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Chapter One: Forced Displacement and Durable Solutions 

Refugees 
 
A refugee is someone who has fled from his or her home country and cannot return because he or she 
has a well-founded fear of persecution based on religion, race, nationality, political opinion, or 
membership in a particular social group.  
 
At the end of 2020, there were an estimated 26.4 million refugees around the world (UNHCR, 2020).  
 

 
 

 
Under the United Nations’ 1951 Convention Relating to the Status of Refugees, eligibility for refugee 
protection requires a current or future fear of persecution. However, ‘persecution’ is not defined as a 
concept; rather it is inferred as a threat to life or physical freedom. A person may qualify for refugee status 
under its terms only if he/she fears persecution of one or more of the following grounds:  
 

 Race  
 Religion  
 Nationality  
 Membership of a particular social group  
 Political opinion  

 
A person is deemed undeserving of refugee protection if he/she has committed a crime against peace, a 
war crime, a crime against humanity, a serious non-political crime outside the country of refuge prior to 
his/her admission to the country of refuge or is guilty of acts contrary to the purposes and principles of the 
United Nations. See Exclusion Clauses: Article 1F of the 1951 Convention Relating to the Status of 
Refugees. 
 
The Immigration and Nationality Act defines a refugee as: 
 

 any person who is outside any country of such person's nationality or, in the case of a person 
having no nationality, is outside any country in which such person last habitually resided, and 
who is unable or unwilling to return to, and is unable or unwilling to avail himself or herself of the 
protection of, that country because of persecution or a well-founded fear of persecution on 
account of race, religion, nationality, membership in a particular social group, or political opinion, 
or 

 
  in such circumstances as the President after appropriate consultation (as defined in section 

207(e) of this Act) may specify, any person who is within the country of such person's nationality 

https://www.unhcr.org/en-us/figures-at-a-glance.html
http://www.unhcr.org/3b66c2aa10.html
http://www.unhcr.org/en-us/publications/legal/3f7d48514/guidelines-international-protection-5-application-exclusion-clauses-article.html
http://www.unhcr.org/en-us/publications/legal/3f7d48514/guidelines-international-protection-5-application-exclusion-clauses-article.html
https://www.uscis.gov/laws/immigration-and-nationality-act
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or, in the case of a person having no nationality, within the country in which such person is 
habitually residing, and who is persecuted or who has a well-founded fear of persecution on 
account of race, religion, nationality, membership in a particular social group, or political opinion. 
The term "refugee" does not include any person who ordered, incited, assisted, or otherwise 
participated in the persecution of any person on account of race, religion, nationality, 
membership in a particular social group, or political opinion. For purposes of determinations 
under this Act, a person who has been forced to abort a pregnancy or to undergo involuntary 
sterilization, or who has been persecuted for failure or refusal to undergo such a procedure or for 
other resistance to a coercive population control program, shall be deemed to have been 
persecuted on account of political opinion, and a person who has a well-founded fear that he or 
she will be forced to undergo such a procedure or subject to persecution for such failure, refusal, 
or resistance shall be deemed to have a well-founded fear of persecution on account of political 
opinion. 

Durable Solutions 
 
To be legally be considered a refugee, an individual must first register with the United Nations High 
Commissioner for Refugees (UNHCR) in the country to which s/he has fled. UNHCR is mandated to 
provide international protection to refugees. UNHCR then works with recognized refugees to secure the 
best possible durable solution for each refugee. There are three durable solutions available to refugees:  
 
 Voluntary Repatriation: refugees return in safety and with dignity to their country of origin 

 
 Local Integration: refugees legally, economically, and socially integrate in the host country 
 
 Resettlement: refugees are transferred from a State in which they have sought protection to a third 

State which has agreed to admit them as refugees   
 
Only a small percent of the refugee population is referred for resettlement and being referred by the 
UNHCR does not guarantee that a refugee will be resettled; the decision to accept a refugee remains with 
the resettlement country. 
 
To access the USRAP applicants must meet the following criteria:  
 

• Meet the definition of a refugee  
• Be of special humanitarian concern to the United States (determined by the President) 
• Be otherwise admissible under US law  
• Not be firmly resettled in any foreign country  

US Refugee Admissions Program (USRAP) 
  
History of the USRAP  
 
Following World War II, the US admitted hundreds of thousands of displaced Europeans. In 1975, the US 
again resettled hundreds of thousands of refugees – this time from Indochina. At this time, Congress 
passed the Refugee Act of 1980, which standardized the resettlement services for all refugees admitted 
to the US.  
 
The Refugee Act now provides the legal basis for the USRAP that is administered by the Bureau of 
Population, Refugees and Migrations (PRM) of the Department of State in conjunction with the Office of 
Refugee Resettlement (ORR) in the Department of Health and Human Services (HHS) and offices in the 
Department of Homeland Security (DHS).  
 
Since 1975, the United States has welcomed over 3.4 million refugees from all around the world in every 
one of our 50 states. The average number of refugees admitted annually since 1975 has been 75,120 
individuals per year.  

http://www.unhcr.org/en-us
http://www.unhcr.org/en-us
http://www.acf.hhs.gov/programs/orr/resource/the-refugee-act


  

CWS Resettlement Handbook (FY 2022) 

 
Presidential Determination (PD) 
 
Each fiscal year, the President of the United States releases a Presidential Determination which 
determines the processing priorities, designated nationalities and arrival ceilings for the United States 
Refugee Admissions Program (USRAP).  
 
In FY 2022, President Biden set the Refugee Admissions Ceiling at 125,000 refugees to be admitted to 
the United States, however the Department of State has a planning figure of only 65,000 refugees being 
resettled and this is how many refugees the nine national resettlement agencies are currently approved to 
serve.  
 
This fiscal year’s regional admissions are:  

• Africa: 40,000 individuals  
• East Asia: 15,000 individuals 
• Europe and Central Asia: 10,000 individuals 
• Latin America / Caribbean: 15,000 individuals 
• Near East / South Asia: 35,000 individuals 
• Unallocated Reserve: 10,000 individuals  
• Totals: 125,000 individuals 

The FY 2022 Report to Congress on Proposed Refugee Admissions is available here.  

Partner Agencies  
 
Bureau of Population, Refugees and Migration (PRM)  
 
The State Department’s Bureau of Population, Refugees, and Migration (PRM) focuses on refugees, 
other migrants, and conflict victims. Their mission is to provide protection, ease suffering, and resolve the 
plight of persecuted and uprooted people around the world on behalf of the American people by providing 
life-sustaining assistance, working through multilateral systems to build global partnerships, promoting 
best practices in humanitarian response, and ensuring that humanitarian principles are thoroughly 
integrated into US foreign and national security policy.  
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PRM does not operate refugee camps, or otherwise give aid directly to refugees. Instead, in the interests 
of effectiveness and efficiency, it works with the United Nations (UN) and other international 
organizations, as well as with non-governmental organizations, that operate these programs for refugees.   
 
Office of Refugee Resettlement (ORR)  
 
The Office of Refugee Resettlement (ORR) helps new populations maximize their potential in the United 
States by linking them to critical resources that assist them in becoming integrated members of American 
society. 
 
ORR provides time-limited cash and medical assistance to new arrivals, as well as support for case 
management services, English as a Foreign Language classes, and job readiness and employment 
services – all designed to facilitate refugees’ successful transition to life in the U.S. and help them to 
attain self-sufficiency. 
 
ORR also supports additional programs to serve all eligible populations beyond the first eight months 
post-arrival, including micro-enterprise development, ethnic community self-help and agricultural 
partnerships. In addition, ORR provides services for survivors of torture. 
 
US Citizenship and Immigration Services (USCIS)  
 
US Citizenship and Immigration Services (USCIS) is the government agency that oversees lawful 
immigration to the United States. USCIS’ mission is to secure America’s promise as a nation of 
immigrants by providing accurate and useful information to newcomers, granting immigration and 
citizenship benefits, promoting an awareness, and understanding of citizenship, and ensuring the integrity 
of the immigration system. If a refugee is referred to the USRAP, it is a USCIS officer who will determine 
whether they are eligible for refugee resettlement in the United States.    
 
International Organization of Migration (IOM)  
 
IOM is an inter-governmental organization in the field of migration and works closely with governmental, 
intergovernmental, and non-governmental partners. The organization arranges travel for all refugees 
approved for the USRAP and contracts with the State Department to perform the medical examination(s) 
refugees must undergo prior to their departure.  
  
United Nations High Commissioner for Refugees (UNHCR)  
 
The office of the United Nations High Commissioner for Refugees (UNHCR) was created in 1950, during 
the aftermath of the Second World War, to help millions of Europeans who had fled or lost their homes.  
 
Today, all refugees admitted to the USRAP must first register as a refugee with UNHCR, which will 
determine which durable solution(s) are available to the individual – whether it be repatriation to the 
country they have fled, integration into the country that is hosting them or being resettled in a third 
country.  
 
Refugee Processing Center (RPC)  
 
The Refugee Processing Center (RPC) manages the software system START that is used to assist the 
processing of refugees bound for resettlement in the United States, managing the information sharing 
between overseas Resettlement Support Centers (RSCs) and domestic resettlement agencies (RAs). The 
RPC also hosts the weekly allocations meeting in which all new refugee and SIV cases are allocated 
between the nine RAs.  
  

http://www.un.org/english/
https://www.acf.hhs.gov/orr
https://www.acf.hhs.gov/programs/orr/about/what-we-do
https://www.uscis.gov/
https://www.uscis.gov/humanitarian/refugees-asylum/refugees/refugee-eligibility-determination
https://www.iom.int/
http://www.unhcr.org/en-us
https://www.wrapsnet.org/
https://www.wrapsnet.org/
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Resettlement Agencies (RAs) 
 
In FY 2022, there are nine refugee resettlement agencies that hold contracts with PRM to serve the 
refugees and special immigrant visa holder (SIVs) who are expected to be resettled through the program 
each fiscal year. In FY 2022, the State Department has approved these nine agencies to resettle 65,000 
refugees and 10,000 SIVs (75,000 individuals total) through the Reception and Placement (R&P) 
program. 
 

Resettlement Agency FY2018 
Capacity 

FY 2019  
Capacity 

FY 2020  
Capacity 

FY 2021  
Capacity 

FY 2022 
Capacity 

US Conference of Catholic Bishops (USCCB) 11,887 7,010 4,773 6,848 12,292 

International Rescue Committee (IRC) 9,818 7,627 5,528 8,651 11,862 

Lutheran Immigration & Refugee Services (LIRS) 8,069 5,263 3,653 5,408 10,868 

Church World Service (CWS) 6,625 4,576 3,146 4,529 9,616 

US Committee for Refugees & Immigrants (USCRI) 7,919 5,841 4,046 5,969 9,417 

World Relief (WR) 6,070 3,324 2,396 3,893 7,318 

Ethiopian Community Development Council (ECDC) 3,325 1,791 1,276 1,966 5,432 

Hebrew Immigrant Aid Society (HIAS) 3,191 2,442 1,696 2,513 4,995 

Episcopal Migration Ministries (EMM) 3,096 2,126 1,486 2,225 3,200 

Total Capacity of USRAP 60,000 40,000 28,000 32,000 75,000 

  
These nine agencies collectively have over 250 resettlement offices throughout the country approved to 
resettle newcomers through the R&P program. An Affiliate Contact Directory for all 9 RAs’ networks is 
available here. 

 
Note this map is accessible to the public (here) but has not been updated since July 2020. 

http://www.usccb.org/
https://www.rescue.org/
http://lirs.org/
https://cwsglobal.org/
http://refugees.org/
https://www.worldrelief.org/
http://www.ecdcus.org/
https://www.hias.org/
https://episcopalmigrationministries.org/
https://www.wrapsnet.org/documents/R&P%20Affiliate%20Directory%20(Updated%20May%202021).pdf
https://www.wrapsnet.org/rp-agency-contacts/
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Church World Service (CWS) is an international humanitarian organization that has resettled more than 
865,000 refugees since the agency’s inception in 1946. CWS provides Reception and Placement (R&P), 
Matching Grant (MG), Preferred Communities (PC) and Afghan Placement and Assistance (APA) 
programming. CWS is one of only three Resettlement Agencies (RAs) to also operate a Resettlement 
Support Center (RSC) - (RSC-Africa). 
 
A list of CWS resettlement sites is available on CWS Home here.  
 
A map of CWS’ resettlement network is available on CWS Home here.  
 
 
 

 
 
  

https://cwsglobal.org/
https://cwscloud.sharepoint.com/sites/affiliates/Pages/Affiliates.aspx
https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000C905C48394B37A40ADA5B1BD0441BC2F&id=/sites/affiliates/Shared%20Documents/Affiliate%20Directory/New2021-CWSNetworkMap-Full.pdf&parent=/sites/affiliates/Shared%20Documents/Affiliate%20Directory
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Chapter Two: Processing of for the USRAP 

Processing Priorities  
 
The USRAP has a priority system which serves as a guide to who is eligible for the USRAP within the 
established annual regional ceiling for refugee admissions. The guidelines are evaluated annually and 
revised as needed to reflect trends in world-wide refugee situations: 
 
Priority 1 (P1) 
Persons of any nationality and in any location with compelling protection needs, for whom resettlement 
appears to be the appropriate durable solution. Refugees are referred by UNHCR, a US Embassy or 
designated NGO to the USRAP. The majority of Priority 1 referrals are received by UNHCR.   
Priority 2 (P2) 
Groups of humanitarian concern identified by the US Refugee Program. Applicants must demonstrate 
that they possess the required characteristic(s) to establish eligibility for inclusion. Some Priority 2 
groups are processed within their country of origin.   
Priority 3 (P3) 
Persons with immediate family members in the US who initially entered as refugees or were granted 
asylum and filed a family reunification application on their behalf. In order to qualify for access as a 
Priority 3 applicant, a refugee must be outside of his or her country of origin, had an Affidavit of 
Relationship (AOR) filed on his or her behalf by an eligible “anchor” relative in the US and have been 
cleared for onward processing by the DHS/USCIS Refugee Access Verification Unit (RAVU).    

 
Current Priority 2 (P2) processing programs in place include:  
 
In-Country Processing Programs  
 
P-1 UNHCR referrals inside their country of origin: 
 

 Persons in El Salvador, Guatemala, and Honduras: In El Salvador, Guatemala, and Honduras 
UNHCR refers to the USRAP cases of vulnerable individuals identified by a consortium of 
NGOs.  Cases with the most extreme protection needs may be transferred to Costa Rica for refugee 
processing under a tripartite Memorandum of Understanding between the Government of Costa Rica, 
UNHCR, and IOM; all other cases are eligible for in-country processing for resettlement to the United 
States. 

 
Direct Access P-2s inside their country of origin: 
 

 Lautenberg Program for Certain Members of Religious Minority Groups in Eurasia and the 
Baltics:  This group includes Jews, Evangelical Christians, and Ukrainian Catholic and Orthodox 
religious adherents identified in the Lautenberg Amendment, Section 599D of Title V, P.L. 101-167, as 
amended (the Lautenberg Amendment), with close family in the United States.  With annual statutory 
renewal of the Lautenberg Amendment, these individuals are considered under a reduced evidentiary 
standard for establishing a well-founded fear of persecution. 
 

 Certain Iraqis Associated with the United States:  Under various P-2 designations, including those 
set forth in Section 1243(a) of the Refugee Crisis in Iraq Act of 2007, Title XII, Div. A, P. L. 110-181, as 
amended, employees of the U.S. government, a U.S. government-funded contractor or grantee, U.S. 
media or U.S. NGOs working in Iraq, and certain family members of such employees, as well as 
beneficiaries of approved I-130 petitions for immigrant visas, are eligible for refugee processing in 
Iraq.  This program is temporarily suspended. 
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 Persons in El Salvador, Guatemala, and Honduras:  The P-2 designated Central American Minors 
(CAM) program allows certain parents lawfully present in the United States to request access to the 
USRAP for their unmarried child(ren) under the age of 21.  In some instances, other in-country 
relatives may be eligible when accompanying the qualifying child. An expansion of eligibility for those 
who can request access to the CAM was announced on June 15, 2021. Implementation began in 
September 2021, at which point eligibility is extended to include legal guardians (in addition to 
parents) who are in the United States pursuant to any of the following qualifying categories: lawful 
permanent residence; temporary protected status; parole; deferred action; deferred enforced 
departure; or withholding of removal.  The expansion of eligibility will also include certain U.S.-based 
parents or legal guardians who have a pending asylum application or a pending U visa petition filed 
before May 15, 2021. 
 

 Certain Persons in Cuba:  Included in this Cuba P-2 program are human rights activists, members of 
persecuted religious minorities, former political prisoners, forced-labor conscripts, and persons 
deprived of their professional credentials or subjected to other disproportionately harsh or 
discriminatory treatment resulting from their perceived or actual political or religious beliefs.  As of 
September 2021, this program remains suspended. 

 
Groups of Humanitarian Concern Outside their Country of Origin 
 
Pre-defined Group Access P-2s: 
 

 Ethnic Minorities and Others from Burma in Camps in Thailand:  Under this P-2 designation, 
individuals who fled Burma, were registered in one of nine refugee camps along the Thai/Burma 
border, were identified by UNHCR as in need of resettlement, and expressed interest in third-country 
resettlement prior to January 2014 (depending on the location), are eligible for processing. 
 

 Ethnic Minorities from Burma in Malaysia:  Under this P-2 designation, members of ethnic 
minorities from Burma who were recognized by UNHCR as refugees in Malaysia, registered by 
August 17, 2010, and identified as being in need of resettlement, are eligible for resettlement 
consideration. 
 

 Congolese in Rwanda:  Certain Congolese refugees in Rwanda who arrived between 1994 and 
2005, were verifiably registered by UNHCR in 2011 or 2012, and identified as in need of resettlement, 
are eligible for processing. 
 

 Congolese in Tanzania:  Certain Congolese refugees registered by UNHCR, whose residence in 
Nyarugusu camp was confirmed in a 2013-2014 UNHCR verification exercise, are eligible for 
processing. 
 

 Afghan nationals:  Under this new P-2 designation, individuals who fall into the below three 
categories are eligible for processing: 
 

o Afghans who do not meet the minimum time-in-service for a Special Immigrant Visa but who 
work/worked as employees of contractors*, Locally Employed Staff, interpreters/translators 
for the U.S. Government, United States Forces Afghanistan, International Security 
Assistance Force, or Resolute Support; 

o Afghans who work/worked for a U.S. government-funded program or project in Afghanistan 
supported through a U.S. government grant or cooperative agreement*; 

o Afghans who are/were employed in Afghanistan by a U.S.-based media organization or non-
governmental organization.  U.S.-based media organizations may also refer Afghan 
nationals who worked for them under stringer, freelance, and comparable arrangements. 
*Note: Afghans who work/worked for sub-contractors and sub-grantees do not qualify for the 
P-2 designation, though they may qualify for P-1 referrals. 
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Direct Access Model P-2s: 
 

 Lautenberg Program for Certain Members of Religious Minority Groups in Iran:  Iranian 
members of certain religious minorities are eligible for processing and are considered under a reduced 
evidentiary standard for establishing a well-founded fear of persecution pursuant to the annual 
renewal of the Lautenberg Amendment, as amended in 2004 by Section 213 of Title II, Division E, of 
the Consolidated Appropriations Act of 2004, P.L. 108-199. 118 Stat. 3 (“the Specter Amendment”). 
 

 Certain Iraqis Associated with the United States:  Under various P-2 designations, including those 
set forth in Section 1243(a) of the Refugee Crisis in Iraq Act of 2007, Title XII, Div. A, P. L. 110-181, as 
amended, employees of the U.S. government, a U.S. government-funded contractor or grantee, U.S. 
media, or U.S. NGOs working in Iraq, and certain family members of such employees, as well as 
beneficiaries of approved I-130 petitions for immigrant visas, are eligible for refugee processing in 
several countries in the region, including Jordan, Egypt, and Lebanon, in addition to the in-country 
program in Iraq.  This program is temporarily suspended. 
 

 Syrian Beneficiaries of Approved I-130 petitions:  Under this P-2 designation, Syrian beneficiaries 
of approved I-130 immigrant visa petitions for whom immigrant visas have not yet been issued, are 
eligible for refugee processing. 

