Guidelines for NGOs on Data Management tool for Protective and Rehabilitation Homes (P&R) under Ujjawala Scheme
Objective: 

· To capture detailed information of the each beneficiary staying in P&R home 

· To act as a baseline for reporting to the state government and other relevant officials on updated status of the beneficiaries
· To serve as decision making tool for rehabilitation and reintegration of the beneficiaries
Who would fill the format and source of information: 

This format would be filled by the Project Director with the help of Social workers, psychologists and other staffs at Ujjawala P&R Home. Normally this format should be maintained electronically on computers. 
The required information can be collected from the case files of the beneficiaries. Separate case files should be maintained for each beneficiaries admitted in the P&R home. In these files at least following documents should be kept and updated on regular basis.
· Detailed Case History

· Rehabilitation plan for the beneficiary
· Photograph

· Age proof

· Address Proof (if Available)

· Medical Records

· Legal/Court/CWC Orders

· FIR/Complaint Copy and other prosecution related documents

· Counselling reports

· Social worker’s reports

· Reports on progress on education/vocational training/Income Generation programme

· Home verification report

· Follow up reports

· Other documents

The data/information mentioned in the files should match with the information provided in this reporting format. The format should ideally be updated on daily basis otherwise it must be updated on weekly basis. The format is designed in such a way that it can be updated electronically at any point of time. 
The purpose of this format is to facilitate collection of information about each beneficiary in the P&R home so that appropriate action can be taken to ensure the rights of the beneficiary by keeping all available information in mind. The Implementing organization may send this detailed format electronically to state government, if demanded, but it is not mandatory as it is meant only to gather and maintain data of beneficiaries.  However, the implementing organization must be able to furnish the updated format during inspection and monitoring of the home either by the state government or by the central government representatives. In case of failure of production of either electronic version or hard copy of the updated tool, appropriate action may be taken against the Implementing organization. 
HOW TO FILL THE FORMATS (EXPLANATIONS OF THE CONTENT IN THE FORMAT)
BASIC IFORMATION: These needs to be filled only once during the Grant period. In case of new development please update the information. 
I. Please mention the name of the state where the P&R home is operational

II. Please mention the name of the district in the state where the P&R home is operational

III. In this please mention the name and Complete address of communication including email of the organization to which grant is sanctioned.
Column wise Explanation of the content
Col A: Sl. No. - It’s serial number assigned against each new entry of the beneficiary into the form. 

Col B: Case unique ID/Case File Number - Each beneficiary should be provided with a unique code/case file number indicating short form of organization’s name, month and year of the admission. E.g. if the first beneficiary is admitted in the month of January 2012, then the unique ID/case file number may be 001/xxx/01/12. Here the first number refers to the case, xxx refers to the short name of the organization (maximum three letters) and rest refers to the month and year of admission. This is important to protect the identity of the beneficiary as well as her confidentiality. 
Col C: Name of the beneficiary - Please mention the name of the beneficiary along with aliases if any. If there is more than one alias of the beneficiary please mention all such names. E.g. Shobha Mulla alias Rinku alias Sonia alias Kareena. (P.S. The names mentioned here are only for illustration purpose and has no resemblance with any trafficked person.)
Col D, E, F: Date of Rescue – Please mention the date (DD/MM/YYYY) on which the beneficiary is rescued from Commercial sexual exploitation situation. If the organization was not directly involved into the rescue process, then please get the rescue related information with the agency/organization which rescued the beneficiary and fill up the relevant column.
Col G: Rescued from which Situation – Please mention the situation from which the beneficiary has been rescued.  There are three major options given – from Commercial Sexual Exploitation, from threat of getting trafficked and others. If others are being mentioned please also specify the situation.
Col H: Rescued from – Please mention the place and the state from where beneficiary has been rescued. This information can be received from rescue team members.
Col I, J, K: Date of Admission – Please mention the date on which beneficiary is admitted in the P&R home. The data can be collected from the admission register and from case file.

Col L: Age in years – Please mention age of the beneficiary on the date of admission into P&R home. The age can be indicative as well if the age proof is not available. However, age of the beneficiary should be ascertained through “Ossification Test” by a recognised doctor or institution and the proof should be kept in the file.

