Course Administration Handbook
The purpose of the Administration Handbook is to outline the key administrative responsibilities and tasks to ensure the training is as smooth and efficient as possible. All relevant documentation relating to course administration can be found in the Administration File and/or attached as Annexes to this document.
As this training is a collaborative project between UNICEF, UNHCR, DRC and other Standby Partners, some of the administrative tasks may be allocated to either party, depending on the particular arrangements made at the time of planning for the course. Where possible, this document will outline which areas of responsibility are most usefully assigned to either party.
The Handbook provides detail in the following areas:
1. Application & selection process
2. Venue Requirements
3. Travel/Accommodation Process
4. Budget
5. Participant & SBP Communication
6. Pre-reading/work
7. Final Administration Details
8. Annexes – Agenda with Required Resources; Administrative Tasks Checklist (December 2009)

1. Application & selection process
As noted in the Course Overview, the main selection criteria for participants are:
· SBP Roster personnel with domestic child protection experience
· SBP Roster personnel with international humanitarian experience in the area of protection
In addition, should agreement be reached and there is sufficient space on the course, applicants who meet the following criteria may also be selected:
· Humanitarian workers who work with UNICEF and/or UNHCR as implementing partners in the area of child protection
· UNICEF and UNHCR Child Protection staff
· SBP Roster personnel who have previously been deployed as Child Protection Officers
The process by which participants are selected is:
· An email should go out to all SBPs involved in Child Protection recruitment approximately 7-9 weeks before the training with a flier explaining the training (See Administration File for course flier).
· Applications in the form of CVs should come from SBPs to UNICEF no less than 5 weeks before the training
· UNICEF and UNHCR will then select the final applications from SBPs and notify the selected candidates within a week of the deadline. In addition to the above criteria, other considerations UNICEF and UNHRC will take into account in selecting the final participants may include location of the course in terms of which SBPs should most appropriately participate and ensuring there is a mixture of SBP personnel on the course as well as gender and cultural diversity where possible.
· If appropriate, UNICEF and UNHCR can then approach Country Offices and Implementing Partners for further applications

2. Venue Requirements
In consultation with the hosting SBP, venue selection for the training should have the following facilities:
· Sleeping accommodation for up to 30 people (maximum of 25 participants as well as up to 4 facilitators and an administrator)
· Training room to accommodate for 30 people in classroom formation
· AV equipment for PPT and short films (including projector)
· At least 4 breakout rooms for group activities and simulation day
· Wireless internet
· Photocopying and printing facilities
· Flip-charts and holders (at least 5)
· Whiteboard if possible or additional flip-charts
The host SBP will be responsible for organising the venue and continued liaison with venue staff.
3. Travel/Accommodation Processes
Once SBPs have been informed of the final participant selection, they are responsible for arranging travel to the country in which the course is to be held, according to each SBPs’ policies and procedures. This would include visa arrangements, flights, and so on.
The SBP who is hosting the training will be responsible for providing details and potentially making arrangements for travel to the training venue, depending on where the training is located.
The SBP will also take responsibility for making the appropriate accommodation bookings for the duration of the training for participants and facilitators. They may also be able to provide assistance/make arrangements for accommodation needs just prior and immediately following the training for those who require it.
4. Budget
The budget arrangements for the training will be determined by UNICEF, UNHCR and the hosting SBP according to the capacities of both parties.
This will have implications for participants attending the course from other SBPs in terms of whether the costs of accommodation (and food) during the training will be covered or not. This will be determined on a case-by-case basis.
At a minimum, the host SBP, UNICEF and UNHCR will cover the costs of the training itself. Therefore the most that participants would be expected to pay would be accommodation and food during the training.
All non-SBP participants may be expected to cover the costs of travel and accommodation but not course costs.
UNICEF and UNHCR will cover the costs of their own facilitators.
The various budget items identified for this training are:
· Training venue
· Accommodation and food for 5.5 days
· Printing and photocopying
· Postal costs – pre-course material
· Facilitator’s travel, accommodation, food and DSA 
· Facilitator fees
· Workbook printing
· Stationary costs, including USBs
· Certificate printing
Other possible costs include:
· Transport costs (to and from the venue from the airport)
· Transport and food costs for 6 volunteer role-players