Non-Refugee Populations 
 
While the USRAP specifically references refugees, other individuals are often served by CWS affiliates, 
some of whom are eligible for Reception and Placement (R&P) benefits: 
 
Special Immigrant Visas (SIVs) 
 
Afghan and Iraqis nationals who supported the US Armed Forces or Chief of Mission (COM) authority as 
translators or interpreters or were/are employed by or on behalf of the US Government in Afghanistan or 
Iraq may be eligible for Special Immigrant Visa (SIV) processing.  
 
The SIV program is separate and distinct from the USRAP, but SIV recipients are eligible for the same 
resettlement assistance as refugees and HHS/ORR benefits for up to 8 months after arrival. As of 
December 1st 2019, all new requests for R&P benefits received from overseas SIV applicants are 
processed by the RSCs in the Middle East and North Africa (MENA) or in Turkey and the Middle East 
(TuME), in coordination with the National Visa Center.  
Though all refugees must have their travel booked by the International Organization of Migration (IOM), 
individuals who are admitted to the US as SIVs may book their own travel and request post-arrival R&P 
benefits within 90 days of arrival. The following information must be emailed to CWS-HQ (via 
Transfers@cwsglobal.org), which will be relayed to the SIV Unit at the Refugee Processing Center (RPC) 
and approved for R&P benefits within 1 – 2 days:  
 
 DS-0234 for each case member 
 Scanned image of visa for each case member 
 Date of Arrival 

 
Asylees 
 
An individual in the United States or at a port of entry who is found to be unable or unwilling to return to 
his or her country of nationality, or to seek the protection of that country because of persecution or a well-
founded fear of persecution. Persecution or the fear thereof must be based on their race, religion, 
nationality, membership in a particular social group, or political opinion. For persons with no nationality, 
the country of nationality is considered the country in which they last habitually resided.  
 
To apply for Asylum, an individual must file a no-fee Form I-589, Application for Asylum and for 
Withholding of Removal, within one year of their arrival in the United States.  Asylees are eligible to adjust 

https://travel.state.gov/content/visas/en/immigrate/iraqi-afghan-translator.html
mailto:Transfers@cwsglobal.org
https://travel.state.gov/content/dam/visas/SIVs/DS-0234.pdf
https://www.uscis.gov/i-589
https://www.uscis.gov/i-589
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to lawful permanent resident status after one year of continuous presence in the United States. These 
immigrants are limited to 10,000 adjustments per fiscal year1. 
 
Though asylees are ineligible for R&P benefits, they may request and be eligible to receive case 
management, employment, English language training and other services from CWS affiliates. Like 
refugees, asylees are eligible to be enrolled in the Matching Grant program within 31 days of the asylum 
granted date and the Preferred Communities Intensive Case Management program. Asylees are also 
eligible for publicly funded refugee benefits and programs.   
 
Humanitarian Parole  
 
Humanitarian parole status is used by USCIS to bring individuals who’ve applied for admission into the 
US based on urgent humanitarian reasons but were not granted refugee status. 
 
Historically, a large number of Cubans were admitted to the United States as parolees, as part of the 
U.S.' wet foot/dry foot policy’; however, this was disbanded along with the Cuban Medical Professional 
Parole Program in January 20172.   
 
In the summer of 2021, nearly 70,000 Afghans were paroled into the U.S. as part of Operation Allies 
Welcome. An additional 20,000 Afghans have separately applied for parole since August. This was in 
response to their need for rapid evacuation and relocation under Operation Allies Refuge/Operation Allies 
Welcome. The administration created a separate resettlement program for this caseload: the Afghan 
Placement and Assistance (APA) Program (see the APA Chapter for details) for any Afghan humanitarian 
parolees paroled into the U.S. between July 31st through September 30th, 2022, are eligible to apply for 
mainstream benefits, resettlement assistance, and other benefits available to refugees, until March 31, 
2023, or the end of their parole term, whichever is later. Spouses or children of these individuals paroled 
into the U.S after September 30, 2022, are also eligible to apply for these benefits.  

Overseas Processing  
 
The US Refugee Admissions Program Flowchart (USCIS) 

 
1 https://www.uscis.gov/tools/glossary/asylee  
2 https://www.dhs.gov/sites/default/files/publications/DHS%20Fact%20Sheet%20FINAL.pdf  

https://www.uscis.gov/humanitarian/humanitarian-parole/information-for-afghan-nationals-on-requests-to-uscis-for-humanitarian-parole%22%20/t%20%22_blank
https://www.uscis.gov/sites/default/files/USCIS/Humanitarian/Refugees%20%26%20Asylum/USAP_FlowChart_V9.pdf
https://www.uscis.gov/tools/glossary/asylee
https://www.dhs.gov/sites/default/files/publications/DHS%20Fact%20Sheet%20FINAL.pdf
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The first step for most refugees to be admitted to the US Refugee Admissions Program is to register with 
the United Nations High Commissioner for Refugees (UNHCR) in the country to which s/he has fled.  
 
The UNHCR, or occasionally, a U.S. Embassy or a specially trained nongovernmental organization may 
refer the applicant to the United States for resettlement, and their case is sent to and processed by 
a Resettlement Support Center (RSC). 
 

 
 
Resettlement Support Centers (RSCs) 

There are seven Resettlement Support Centers (RSCs) around the world that each have a Cooperative 
Agreement with PRM to provide specific regional coverage to process every refugee resettlement case 
that has been referred to the USRAP.   
 

 RSC-Africa 
 RSC-Asia  
 RSC-Austria  
 RSC-Eurasia 
 RSC-Latin America  
 RSC-Middle East / North Africa (MENA) 
 RSC-Turkey / Middle East (TuME) 

 
The RSCs assist refugees referred for admission to the US by interviewing applicants – collecting 
biographical information and persecution stories, scheduling applicants’ interviews with USCIS, 

http://www.unhcr.org/en-us
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requesting security checks and medical examinations, and conducting Cultural Orientation courses for 
refugees prior to their departure.  
 
RSCs inform refugees of the USRAP process through information campaigns, continually driving home 
the message that it is their choice to apply for resettlement in the US and that admission to the program is 
free. The RSCs also communicate that the admission process may take longer than expected and that 
integration in the US will likely be challenging. To get all these messages across, the RSCs:  
 

 Hold public meetings on resettlement with refugees and partners 
 Consult with refugee leaders, women, youth, the disabled and other sub-groups  
 Provide refugees and the community with standardized information in writing, through counseling 

and at public forums 
 

Since 1990, CWS has partnered with the State Department to operate the Resettlement Support Center 
for Sub-Saharan Africa (RSC-Africa) based in Nairobi, Kenya. RSC Africa serves refugees being 
considered for resettlement to the U.S. and has departed more than 300,000 refugees from the region 
since 1991. Through the main office in Nairobi, a sub-office in Pretoria, South Africa, and a satellite office 
in Kasulu, Tanzania, RSC Africa annually dispatches nearly 100 field missions throughout Sub-Saharan 
Africa. With a coverage area of 49 countries, RSC Africa routinely visits an average of more than 20 
countries per year.   
 
Pre-Screening 
 
After a refugee has been referred or applied to the USRAP, the RSC will schedule the applicant for a 
Prescreening interview; at which point the RSC will meet face-to-face with all case members to collect, 
verify, and record applicants’ information, preparing the case file for USCIS adjudication. 
 
Information collected during: Pre-Screening 
 

 Names, aliases, and citizenships 
 Education 
 Military service 
 Law violations 
 Membership in organizations  
 Visits to the US 
 Contact information (physical addresses, phone numbers 

and email addresses) 
 Employment experience 
 Travel history 
 Languages (ability to speak, read and write) 
 Any relevant pet information 
 Family relationships and their whereabouts, including those in the US  
 Minor Questionnaires for any non-biological children who are less than 18 years of age 
 The Persecution Story 

 
Whenever necessary, interviews are conducted with the assistance of an interpreter. When selecting 
interpreters, the RSCs take into consideration a refugee’s background and gender, allowing the refugee 
to express any concerns. Refugees are told the interpreter has no bearing on their application and 
questions are always directed toward the refugee, not the interpreter. 
 
Case Creation 
 
Every case admitted to the USRAP has a Principal Applicant (PA) and every additional member is 
defined by their relationship to the PA (e.g., Wife of PA). Children are defined as being under the age of 
21 and unmarried. Additional individual(s) may be added to the case if the individual(s) resided in the 
same household as the PA prior to fleeing and were part of the same economic unit.  
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Every case is assigned a 9-digit Alien Number and an 8-digit Case Number. Alien number blocks are 
owned by the Department of Homeland Security (DHS). The Refugee Processing Center (RPC) manages 
the availability of alien numbers to RSCs using START, and RSC caseworkers use START to assign alien 
numbers to applicants from these blocks during case creation.  
 
At the time of case referral to the USRAP, UNHCR seeks to ensure that all family members, including 
dependent non-nuclear family members, are resettled together. However, this can be challenging as 
there is no universal definition of ‘family.’ The concept of dependency is central to the identification of 
‘family’ members, as not everyone is part of a nuclear family, which is generally defined as consisting of 
spouses and their unmarried minor children (dependency might be social, emotional or economic).  
 
While the UNHCR recognizes that there are different cultural and societal definitions of what constitutes a 
family unit and recognizes common-law, same sex and polygamous marriages, most resettlement 
countries, including the US, do not recognize all these unions. UNHCR or the RSC may split a 
polygamous family into two or more cases and link them, thereby maintaining family ties while 
accommodating US definitions.  
 
UNHCR and the RSCs also ‘link’ cases that are related but on separate cases.  
 
Cross-References 
 
During Prescreening, the RSC counsels individuals from linked cases on cross-referencing, which is the 
practice of processing independent cases together, to ensure they are resettled and/or travel together. 
The cross-reference status is established during the Prescreen interview so that the cases may be 
scheduled for their USCIS interviews together.  
 
Cases that are hard-cross referenced (HCR) will be assured to the same local resettlement affiliate and 
travel together. These cases have identified dependency elements in their cases.  
 
Cases that are soft-cross referenced (SCR) will be assured to the same local resettlement affiliate but 
do not have to travel together.  
 
Cross-reference status should be considered when assessing local resettlement options, particularly 
housing. If two or more cases are hard-cross referenced and will be traveling together, it should be 
determined whether all linked cases can or should be placed in the same living accommodations. Factors 
to consider include family relationships, ages, genders, total number of family members in all linked 
cases, availability of appropriately sized housing and housing affordability. Because soft-cross referenced 
cases are not required to travel together, housing options will need to be assessed at time of scheduling 
and all soft-cross cases may not necessarily be able to be housed together. 
 
USCIS Interview 
 
During an adjudication interview, USCIS officers will determine whether a refugee is eligible for the 
USRAP – Applicants must meet the definition of a refugee and be deemed admissible under current US 
law.  
 
RSCs provide PRM with a forecast of cases that will be ready for adjudication. USCIS will determine how 
many refugee officers they are able to commit to a circuit ride, otherwise known as a trip to a certain 
location(s) to interview a certain number of refugee cases for adjudication; the schedules of which are 
coordinated between the RSC, PRM and USCIS. The RSC finalizes logistical and technical support and 
identifies interpreters who may assist with the interviews. The RSC will coordinate with UNHCR and/or 
IOM for interview notification, and at times, transportation of refugees to processing sites on the date of 
their interview. The RSC will schedule hard cross-referenced cases together and may schedule soft 
cross-references for the same date and time. 
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After a USCIS officer interviews a case, an initial decision is made; this is reviewed by the USCIS team 
lead and then shared with the RSC, to be entered in START. The RSCs present the USCIS decision 
letters to the applicants, once USCIS officers have departed. 
 
USCIS Decisions   
 

Approved Denied No Decision / On Hold 

If a case has been approved, the 
status will be changed to ‘REF’ 
and will receive an I-590 stamp 
from a USCIS officer (conditionally 
approved cases will not receive 
the stamp until the I-590 is 
reviewed).  

If a case is denied, the status will be 
changed to ‘CLOSED’ with ‘Denied by 
USCIS’ entered in START. The USCIS 
officer will provide the RSC with a list of 
reasons for the denial and the RSC will 
update START, entering any terror-
related hold reasons over any other 
holds (only one hold reason can be 
tracked in START at a time). 
Discretionary denials refer to when 
USCIS officers use their discretion in 
making a final determination on refugee 
status for applicants who meet the 
grounds for refugee status. Denied 
cases are eligible to file a Request for 
Reconsideration (RFR) to appeal the 
decision; these are submitted to the 
RSCs and sent to USCIS officers for 
consideration.   

A USCIS officer may decide not 
to provide adjudication for a 
case – No Decision (‘NOD’). 
These cases are tracked by the 
RPC and reports are provided 
to those responsible for 
resolving NODs.  
 
A USCIS officer may place a 
case on hold pending additional 
information or review by USCIS 
HQ. Once all clearances that 
were the reason for hold (ex. 
pending name check 
clearance) are received, USCIS 
officers will lift the hold and 
stamp the I-590 or issue a 
denial.   

 
Security Checks 
 
No traveler to the United States is subject to more rigorous security screening than the refugees the U.S. 
Government considers for admission. Every applicant in the USRAP must undergo multiple security 
checks, involving multiple agencies, including the Departments of State, Homeland Security (DHS), and 
Defense, the Federal Bureau of Investigation, The National Counterterrorism Center, the Terrorist 
Screening Center, and two federal intelligence agencies.  
 
Most security checks are requested after Prescreening, but a final clearance (IAC) is needed immediately 
prior to departure. Depending upon the RSC, refugees may be required to have all their security checks 
cleared prior to their USCIS interview. USCIS officers will not provide an application with the I-590 stamp 
until the applicant receives a clearance for all their security checks. All or a combination of the following 
security checks are required for applicants, based on their age, sex and nationality: 
 

Consular Lookout and Support System (CLASS) 
Every applicant* requires a CLASS name check (CNC). 

Valid for 15 months from the time request is run through CLASS. 
 
This is the first step in the security process. The check is requested by the RSC after the Prescreening 
interview and the accuracy of the biodata have been confirmed. The request is sent to the RPC where a 
Name Check Analyst enters the information into the CLASS database. Name checks are conducted on 
the applicant’s primary names as well as any variations used by the applicant. 
 
A determination is made for each applicant. If there is a ‘hit,’ the RSC is notified that the applicant 
requires USCIS review. All results are entered into START within 3 business days of the request. 
Responses are received before the USCIS interview, and possible matches are reviewed and adjudicated 
by USCIS headquarters. Evidence of the response is included in the case file. If a new name or variation 
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is identified at the interview, USCIS requests another CLASS name check on the new name and places 
the case on hold until that response is received. 
 
The name-check database provides access to critical information for adjudicating immigration 
applications. The system contains records provided by numerous agencies and includes information on 
individuals who have been denied visas, immigration violations, criminal histories, and terrorism concerns, 
as well as intelligence information and child support enforcement data.  
 

Security Advisory Opinion (SAO) 
Certain individuals* require this check; the list was created by an interagency group and is classified. 

Valid for 15 months from the time the clearance is received. 
 
The RSC will request the SAO for applicants after CLASS is completed. The process requires clearances 
from multiple agencies before the final clearance is received and entered into START for the RSC to see. 
The SAO biographic check is conducted by the FBI and intelligence community partners.  
 
The SAO process was implemented after Sept. 11, 2001, to provide an additional security mechanism to 
screen individuals in certain higher-risk categories who are seeking to enter the United States through a 
variety of means, including refugee applicants. SAOs are conducted for an applicant who is a member of 
a group or nationality that the U.S. government has designated as requiring this higher-level check. SAOs 
are processed, and a response must be received before finalizing the decision. If there is a new name or 
variation identified at the interview, USCIS requests another SAO for the new name and places the case 
on hold until that response is received.  
 
Refugees of the below listed nationalities require the SAO: 
 

 Egypt 
 Iran  
 Iraq  
 Libya  
 Mali  
 North Korea  

 Somalia  
 Sudan  
 Republic of South Sudan  
 Syria  
 Yemen  

 

Name Check 
Every applicant requires a name check. 

Valid for 15 months. 
 
The Name Check Results Report displays the information that was submitted into CLASS and SAO (if 
applicable) as well as the final result. It will also display the number of identities that an applicant has that 
require a security check and how many of the identities have already cleared and which identities are 
pending name checks. USCIS officers review this report at the time of the adjudication interview, before 
they stamp the I-590.  
 

Inter-Agency Check (IAC): 
All applicants* must be undergo two screenings (IAC1 and IAC2). 

Valid for 12 months for Bhutanese and Burmese and 12 weeks for every other nationality 
 
The IAC screens biographic data, including names, dates of birth, and other additional data of all refugee 
applicants within designated age ranges. This information is captured at the time the applicant is 
prescreened and is provided to intelligence community partners. This screening procedure began in 2008 
and has expanded over time to include a broader range of applicants and records. These checks occur 
throughout the process. 
 
IAC1 is generated when the RSC requests CLASS (the first time) for an applicant  
IAC2 is generated when a case is ‘Ready for Travel’ (SCH)  
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Applicants whose IAC1 status is either ‘Not Cleared’ or ‘No Decision’ may still be scheduled for USCIS 
interviews; however, they may not move forward for travel unless the IAC1 has been cleared (a case 
cannot travel until both checks are cleared). The IAC2 is requested to ensure that no new information has 
surfaced regarding the applicant. 
 

Fingerprints (FP) 
All applicants* (14 – 79 years of age) must be fingerprinted. 

Valid for 15 months from the clearance date. 
 
At the time of USCIS interview, USCIS staff collects fingerprints and begins biometric checks. Biometric 
record checks pertaining to criminal history and previous immigration data are ongoing. 
 

Enhanced Review for Syrian Applicants 
Certain Syrian nationals  

 
USCIS’ Refugee, Asylum, and International Operations Directorate and Fraud Detection and National 
Security Directorate (FDNS) work together to provide enhanced review of certain Syrian cases.  
 
This review involves FDNS providing intelligence-driven support to refugee adjudicators, including 
identifying threats and suggesting topics for questioning. FDNS also monitors terrorist watch lists and 
disseminates intelligence information reports on any applicants who are determined to present a national 
security threat. 
 
Medical Examination 
 
The US requires pre-departure health screenings for every refugee admitted to the USRAP. Since 2000, 
IOM has been charged with the health assessments and travel health assistance for refugees admitted to 
the USRAP.  
 
After an applicant has been approved by USCIS, the RSC sends a request to IOM to schedule their 
medical exam. IOM will ‘clear’ the applicant if they have no inadmissible health related conditions. And 
IOM will then send the Medical Examination Form onto the RSC, where it will be uploaded into START 
and eventually be sent to the resettlement agency after the case has been allocated. Validity for medical 
clearance is 6 months and shorter for refugees identified to have communicable diseases.  
 
In locations where there is no IOM presence, health assessments are completed by panel physicians who 
are medical professionals selected by the State Department and contracted to conduct health 
assessments, following technical instructions provided by the Center of Disease Control (CDC).  
 
Physicians conducting refugees’ medical exams are responsible for:  
 

 Ensuring the person appearing for the exam is the person applying for refugee status  
 The examination, including the required chest radiograph and necessary lab procedures   
 Reporting the results of all required tests and consultations on the prescribed forms  
 Ensuring that the completed medical report forms are sent directly to RSCs  

 
Inadmissible medical conditions (‘Class A’ Medicals):  
 

 A communicable disease of public health significance (ex. untreated Syphilis, active TB)  
 A physical or mental disorder with behavior that may pose a threat to others  
 Substance misuse  

 
The RSC may file an I-602 waiver on behalf of a refugee with a Class A condition. PRM will assign the 
case to a resettlement agency, which is responsible for submitting an addendum to the RPC identifying 
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the health care provider that will be treating the individual. USCIS reviews the waiver and only denies it if 
the applicant’s condition cannot be controlled through treatment or if the applicant will refuse treatment.  
 
The RPC determines which cases will be allocated as part of the No US Tie - Medical Pool by checking 
whether there is a case comment in START noting any observed/reported medical conditions during pre-
screening (the RPC does not review each applicant’s Medical Examination Forms).  
 
Overseas Cultural Orientation (CO) 
 
Depending upon the location and refugee population, expectations of life in the US vary widely. Prior to 
their departure to the United States, refugees over the age of 14 are eligible for a Cultural Orientation 
(CO) class (in Sub-Saharan Africa, the percentage of those eligible for CO who participate prior to travel 
ranges from 97 – 99%).   
 