Col M: From where case is sourced - Please mention the appropriate option from where the case is referred to the P&R home or the organization. Options available in this column are – Child Welfare Committees (CWC), NGOs/staffs, Police, Childline/other Helplines and others. 
Col N: Father’s Name - Please mention father’s name of the beneficiary

Col O: Mother’s Name - Please mention mother’s name of the beneficiary

Col P: Guardian’s Name – In some cases the beneficiary’s father or mother may not be alive or she may not be able to recall the names. In such cases name of her guardian should be mentioned.

Col Q: Relationship with the Guardian - Please mention the beneficiary’s relationship with the guardian.

Col R, S T U and V: Address of the Beneficiary -These columns refer to the residential address of the beneficiary. Please mention the name of the village/town, block/mandal, district, state and country of origin of the beneficiary into these columns.

Col W: Case Details/Case History documentation - Please mention “Yes” if the case details/history of the beneficiary is being maintained in a register or in a specific format meant to capture the personal details, history of trafficking, Legal information, immediate needs assessment and plans etc. If such details are not being maintained separately in the case file of the beneficiary please mention “No”.

Col X: Case receiving legal Aid – Please mention whether the beneficiary is receiving legal aid support from the Ujjawala grant or not.
Col Y: FIR (First Information Report) Filed - Please mention “Yes” if FIR against the accused has been filed otherwise “No”.
Col Z: GD Filed - Many a time FIRs are not instantly lodged by the police officials, in such case General Diary Entry is done at the police station. Please mention “Yes” if GD entry has been done otherwise “No”
Col. AA: Chargesheet Filed - In case of FIR done, Chargesheet normally is filed within 90 days of FIR. Please mention if the police have filed Chargesheet against the accused in the court or not. 

Col. AB: Status of trials - Please mention the status of trial against the accused. E.g. If the trial is ongoing, we may mention the last hearing date and the results of hearing. If the case is closed by the court we may mention that as well.

Col. AC: Date of conviction - If the court has convicted the accused please mention the date of court order for conviction.

Col. AD: What is the punishment - Please mention the nature and term of punishment if the accused in convicted and sentenced by the court. 

Col. AE: Date of completed home verification report received - Home verification report is done at the home address provided by the beneficiary to ascertain the feasibility of her restoration with her family and reintegration. Please mention on which date completed home verification report of the beneficiary is received by the organization.

Col. AJ: Dates of follow up – Follow up with the beneficiary or her family is very important aspect of rehabilitation programme. Please mention at least last three dates of follow up done by the organization with the family or beneficiary after reunifying the beneficiary. This information should also be updated in the file of the beneficiary. The follow up may be done telephonically, through letters, or through other organizations working near to place of reunification of the beneficiary. 
Services provided by the organization to the beneficiaries: In these columns please provide description of services provided in detail along with relevant dates. The information provided here must have reference to the documents in the case file of the beneficiary.
Col. AK: Counselling – Please mention at least last three dates of counselling providing to the beneficiary, nature of problem for which counselling is done and the result of counselling.

Col. AL: Education – Please mention type of educational services provided to the beneficiary in the P&R home. If the beneficiary is given formal education please mention the class and name of the school. Further if the beneficiary is provided with any other support to complete her education please mention the same in detail.

Col. AM: Vocational training and income generation activity: Please mention the trade on which the beneficiary is provided with vocational training, date of start of the training and completion date. Similarly if the beneficiary is engaged in any income generation activities please mention the business proposition and average income from that business.
Col. AN: Medical Care: Please provide the details of medical services provided to the beneficiary.

Col AO: Placement: Please provide the details if the beneficiary is provided with job by the organization or in outside or self employed. 

Col AP, AQ, AR: Date of leaving P&R home: Please mention the date on which the beneficiary has left the P&R home.

Col AS: Reasons for leaving P&R Home: Please choose from the options available and mention the same as reason. In case of other options please specify the reason.
Col. AT: Updated status of beneficiary: Please mention what is the status of the beneficiary in the home. Here we can mention about the update on process of reunification with family, her mental and physical well being, any other progress related to beneficiary.

Col AU: Remarks - In this column please mention observations of the P&R home staffs regarding the beneficiary, challenges faced by them in handling the case or any other information which may be relevant. 
