications, appeals, fraud concerns, and incidents. 
· Transfer ongoing records to authorized personnel. 
· Confirm post-mission privacy and retention responsibilities. 
· Attend the final leadership briefing. 
· Account for assigned registration personnel. 
· Support an orderly departure. 
· Submit the preliminary final report within the required period. 

31. Data Breach or Lost-Record Response
If beneficiary information is lost, exposed, stolen, or accessed without authorization, the Coordinator must:
1. Notify authorized leadership immediately. 
2. Secure affected accounts, devices, or locations. 
3. Preserve logs and evidence. 
4. Determine what information may have been involved. 
5. Avoid deleting evidence. 
6. Document when and how the incident was discovered. 
7. Identify affected systems or records. 
8. Support required notification decisions. 
9. Prevent unauthorized public discussion. 
10. Implement approved containment and corrective actions. 
11. Record the final incident outcome. 
12. Review and strengthen controls. 

32. Emergency Responsibilities
During an emergency, the Coordinator will:
· Stop registration when instructed. 
· Follow the Mission Director and Safety Officer. 
· Account for registration personnel. 
· Protect applicants from crowding. 
· Support accessible evacuation. 
· Secure records only when safe. 
· Take controlled devices and documents only when doing so does not delay evacuation. 
· Report missing persons or injuries. 
· Protect confidential information. 
· Avoid public release of beneficiary lists. 
· Document the incident. 
· Support reunification or referral procedures as assigned. 
Human safety takes priority over equipment, forms, or data.

33. Records and Documentation
The Coordinator must maintain:
· Registration policies. 
· Program eligibility criteria. 
· Privacy and consent notices. 
· Registration forms. 
· Alternative-verification records. 
· Conflict-of-interest disclosures. 
· Duplicate-review records. 
· Status and audit histories. 
· Voucher-control records. 
· Accessibility accommodations. 
· Authorized representative records. 
· Corrections and appeals. 
· Staff assignments and training records. 
· Data-access records. 
· Export and override logs. 
· Daily reconciliations. 
· Incident and breach reports. 
· De-identified program summaries. 
· Record-retention and destruction documentation. 
· Final report and lessons learned. 

34. Performance Indicators
Performance may be evaluated using:
· Number of applicants registered. 
· Average registration waiting time. 
· Percentage of records completed accurately. 
· Percentage of applicants receiving privacy information. 
· Duplicate-detection and resolution rate. 
· Percentage of overrides properly documented. 
· Percentage of approved recipients reconciled with assistance received. 
· Number of unauthorized data disclosures. 
· Number of registration fees or aid-conditioning violations. 
· Accessibility for people with disabilities or limited literacy. 
· Percentage of complaints and appeals resolved. 
· Record-correction turnaround. 
· Percentage of volunteers trained. 
· Reconciliation accuracy. 
· Beneficiary satisfaction. 
· Timeliness of data-breach reporting. 
· Completeness of final records and reporting. 
High registration totals do not compensate for privacy violations, unfair exclusions, inaccurate data, or undignified treatment.

35. Key Risks to Manage
The Coordinator must actively manage:
· Unauthorized data access. 
· Lost paper records. 
· Stolen devices. 
· Duplicate registration. 
· Identity confusion. 
· Forged documents. 
· Favoritism. 
· Bribery or registration fees. 
· Religious or political conditioning. 
· Exclusion of people without documents. 
· Exclusion of people without internet access. 
· Public exposure of vulnerable people. 
· Inaccurate translations. 
· Untrained data collectors. 
· Unauthorized beneficiary-list changes. 
· Voucher theft or resale. 
· Inadequate appeals. 
· Retaliation against complainants. 
· Volunteer collection of personal contact information. 
· Data use for unrelated fundraising or marketing. 
· Weak end-of-day reconciliation. 
· Records remaining on personal devices after deployment. 

36. Immediate First 30-Day Action Plan
Within the first 30 days, the Beneficiary Registration Coordinator should:
1. Meet with the Humanitarian Relief Director and Mission Director. 
2. Review humanitarian, privacy, safeguarding, data, and complaints policies. 
3. Identify all programs requiring registration. 
4. Consult Haitian community representatives. 
5. Draft the Beneficiary Registration Plan. 
6. Develop the minimum-data framework. 
7. Draft registration and consent forms. 
8. Create the privacy notice. 
9. Develop eligibility-review workflows. 
10. Establish alternative-verification procedures. 
11. Create duplicate-detection controls. 
12. Draft conflict-of-interest procedures. 
13. Develop the correction and appeal process. 
14. Define staff access roles. 
15. Draft offline registration procedures. 
16. Prepare the preliminary budget. 
17. Create the registration risk register. 
18. Submit the initial registration framework to the Humanitarian Relief Director. 

37. Closing Responsibility Statement
The Beneficiary Registration Coordinator is responsible for protecting the doorway through which people access UnityReach Global’s humanitarian assistance.
The registration process must be fair enough to prevent favoritism, secure enough to protect personal information, flexible enough to include people without standard documents or technology, and respectful enough that no applicant is humiliated while seeking help.