       
 
Participation is not mandatory but is strongly encouraged (there are some locations where security 
concerns may prevent refugees from attending CO classes).  
 
Overseas CO focuses covers the overseas CO objectives and indicators which were agreed upon by the 
CO Working Group, with input from domestic service providers and issued by PRM. While the CO 
sessions may vary depending upon location and refugee populations, it is mandatory that they cover 
these topics:  
 

 Pre-departure processing  
 Role of the resettlement agency  
 Housing                                                                                    
 Employment  
 Education  
 Health  
 Money Management  
 Rights and responsibilities  
 Cultural Adjustment  
 Travel to the US  
 English classes are provided in some locations  

 
The education levels of refugees vary, some have completed university while others are not able to read 
or write. The materials used in overseas CO are often visual. CO instructors and interpreters also use 
pictorial messages, realia and encourage participation to ensure everyone understands the key 
messages being shared. For example, the RSC-Africa reports that while teaching the session on Travel 
to the US, they set-up the classroom to look like the seats on an airplane and give each participant a 
boarding pass to practice finding your seat, securing your personal belongings, and buckling your 
seatbelt, etc. In some locations, children under the age of 14 are eligible for a special child/youth CO, 
which focuses on topics such as education, social relationships, etc.  
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START 

In November 2020, PRM launched a new cloud-based refugee case management system, ‘START’. Over 
the course of 2021, START was deployed across all seven RSCs and all non-closed cases were 
transitioned from WRAPS (the former case management system) to START, tracking all applications 
throughout the world.   
 
One noticeable difference between WRAPS and START is that cases in START are assigned an eight-
digit case number (ex. TZ-00123456) while cases in WRAPS had only have a six-digit case number.  

Cases that are processed through START will also have their Social Security application filed prior to 
departure. All refugee applicants who are processed through the new START system (the replacement to 
WRAPS) will apply for their Social Security number (SSN) via the 2020 version of USCIS’ form I-765, 
Application for Employment Authorization. And affiliates are not expected to apply for SSNs for clients 
who’ve already applied as part of this EAD application.  
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Chapter Three: Reception & Placement (R&P) Program 
 
The Department of State (DoS) has Cooperative Agreements with nine, domestic resettlement agencies 
to resettle refugees in the United States. Each of these agencies maintains its own network of local 
affiliates that provide resettlement services to refugees in more than 150 communities throughout the 
country.   
 
The primary role of the affiliates is to provide basic needs support and resettlement core services. It is 
imperative that all R&P staff are knowledgeable of the requirements of the R&P Cooperative Agreement 
when providing resettlement services. 
 

 

R&P Cooperative Agreement  
 
The Cooperative Agreement between the DoS and each domestic resettlement agency (RA) specifies the 
core services the RA must provide to each refugee - within the R&P service period, which is limited to the 
first three months (90 days) after their arrival in the United States - to assist them in resettling in the 
United States.  
 
It also provides these agencies with a one-time sum per refugee to assist with meeting expenses during a 
refugee’s first few months in the country; most of which go towards refugees’ rent, furnishings, food, and 
clothing, as well as to pay the costs of agency staff salaries, office space and other resettlement-related 
expenses that are not donated or provided by volunteers.   
 
R&P core services and requirements are discussed in more detail further in the R&P Core Services 
section of the Resettlement Handbook.  
 
  

https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FShared%20Documents%2FRP%20Cooperative%20Agreements%2FFY%202021%20CA%20%2D%20affiliate%20version%2Epdf&parent=%2Fsites%2Faffiliates%2FShared%20Documents%2FRP%20Cooperative%20Agreements&p=true&originalPath=aHR0cHM6Ly9jd3NjbG91ZC5zaGFyZXBvaW50LmNvbS86Yjovcy9hZmZpbGlhdGVzL0VUTVBNNVFQUUFwT2k4bkpyeWVYUmIwQlM5cWJZOF81OW1QUGxlWkZpRENqUXc_cnRpbWU9cDlMZFp4c20yVWc
https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=cOPZre1w62xO%2fXZ9qYXr5ndOZv7Wm6Dvv8UHRSXgAww%3d&docid=2_1cec20bb8bd0d4693be7c1339dc39b226&rev=1
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Chapter Four: Reception & Placement (R&P) Program Pre-Arrival 

Allocation of Cases 
 
Once a refugee has been approved for admission to the USRAP, the RSC will send an assurance 
request to the RPC. The RPC will add the case to the list of cases that will be allocated at the weekly 
Allocations Meeting to be chosen by one of the nine RAs. 
 
Resettlement agencies select cases at the Allocations Meeting based on the information that is provided 
in the allocation packet: 
 

 Case size  
 Case composition 
 Nationality 
 Ethnicity 
 Significant medical condition(s)  
 Location and relationship of any friends or family the refugee may have in the US  

 
The Allocation Meeting is split into 3 Pools: 
 

US Tie Pool No US Tie Pool No US Tie & Medical Pool 

Refugees with a US tie, who 
may be allocated to an affiliate 
within 100 miles of their friend or 
family member. If a US tie lives 
outside 100 miles of a 
resettlement affiliate, the case 
will be allocated to USCCB to be 
served through their Remote 
Placement Program (RPP).  

Refugees with no US tie, who 
may be allocated to any affiliate 
with the capacity to serve them 

Refugees with no US tie and a 
medical condition, who may be 
allocated to any affiliate with the 
capacity to serve them 

 
In the US Tie Pool, cases are allocated in 3 Rounds:  
 

Stand Alone Round Special Round Round-Robin Round 

All cases with a U.S. tie in a 
location where there is only one 
or two affiliates 

All cases with a U.S. tie in a 
location where the RAs have 
agreed to rotate cases due to 
special circumstances  

All other cases with a U.S. tie 
are allocated in round-robin 
fashion, with each RA able to 
pick up a certain number of 
cases per round until they've 
reached their Allocation Target 
for the week 

 
If your affiliate has an interest in a specific case, please email CWS’ Resettlement Coordinator with the 
below listed information and the case will be recorded in our tracking sheet to be picked up upon 
allocation.  
 

 Name of requesting Affiliate  
 Name and contact information of U.S. tie 
 Case Number (if available) 
 Name of Principal Applicant (PA) 
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Requests for cases of a specific composition (ex. Iraqi families of 4-6 individuals), particularly for the 
purpose of pairing co-sponsors with newly arrived refugees, may also be emailed to CWS’ Resettlement 
Coordinator.  

Case Placement  
 
Under the terms of the R&P Cooperative Agreement with the Department of State, refugee clients may 
only be placed in approved geographic areas where they can receive R&P services.  
 
If a refugee does not have a U.S. tie, they can be resettled anywhere within a 50-mile radius of a 
resettlement affiliate; while clients who have a US tie may be resettled within a 100-mile radius of the 
affiliate.  
 
On an annual basis, CWS will propose in coordination with its affiliates, who have consulted with their 
respective State Refugee Coordinators (SRCs), State Refugee Health Coordinators (SRHCs), and 
receiving communities to determine how many refugees and of which nationalities, case types and 
groups may be welcomed each fiscal year.  
 
With information obtained from PRM, the RPC and RSCs regarding processing trends and anticipated 
future arrivals, CWS projects the number of cases with and without U.S. ties who are anticipated to travel 
to each location and consults with the respective affiliate about their community’s ability to receive these 
cases.  
 
Case placement decisions are made with the interest of the refugee in mind and involve several tools and 
methods: 1) the CWS Placement Tool; 2) weekly and monthly sharing of reports that provide arrival and 
pipeline analysis specific to each affiliate; and 3) ongoing dialogue with each affiliate concerning arrivals 
and operations. 
 
The CWS Placement Tool draws upon information from each affiliate's profile (which are maintained 
within an online database - the CWS Affiliate Profiles site). The tool draws on information that provides 
headquarters with the ability to assess affiliates' capacity to serve different nationalities and special 
populations (e.g., those with mental health issues, large families, LGBTQIA+ individuals); as well as 
language capacity; the cost of housing; employment outcomes, etc. Each office is required to submit 
updated information to CWS at the beginning of each fiscal year and confirm on a quarterly basis that it 
accurately reflects the affiliate’s capacity. The CWS Placement Tool ensure refugees are placed in 
locations that will be conducive to their integration. 
  
To effectively manage parity of arrivals across the network, CWS formally monitors affiliate capacity and 
pipelines on a weekly basis to assist with allocations and placement planning for cases without U.S. ties. 
Arrivals are tracked in relation to total approved capacity and monthly allocation targets to facilitate an 
even flow of arrivals.  

Assurance of Cases 
 

Technical Assistance: Assurances One-Pager 
 
Upon allocation, CWS-HQ will place all newly allocated cases with an affiliate via the case processing 
database IRIS (affiliate Directors manage user-access to IRIS, but questions may be relayed to R&P Site 
Liaisons).  
 
The affiliate then must submit an assurance back to CWS-HQ via IRIS, which is due within 24 hours or 2 
weeks of allocation depending on the urgency level (noted below), agreeing that they accept the case and 
will provide all core services to the refugee(s) upon arrival.  
 

https://cwscloud.sharepoint.com/:b:/s/affiliates/EboRvA_kbC5HpoUY2COo1P8Bn0w43IDt1qT8IBg7VXh7nw?e=3HbGon
https://cws.irisweb.org/
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If a refugee’s case is not assured on time, their case may be delayed for a significant period as their 
departure window is dependent on multiple security checks, medical exams and interviews remaining 
current.  
 

Level 1 Urgency Cases Level 2 Urgency Cases Normal Urgency Cases  

Assurance is due within 24 hours 
of allocation   

Assurance is due within 1 week 
of allocation 

Assurance is due within 2 weeks 
of allocation 

Note assurances must be returned to CWS-HQ by 3PM EST on the due date as they must be received and 
processed by the RPC by 4PM EST. 

 
If a case cannot be assured within the above listed timeline, a waiver may be submitted to PRM to 
request an extension (with the exception of Level 1 and SIV cases).  
 
If a refugee(s) has a U.S. tie listed on their biodata, their case is allocated to the nearest CWS affiliate.  If 
a refugee(s) does not have a U.S. tie, the Case Placement Coordinator uses the Case Placement Tool to 
determine where they may be served in the affiliate network.   
 
Once a case has been assigned to an affiliate, it will appear in the IRIS dashboard under the NEW Cases 
link. At this point the local affiliate must review the biodata and Medical Examination Forms to determine 
whether they are able to accept the case and prepare for their eventual arrival. The case information that 
is made available to affiliates in IRIS includes: 
 

 Case Size  
 Relationships  
 Gender 
 Age 
 Language(s) 

 Place of birth (country) 
 Nationality 
 Ethnicity 
 Medical condition(s)  
 Education and employment history 

 
If a case has a U.S. tie, that individual will need to be contacted and have their relationship verified prior 
to the affiliate assuring the case. The U.S. tie’s information (name, phone number, address, and 
relationship to the principal applicant) will have been collected at the time of the refugee’s Pre-Screening 
Interview. If the U.S. tie cannot be contacted, the affiliate should contact CWS-HQ at 
Assurances@cwsglobal.org to request updated contact information for this individual. HQ will reach out to 
the relevant RSC, which will in turn contact the Principal Applicant of the case and request updated 
information or confirm that they are willing to potentially be resettled elsewhere if their U.S. tie is not 
locatable.  
 
Once the U.S. tie has been contacted, the affiliate must coordinate basic needs support and core services 
for the new arrival prior to assurance with the U.S. tie (this may be discussed over the phone). CWS 
recommends affiliates use the U.S. Tie Assessment and U.S. Tie Commitment Forms. While provision of 
R&P core services is the responsibility of the affiliate, U.S. ties will often want to assist, and coordination 
of roles and responsibilities is crucial to ensuring compliance with the Cooperative Agreement.  
 
If the refugee will live with their U.S. tie, the affiliate must also complete a Home Evaluation and Safety 
Checklist of the U.S. tie’s home prior to the refugee’s arrival, as it would be completed for all other 
refugee clients who would be living independently.  
 
If the refugee has complex medical needs, the affiliate must coordinate with public health officials prior to 
assurance. Sharing this information with health officials allows both the affiliate and local healthcare 
professionals to coordinate on the pre and post-arrival planning for the case.  
 

https://cws.irisweb.org/
mailto:Assurances@cwsglobal.org
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B66316E42-3B04-4B38-9008-AF77780B071C%7D&file=US%20Tie%20Assessment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BC3C0733F-7378-4C9B-857C-0A61F366B9F9%7D&file=US%20Tie%20Committment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
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Once the RPC receives the assurance it will update START so that the RSC and IOM are aware this case 
may be booked for travel when all other steps in the process have cleared. 
 
Amended Assurances 
 
If a refugee’s case is updated overseas, CWS-HQ will be notified with an Amended Assurance request – 
the information that has changed will be sent to the local affiliate via updated biodata and the local affiliate 
must reassure the case within 1 week. An example of this would be if a woman gave birth to a child after 
her case was assured, the case will now have an additional member.  

Travel 
 

Technical Assistance: Travel One-Pager 
  
The International Organization for Migration (IOM) is the key operational partner that arranges for refugee 
movement to final destinations in the U.S. IOM also administers the Travel Loan that helps fund these 
travel arrangements for refugees.  
 

 
 
When refugees are admitted to the United States for resettlement, their travel is arranged under a loan 
program by the IOM. Prior to departure, refugees sign a promissory note stating that they will repay the 
interest-free loans to cover travel costs over a pre-determined period. This repayment is paid monthly 
over a period generally lasting up to 36 months. Repayment allows newly admitted refugees to begin 
building a credit history, but nonpayment can also lead to referral to collections. IOM loan repayments are 
used to fund IOM travel for future refugee arrivals. Under very limited circumstances can loan repayments 
be postponed or waived.  
 
Agency staff and clients can consult CWS’ Travel Loan department with travel loan inquiries 
(TravelLoans@cwsglobal.org).    
 
All travel arrangements for CWS clients are monitored by CWS-HQ. All travel notifications are emailed to 
local affiliates through IRIS upon receipt from IOM (only users who have been assigned to the 
TravelUpdateEmails group receive these notifications). Travel arrangements may also be reviewed in the 
Travel section on the IRIS dashboard, or in the Travel tab of a specific case. 
 
When a case is Ready for Travel (RFT) the RSC sends IOM the case information via the Travel XML 
MiMOSA Import File, including the latest possible departure date. Once the case is Ready for Departure 
(RFD), the RSC will create a Travel Packet, which acts as the refugee’s passport and includes the entire 
contents of their case file. The RSC delivers these packets to IOM, which provides them to the refugees 
on the day of their departure.  
 
IOM must book refugees’ flights at least 6 days prior to the departure date or receive a waiver from PRM.  
 
When IOM books a case on a flight to the US, the RSC, resettlement agency and refugee will be notified 
and sent an Advanced Booking Notification (ABN).  
 
Close to their departure date, refugees will receive Cultural Orientation (CO). The classes are usually held 
in facilities close to where refugees reside, however; refugees who live in camps or locations that are not 
easily accessible to CO staff are brought to a Transit Center where they will receive their CO and their 
final medical examination.   

https://cwscloud.sharepoint.com/sites/affiliates/Resettlement%20OnePagers/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FResettlement%20OnePagers%2FTravel%2Epdf&parent=%2Fsites%2Faffiliates%2FResettlement%20OnePagers
mailto:TravelLoans@cwsglobal.org
https://cws.irisweb.org/
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Exit permits/visas are required to leave certain countries around the world (in Thailand, exit permits may 
take 4 weeks to obtain).  
 
On the day of travel, refugees are provided transportation to the departure airport and IOM staff are 
present at each overseas transit point to ensure that refugees can reach their connecting flights. After 
arrival at the US Point of Entry (POE) and processing with US Border Control, IOM staff ensure refugees 
meet their connecting flights if the refugee’s final destination is not at the US POE.   
 
All refugees will travel with an IOM bag, in which they keep their important identification and other official 
documents, including the boarding letter which is used for a variety of purposes including: securing exit 
permission from certain locations, identification for airlines prior to boarding in transit, and as identification 
at US ports of entry for boarding domestic connecting flights (note that Visa 93 and SIV clients do not 
receive a boarding letter as they travel with a visa).  
 

 
 
If all members of a case do not show up for departure, no one on that case is allowed to depart (IOM will 
follow up with RSC, which will either request a new travel date or split the case, after consulting with the 
case members to allow the remaining members to depart). It is very important that every part of a 
refugee’s case is processed efficiently, as there is a short “departure window” for each individual, based 
on when their assurance, medical exam, exit permit and security checks will expire (shown below). The 
departure window significantly decreases as soon as you have more than 1 person on a case as the 
expiration of any element on one applicant’s case may send all the members through the whole process 
again.  
 

 
 
Refugees must travel to one of the United States’ five Ports of Entry (POEs):  
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 Chicago, IL (ORD) 
 Houston, TX (IAH)  
 Los Angeles, CA (LAX) 
 New York City, NY (JFK) 
 Washington DC (IAD) 

 
If one of the above listed cities is not a refugee’s final destination, IOM will book them a domestic ticket(s) 
to travel to their final destination. Affiliates should receive the final booking with a minimum of 3 – 5 
working days before departure.  
 
If a refugee is traveling to the final destination with a medical escort, IOM will send a Medical Escort 
Registration (MER) Form and the affiliate will need to provide the name and phone number of the staff 
member meeting the client at the airport of final destination.  
 
If a case requires ground transportation upon arrival (ex. flying into Philadelphia, PA but their final 
destination is Lancaster, PA), CWS-HQ will request the name and contact information of the person who 
will be responsible for meeting each arrival and providing ground transportation and forward this onto 
IOM. If the US tie is picking a client up from the POE, affiliates need to send the UST’s driver’s license, 
name, and phone number to CWS-HQ as IOM requires this information to release the client.  
 
Travel During the COVID-19 Pandemic  
 
IOM Refugee Health Assessment 
(3-6 months prior to departure)  
IOM staff provide refugees in the resettlement process with basic information about COVID-19 symptoms 
and prevention methods. For cases with significant medical conditions (SMC), IOM offers additional 
counseling on COVID-19 risk factors, protection measures, and relevant pre-departure preparations.  
 
Overseas Cultural Orientation (CO) 
(3 months to 1 week prior to departure)  
Overseas CO providers share information on COVID-19 transmission; precautionary hygiene; symptoms; 
prevention methods; stay-at-home recommendations; role of the resettlement agency; at-risk populations; 
and what to do if sick.  
  

IOM Pre-Departure Medical Check and Testing  
(24 to 72 hours prior to departure) 
IOM staff reiterate the information previously provided at the Refugee Health Assessment. IOM also 
conducts COVID-19 testing for all refugees within 72 hours prior to their departure. A Travel Hygiene Kit 
is provided to all refugees and includes 3-4 face masks, hand sanitizer, and tissues. IOM asks questions 
regarding symptoms and contacts and checks temperatures at the pre-departure physical exams. The 
CDC Welcome Booklet is provided to all refugees and outlines the testing and voluntary stay-at-home 
guidance after arrival in the United States.  
 
Departure 
Refugees board their flights with a Travel Hygiene Kit with face masks, hand sanitizer, and tissues. 
 
IOM Port of Entry (POE) 
(Upon arrival to the United States)  
IOM again reinforces basic COVID-19 information including symptoms and prevention. Thermometers are 
provided along with an additional copy of the CDC Welcome Booklet, which includes instructions for how 
to use a thermometer. Voluntary stay-at-home guidance is reviewed at this time.  
 
Arrival at Final Destination 
(Immediately after arrival)  
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Resettlement agencies counsel refugees to either receive a post-arrival COVID-19 test 3-5 days after 
arrival and stay at home for 7 days if the test is negative. Or, if not tested, stay at home for 10 days after 
arrival. Resettlement agencies also share any local quarantine requirements.  
 
Domestic Cultural Orientation (CO) 
(Within 30-90 days of arrival) 
Domestic CO providers review the information provided at the pre-departure medical checks and the POE 
COVID-19 resources. In addition to the required domestic CO curriculum, CO providers also share 
information on community spread and prevention methods.  
 
Domestic Medical Exam 
(Within 30 days of arrival)  
A comprehensive medical exam is provided which connects newly arrived refugees to a medical provider 
in the U.S. medical system. This exam is also an opportunity for domestic providers to reiterate 
messaging regarding COVID-19 prevention and to provide their contact information in case further 
questions or care regarding COVID-19 is needed.   
 