5. Participant & SBP Communication
Once SBPs have been informed of the participants selected for the training from their roster, it is their responsibility to confirm the participant’s availability to attend as soon as possible (within a week) and to make arrangements for their travel to the training course as well as possible accommodation arrangements.
UNICEF, UNHCR and the host SBP will then communicate directly with the participants regarding administrative arrangements and pre-course work.
Whilst there is some flexibility in terms of the delineation of responsibility between UNICEF, UNHCR and the host SBP, the tendency is for the host SBP to communicate with participants regarding the country-specific information they need to know regarding the training venue, travel information, etc.
UNICEF and UNHCR is responsible for informing participants of the pre-course requirements, etc.
6. Pre-reading/work
As noted above, participants will be required to complete pre-course work, namely the self-study exercises in the Participants Workbook.
UNICEF and UNHCR will be responsible for sending these out which should be received by participants no less than 3 weeks prior to the training. 
In addition to this, participants should receive an email, a Country Briefing and a ToR for their position as Child Protection Officers in this fictitious country prior to the course (within the Participants Workbook). This will mark the beginning of the Simulation. UNICEF and UNHCR will send out these documents. 
7. Final Administration Details
There is a range of administration activities that will evolve as the course preparation progresses and during the course itself.
In general it is recommended that the host SBP provide administrative support for the training in the month prior to the course as well as, ideally, during the course itself for at least the first couple of days.
Stationary and other supplies required for this course include:
· Basic admin supplies – USB keys, binders, notepads, flip charts, cardboard/VIPP cards, pens, paper (including coloured), markers, sticky-tape, hole-puncher, staplers, blu-tac, post-its, stickers (small coloured dots), glue, labels, lollies/prizes etc.
· Certificates
· Folders for Student Workbook and dividers
· Name-tags, Name-plates (for tables)
There are a range of supplies and hand-outs required for each session. The final list of hand-outs will be determined by the facilitation team and this information will be relayed to the host SBPs in advance of the training. All lesson plans will also include this information for each session.
In addition, the following reference materials may need to be printed out if hard copies cannot be found:
· Minimum Standards for Child Protection in Humanitarian Response
· Child Protection Coordination Handbook 
· IASC Guiding Principles for Separated and Unaccompanied Children   
· IASC Guidelines on Mental Health and Psychosocial Support in Emergencies
· IASC Checklist on Mental Health and Psychosocial Support in Emergencies
· Guidelines for GBV Interventions in Humanitarian Settings
· IASC GBV Standard Operating Procedures Guide
· Paris Principles
· Paris Commitments 
· UNICEF Practical Guide to Developing Child Friendly Spaces
· Guidelines of Child Friendly Spaces
· CPRA Data Collection Standard Tools
· CPRA Guide for Field Testing

In terms of how to best delineate the administrative responsibilities between the host SBP and UNICEF, a suggested format has been attached to this Handbook, as an Annex to this document to give an indication of what preparatory work was needed in the past.
8. Annexes
Annex A: Workshop preparation: Child Protection in Emergencies Training for Standby Partners
Practical and Administration Tasks
	Before the training

	
	RESPONSIBLE:
	WHEN:

	Book/coordinate transport 
	SBP Assistant
	

	Book venue 
	SBP Assistant
	

	Invite/facilitators/speakers
	UNICEF/UNHCR
	

	Prepare facilitator bios + agenda
	Trainers
	

	Invite and select participants
	UNICEF/ UNHCR / SBP Adviser/ SBP Assistant
	

	Send out agenda and pre-reading materials
	UNICEF/UNHCR
	

	Administer visa application for SBP participants where relevant
	SBP Assistant
	As soon as participants are chosen

	Book tickets for relevant SBP participants
	SBP Assistant
	As soon as participants are confirmed

	Book hotel for those who need before and after the training
	SBP Assistant
	

	Inform participants about travel route and hotel + bank details
	SBP Assistant
	As soon as ready

	Send docs to SBP for copying if needed
	Trainers
	

	Ensure docs are copied
	SBP Assistant
	

	Prepare USBs
	SBP Assistant
	

	Assemble participant workbooks
	SBP Assistant/Trainers
	

	Book meals/refreshments/breaks
	SBP Assistant
	When agenda confirmed

	Bring to the training

	Binders x no of participants and facilitators
	SBP Assistant
	

	Name tags, Name cards
	SBP Assistant
	

	Other stationary items
	SBP Assistant
	

	Flip charts
	TBD
	

	During the training

	Collect travel claims for SBP participants where relevant
	SBP
	

	Prepare USBs with all relevant documents, including presentations
	Trainers
	Final Day

	Conduct evaluations 
	Trainers
	Final Day

	After the training

	Prepare final report
	Trainers
	

	Follow up mail
	Trainers
	Week after

	General needs and comments

	Access to laptop + projector
	Venue
	

	Access to printer + printer cartridges
	Venue
	

	Wireless Internet
	Venue
	

	Access to copy machine
	Venue
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