Updated June 15 2015

Standard Operating Procedures 
on NFI/Food donations and distributions in Zaatari Camp
Needs Based Working Group

This Standard Operating Procedures (SOP) provide guidance for partners delivering food and non-food assistance to refugees in Zaatari Camp which is coordinated through the Needs Based Working Group (NBWG), the document encompasses modalities for cash/voucher and  in-kind donations, and distributions. Oversight for the distributions is guided by UNHCR in close coordination with Syrian Refugees Affairs Directorate (SRAD), WFP and the Implementing partner NGOs through the Zaatari NBWG.
To ensure appropriate coordination of distributions, any government, Agency, organization or private donor intending to conduct a distribution should adhere to the following processes. 
Process for receiving donations and distributions in Za’atari Camp
Notification 
Partners planning on conducting food and non-food items distributions shall notify SRAD, WFP and UNHCR, at least *two weeks (10 working days) prior to distribution date. 
Notification must include;  
· The proposed delivery and distribution dates

· Nature, type and quantity of items to be distributed 

· Provide samples of items for the distribution

· Joint monitoring and reporting requirements
· Donor MUST inform and coordinate any media engagement with NBWG & distribution partner 

· Relevant logistics arrangements (transport/ Distribution costs if any) should be agreed between donor and NBWG two weeks (10 Working Days) prior to distribution.  
· NFI delivery point is NRC replenishment area in District 6. 
· Food delivery point is Save the Children International/WFP site in District 4. 
Authorization
UNHCR, in coordination with the NBWG and WFP, shall review the notification and provide a recommendation for approval by SRAD and Camp Management. Authorization for the distribution based on the following criteria:

· Items meet operational needs based on the Za’atari Camp Gap Analysis 
· Certificate of clearance by  Government line Ministry and/or line department and/or authority
· Items are culturally appropriate and permissible according to country and humanitarian regulations

· For food items, expiration dates must be labelled and shelf-life must be within distribution timeline

· Conformity with all regular national and international standards 
Beneficiary Selection & Mobilization
Identification and mobilization of beneficiaries is the responsibility of technical NGO partner specialised in identification of persons with specific needs in Zaatari and  in coordination with distribution partner.

· The Za’atari Camp Gap Analysis and UNHCR ProGres are the primary reference points for beneficiary selection. 
Distribution 
· UNHCR/WFP will organize distribution according to identified needs in coordination with distribution partners (SCI- Food) and NRC- NFIs, as necessary, the police to maintain law and order. 

· The NBWG will organize joint quarterly post distribution monitoring and regular exit interviews as per distribution plans. Partners in Zaatari will contribute resources for each monitoring exercise; staff, stationery, gadgets- tablets, meeting venues and transport when required. 
· All Items MUST be delivered to distribution partner, at least 03 working days prior to agreed distribution date.

· Donating partner shall arrange to remove all leftover items from distribution site in Zaatari within two weeks (10 working days).
· Distribution partners reserve the right to postpone or cancel a distribution at any time if necessary to ensure the security of staff and partners