Ongoing Care 
(Beyond the R&P Period) 
Continuation of care in refugees’ new communities is provided by various partners and includes: 
providing education about COVID-19, linking refugees to medical service providers and additional 
community service providers and supports, collaborating with health departments for COVID-19 contact 
tracing and testing in newcomer communities, providing ongoing case management, and aiding 
newcomers as service delivery may be delayed or altered during the pandemic.  

 
 CDC Welcome Booklet  

After Hours Contact Information 
 
Affiliates should contact CWS-HQ (Travel@cwsglobal.org) with any travel concerns during regular 
business hours, and only contact IOM directly in the event of an arrival emergency that occurs after 
hours. IOM may be reached at (212) 681 7000 extension 252. It is essential that CWS has the most up-
to-date After Hours Contact Information for affiliates so that IOM staff can contact affiliate offices directly 
as flight information becomes available after normal CWS business hours. If there are any changes to 
your contact list, please email Travel@cwsglobal.org.  

I-94s 
 
The I-94 Form is an arrival record that is maintained by Customs and Border Protection (CBP) for all 
nonimmigrant aliens that enter the US (Special Immigrant Visa holders do not have I-94s).  
 
Affiliate staff may generate the I-94 for each refugee client) online with the following information required:  
 

1. First Name (Given) 
2. Last (family) Name/Surname 
3. Birth Date (Day, Month, Year) 
4. Passport Number (Alien Number) 
5. Passport Country of Issuance (Nationality) 

 
This form is used to obtain a refugee’s social security number and public benefits. Unfortunately, with 
human-error at the POE, there are times when the I-94 must be fixed by CBP before an affiliate may 
generate it on a client’s behalf.    
 
If you are unable to print an I-94 online on behalf of a client or the I-94 has an error, please report this to 
CWS-HQ via CaseInquiries@cwsglobal.org, providing the below listed information for the client(s): 
 

https://cwscloud.sharepoint.com/sites/affiliates/CO%20Curriculums/Forms/AllItems.aspx?viewid=36aed15b-f4bb-4a99-bcf9-51096efe9784&id=/sites/affiliates/CO%20Curriculums/Coronavirus%20Resources/COVID-19%20Prevention%20and%20Information/Client%20Facing%20Resources%20by%20Topic/Welcome%20Booklet
mailto:Travel@cwsglobal.org
https://cwscloud.sharepoint.com/sites/affiliates/Pages/After-Hours-Contact-List-for-IOM.aspx
mailto:Travel@cwsglobal.org
https://i94.cbp.dhs.gov/I94/#/recent-search
mailto:CaseInquiries@cwsglobal.org
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1. Date of Request  
2. Last Name  
3. First Name 
4. Date of Birth 
5. Country of Citizenship 
6. Alien Number  
7. Case Number 
8. I-94# (Admission (I-94) Record Number, Will only be available if the I-94 is available online) 
9. Date of Arrival 
10. Port of Entry (POE) 
11. Comments (e.g., specifying error ‘incorrect first name’, ‘unable to print’) 

 
CWS-HQ will submit an anomaly report with this information to the Center for Border Protection (CBP) to 
fix the issue. Once the I-94 has been fixed, CWS-HQ will email the affiliate to confirm the I-94 has been 
updated. Note that each case file must have a copy of every case member's I-94 form.   

IOM Travel Loan  
 
All refugees’ international and domestic travel to the United States is arranged by the International 
Organization of Migration (IOM), which books tickets using a pool of funds called the Refugee Loan Fund 
(RLF).   
 
Travel loans, also known as promissory notes, are initially interest free, and the rates of the loan are 
established by IOM on a semi-annual basis based on an average fare cost by region. The promissory 
note (PN) is provided to and signed by the Principal Applicant (PA) on each case upon departure and is 
often translated into their language. Its primary function is to serve as written evidence of the amount of 
the debt and the terms under which it will be repaid. IOM sends the Promissory Notes for M5 and M6 
minors to CWS-HQ prior to arrival, so that affiliates may have the parent sign the PN before the minor 
arrives.  
 
The first bill is sent six months after a refugee’s arrival in the US. The loan should be paid in 36 months 
from the first billing, though the refugee has 42 months from the time of arrival to pay off the loan in full.   
Affiliate must impress upon refugees the need to keep the travel loan unit up to date with their new 
address when they move. Failing to pay this loan will result in clients having a bad credit score and they 
may be unable to access another source of lending because of their travel loan delinquency. The RLF is 
a revolving fund, whereby loans are made to refugees who are travelling to the US and payments are 
made to the RLF from resettled refugees. PRM tops off the funding to the RLF every year, as not all funds 
go back into the fund. 25% is set aside from the payments to reimburse the resettlement agencies for the 
expenses incurred in collecting the loans from the refugees, with the remaining 75% of payments going 
back into the RLsF. It is very important that refugees repay back their loans to ensure the RLF is funded, 
and IOM may continue to book travel for refugees still overseas.  
 

 How to Pay the IOM Travel Loan Bill – One Page Lesson Plan  
 Sample Travel Loan Bill 
 CWS’ Travel Loan Department Contact Information 

  

https://cwscloud.sharepoint.com/:b:/s/affiliates/EaWBKj0Ha89Cnk4MclrAGisBdO4JYzvReNEU-72NegWkJQ?e=vAvjZ7
https://cwscloud.sharepoint.com/:b:/s/affiliates/Ea6_QB4_-V5Dg1btLoFpAyIBRR4I8BKg8rFpn7Y_pBWLlQ?e=o3oDlf
https://cwscloud.sharepoint.com/:b:/s/affiliates/ERrILu0bolhAghZr20xgXqEBUCOZq2p-jY6dDOH2DVlroQ?e=FWUAPy
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Chapter Five: Reception & Placement (R&P) Core Services 
 
Affiliates must provide basic needs support and core resettlement services to each client whose case 
they have assured. To ensure high quality service provision, all staff must be knowledgeable in the 
requirements of the R&P Cooperative Agreement.  
 

  
 
The R&P service period is for the first 90 days of a refugee's time in the United States; within this time all 
‘core services’ must be completed in accordance with their individual timeframes outlined in the 
Cooperative Agreement. The end of the R&P period occurs at least 30 days after arrival once all available 
R&P funds have been provided or spent and all core services have been provided (or the date a client out 
migrates to a location outside the service area).  
 
Use of the Case File Checklist helps to confirm all core services and documentation of these services 
have been completed within their respective timeframes.  
 
Resources: 
 

 Case File Checklist Guidance  
 
The core services provided in the beginning of the R&P period are focused on material needs and 
survival, while the core services required towards the end of the R&P period are geared towards 
supporting clients as they achieve self-sufficiency. Throughout their R&P period, affiliates ensure clients 
continue to receive the information and connections they need to support their individualized short and 
long-term goals.  
 
At the end of the R&P period, affiliates complete the R&P Period Report for each case, providing CWS 
HQ and PRM with the status of the case and each individual at the end of their service period. Case file 
documentation and case notes substantiate what is reported in the R&P Period Report.   

        

https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FShared%20Documents%2FRP%20Cooperative%20Agreements%2FFY%202022%20R%26P%20Cooperative%20Agreement%2Epdf&parent=%2Fsites%2Faffiliates%2FShared%20Documents%2FRP%20Cooperative%20Agreements
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B08705E02-BEF0-4424-9ECF-378AF0C7E776%7D&file=Case%20File%20Checklist.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Case%20File%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/RP%20Guidance%20Documents/CWS%20RP%20Period%20Report%20Guidance%20(FY%202021)docx.pdf
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R&P Core Services  
 

Pre-Arrival Planning 

 
 Biodata and medical reports should be reviewed prior to assurance, with any special needs 

planned for prior to the refugee’s arrival.  
 

 If a refugee has a medical condition, the affiliate must coordinate with healthcare providers 
and/or state and local officials prior to their arrival by sharing the information needed for the 
purpose of coordinating appropriate health services for their medical needs.  

 
 If a refugee has a U.S. tie, the U.S. tie must be contacted, and affiliates should provide an 

orientation to the U.S. tie on the R&P Program to coordinate the services that will be provided by 
either the U.S. tie or the affiliate. CWS recommends using the U.S. Tie Assessment and U.S. Tie 
Commitment Form.  

 
 Faith and community partners often support newcomers as they adjust to a new home and a 

new life in the U.S. If an affiliate plans to connect a faith or community partner with a refugee, 
the R&P Co-Sponsor Agreement Form must be filled out prior to the affiliate making this 
connection. 

 
 Housing and all required furnishing must be prepared prior to a refugee’s arrival. The housing 

must be decent, safe, sanitary, affordable and comply with federal or local standards (whichever 
is higher). The Home Evaluation and Safety Checklist must be completed prior to arrival for all 
temporary and permanent housing (including the home of U.S. ties if a refugee will be living with 
them). The Home Supply List should also be completed and kept in the case file.  

 
Resources:  

 U.S. Tie Assessment Form Guidance 
 U.S. Tie Commitment Form Guidance  
 Faith and Community Commitment Form Guidance  
 Home Evaluation and Safety Checklist Guidance  
 Home Supply List Guidance  

 
 

Date of Arrival 

Meet the refugee at the airport with appropriate interpretation 
 

 Affiliates must receive clients at the airport with appropriate in-person language interpretation, or 
make arrangements for either their U.S. tie, a trained volunteer or co-sponsor to meet clients at 
the airport with appropriate interpretation and transport them to their new home in compliance 
with local motor safety laws. Note that a client’s U.S. tie is not usually considered to be an 
appropriate interpreter (see CWS’ Interpretation Guidance); however they may provide 
interpretation at airport reception per the R&P Cooperative Agreement.  

  
Provide seasonally appropriate clothing to refugees 

 
 All clients must be offered seasonally appropriate clothing and shoes upon arrival and 

throughout the R&P service period -- if the season(s) change within the R&P period it is 
important that affiliates ensure clients have appropriate clothing.  

 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B66316E42-3B04-4B38-9008-AF77780B071C%7D&file=US%20Tie%20Assessment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BC3C0733F-7378-4C9B-857C-0A61F366B9F9%7D&file=US%20Tie%20Committment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BC3C0733F-7378-4C9B-857C-0A61F366B9F9%7D&file=US%20Tie%20Committment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B45C46143-4060-41A6-AF3D-994744FD04F8%7D&file=R%26P%20Co-sponsor%20Agreement%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Assessment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Faith%20and%20Community%20Group%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Evaluation%20and%20Safety%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FGuidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form%2FHome%20Supply%20List%20Guidance%2Epdf&parent=%2Fsites%2Faffiliates%2FGuidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form
https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Resettlement%20Forms%20with%20Guidance/Interpretation%20Guidance%20(FY%202019).pdf
https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Resettlement%20Forms%20with%20Guidance/Interpretation%20Guidance%20(FY%202019).pdf#search=interpretation
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 Clients should have enough clothing and footwear for work, school and everyday use. This 
includes baby items as needed.  

Provide transportation to decent, safe, and sanitary housing 
 

 Transportation must follow local motor safety laws (seat belts, child booster seats and car seats, 
number of occupants per vehicle and licensing).    

 
Provide culturally appropriate, ready-to-eat meal and at least one day's worth of additional food 
supplies and staples 

 
 The meal should be ready-to-eat and available at the refugee’s home or temporary residence 

upon their arrival.  
 

 

Provide furnishing and supplies upon refugee’s arrival  
 

 Affiliates must provide clients with furniture and household items that need not be new, but must 
be clean, in good condition and functional. The Home Supply List documents the required 
furniture and household items that may be donated, provided by a U.S. tie or purchased with 
R&P funds. Note that the supply list should be reviewed with client(s), and client(s) and their 
case manager are required to sign this form. All furniture and household items will be prepared 
prior to arrival for all temporary and/or permanent housing, (including U.S. tie’s housing, if 
refugees stay with their U.S. tie).  
 
The required furniture and household items include: 

 
� Bed(s) including a bed frame, spring, and mattress that is appropriate for the age and 

gender composition of family 
� One set of sheets for each bed 
� Blanket(s) for each bed as seasonally appropriate 
� One pillow and pillowcase per person 
� One set of drawers, shelves, or other storage for clothing in addition to a closet (unless the 

closet has shelving to accommodate clothes) in each bedroom 
� One kitchen table per family 
� One kitchen chair per person 
� One couch per family  
� One lamp and light bulbs per room (unless installed lighting is present and adequate) 
� One place setting of tableware (fork, knife, and spoon) per person 
� Food preparation utensils, including one saucepan, one frying pan, one baking dish, 

mixing/serving bowls 
� One set of kitchen utensils (spatula, wooden spoon, knife, serving utensils, etc.) 
� One can opener per family  
� One bath towel per person 
� One alarm clock (cell phone meets requirement) 
� Paper, pens and/or pencils 
� Cleaning supplies, including dish soap, bathroom/kitchen cleanser, sponges, or cleaning 

rags and/or paper towels, laundry detergent, two waste baskets, mop or broom and trash 
bags 

� Toiletries, including toilet paper, shampoo, soap, one toothbrush per person, toothpaste, and 
other personal hygiene items as appropriate (these items should be new) 

� Baby items as needed  
 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
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 Affiliates should note that only married couples or children under the age of five years old and of 
the same gender may share beds. 
 

Resources:  
 Home Supply List Guidance  

 
 

Within 1 calendar day of arrival 

Next day home visit (assess the welfare, living conditions and any current or expected needs, and 
assist with basic needs) 

 
 Affiliates will meet with all cases the day after their arrival and complete the Next Calendar Day 

Home Visit Form. If this is done virtually due to the COVID-19 pandemic, it should be done using 
video conferencing so that resettlement staff can see the client(s) and visually check-in on their 
well being. 

 
 An assessment of everyone’s wellbeing should be conducted, and affiliates should record and 

assist with any of their immediate needs. 
 

 A review of home and safety orientation topics should be covered along with an assessment of 
the home’s condition with notes taken on any follow up required.  

 
Resources:  

 Next Calendar Day Home Visit Form Guidance  
Provide pocket money to each adult (if it was not provided upon arrival) 
 
 Each adult (person 18 years or older) should receive cash upon arrival to be used at their 

discretion. 
 

 Each adult must sign/acknowledge written receipt of pocket money (this can be in the ledger, 
expenditure form or a separate form) 
 

 Case notes should not indicate that clients were provided pocket money for basic, or essential 
items that the affiliate is required to provide within the program period (see Home Supply List). 

 
Provide food/food allowance (if it was not provided upon arrival) 
 

 In addition to their arrival meal, sites should provide clients with sufficient food until their benefits 
are active and they are able to purchase food on their own.  
  

 The case file should include all receipts and documents recording cash and/or in-kind support 
(including case notes recording clothing provision and donations) 

 

Provide a basic orientation regarding housing and personal safety matters, including emergency 
contacts and procedures 

 
 Review the appliance functions and safety concerns within the home (including the stove, 

refrigerator, heater, telephone, faucets, shower or bath, toilet, garbage, lights, doors, windows, 
and locks).  
 

https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Supply%20List%20Guidance.pdf
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFDBC96A5-DE5D-4D7C-BAEE-DF81ACD6BB1D%7D&file=Next%20Calendar%20Day%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFDBC96A5-DE5D-4D7C-BAEE-DF81ACD6BB1D%7D&file=Next%20Calendar%20Day%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Next%20Calendar%20Day%20Home%20Visit%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
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 Provide an orientation on personal safety (e.g., keeping doors and windows locked) and fire 
safety and prevention (e.g., emergency escape routes, calling 911 etc.). 

 
 

 Ensure that the client(s) knows their address and who and how to contact someone in the event 
of an emergency. 
 

 Ensure that the client(s) have a means of communication and knows how to make contact with 
resettlement staff and emergency services. It is expected that if a client does not have a phone, 
the site will utilize R&P funds to purchase a phone for them. The R&P Additional Direct 
Assistance that each site receives may also be used to purchase phones.  

 
Resources: 

 Next Calendar Day Home Visit Form 
 Interpreter Card  

 
 

Within 5 business days 

Conduct an intake interview to verify documentation and discuss the roles and responsibilities of 
the affiliate, co-sponsor, and refugee(s) 

 
 Affiliates should review clients’ documents to make sure they are all present and verify the 

information. It is especially important to ensure that the I-94 has the correct information as all 
other identification cards (social security, driver’s license, etc.) will be based on the information 
recorded on this form.  
 

 Review the Reception and Placement (R&P) Program, R&P core service and the role and 
responsibilities of the affiliate and client(s).  
 

 Clients should be informed of their rights to privacy and confidentiality during their intake 
interview. CWS recommends affiliate complete the required Authorization to Release Information 
Form, which documents this discussion, be completed at this time. However, it is the affiliate’s 
responsibility to ensure the Authorization to Release Information Form is signed before a 
client(s)’ information is shared with or received from relevant third parties.   
 

 Clients should be informed of their rights, the rights of affiliate staff and volunteers and the 
affiliate’s grievance policy during their intake interview. CWS recommends the Client Rights and 
Grievance Policy, which documents this discussion, be signed at this time.  

 
Resources:  

 Authorization to Release Information Guidance  
 Client Rights and Grievance Policy Guidance  

 

Within 7 calendar days 

Complete the Post-Arrival Suitability Determination Form (for M2 and M3 minors) 
 

 Affiliates must assess the living situation of the family and ensure the home provides an adequate 
and supportive environment for the minor(s).  

 
 If the placement of M2 or M3 minors is determined to be unsuitable during a post-arrival suitability 

determination, please notify CWS-HQ and your SRC immediately; CWS will inform PRM.  
 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFDBC96A5-DE5D-4D7C-BAEE-DF81ACD6BB1D%7D&file=Next%20Calendar%20Day%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZDGr7Qt0mxBlTE7GwFGcgsBegLV_n9nu6oRcIkS1ZSO4w
https://i94.cbp.dhs.gov/I94/
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BBA661F0D-1DAC-4BE8-957D-7C03244A65E4%7D&file=Authorization%20to%20Release%20Information.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BBA661F0D-1DAC-4BE8-957D-7C03244A65E4%7D&file=Authorization%20to%20Release%20Information.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFBDEA888-805F-4ADD-8C1A-8E9358325E95%7D&file=Client%20Rights%20%26%20Grievance%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFBDEA888-805F-4ADD-8C1A-8E9358325E95%7D&file=Client%20Rights%20%26%20Grievance%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Authorization%20to%20Release%20Information%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Client%20Rights%20and%20Grievance%20Protocol%20Form%20Guidance.pdf
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Complete the Statement of Responsibility Form (for M2 and M3 minors) 
 The responsible adult(s) in the family must acknowledge their commitment to carry out 

responsibilities towards the child in the statement by signing the form. Copies of the signed 
statement shall be given to the family unit and retained in the minor’s case file. 

 
 

Within 7 business days 

Assist with the application for food stamps, the application for cash and medical assistance  
 

 Affiliates must assist clients in applying for food stamps as needed. 
 

 Affiliates must assist in clients applying for cash benefits as needed. 
 

 Affiliates must assist clients in applying for medical assistance as needed.  
 

 The three main programs that may provide cash assistance services to refugees include: 
Temporary Assistance to Needy Families (TANF), Refugee Cash Assistance (RCA) and 
Supplemental Security Income (SSI).  

 
 Refugees may also be eligible for other nutritional programs such as emergency food 

assistance, reduced or free school lunch, or the Women, Infant and Children Program (WIC).  
 

 Affiliates should ensure clients with urgent health care needs are seen by a healthcare 
professional and assist all clients with applying for a medical insurance program. Refugee 
Medical Assistance (RMA) is a federally funded, eight-month medical insurance that is provided 
to refugees who are ineligible for Medicaid but offers the same benefits. It is important to enroll 
clients expediently to ensure any medical needs are addressed.  

 
Assist with the application for social security cards 
 

 Social Security (SS) cards are required for work authorization and receipt of benefits in the U.S. 
The first step in obtaining a SS card is completing an SS-5 Form. In addition to a complete SS-5 
Form, clients must provide proof of age, identity, and lawful alien status (typically an I-94 is 
used). This application must be filed within 7 days of arrival to be incompliance with the 
Cooperative Agreement.  
 

 The case file should include the SS receipt of application and copies of the SS cards. 
 

 

Within 10 business days  

 
 Assist client(s) with filing an AR-11 Change of Address Card online.  

 

Within 30 business days 

Assist with enrollment in English language programs 
 

 Affiliates must assist with enrolling refugees in English language program(s).  
 

https://www.acf.hhs.gov/ofa/programs/tanf
https://www.dshs.wa.gov/esa/community-services-offices/refugee-cash-assistance
https://www.ssa.gov/disabilityssi/ssi.html
https://www.fns.usda.gov/wic/women-infants-and-children-wic
https://www.acf.hhs.gov/orr/programs/cma/about
https://www.acf.hhs.gov/orr/programs/cma/about
https://www.ssa.gov/forms/ss-5.pdf
https://www.uscis.gov/ar-11
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 A best practice is to provide volunteer ESL tutors who may visit clients who are unable to travel 
to an ESL class (e.g., elderly clients with limited mobility).  

 
Assist with enrollment in employment services 

 
 Affiliates must assist with enrolling clients in employment services.  

 

Within 30 calendar days 

Develop and implement a service plan for each refugee 
  

 Affiliates must develop a service plan with each family member in a case (employable and non-
employable) to help clients identify short and long term goals and outline the steps needed to 
accomplish towards goals.  
 

 The service plan should include an assessment of individual needs and the steps taken to 
address them, with follow-up record within the service plan or case notes. 
 

 Each adult in the family should be given a private space to talk about their goals and share 
anything they wish to discuss privately without the presence of others.   
 

 All items noted within the assessment section of the service plan should be adequately 
addressed within the self-sufficiency plan. 
 

 If a client is employable (adults between the ages of 18 and 65), service plans should focus on 
plans for entering the local job market, training programs, and achieving employment goals.  
 

Resources:  
 Service Plan Guidance  

 
 

Assist with enrollment in other services (ex. WIC and SSI) 
 

 Affiliates will inform and assist in enrolling refugees in other services they are eligible for.  
 

Assist with meeting school enrollment requirements and register children for school  
 

 Affiliates must assist children (under 17 years of age) with school enrollment. Enrollment 
requirements vary by location, but children will typically require proof of residence, health and 
immunization records, proof of name and age and a SS card.  
 

 If a child arrives during the summer school break and school registration cannot be completed 
within 30 days of their arrival, a case note should document this and include the plan for 
registration in the fall. Sites should see if there are any summer school programs the children can 
attend while school is out of session.  
 

 As a best practice, case notes should include the school information and start date.  
 

Ensure each client has received a health assessment  
 

 Affiliates must ensure to the best of their ability that clients receive their initial health screening 
within 30 calendar days.   

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BEE13F7BA-6768-4E08-B763-4D212DFA5B1A%7D&file=Service%20Plan.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Service%20Plan%20Guidance.pdf
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 If the screening occurs outside the 30-day window, there should be a case note documenting the 

reason for delay and the plan to complete the screening.  
 

 If the initial screening is delayed and the client requires time-bound care, the affiliate should case 
note how the client is receiving required care and medication in the meantime.   

 

Conduct a second home visit (assess welfare, living conditions and any current or expected 
needs, and assist with basic needs) 

 
 Affiliates will conduct a second home visit with all cases within 30 calendar days after their 

arrival and complete a Second Home Visit Form. 
 

 Affiliates should assess the wellbeing of each family member, assist with any immediate needs, 
and assess the condition of the home and any required follow up.  

 
 If there is a minor attached to a case, special attention must be paid to their well-being. Staff 

should meet with the minor separately without the presence of other family members in the 
household.  

 
 An effective practice is to review the status of core services during this visit - housing, 

transportation, seasonal clothing needs, SS cards, public assistance, English classes/school 
enrollment, employment, and service plan goals, etc. The R&P finances should also be reviewed 
to ensure the client(s) has an understanding of their remaining funds, earnings and expenses.  

 
Resource:  

 Second Home Visit Form Guidance  
 
Provide an appropriate amount of pocket money for each adult to allow independent spending at 
the refugee’s discretion. 

 
 Affiliates must provide each adult on a case with an appropriate amount of pocket money 

throughout their first 30 days after arrival.  
 

 As a best practice, affiliates should ensure pocket money is provided in the first week of arrival 
until other means of cash assistance become available.  
 

 Affiliates should case note the amount and date(s) pocket money was dispersed to clients.  
 
Provide or arrange for transportation to job interviews and job training and services as needed.   

 
 Affiliates should ensure transportation is provided to all clients in their first thirty days in the 

country as they go to job interviews or job training. This may include public transportation 
training. 

 
 Transportation must follow local motor safety laws (seat belts, child booster seats and car seats, 

number of occupants per vehicle and licensing).    
 
Assist client(s) with registering for selective service (ages 18 - 25) 

 
 Affiliates must assist male clients between the ages of 18 and 25 to register with the Selective 

Service System. This will add them to a list of individuals who may be called into military service 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B994F5D21-FD05-4F20-A67A-A851B0F0BD79%7D&file=Second%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Second%20Home%20Visit%20Form%20Guidance.pdf
https://www.sss.gov/
https://www.sss.gov/
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during a national emergency that requires rapid mobilization of the Armed Forces. Failure to 
register puts individuals at risk of prosecution, fines and/or jail time.  

 
 The SSS Form 1M should be completed with a case note and copy of the form included in the 

case file.  
 

Within 90 days  

Provide orientation to refugees, with written materials as appropriate, covering the required 
orientation topics.  

 
 While orientation on housing and personal safety must be provided to all refugees within 5 

working days after arrival, orientation on all other topics may be provided throughout the 
remainder of the R&P period, though a best practice is for CO to be provided within 30 days. 
CWS recommends affiliates using the Cultural Orientation Checklist to ensure all required topics 
are covered throughout the R&P period:   

 
� Role of the local resettlement agency 
� Refugee Status 
� English 
� Public Assistance 
� U.S. Laws 
� Your New Community  
� Employment  
� Health 
� Budgeting and Personal Finance 
� Housing  
� Hygiene 
� Safety 
� Cultural Adjustment  
� Education 
� Transportation  

 
 All written materials should be provided in refugee(s)’ native language, if possible. 

 
 The domestic CO Objectives and Indicators should be incorporated into the delivery of 

orientation. CWS recommends utilizing resources from the Cultural Orientation Resource 
Exchange (CORE) – a technical assistance program that connects and supports refugee 
resettlement staff globally to deliver effective CO.   

 
 Case files must include a completed Cultural Orientation (CO) Assessment for each adult 

member in a case, in order to assess their understanding of key CO concepts after they’ve 
participated in CO. If a client does not understand any key CO concepts, the affiliate should 
provide additional orientation on these items and document this review in case notes.  

 
 Affiliates can complete the CO assessment directly in the IRIS case management database 

instead of using a paper copy. Affiliates must print a copy of the assessment to be maintained in 
the case file. A Written Assessment and Oral Assessment are also available, but answers must 
be entered into IRIS.  

 
 Note that CWS affiliates ask refugees an additional question in the CO assessment - "Prior to 

travel is there anything you wish you would have known about life in the US, that you didn't 

https://www.sss.gov/wp-content/uploads/2020/03/RegForm1.pdf
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B58CE5D73-46DF-45F7-82F7-616F50048139%7D&file=CO%20Check%20List.xlsx&action=default&mobileredirect=true
https://coresourceexchange.org/curriculum-lesson-plans/#objectives-indicators
https://coresourceexchange.org/
https://coresourceexchange.org/
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Cultural-Orientation.aspx
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Cultural-Orientation.aspx


  

CWS Resettlement Handbook (FY 2022) 

know before you departed?”. CWS de-identifies and shares responses with PRM, RSCs and 
CORE to help improve overseas and domestic CO.  
 

Resources:  
 CO Checklist Guidance  

Provide seasonal clothing required for work, school, and everyday use for all members of the 
family, including footwear  

 
 Affiliate must ensure that refugees have enough appropriate seasonal clothing required for 

work, school, and everyday use as required for all members of the family, including proper 
footwear for each member of the family, and diapers for children as necessary. Clothing need 
not be new, but must be clean, in good condition, and functional. 

 
Provide cash and in-kind support to meet refugees' material needs 

 
 Affiliates must ensure clients have an appropriate amount of pocket money for each adult 

throughout the first thirty days to allow independent spending at the refugee’s discretion. 
 

 It’s important that clients understand and can successfully manage their personal finances. The 
Earnings and Expenses Form must be completed with clients to reinforce their understanding of 
their monthly earnings and expenses and to reinforce the importance of budgeting.  

 
 It is recommended that this form is reviewed with clients early on in their R&P period as well as 

at the end of their R&P period to ensure that all adult members of the case have a firm 
understanding of their monthly income and expenses and can successfully create budgets after 
their service period ends.  

 
 The Earnings and Expenses Form should also be referenced when completing the R&P Period 

Report and answering the question “Does the client’s income exceed their expenses?”   
 

Resources:  
Earnings and Expenses Form Guidance  

 

Provide food/food allowance until client(s) is in receipt of food stamps 
 

 Affiliates must ensure clients have food or food allowance at least equivalent to the food stamp 
allocation for the family unit and continued food assistance until receipt of food stamps or until 
the individual or family is able to provide food for himself, herself, or themselves. 

 
Ensure appropriate and timely medical attention for acute healthcare needs  

 
 Affiliates must coordinate with state and/or local health care providers to provide medical 

services to refugees requiring medical care upon arrival. 
 

 Affiliates must ensure that refugees with acute health care requirements receive appropriate 
and timely medical attention. 

 
 Affiliates must assist refugees (other than those with Class A conditions, covered below) to the 

best of their ability in obtaining a health screening within thirty (30) days of arrival and other 
health care services, as needed, during the R&P period. In situations where refugee health 
screenings cannot be arranged within 30 days of their arrival, the delay must be clearly 
documented and the health screening must occur no later than the 90th day after arrival.  

 

https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Cultural%20Orientation%20(CO)%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B274B0A12-0CF4-44F0-95B3-E12C69214275%7D&file=Earnings%20%26%20Expenses%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Earnings%20and%20Expenses%20Form%20Guidance.pdf
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 Encourage and assist refugees with completing immunizations as required for school enrollment 
and adjustment to permanent resident alien status one year after arrival. 

 
 In the case of a refugee who fails or refuses to receive health screenings, provide additional 

information and counseling to the refugee, including an explanation of local health regulations 
and practices, and document the circumstances and actions taken in the case file. 

 
Assist client(s) to file Change of Address Form with DHS and US Post Office  
 

 Affiliates must assist clients with filing Change of Address Forms with the U.S. Department of 
Homeland Security and the U.S. Post Office for all changes of address, including initial and 
temporary housing, during the R&P period. It’s important that refugees are taught how to 
complete the form independently for any future moves.  

 
AR-11 Resources:  
  

 Filling Out The AR-11 Form 
 How To File Your AR-11 Online 

 
Assist client(s) to access appropriate healthcare providers  

 
 Assist refugees in accessing appropriate providers of continued therapy or preventive treatment 

for health conditions affecting the public health. 
 
Ensure client(s) have transportation to job interviews and job training 

 
 Affiliates should ensure clients have access to transportation to job interviews and job training 

throughout the R&P period. This may include public transportation training.  
 Assist client(s) to file family reunification applications  

 
 Affiliates must inform clients of family reunion procedures and assist with completing and filing 

Affidavits of Relationship as appropriate. 
 
 Provide regular and personal contact with M2, M3, M5, M6 and M7 minors  

 
 Affiliates should have regular contact with minors, and minor cases’ R&P service periods should 

always extend through the 90th day.  
 

Within 14 days after the 90th day 

Complete the 90-Day Follow Up Home Visit Evaluation (for M2, M3, M5, M6 and M7 minors) 
 

 The 90-Day Follow Up Form must be completed (in IRIS under the Minor tab) after the affiliate 
has conducted a home visit.   

 
 The 90-Day Follow Up Form must be sent with an original cover letter to the affiliate’s State 

Refugee Coordinator (SRC) within 30 days of the 90th day after the minor’s arrival.  
 

Complete the R&P Period Report for the case 

http://www.dhs.state.il.us/page.aspx?item=46873
https://cwscloud.sharepoint.com/:b:/s/affiliates/Eb0YIlaU8VhPtjPKS4qC0TsBuZSxySrh0utdkgXTTX4cAg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EXsFvanxT3lNl1pRTRxKXkgBONttkoCJwlFILM5Pp0bW0A
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 Affiliates must complete an R&P Period Report for each case in IRIS and include a copy within 
the case file. Refer to CWS’ R&P Period Report Guidance for more information. 

 
 Ensure that all core service provision is reflected accurately (on-time, late, not provided) in 

accordance with services noted in case notes and other evidence. 
 

 Ensure that all cash and in-kind funds are accurately reflected within the report. This includes 
R&P COVID Direct Assistance that offices have applied for on clients’ behalf that should be 
entered into IRIS’ RP Payments tab as flex funds. 

 
 Note that if a client is marked as employed within the R&P Period Report, the Job Placement 

tab must be filled out for this client to report information on the client’s position (including 
industry, wage etc.).  

 
Resources: 
Entering Job Placement Information in IRIS Guidance  
 

 
R&P Performance Outcomes  
 
PRM evaluates resettlement agencies’ service delivery based on the below listed performance outcomes; 
affiliates should always keep these in mind throughout the R&P period. 
 

 Refugee is in a safe and stable environment  
 
 Refugee is picked up at the airport upon arrival with appropriate language interpretation as 

needed 
 Refugee is placed in a safe and sanitary dwelling 
 Refugee is placed in an affordable dwelling 
 Refugee has basic necessities 

 
 Refugee can navigate appropriate and relevant systems 

 
 Refugee can access/use appropriate transportation 
 Refugee obtains own food and basic needs 
 Refugee obtained social security card and other identification as needed 
 Refugee accesses health care 
 Refugee demonstrates ability to contact emergency services 
 Refugee children are enrolled in school within 30 days of arrival 
 Refugee knows where to get assistance to file paperwork to bring family members to the 

United States  
 Refugee knows how to ask for interpretation services 

 
 Interpretation Resources:  

 
 Interpreter Card  
 

 Refugee family is connected to means of ongoing support for self / family 
 
 Refugee is connected to or enrolled in eligible services 
 Refugee is financially supported (or self-sufficient) 
 Refugee can explain where the household money will come from when the initial assistance 

is finished 
 

https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/RP%20Guidance%20Documents/CWS%20RP%20Period%20Report%20Guidance%20(FY%202021)docx.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Shared%20Documents/RP%20Guidance%20Documents/Entering%20Job%20Placement%20Information%20in%20IRIS.pdf
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZDGr7Qt0mxBlTE7GwFGcgsBegLV_n9nu6oRcIkS1ZSO4w
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 Refugee understands surroundings and situation 
 
 Refugee knows his/her address, knows how to make phone call, and how to be contacted 

Refugee understands the effects of moving  
 Refugee knows the role of the agency and expectations of the agency and self  
 Refugee has a basic understanding of U.S. laws and cultural practices 

 
 Ensure that R&P program and performance information is accessible to the public 

 
Housing 
 
Refugee clients must be placed in housing that is safe, sanitary and in good repair; and it must also meet 
federal housing quality standards or local standards, whichever standard is higher and meets all the 
below listed requirements:  
 

� Affordable enough for the refugee to be able to pay rent after the R&P period ends 
� Large enough for family members to have appropriate sleeping quarters 
� Contain the household supplies and furniture* 
� Free of visible health and safety hazards (ex. no mold or bare wires)  
� Free of rodent and insect infestation  
� Handicap accessible if necessary 

The Home Evaluation and Safety Checklist guides affiliate staff through a careful inspection of housing to 
ensure newcomers are placed in homes that meets the quality standards outlined in the R&P Cooperative 
Agreement. When completing the Home Evaluation and Safety Checklist, affiliate staff must assess and 
record whether the housing meets the specific requirements listed within the categories of - acceptability, 
space, safety, lead safety check, appliances and fixtures, garbage and extermination, disability 
accommodation, and affordability.  

The Home Supply List provides a complete list of all the housing needs, furniture, household items, food 
and/or food allowance that should be provided to clients upon arrival. Furniture does not need to be new 
but must be clean, in good condition and functional.  
 
If a U.S. tie wishes to find housing or supply furnishings for their friend or family member, resettlement 
staff must inform them of the housing requirements and what the clients will be able to afford with their 
per capita funds. It is important that the affiliate confirms the housing provided by or arranged by the U.S. 
tie is adequate and meets the requirements of the Cooperative Agreement. The affiliate should complete 
the Home Evaluation and Safety Checklist and Home Supply List even if the apartment and furnishings 
were provided by the US tie. Affiliates should case note consultation of the client along with other 
apartment they were offered if the apartment the US tie found failed inspection but the client(s) still 
decided to move into the apartment.  
 
Temporary Housing  

At times, affiliates may need to secure temporary housing for clients. If temporary housing is secured for 
clients during their R&P service period, the Cooperative Agreement mandates that affiliates must conduct 
a third home visit to the permanent housing (in addition to the next calendar day home visit and second 
home visit within 30 days) to assess the welfare, living conditions and any current or expected needs of 
the refugee. 

Per the Cooperative Agreement, compliant housing and all required furnishings must be provided upon 
arrival. The Home Evaluation and Safety Checklist must be completed prior to arrival for all temporary and 
permanent housing. If a client is in temporary housing and moves to permanent housing within their R&P 
service period, a second Home Evaluation and Safety Checklist must be completed and documented in 
case notes once the client moves to permanent housing.  

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFC1342B9-6ADB-43BA-B302-5087910E5795%7D&file=Home%20Evaluation%20and%20Safety%20Checklist%20.xlsx&action=default&mobileredirect=true
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The AR-11 Change of Address Form should be completed when the client(s) moves from temporary to 
permanent housing.  

Per the Cooperative Agreement, all essential furnishings and home supplies should be provided upon 
arrival. When clients are provided temporary housing, including temporary arrangements with U.S. ties, 
affiliates must still complete a Home Supply List prior to arrival to ensure the provisions of furnishings, 
household items and food (as appropriate) for the duration of the stay and thoroughly document provision 
within case notes. Affiliates must provide clients with all required items for each household in which 
clients reside during the R&P service period. For example, if a client moves within the program period, 
has evolving needs or required items are damaged, affiliates should replace or provide items as 
necessary.  

Airbnb Partnership  

CWS has received funding from Airbnb over the past few years to address temporary housing needs. All 
offices in the CWS network may use this funding to book Airbnb and off-platform (e.g., hotel) stays for 
eligible clients in need of temporary housing.  
 
Eligible clients must be enrolled in your agency’s programs and may include:  

 Refugees 
 SIVs 
 Asylees 
 Asylum Seekers  
 Parolees 
 Other ORR-eligible populations 

  
If your agency is interested in learning more about the Airbnb partnership or establishing ‘Trip Planners’ 
on your team who can begin making bookings, please contact CWS’ National Housing Coordinator Evi 
Long (ELong@cwsglobal.org). 
 
Additional Airbnb requirements and guidelines can be found on the CWS Home Housing Page.  
 
Refusal of Home Supplies  

If a client refuses the housing arranged or supplies provided by the affiliate, affiliates should use a waiver 
or non-compliance form to document the refusal of the required furnishings or home supplies.  
 
PRM expects to see both the form and case notes documenting the refusal, counseling by staff, and 
completion of the form. At minimum, the form should include: 

 Items being refused 
 Client statement indicating their refusal of the item(s) 
 Provision of counseling regarding the CA requirement of the item(s) 
 Dated signature lines for the client, caseworker, and interpreter (if needed) 

Affiliates are subject to the Fair Housing Act (FHA) and are responsible for ensuring that housing 
selections are not made on the basis of race, ethnicity, religion or national origin. Under the FHA, 
steering, which is a practice in which an individual or entity that provides housing services preserves or 
encourages patterns of segregation in housing by directing individuals to particular buildings or 
neighborhoods on the basis of a minority characteristic, is considered to be a discriminatory practice.  
 
An affiliate or real estate broker cannot use a minority characteristic as a factor when making a housing 
related decision or referral; for instance, arranging housing for Burmese clients in one neighborhood and 
Somali clients in another could be considered “disparate treatment” if it limits their access to housing or 
has an otherwise adverse impact.  

mailto:ELong@cwsglobal.org
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Housing.aspx
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A refugee is reserved the right to choose the building and community they will live in. If the client chooses 
to obtain housing in a building or neighborhood inhabited by those of a certain race, national origin, or 
religion, then that choice must be respected. However, when the housing choice is made by the affiliate it 
cannot be made in such a way that the individual is “disparately treated” on account of their association 
with a minority class. Affiliates should document the reasons for placing a client in a certain housing 
arrangement (ex. it is more affordable, it is close to potential employers, the U.S. tie requested a certain 
neighborhood).  
 
The FHA also prohibits landlords from discriminating against an individual because they are a refugee. A 
landlord cannot refuse to rent, making housing unavailable, set different terms or conditions, based on the 
fact that the renter is a refugee. However, the FHA does not guarantee housing to a person if they cannot 
afford it; so landlords are permitted to refuse to rent to a person if they are not sufficiently credit-worthy. 
The FHA prohibits landlords from engaging in housing discrimination on the basis of physical or emotional 
disability. Landlords must permit building modifications and make building policy accommodations that 
would allow a disabled tenant equal access to an enjoyment of a building.   

Domestic Cultural Orientation (CO) 
 
In addition to the orientation provided to each client upon arrival (on housing and personal safety), each 
local affiliate must provide refugees with CO that is specific to their community and that covers all 
required content. While CO may be provided throughout the R&P service period, a best practice is to 
provide CO within the first 30 calendar days. The required orientation topics include: 
 

 Role of the resettlement agency 
 Refugee status 
 English 
 Public assistance 
 US laws 
 Your new community 
 Employment 
 Health 

 Budgeting & finance 
 Housing 
 Hygiene 
 Safety 
 Cultural adjustment 
 Education 
 Transportation  

 
The domestic CO Objectives and Indicators should be incorporated into the delivery of orientation.  
 
Per the R&P Cooperative Agreement, each affiliate must ensure they have a sound mechanism in place 
to assess refugee understanding of cultural orientation topics. A CO assessment should be administered 
for all clients over the age of 18 within 90 days of their arrival to demonstrate that individuals have 
retained and understood basic CO competencies.    
 
 

  
 

https://coresourceexchange.org/curriculum-lesson-plans/#objectives-indicators
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Case files must include a completed and signed Cultural Orientation (CO) Assessment for each adult 
member in a case, in order to assess their understanding of key CO concepts after they’ve participated in 
CO. If a client does not understand any key concepts of CO, the affiliate should work with them to provide 
additional orientation on these topics and document this follow-up in the case notes.  
 
Affiliates are required to record the CO Assessment responses in IRIS for everyone that has completed 
CO. IRIS has reporting functionality that enables affiliates to run reports on the CO Assessment questions 
(correct/not correct) for arrivals, allowing trainers to track which subjects (by nationality, age, gender, etc.) 
might need additional training or resources.  
 
In FY 2019, CWS added a question to the CO Assessment: "Prior to travel, is there anything you wish 
you would have known about life in the US that you didn't know before you departed?" This beneficiary 
feedback is de-identified, analyzed and provide insight to enrich both domestic and overseas CO 
provision.  
 
CO Assessments are due in IRIS at the same time R&P Period Reports are due - no later than the 1st of 
the second month following the end of the R&P period. CO Assessments in IRIS are locked 60 days after 
end of the R&P period. If a CO assessment is locked, please contact your R&P Site Liaison for it to be 
unlocked.  
 

  
 

The Cultural Orientation Resource Center (CORE) is a helpful resource for learning and teaching CO. 
They have a large depository of CO curriculum and provide regular CO training. 

In 2019, CWS’ Refugee AmeriCorps members provided Intensive Community Orientation (ICO) to 
vulnerable refugees needing additional assistance navigating their new communities. These Refugee 
AmeriCorps members concluded their year of service by developing supplemental, one-page cultural 
orientation (CO) lesson plans and resources. These translated lesson plans and resources cover topics 
including the AR-11, financial literacy, interpretation, IOM travel loan, medical services, pests, and 
more!  These are available for you to download on the CWS Home Cultural Orientation page as well as 
being linked here: 
 
AR-11:  

 Filling Out The AR-11 Form 
 How To File Your AR-11 Online 

 
Financial Literacy:  

 How To Fill Out A Personal Check 
How To Purchase And Fill Out A Money 
Order 

 
Interpretation:  

 Interpreter Card  
 
IOM Travel Loan: 

 Sample Travel Loan Bill 
 How to Pay the IOM Travel Loan Bill 
 CWS Travel Loan Department Contact 

Information 
 
Medical:  

 How To Make A Doctor’s Appointment – 
Role Play 

https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Cultural-Orientation.aspx
http://coresourceexchange.org/about/
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Cultural-Orientation.aspx
https://cwscloud.sharepoint.com/:b:/s/affiliates/Eb0YIlaU8VhPtjPKS4qC0TsBuZSxySrh0utdkgXTTX4cAg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EXsFvanxT3lNl1pRTRxKXkgBONttkoCJwlFILM5Pp0bW0A
https://cwscloud.sharepoint.com/:b:/s/affiliates/EUj3uw0vG1pGnvnmadmGSJ8BCeuvFtGwqxsG0Es3moZzAA
https://cwscloud.sharepoint.com/:b:/s/affiliates/EU-8xZhtuEVKgHnDm6NzgIwBjd4lbACoAzPDGvwr6x2HDg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EU-8xZhtuEVKgHnDm6NzgIwBjd4lbACoAzPDGvwr6x2HDg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZDGr7Qt0mxBlTE7GwFGcgsBegLV_n9nu6oRcIkS1ZSO4w
https://cwscloud.sharepoint.com/:b:/s/affiliates/Ea6_QB4_-V5Dg1btLoFpAyIBRR4I8BKg8rFpn7Y_pBWLlQ
https://cwscloud.sharepoint.com/:b:/s/affiliates/EaWBKj0Ha89Cnk4MclrAGisBdO4JYzvReNEU-72NegWkJQ
https://cwscloud.sharepoint.com/:b:/s/affiliates/ERrILu0bolhAghZr20xgXqEBUCOZq2p-jY6dDOH2DVlroQ
https://cwscloud.sharepoint.com/:b:/s/affiliates/ERrILu0bolhAghZr20xgXqEBUCOZq2p-jY6dDOH2DVlroQ
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZUwlTnC9XRGkn6u8aa2c2sBnLjFlAZfqDxCcbOqCbPz-g
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZUwlTnC9XRGkn6u8aa2c2sBnLjFlAZfqDxCcbOqCbPz-g
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 Information Needed For A Doctor 
Appointment 

 What Is A Prescription 
 Medication Flashcards 
 Information Needed for the Pharmacy 

 
Pests:  

 Common Pests  
 How to Prevent Pests In Your Home 
 What To Do If You Find Pests  

 
Miscellaneous:  

 How To Address An Envelope 
 Disaster Kit Checklist

Employment 
 
Refugees receive employment authorization upon arrival and are encouraged to become employed as 
soon as possible. Research has shown that people who learn English begin to function comfortably much 
faster if they start work soon after arrival. And while most refugees enter the job industry in entry-level 
positions, even if they have high-level skills or education, with time, many if not most refugees move 
ahead professionally and find both success and satisfaction in the United States.  
 
Resources: 

 The U.S. Department of Justice – Immigrant and Employee Rights Section 
 New American Economy  

Strengths Based Case Management (SBCM) 
 
CWS believes in the strengths-based case management (SBCM) approach and seeks to infuse all 
resettlement programs with SBCM elements, so that the refugees we collectively serve experience a 
seamless delivery of services, driven by their goals and built upon their strengths.  

The CWS Strengths-Based Case Management Toolkit is an important component of the initiative, 
intended to provide theoretical knowledge and practical skill development for SBCM implementation at all 
levels. The Toolkit provides distinct components geared for three audiences: program managers, direct 
service staff and volunteers.   

  

https://cwscloud.sharepoint.com/:b:/s/affiliates/EZLo_p51r-VEv4FyR-d9A50BQiPYxSo9ZmbsIqBPRmobAg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EZLo_p51r-VEv4FyR-d9A50BQiPYxSo9ZmbsIqBPRmobAg
https://cwscloud.sharepoint.com/:b:/s/affiliates/EVzQMVbVE3tCtbEl2iwGT7gB_9jWuDIZXV0JjCmEhQy3dg
https://cwscloud.sharepoint.com/:b:/s/affiliates/ERNvTKzxsHhMvYi0ZomJcNABDskmzIIcP1PE1ifLUUa7CA
https://cwscloud.sharepoint.com/:b:/s/affiliates/EaUh7NjZrA1EtYCac_woDnEByZ07ybCckAr5kmBMFCT20g
https://cwscloud.sharepoint.com/:b:/s/affiliates/ERXJVdphzR1Gjs89OjSvF58BajXa20zQrfr80_Ft4PwnkA
https://cwscloud.sharepoint.com/:b:/s/affiliates/EQYv21e3VMtOqkO0MJg7KWkBdEOoo9oMIay5AOWXWrtQNw
https://cwscloud.sharepoint.com/:b:/s/affiliates/ESPrAAdI4JZOvTYSEMOD_D8B5SpSrrehSvcGm5wtFXdfbg
https://cwscloud.sharepoint.com/:b:/s/affiliates/Ed7d7os_CXtKmXppGqw0jXABtAD77hCNbRHUD83yuAAtYA
https://cwscloud.sharepoint.com/:b:/s/affiliates/EUxvgGFyCrRLgg_hwRbMRhkBeQ61b0SAOsJlu-c2eXCFaw
https://www.justice.gov/crt/immigrant-and-employee-rights-section
https://www.newamericaneconomy.org/issues/refugees/
https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Preferred%20Communities/Strengths-Based%20Case%20Management%20Toolkit.pdf
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Chapter Six: Documentation of R&P Services 

IRIS  
 
CWS uses the Immigration and Refugee Information System (IRIS) case management database. 
Case Noting capability is available in IRIS, however, CWS affiliates are permitted to use their own 
databases to track clients and programs post-arrival with CWS-HQ approval. 
 
All affiliates must use IRIS to manage: 
 

 Pre-arrival processing (assurance and U.S. tie verification) 
 Submission of R&P Period Reports  
 Submission of pre- and post-arrival Minor Reports  
 Submission of Family Reunification Applications   
 Submission of Cultural Orientation Assessments  
 Submission of Quarterly Consultation (QC) Reports  
 Review of biodata, Medical Examination Forms (MEFs)  

 
The IRIS User Guides are available online here, including guidance on: 
 

 Pre-Case Processing Users Guide 
 Affiliate Agency Staff Users Guide Part 2: Pre-Arrival 
 Affiliate Agency Staff Users Guide Part 2: Post-Arrival Affiliate Agency Staff Users Guide: 

Matching Grant and Other Programs 
 Matching Grant Case Extension 
 Custom Report Step By Step Tutorial 
 Custom Reports FAQs 

Case Notes  
 
In addition to providing core services to clients, a requirement of the R&P program is to document 
provision of these services in case notes and case files. Case notes should be entered for all core 
services provided to clients throughout the R&P period. Additionally, they should be specific to the 
refugee and provide a reader with a clear picture of the refugee’s resettlement journey.  
 
Per guidance from the Bureau of Population, Refugees, and Migration (PRM), a case note log should 
show the date, mode, event or substance, and use of appropriate interpretation for regular contact 
throughout the service period, and which identifies the person or entity making such contact. A case 
note log should include a clear record of service delivery that includes case-specific detail sufficient to 
constitute a complete record. 
 
Any issues or delay in service provision should be documented in case notes and there should 
always be a follow up case note that summarizes a plan for follow-up and the resolution. Remember - 
If a core service is not documented, it is not considered to have occurred; it is in the affiliate and the 
client’s interest to document all services at each stage in the resettlement process. 
 
Affiliates should establish quality assurance mechanisms to review case files and ensure each core 
service and a refugee’s resettlement journey are well-documented. The Case File Checklist is a 
resource that can help staff ensure case files include all required case notes and documentation.  
 
Resources:  

 Case Notes: Documenting Service Provision Course  
 

https://cws.irisweb.org/
http://irisweb.org/guides.htm
http://irisweb.org/documents/IRIS_Users_Guide_Pre-Case_Processing.pdf
http://irisweb.org/documents/IRIS_Affiliate_UG_5.5.4-Pre-Arrival_01-15-2019.pdf
http://irisweb.org/documents/IRIS_Affiliate_UG_Post_Arrival.pdf
http://irisweb.org/documents/IRIS_Affiliate_UG_MG.pdf
http://irisweb.org/documents/IRIS_Affiliate_UG_MG.pdf
http://irisweb.org/documents/IRIS_MG_Extension.pdf
http://irisweb.org/documents/IRIS_Custom_Report_Step_By_Step_Tutorial.pdf
http://irisweb.org/guides/customreportfaq.html
https://cwscloud.sharepoint.com/sites/affiliates/Case%20File%20Forms/Case%20Note%20Checklist%20(FY%202019).pdf
https://cwscloud.sharepoint.com/sites/lms/Case%20Notes%20Documenting%20Service%20Provision/SitePages/Course.aspx?referrer=Course%20Catalog%20WebPart
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Case Management Forms and Files  
  
CWS affiliates are required to complete ten R&P case management forms (if applicable to the 
case) when documenting services. Affiliates must include the completed form within the case 
file and ensure a corresponding case note records its completion.  

If your office has its own version of one of these forms that your team will continue to use, it should be 
submitted to your R&P Site Liaison for approval.   

CWS Required R&P Case Management Forms 

� Authorization to Release Information* 
� Case File Checklist 
� Client Rights and Grievance Policy* 
� Earnings and Expenses Form 
� R&P Co-Sponsor Agreement Form (if applicable) 
� Home Evaluation and Safety Checklist 
� Home Supply List 
� Next Calendar Day Home Visit Form 
� Second Home Visit Form 
� Service Plan 

CWS Recommended R&P Case Management Forms 

� Cultural Orientation Checklist* 
� U.S. Tie Assessment Form (if applicable) * 
� U.S. Tie Commitment Form (if applicable) * 

*If your office has their own version of one of these select forms, you do not need to submit it to your R&P 
Site Liaison for continued use.  

CWS Recommended Resource 

� RP Core Service Calculator 

Accessing Forms  
 
These forms can be accessed by: 
 

� Downloading individual form(s) on CWS Home  

� Downloading all the forms together in the CWS R&P Case Management Workbook. The 
Workbook can be amended based on case composition and allows for auto-population of certain 
information.  

� Downloading individual form(s) via IRIS through a specific case's Post Arrival - Case Forms Tab 
and selecting the appropriate form in 'Templates'. The form(s) will auto-populate with certain 
information.  

Training and Guidance  

There is a guidance document for each form that provides step-by-step instructions and tips for correct 
completion available on CWS Home and linked below. CWS also recommends staff take the R&P Case 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BBA661F0D-1DAC-4BE8-957D-7C03244A65E4%7D&file=Authorization%20to%20Release%20Information.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B08705E02-BEF0-4424-9ECF-378AF0C7E776%7D&file=Case%20File%20Checklist.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B08705E02-BEF0-4424-9ECF-378AF0C7E776%7D&file=Case%20File%20Checklist.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFBDEA888-805F-4ADD-8C1A-8E9358325E95%7D&file=Client%20Rights%20%26%20Grievance%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B274B0A12-0CF4-44F0-95B3-E12C69214275%7D&file=Earnings%20%26%20Expenses%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B274B0A12-0CF4-44F0-95B3-E12C69214275%7D&file=Earnings%20%26%20Expenses%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B45C46143-4060-41A6-AF3D-994744FD04F8%7D&file=R%26P%20Co-sponsor%20Agreement%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B45C46143-4060-41A6-AF3D-994744FD04F8%7D&file=R%26P%20Co-sponsor%20Agreement%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B7F41E996-2D74-4EC3-AFBC-8A0D566BA774%7D&file=Home%20Evaluation%20%26%20Safety%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B77F8007D-0C72-4135-B001-DA829A2CE408%7D&file=Home%20Supply%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFDBC96A5-DE5D-4D7C-BAEE-DF81ACD6BB1D%7D&file=Next%20Calendar%20Day%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFDBC96A5-DE5D-4D7C-BAEE-DF81ACD6BB1D%7D&file=Next%20Calendar%20Day%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B994F5D21-FD05-4F20-A67A-A851B0F0BD79%7D&file=Second%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B994F5D21-FD05-4F20-A67A-A851B0F0BD79%7D&file=Second%20Home%20Visit.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BEE13F7BA-6768-4E08-B763-4D212DFA5B1A%7D&file=Service%20Plan.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BEE13F7BA-6768-4E08-B763-4D212DFA5B1A%7D&file=Service%20Plan.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B58CE5D73-46DF-45F7-82F7-616F50048139%7D&file=CO%20Check%20List.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B66316E42-3B04-4B38-9008-AF77780B071C%7D&file=US%20Tie%20Assessment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B66316E42-3B04-4B38-9008-AF77780B071C%7D&file=US%20Tie%20Assessment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BC3C0733F-7378-4C9B-857C-0A61F366B9F9%7D&file=US%20Tie%20Committment%20Form.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B22B83BD1-C5F3-417C-82E8-1530C7BE274D%7D&file=RP%20Core%20Service%20Calculator.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/R%26P-Case-Management-and-Forms.aspx
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BA96BE8BD-2827-4F5A-AB1A-B6CBDE22EF8B%7D&file=1.%20CWS%20R%26P%20Case%20Management%20Workbook%20.xlsx&action=default&mobileredirect=true
https://cws.irisweb.org/Login
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/R%26P-Case-Management-and-Forms.aspx
https://cwscloud.sharepoint.com/sites/lms/Case%20Management%20Forms%20101/SitePages/Course.aspx?referrer=Course%20Catalog%20WebPart
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Management Forms 101 Course on CWS Learning to review the different ways in which you can access 
and fill out these forms. If you have any questions regarding a form, please reach out to your R&P Site 
Liaison.  

� Authorization to Release Information Form Guidance 
� Case File Checklist Guidance 
� Client Rights and Grievance Protocol Form Guidance 
� Cultural Orientation (CO) Checklist Guidance 
� Earnings and Expenses Form Guidance  
� Faith and Community Group Commitment Form Guidance  
� Home Evaluation and Safety Checklist Guidance 
� Home Supply List Guidance  
� Next Calendar Day Home Visit Form Guidance  
� Second Home Visit Form Guidance  
� Service Plan Guidance 
� U.S. Tie Assessment Form Guidance  
� U.S. Tie Commitment Form Guidance  

A hardcopy case file must be maintained for each case that has been assured and resettled by a 
local resettlement office. Affiliates should refer to the Case File Checklist to ensure that all case files 
contain sufficient documentation and evidence of core service provision and are in compliance with 
the R&P Cooperative Agreement. 
 

 
 
 

  

https://cwscloud.sharepoint.com/sites/lms/Case%20Management%20Forms%20101/SitePages/Course.aspx?referrer=Course%20Catalog%20WebPart
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Authorization%20to%20Release%20Information%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Authorization%20to%20Release%20Information%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Case%20File%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Case%20File%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Client%20Rights%20and%20Grievance%20Protocol%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Client%20Rights%20and%20Grievance%20Protocol%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Cultural%20Orientation%20(CO)%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Cultural%20Orientation%20(CO)%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Earnings%20and%20Expenses%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Earnings%20and%20Expenses%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Faith%20and%20Community%20Group%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Faith%20and%20Community%20Group%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Evaluation%20and%20Safety%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Evaluation%20and%20Safety%20Checklist%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Supply%20List%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Home%20Supply%20List%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Next%20Calendar%20Day%20Home%20Visit%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Next%20Calendar%20Day%20Home%20Visit%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Second%20Home%20Visit%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Second%20Home%20Visit%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Service%20Plan%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/Service%20Plan%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Assessment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Assessment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Guidance%20and%20Trainings%20CWS%20RP%20Case%20Management%20Form/UST%20Commitment%20Form%20Guidance.pdf
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B08705E02-BEF0-4424-9ECF-378AF0C7E776%7D&file=Case%20File%20Checklist.xlsx&action=default&mobileredirect=true
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Chapter Seven: Transfers & Out Migrations 
 

A case assurance may need to be amended pre- or post-arrival if a refugee has identified a U.S. tie that 
was not previously disclosed, or the refugee decides to out migrate from their initial placement location.  
 
If a U.S. tie is in the same city as the RA that is currently assured the case but is requesting a transfer to 
another RA in that same city, a transfer is considered on a case-by-case basis (ex. if a prior relationship 
exists between the US tie and the local affiliate, it should be granted).  
 
If requesting a case be transferred to your affiliate, you must send CWS-HQ a Transfer Request Form to 
Transfers@cwsglobal.org  

Pre-Arrival Transfers 
 
If a new US tie has been identified by an affiliate, CWS-HQ must be notified immediately. CWS-HQ will 
contact the relevant RSC and request they confirm with the Principal Applicant that they wish to join this 
individual. CWS-HQ will then contact all the RAs in this new location and find another affiliate that is able 
to accept this case (and all cross-referenced cases) as a pre-arrival transfer.  

Post-Arrival Transfers 
 
If a refugee has a US tie that was not disclosed prior to their arrival, the US tie must submit a written 
request to the case manager of the local gaining affiliate, which will then send the written request to their 
HQ. The gaining HQ will then contact the HQ of the RA that is currently assured the case to request a 
post-arrival transfer.  
 
A post-arrival transfer to another RA is limited to the first 30 days from the date of arrival. A post-arrival 
transfer within a RA’s network (e.g., between CWS network offices) is limited to the first 60 days from the 
date of arrival. 
 
Reimbursement of R&P Funds 
 
If an affiliate is transferring a case post-arrival and they have spent R&P funds on the client, they must be 
reimbursed by the gaining affiliate all per capita funds that were distributed to or on behalf of the refugee 
clients. The gaining affiliate will receive credit for all transferred cases and the full per capita.  
 
The affiliate that is transferring the case must document on a reimbursement request (including all 
receipts) all per capita funds that were distributed to or on behalf of the refugee clients. The RA’s HQ will 
send this to the HQ that is accepting this post-arrival transfer and request confirmation that all R&P funds 
that were spent will be reimbursed. CWS affiliates should notify CWS-HQ if there are any problems with 
seeking reimbursement.  

Out Migrating Clients 
 
If a client(s) is out migrating after the 60th day from their arrival, their assurance cannot be amended and 
remains the responsibility of the affiliate that was assured their case.  
 
Clients must be counseled on the repercussions of deciding to move to an area where the local affiliate 
will be unable to provide them with core-service follow up. 
 
All R&P per capita should be expended on these clients. The client’s date of out migration and new 
address must be documented in the case notes and R&P Period Report. Affiliates should not use the 
remaining per capita to purchase plane, bus or train ticket for the out migrating client(s). If there are funds 
remaining and a client is planning to out migrate, please consult your Resettlement Site Liaison to assess 
whether a post-arrival transfer can be arranged (in which case the remaining balance should be retained 
to go to the receiving resettlement agency).  

mailto:Transfers@cwsglobal.org
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CWS-HQ tracks out migration rates by affiliate, nationality, and reason. It is central to the case placement 
strategy of CWS-HQ that clients are being resettled in locations where they feel welcome and able to 
become self-sufficient. The reason(s) why clients out migrate within the R&P period should be explained 
in the R&P Period, with CWS-HQ notified if an affiliate notices any out-migration trends.  
 
Resources:  
 

 Transfers 1-Pager  
 

  

https://cwscloud.sharepoint.com/sites/affiliates/Resettlement%20OnePagers/Forms/AllItems.aspx?viewpath=%2Fsites%2Faffiliates%2FResettlement%20OnePagers
https://cwscloud.sharepoint.com/sites/affiliates/Resettlement%20OnePagers/Forms/AllItems.aspx?viewpath=%2Fsites%2Faffiliates%2FResettlement%20OnePagers
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Chapter Eight: Special Needs Cases 

Medical Cases  
 
While all clients served through the USRAP are expected to receive an initial healthcare examination 
within 30 days of their arrival in the US, many individuals are arriving with significant medical conditions 
that require attention shortly if not immediately upon arrival.  
 
Local affiliates are expected to review each client’s Medical Examination Form (MEF) and, if applicable, 
their Significant Medical Conditions Form (SMC). Each of these are available in the R&P case notes 
section of IRIS. If they’re updated at any point after the case was allocated to the affiliate, the RSC will 
send updated medical forms and CWS-HQ will attach them to the case in IRIS.  
 
The overseas IOM or panel physicians that complete the medical examinations that all refugees must 
undergo prior to arrival indicate on the Medical Examination Forms how soon after arrival the client 
should see a doctor and what needs to be followed up on. If any information is unclear, CWS-HQ may 
request updated information on behalf of the local affiliate from overseas.  
 
Pre-Arrival Planning  
 
At time of assurance, affiliates should be sure to fully review the medical information available on the 
case biodata and check in IRIS for any additional information from the Medical Examination Forms and 
whether there is a Significant Medical Condition Form (saved under RP Case Notes). It is important to 
ensure you have reviewed all available medical information prior to assurance. 
 
For any significant medical conditions that you are unsure if treatment options are available locally, 
consult with your State Refugee Health Coordinator (SRHC) to see if they are aware of possible 
treatment centers and if the case is appropriate for your resettlement location. Locations without proper 
medical facilities for ongoing care for a specific condition may not be in the best interest of the client and 
can significantly add to staff time. The SRHC does not have the authority to “veto” a client but can offer 
guidance regarding adequate medical care. 
 
For clients with a medical condition that requires post arrival treatment, the affiliate should discuss with 
the refugee health screening clinic and SHRC to determine if they are able to provide appropriate care of 
the condition(s) within the time frames noted on the pre-arrival medical forms or if care at other treatment 
facilities will have to be arranged. Upon assurance of a case that has an individual requiring follow up 
post-arrival, inform your SRHC that the case has been assured. Re-send a reminder of the case once it 
has been booked for arrival. 
 
After assuring a medical case but prior to arrival being booked, it is a best practice to research additional 
specialized medical care facilities if follow-up treatment cannot be performed by a Primary Care Provider.  
 
After Travel is Booked 
 
Check in the “R&P Case Notes” tab of IRIS to see if any additional or new medical information has been 
provided. The note could be titled SMC, MEF, Bio-Data Medical Update, etc. Follow-up with SRHC to let 
them know that a case with a significant medical condition is booked for arrival. If further advice is needed 
about treatment centers, this is the time to inquire.  
 
Schedule the refugee health screening for as soon as possible after arrival, CWS recommends 
attempting to make an appointment as soon as their arrival date is known. And follow up with the refugee 
health screening clinic to confirm if they can address all medical conditions at their facility or if additional 
treatment centers need to be found (ex: client who needs mental health evaluation within one week, 
Refugee Clinic does not have capacity for full mental health evaluations). 
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Ensure appropriate housing is found if a client has any mobility issues (i.e., wheelchair accessible, limited 
stairs, etc.). The affiliate should be able to determine from the MEF and SMC forms if any special 
accommodations are needed.  
 
Post-Arrival 
 
At the airport pick-up, inquire with client how they are feeling and if they need any immediate medical 
needs (this will depend on the severity of their medical condition); confirm with the client if they have 
enough medications to last them until their next medical appointment.  
 
Since some medical conditions may be sensitive in nature, if needed, pull the client aside at the home to 
speak briefly in private, assuring that all medical information is confidential and will not be shared with 
anyone they do not wish to share it with.  
 
Service Planning 
 
Any necessary medical follow up should be a part of the client’s service plan. Discuss with the client how 
the medical condition(s) may affect various areas of a service plan to ensure barriers to access are 
addressed (access to ESL, medical appointments, employment, etc.). All health issues that require follow-
up during the R&P period should be documented as having been addressed or followed up on. 
A core goal for medical case management service planning is helping to teach the client how to navigate 
health systems with greater independence (making appointments, paying medical bills w/ insurance, 
arranging transportation, etc.). Consider physical limitations when determining employment options and 
how that they may affect their ability to perform certain types of jobs, particularly entry-level/manual labor 
jobs. Determine what strengths and skills the client has that will serve them well and how they adapted or 
successfully overcame challenges Many clients still had to do work to support themselves despite their 
condition. 
 
SSI Disability approvement can be a long process; clients will need to understand that SSI Disability is for 
people with severe disabilities who are unable to perform any kind of work. It is advisable to discuss with 
a doctor first, keeping in mind that there even if a doctor writes a note (justified or not) that states a client 
is unable to work, this does not guarantee a client will be eligible for SSID. A federally approved physician 
must evaluate and determine eligibility. Determination can take up to 8 months and generally there are no 
financial safety nets to support someone while they are awaiting a decision.  
 
Class A Medical Cases 
 
A Class A medical condition is any untreated communicable disease of public health significance. If a 
refugee has a Class A medical condition (listed below) that makes them inadmissible to the USRAP, they 
may file a waiver (the I-602 Form) and PRM will assign their case to a resettlement agency prior to 
allocation.  
 
The local affiliate assigned the Class A medical case must complete the I-602 Form with their local health 
care provider(s) which will eventually care for the individual, confirming the refugee will be treated for their 
specific condition(s):  
 

 Infectious sexually transmitted diseases 
 Chronic untreated alcoholism 
 Mental Disorders with associated harmful behavior 
 Hansen’s disease (leprosy) 
 Tuberculosis (active and infectious)  

 
In addition to the I-602 Waiver, the local affiliate must complete a Class A Addendum, collecting the 
information of the clinic, health facility, local health department or physician who will be treating and/or 
counseling the refugee with the Class A Medical condition.   

https://www.uscis.gov/i-602
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CWS-HQ will submit both the I-602 Form and Class A Addendum to the RPC, which then sends it on to 
the relevant RSC, and the case will be approved for allocation to the resettlement agency.  
 
Reporting Medical Anomalies  
 
When refugees or SIVs arrive with an unreported medical condition that seriously impacts their initial 
resettlement, a Medical Incident Report Form must be filled out by the affiliate and submitted to CWS-HQ 
within five working days of the refugee’s arrival.  PRM reviews these reports and determines the 
appropriate follow up with the RPC, RSCs and medical personnel overseas. PRM will also follow up with 
the resettlement agency regarding the outcome of the review. 

Minors  
 
Minors make up the majority of displaced persons throughout the world3 and are among the most 
vulnerable of the refugees we serve. Refugee minors are individuals under 18 years of age and who are 
categorized by their relationship with their travelling companion(s) and ultimate circumstances upon 
arrival in the US. 
 
Processing of Minor Cases  
 
RSCs are responsible for identifying minors during their prescreening interview, determining their 
circumstances and assigning a minor code that best describes their status. If a minor is unaccompanied 
or separated from their parents, a Best Interest Determination Form (BID) is completed by UNHCR to 
identify the best resettlement option(s) for the minor. This form will be attached to the minor's case in IRIS 
under R&P Case Notes. 

The following codes are assigned by the RSC and used to identify their circumstances: 
 

M1 Minors attached to, traveling with, and resettling with biological or legally adoptive parents 

M2 Minors attached to, traveling with, and resettling with blood relatives other than biological or 
legally adoptive parents 

M3 
Minors attached to, traveling with and resettling with non-relatives and minors traveling alone 
to join non-relatives (only those agencies with refugee foster care responsibilities – USCCB 
and LIRS) will have the authority to place refugee children in this category unless otherwise 
approved by the Bureau) 

M4* 
Minors destined for foster care (only those agencies with refugee foster care responsibilities 
as described in the cooperative agreement will have the authority to place refugee children in 
this category) 

M5 
Minors traveling apart from but destined to join biological or legally adoptive parent(s).  This 
includes minors traveling alone to join parent(s) in the US, minors traveling with relatives 
other than parents to join parent(s) in the US and minors traveling with non-relatives to join 
parent(s) in the US 

 
3 http://www.aljazeera.com/news/2017/05/unicef-number-unaccompanied-refugee-children-soars-
170518063920980.html  

https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Medical/Medical%20Incident%20Report%20(Updated%202018).docx?d=wf74ba7f5fc704776a778ce258621160f
https://cwscloud.sharepoint.com/sites/affiliates/Pages/Minors.aspx
http://www.aljazeera.com/news/2017/05/unicef-number-unaccompanied-refugee-children-soars-170518063920980.html
http://www.aljazeera.com/news/2017/05/unicef-number-unaccompanied-refugee-children-soars-170518063920980.html
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M6 
Minors traveling apart from the blood relative(s) (other than parents) they are destined join.  
This includes minors traveling alone to join a relative (not parent) in the U.S. and minors 
traveling with non-relatives to join a relative (not parent) in the U.S 

M7 Minors who are married regardless of their traveling companions or US-based relative 

*CWS does not resettle M4 minors who are destined for foster care.  

Unaccompanied minors (M4s) are children under the age of 18 who are separated from both parents, 
with no adult guardian appointed by custom or law. It is the RSC’s responsibility to identify an 
unaccompanied refugee minor and refer them to the Unaccompanied Minors Program, which only 
USCCB and LIRS are contracted with the Department of State to serve.  
 
If an affiliate is allocated a case with a minor who will not be accompanied by a parent (M2 – M7), the 
local affiliate must complete a Minor Suitability Form prior to assurance.  
 
A Post-Arrival Suitability Determination Form must be completed within 7 days of the minor's arrival for 
M2 and M3s. The suitability forms are designed to assess the living situation of the family and to ensure 
that the home provides an adequate and supportive environment for the minor(s). While it is a best 
practice to conduct the Post-Arrival Suitability Assessment separate from the next day home visit to avoid 
a potentially lengthy and/or overwhelming visit, it is still compliant to conduct it during the same visit.  
 
As a best practice, per guidelines to maintain regular and personal contact with the minor, the affiliate 
could assess the wellbeing of the minor during the next day home visit but conduct the Post-Arrival 
Suitability Assessment on another day within 7 days of the minor's arrival.  
 
A Minor 90-day Follow-Up Report is required for minors coded M2 - M3 and M5 - M7. This form must be 
shared with the State Refugee Coordinator (SRC) and evidence must be included within the case file (ex. 
a print out of the email).  
 
Affiliates may review pending forms on the IRIS dashboard under Pre-Arrival Minor Reports.  
 
If an affiliate determines that the home a minor is being placed in is not suitable for them, they must notify 
CWS-HQ to determine next steps, potentially reallocating them as an M4 minor to be resettled through 
the foster care program for unaccompanied refugee minors.   
 
Effective Practices in Working with Minors  
 
Parents and guardians are truly the “expert” when it comes to their child(ren).  It is important to keep this 
in mind when sharing child safety laws and general safety tips. Clients should be made aware of state 
and federal laws when it comes to their child(ren) and affiliates should explain the laws and possible 
ramifications of breaking them. Local offices should educate parents and minors on the role of the child 
welfare system in the U.S. – a resource from BRYCS is available here.  
 
General safety tips should also be shared with clients to ensure the safety and health of their child(ren) 
while also respecting cultural practices and norms of the client.  It is sometimes helpful to share general 
safety practices and parenting expectations in the United States with new arrivals and provide some 
evidence to support these practices (ex. sharing information from American Association of Pediatrics, 
information on discipline, etc). 
 
Safety 
 

 Car Safety: 
 

o Child safety seats and seat belts save lives and are required by law in most states 

https://brycs.org/toolkit/refugees-and-the-u-s-child-welfare-system-a-toolkit-for-service-providers/
https://brycs.org/wp-content/uploads/2018/08/RaisingChildren-Handbook.pdf
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o Never leave children under age 10 alone in a car 
o All adults and older children must use seat belts. Young children must use a special car 

seat in the back seat of the car, the position of the car seat is based on age:* 
 

 Under age 1: Always place the car seat facing the seatback (rear-facing) 
 1-3 years: Car seats should remain rear-facing as long as possible. 
 4-7 years: Children should use forward-facing car seats with a harness. 
 Once children outgrow the forward-facing car seat with a harness, they will use a 

booster seat. 
 Children younger than age 13 should ride in the back seat. 

 
*Ask your local agencies about your state’s regulations for seat placement and check your car 
seat for height and weight limits, as well as expiration dates. 

 
 Home Safety: 

 
Prior to arrival, affiliates should ensure there are child safety measures in the new home, 
including: 
 

o Putting dangerous objects (knives, cleaning solutions, etc.) where children cannot reach 
them 

o Inserting socket protectors in any outlets at a child’s height 
o Windows that open should have a child safety screen to prevent falling 
o If there is open access to a staircase (I.e. -  no door between stairwell and main rooms), 

a child safety gate should be installed by the Case Manager 
o Babies should not “co-sleep” or sleep in a bed with parent/guardian(s).  It is the agency’s 

responsibility to provide appropriate sleeping equipment for any child under the age of six 
months. 

o Important emergency phone numbers should be kept somewhere easily accessible and 
visible for new arrivals (ex. on the refrigerator), including: 911, Poison Control, Fire 
Department, and a Case Manager's phone number. 

 
Once a family arrives with young children, affiliates should walk through safety precautions with 
parent/guardian(s), including: 

 
o Keeping dangerous objects (knives, cleaning solutions, etc.) out-of-reach; 
o Keeping toilets, fireplace/heaters, and cabinets closed; 
o Proper use of the child safety gate and socket protectors; 
o The proper use of a car seat (see above); 
o Safe sleeping arrangements for children (see below); 
o Who to call in the case of an emergency and where these numbers are located; 

 
 Safe Sleeping Arrangements: 
 

o Prior to arrival, affiliates should provide safe sleeping equipment, which should be checked 
for compliance with federal regulations (available here): 
 

 Up to 6 months (or until rolling over): Infants under six months should not “co-sleep,” 
should sleep on their back, and sleep on firm bedding in the same room as 
parents/guardians.  They can sleep in safe bassinets, Pack ‘n’ Plays, and/or cribs  

 6 months-18 months (or 35 inches in height): can now be moved out of parents’ room 
(with baby monitor as needed), Pack ‘n’ Play, crib 

 16 to 18 months and up (35 inches in height): Once a child is 35” or taller and/or 
climbing regularly, they should be moved to a “toddler bed” or single size bed with a 
railing 
 

https://www.cpsc.gov/
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o Infant sleeping areas should be kept free of any soft cloth (crib “bumpers,” soft toys, soft 
bedding, blankets) and out of reach of any cords (window shade cords, dangling mobiles) 

 
Volunteers Working with Minors  

 
 Volunteers, interns, and staff who work with minors should be trained as mandated reporters (see 

below) and partake in a background check.  The background check can be state or federal but 
should be used to guide whether working with a minor is appropriate.  Agencies may also use the 
free “Dru Sjodin National Sex Offenders Public Website” (https://www.nsopw.gov/) to search any 
sexual offender history on any adults working with minors as an additional safety precaution. 
 

 Any volunteers, interns, and staff who work with minors should participate in a mandated reporter 
training for their state.  A list of statutes per state on mandated reporting can be found here: 
https://www.childwelfare.gov/topics/systemwide/laws-policies/statutes/manda/ 
 

 Agencies should record completion of Mandated Reporter trainings in employee/intern/volunteer 
files. 
 

 Volunteers, interns, and staff should not be alone with any minors without the presence of 
another adult.  For example, when driving youth home from an after-school program, it is best 
practice to have a staff driver with a volunteer or intern adult for the drop-offs. 
 

 Agencies should have in place additional trainings for any volunteers, interns, and staff who will 
be working with minor refugees. These trainings should highlight trauma-informed care, cultural 
competency and awareness, working with English language learners, scenarios of how and when 
to report child abuse/neglect, and safety. Agencies should keep record of these trainings and 
track when volunteers have completed necessary trainings. See below for additional resources 
and information for working with refugee minors. 

 
Education 

 
Most newly arrived refugee parents and guardians have the same goals of education for their child(ren).  
They believe strongly in the education and future of their child and it is the responsibility of the Case 
Manager to ensure school enrollment within thirty days of arrival barring summer break or holiday break.   
 

 If the student is not enrolled in school within thirty days due to summer break, affiliates are 
encouraged to offer or connect them to other opportunities for growth, learning, and acculturation 
either through their own youth programming or by referral. 
 

 Federal laws mandate compulsory schooling for minors by either a public or state-accredited 
institution.  While truancy laws vary by state, all minor children are expected to attend school and 
should be encouraged to attend regularly. Affiliates should inform parents of these responsibilities 
and show them how to call the school or send a note with their student (as applicable) in case of 
absence.  Affiliates should also be educated on their state or local laws regarding truancy in order 
to best support and inform clients. 

 
Parent Orientations 
 

 Along with the above information, parents/guardians should be oriented on laws and helpful 
practices upon arrival in the United States, including: 
 

 Stranger Danger and Staying Safe Outside 
 Street Safety (obeying traffic laws, pedestrian laws, etc.) 
 School Concerns (bullying, grades, drug and alcohol use, etc.) 
 Parent Responsibilities  

https://www.nsopw.gov/
https://www.childwelfare.gov/topics/systemwide/laws-policies/statutes/manda/
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 Race and Racism  
 Internet Safety  

 
 Parents should also be given a list of referrals and resources for any youth/child programming or 

support systems upon arrival.  If the affiliate does not have their own “in-house” youth/child 
program, they should offer the clients alternatives in the community.  

 
Providing Services to a Minor(s) 
 

 Arrange for a trained interpreter who speaks the preferred language of the minor and prepare 
him/her for any sensitive topics that may be addressed.  
 

 Use child friendly interviewing - interview the minor separately from the adult and allow the minor 
to answer questions fully and separately from the adult. 
 

 The suitability assessment should take place in the home where the minor will live.  
 

 All close family members involved in the minor’s case should be present at the time of a suitability 
evaluation. 
 

 Ask detailed questions about the relationships and then check to see if the information given 
matches reported information on biodata and BIDs.  
 

 Acknowledge family stressors and provide family strengthening resources. If a minor is reuniting 
with a guardian, ensure that the guardian understands that they need to treat the separated child 
in the same way as their own children, or as a biological child in the household. This includes 
sharing toys, assigning chores, helping with homework, and so forth. 
 

 Determine if the responsible adult(s) have the parenting skills, time, health, and finances to 
adequately care for the minor, and what extra supports or services they will need. 
 

 Look out for unsafe situations, such as; a separated child/minor sharing a room with a teenager 
or adult of the opposite sex. Sleeping arrangements must comply with local housing laws and 
standards. 
 

Guardianship 
 
It is helpful for refugee clients to understand the concept of guardianship and its legal implications.  Below 
is some general information you'll want to review when discussing guardianship with clients.  For more 
information, please visit BRYCS for their toolkit on guardianship. 
 

1. What is legal guardianship? 
 

1. Refugee families will most often encounter the legal guardianship process when caring 
for children of other relatives (grandchildren, nieces, nephews, cousins, siblings) or 
friends.   

2. Establishing legal guardianship refers to a court process in which legal responsibility for 
the care of a minor (under age 18) is given to an adult who is not the biological parent.   

3. The procedures of establishing legal guardianship vary by state and in about ten states 
they also vary by county.  It is important to refer to your state/county guidelines for 
establishing legal guardianship.  Refer to BRYCS’ publication “Guardianship Information 
by State” for more information on the procedures in your area. 
https://brycs.org/guardianship-information-by-state/  

 
2. What are the responsibilities of legal guardianship? 

 

https://switchboardta.org/blog/talking-about-race-and-racism-tips-for-conversations-with-refugee-youth/
https://coresourceexchange.org/wp-content/uploads/2020/12/Digital-Literacy-Toolkit_ENGLISH.pdf
https://brycs.org/wp-content/uploads/2016/02/USCCB-MRS_Child-Friendly-Interviews-Do-s-and-Don-ts_FINAL.pdf
https://brycs.org/family-strengthening/supporting-refugee-families-adapting-family-strengthening-programs-that-build-on-assets/
https://brycs.org/toolkit/guardianship-toolkit/
https://brycs.org/guardianship-information-by-state/
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1. Guardians are generally expected to provide the following needs of a child: 
1. Health and Medical care 
2. Schooling 
3. Food 
4. Clothes 
5. Housing 
6. Safety 

 
3. What are the benefits of guardianship? 

 
4. Guardianship allows a non-parental adult to make important decisions about a child, including: 

• Medical 
• School 
• Health insurance (added to a non-biological parent’s coverage) 
• Public Benefits 

 
5. In some states, children without parents are eligible for special financial or social service 

supports. 
 
If the minor’s caretaker is not the minor’s parent, a Legal Guardianship and Caretaker Obligation Form 
must be signed, which will be specific to the locality of the affiliate as the legal obligations in caring for 
minors varies by state.  
 
Minor Case Files 
 

(A) Case files for minor clients (M2 - M7) must be clearly identified (ex. color coded) 
(B) Statement of Responsibility should be included in the case file   
(C) Best Interest Determination Form (BIDs) should be included in the case file, if applicable 
(D) Pre and Post-Arrival Suitability Determinations should be included in the case file 
(E) 90-day Minor Follow-up Evaluation Forms should be included in the case file with evidence 

that the State Refugee Coordinator (SRC) was sent the 90-Day Minor Follow Up Evaluation  
 

Minor Forms 
 
Best Interest Determination Form (BID)  
 
If a minor is unaccompanied or separated from their parents and resettling with relatives other than their 
biological or legally adoptive parents (M2 minors), a Best Interest Determination Form (BID) is 
completed by UNHCR to identify the best resettlement option(s) of the minor. This form will be attached to 
the minor’s case in IRIS under VOLAG Notes.  
 
Statement of Responsibility 
 
For unaccompanied minors resettling with non-relatives or non-parental relatives (codes M2, M3, and 
M6), the affiliate should orient the family unit to the nature and expectations of U.S. practices and legal 
requirements around child care using appropriate language interpretation as necessary. The affiliate 
should then provide the family with a written Statement of Responsibility.   
 
If a minor enters the United States alone, the Statement of Responsibility should be completed at the time 
of the pre-arrival suitability determination. If the minor is travelling with relatives, it can be completed upon 
arrival during the abovementioned orientation, during the post-arrival suitability home visit. 
 
The Statement of Responsibility should be provided or approved by the state, county, or local child 
welfare bureau, and translated as necessary. The statement should outline the resettlement agency’s and 

https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Minors/Minor%20Statement%20of%20Responsibility%20Form.doc?d=w77d6742783744bb59c94f25ea60ca64b
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state’s responsibilities and legal obligations in caring for the child. It should include requirements for 
guardianship, licensing as a foster care provider if relevant, or other forms of legal responsibility.  
 
The responsible adult(s) in the family must acknowledge their commitment to carry out responsibilities 
towards the child in the statement by signing the form. Copies of the signed statement shall be given to 
the family unit and retained in the minor’s case file. 
 
Pre-Arrival Minor Suitability Determination Form  
 
If an affiliate is allocated a case with a minor who will not be accompanied by a parent (M2 – M7), the 
local affiliate must complete a Pre-Arrival Minor Suitability Form prior to assurance in IRIS. 
 
The allocation of an M3, M5, or an M6 case in IRIS will prompt the IRIS dashboard notification to 
generate a pre-arrival minor suitability report for that case (CWS affiliates do not resettle M2 minors), 
which must be completed for the affiliate to submit the assurance. The minor report link can be found 
under “per-arrival minor reports due.” If corrections are needed, CWS will send the form back and the 
corrections will appear up in the “minor report corrections needed” link. When the form is finalized, the 
report should be signed, printed, and retained in the case file. 
 
The suitability determination of the family unit should take into account the principle that children should 
be reunited with relatives whenever possible and appropriate.    
 
If the local affiliate determines that the home is not suitable for the minor, they must notify CWS-HQ to 
determine next steps, potentially reallocating them as an M4 minor, to be resettled through the foster care 
program for unaccompanied refugee minors.    
 
M3 and M6: If affiliates determine that the placement is not suitable, the affiliate should immediately notify 
CWS-HQ, which will then notify PRM and return the case to RPC. The minor codes would be reclassified 
as M4, and minors would then enter the US as unaccompanied refugee minors requiring foster care, 
where they would be allocated to a different agency that has a foster care program (LIRS, USCCB). 
 
M5: If the placement of a minor with their parent(s) is deemed unsuitable, the State Refugee Coordinator 
and PRM must be notified immediately.  
 
Post-Arrival Minor Suitability Determination Form  
 
A Post-Arrival Suitability Determination Form must be completed within 7 days of the minor’s arrival. The 
suitability forms are designed to assess the living situation of the family and to ensure that the home 
provides an adequate and supportive environment for the minor(s). Local affiliates may review pending 
forms on the IRIS dashboard under Pre-Arrival Minor Reports. A separate minor 90-day follow-up report 
is required for minors coded M2-M3 and M5-M7. 
 
If the placement of M2 or M3 minors is determined to be unsuitable during a post-arrival suitability 
determination, please notify CWS-HQ and your SRC immediately; CWS will inform PRM.  
 
Resources  

• Mandatory Reporting of Child Abuse and Neglect 
• CWS Child Safeguarding Policy 
• Bridging Refugee Youth and Children Services  
• Refugee and Immigrant Family and Community Engagement in the Schools 
• Preventing Child Maltreatment in ORR/DCS-Funded Care Provider Programs 
• Attached Unaccompanied Minors Training RSC Nairobi  
• Cultural Orientation Learning-Youth 
• National Mentoring Resource Center-Immigrant and Refugee Youth 

https://cws.irisweb.org/Login/login.aspx?ReturnUrl=%2f
https://www.childwelfare.gov/pubPDFs/manda.pdf
https://www.childwelfare.gov/pubPDFs/manda.pdf
https://cwscloud.sharepoint.com/sites/affiliates/PublishingImages/Pages/Minors/CWS%20Child%20Safeguarding%20Policy.pdf
http://www.brycs.org/
https://usccb.adobeconnect.com/_a833422997/familyengagement/
https://usccb.adobeconnect.com/_a833422997/tier1-eng/
https://cwscloud.sharepoint.com/sites/affiliates/PublishingImages/Pages/Minors/Attached%20%20Unaccompanied%20Minors%20Training_RSC%20Nairobi.pptx
http://www.culturalorientation.net/learning/populations/youth
https://nationalmentoringresourcecenter.org/index.php/30-topic-areas/282-immigrant-and-refugee-youth.html?highlight=WyJwZWVyIiwicGVlcnMiLCJtZW50b3JpbmciLCJtZW50b3IiLCJtZW50b3JzIiwibWVudG9yJ3MiLCJtZW50b3JlZCIsIm1lbnRvcnMnIiwibWVudG9yaW5nJ3MiLCInbWVudG9yJyIsInBlZXIgbWVudG9yaW5nIl0=
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• National Education Association-Resources for Educating Refugee Youth 
• Trauma-Sensitive Schools-Helping Traumatized Children Learn 
• National Association of School Psychologists-Supporting Refugee Children and Youth 

Survivors of Torture and Mental Health  
 
Torture constitutes one of the most extreme forms of trauma with the potential for long-term psychological 
and physical suffering and intergenerational trauma. Research studies indicate a 44% prevalence of 
torture among refugees, asylees, and asylum seekers now living in the U.S. ORR funds treatment centers 
for survivors of torture as well as technical assistance providers in order to contribute to the goal of 
promoting health and wellness among refugees and asylees.  
 
A map of current SOT funded programs is available here. Service providers in 22 states and Washington 
DC are currently funded for the FY16-FY19 funding cycle. Additional resources can be found here. 
Eligibility for services does not depend on a person’s immigration status, and there is no time limit for 
receiving services. For more information on service eligibility, see the Torture Victims Relief Act of 1998, 
eligibility determination guidance, and a sample eligibility form.  There are currently 34 programs funded 
by ORR which are located in 22 states throughout the U.S. For program locations see the list of grantees 
or a map of healing centers.  
 
Mental health needs are not exclusive to torture survivors. The stress and trauma associated with 
displacement can manifest in several ways.  
 
The Gulf Coast Jewish Family & Community Services National Partnership for Community Training 
provides webinars, distance learning, distance learning opportunities, consultation calls as well as written 
materials to assist local resettlement offices with better addressing the mental health needs of refugee 
clients. These resources can be found here.    

LGBTQIA+ Clients 
 
Refugees who are lesbian, gay, bisexual, transgender or intersex (LGBTQIA+) may have faced many 
challenges from the homes they have fled and be reluctant to disclose their sexual orientation or gender 
identity to affiliate staff or their own family members.   
 
It is critical that these clients are aware of support networks available to them to ensure they do not face 
isolation within their own ethnic or national communities. Heartland Alliance developed the Rainbow 
Retrospective: Reflecting on best practices and successes from the field. You can also explore resources 
available through the Organization for Refugee, Asylum and Migration (ORAM). 
When serving LBGTI clients affiliates should focus on: 
 

 Understanding Sexual Orientation and Gender Identity 
 Creating a Safe Space for LGBTQIA+ Participants 
 Direct Service Provision 
 Legal Services 
 Mental Health 
 Community Integration 

The Elderly  
 
Elderly refugees may have more limited means to become self-sufficient, especially if they are not being 
resettled with family members who can provide support. When resettling elderly refugees, affiliates should 
ensure clients have: 
 

 Access to healthcare services (SSI and Medicare) 
 Referrals to nearby ESL and citizenship classes 
 Connections to family and friends to provide support and prevent isolation 

http://www.nea.org/home/61723.htm
https://traumasensitiveschools.org/
https://www.nasponline.org/resources-and-publications/resources/school-safety-and-crisis/war-and-terrorism/supporting-refugee-students
http://www.healtorture.org/content/domestic-healing-centers
http://www.healtorture.org/content/domestic-healing-centers
https://www.acf.hhs.gov/orr/resource/services-for-survivors-of-torture-grants
http://www.healtorture.org/content/domestic-healing-centers%22%20/t%20%22_blank
https://gulfcoastjewishfamilyandcommunityservices.org/refugee/refugee-programs/national-partnership-for-community-training/https:/gulfcoastjewishfamilyandcommunityservices.org/refugee/refugee-programs/national-partnership-for-community-training/
https://www.heartlandalliance.org/international/wp-content/uploads/sites/15/2017/02/HAI-Rainbow-Retrospective.pdf
https://www.heartlandalliance.org/international/wp-content/uploads/sites/15/2017/02/HAI-Rainbow-Retrospective.pdf
http://oramrefugee.org/
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 Access to special programs or opportunities for the elderly in the community  

Emergency Assistance for Special Needs Cases 
 
CWS IRP partner denominations are no longer assigned per case, however, partner denomination 
support remains the same and partner denominations and CWS both recognize that there are instances 
when even the best efforts of affiliates cannot account for the needs of refugee clients. To serve clients in 
times of emergency and special needs, CWS and IRP Partner Denominations grant funds, subject to 
availability.  
 
Partner denominations provide emergency and special needs assistance. To request emergency and 
special needs assistance from partner denominations, please see steps in the Emergency and Special 
Assistance Form. 
 
For faith community recruitment and outreach, continue to reach out to local CWS denominational church 
partners as before, letting the local church know that you are seeking support for a CWS case and that 
you are reaching out to them as your local (UMC/UCC/PCH/ABC/CC/RCA) partner.  
  

https://cwscloud.sharepoint.com/:w:/s/affiliates/EXTynQ7w2nhHgzFyJDRJrDYBKr8B7X24AFRROAfwxBT5ww
https://cwscloud.sharepoint.com/:w:/s/affiliates/EXTynQ7w2nhHgzFyJDRJrDYBKr8B7X24AFRROAfwxBT5ww
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Chapter Nine:  Family Reunification Programs  
 
Applications and inquiries should be sent to: FamilyReunifcation@cwsglobal.org  
 
View the CWS Family Reunification Handbook for more details on each of these programs.  
 
Family Reunification Programs help to build, fortify, and empower refugee communities in the US. Many 
refugee communities have close family ties and place strong value on family relations. Giving them the 
opportunity to reunite with their families not only gives them the life-changing joy of reunification but also 
strengthens their communities as a whole. At a time when the world refugee crisis has surpassed 50 
million, family ties are important now more than ever; refugees can gain access to life-saving resettlement 
opportunities and the voices of well-established communities with displaced relatives can help advocate 
for those that are in dire need of resettlement opportunities.  

The Priority 3 Family Reunification Program   
 
The Priority-3 Family Reunification Program allows U.S. ties (who were admitted to the US as refugees or 
were granted asylum – within five years of their arrival or asylum status) to petition for immediate family 
members overseas by filing an Affidavit of Relationship (AOR) Form DS-7656 for their relatives. In FY 
2022, refugees and SIVs of all nationalities are eligible to file an AOR.  
 
To qualify for access under P-3, an applicant must be outside of his/her country of origin, have an 
Affidavit of Relationship (AOR) filed on his/her behalf by an eligible “anchor” relative in the US, and be 
cleared for onward processing by the DHS/USCIS Refugee Access Verification Unit (RAVU). The 
applicant must also be in a country where refugee processing is currently taking place and must have 
legal status in the host country in order to obtain exit permission if approved for the USRAP. Valid Proof 
of Registration varies according to the country and refugee nationality but for most countries, includes 
UNHCR registration and/or registration with the host country government.  
 
The AOR filing process includes a mandatory DNA test to establish all biological parent-child 
relationships.    

The Priority 2 Lautenberg Program  
 
The Lautenberg Amendment, enacted in 1990, deemed certain individuals from the Former Soviet Union 
and Southeast Asia eligible for refugee status if they wished to resettle to the United States.  
 
In 2004, religious minorities fleeing Iran were added to the amendment and continue to make up most 
individuals who qualify for refugee status through this program. Iranian religious minorities that fall under 
this category include Jews, Christians, Baha’is, and other groups fleeing religious persecution in Iran.  
 
Individuals who are protected by the Lautenberg amendment fall under the Priority 2 (P-2) category of 
refugee admissions as they are considered designated groups of concern.  
 
Individuals can apply to resettle in the US through the Lautenberg Amendment if they have a relative or a 
friend in the US who seeks assistance from a local affiliate of one of the 9 national resettlement agencies 
in the US to file a Refugee Information Form (RIF) or a Lautenberg Affidavit of Relationship (AOR) on 
behalf of their relative(s)/friend(s) overseas.  
 
If their application is approved, the individual(s) will be predestined to resettle with the US-based relative 
or friend to the affiliate where the AOR or RIF was filed. Refugees approved through the Lautenberg 
Amendment are processed out of the Hebrew Immigrant Aid Society (HIAS) Vienna office or through the 
International Organization for Migration (IOM) in Kyiv, Ukraine.  
 
The Lautenberg Amendment expires on a yearly basis and must be reauthorized each fiscal year by 
Congress. Applications are due to CWS HQ before September 30th of each fiscal year.  

mailto:FamilyReunifcation@cwsglobal.org
https://cwscloud.sharepoint.com/sites/affiliates/Family%20Reunification%20Resource%20Depository/Forms/AllItems.aspx?id=/sites/affiliates/Family%20Reunification%20Resource%20Depository/CWS%20Family%20Reunification%20Handbook%20%28FY%202022%29.pdf&parent=/sites/affiliates/Family%20Reunification%20Resource%20Depository


  

  

 

Central American Minors (CAM)  
 
The Central American Minors (CAM) program was established in 2014 by the Obama administration to 
provide children from Guatemala, El Salvador and Honduras who have parents or relatives with legal 
status in the U.S. with a way to apply for protective status in the U.S. from within their country of origin. 
The program was meant to offer children fleeing persecution in Central America a “safe, legal, and orderly 
alternative” to traveling to the U.S. southern border on their own or with smugglers. It was also intended 
to stem an increase in unaccompanied children arriving at the U.S.-Mexico border in the spring and 
summer of 2014.  
 
The program was terminated by the Trump administration in 2017. In March of 2021, the Biden 
administration announced that it was restarting the CAM program in two phases: the first processed 
eligible applications that were closed when the program was terminated in 2017, and the second allowed 
for new applications to be submitted for processing.  

Visa 93 / Refugee Follow-to-Join (FTJ-R) Petitions 
 
Refugees resettled in the U.S. may petition for their spouses and unmarried children under 21 by filing 
Form I-730, Refugee/Asylee Relative Petition, within two years of their arrival to the United States.  
 
Beneficiaries of Form I-730 do not need to be living outside of their country of origin and do not need to 
prove refugee status.  
 
Form I-730 may be completed by affiliates with DOJ accredited representatives or licensed attorneys. If 
they are unable, cases can be referred to other DOJ recognized organizations or licensed attorneys. The 
form is filed with USCIS via the Nebraska Service Center or Texas Service Center.  
 
The Refugee Processing Center (RPC) does not track which RAs filed I-730s, so there is not a guarantee 
the case will eventually be served by the affiliate. However, affiliates may notify CWS’ Resettlement 
Coordinator with the name, nationality and processing location of the applicants to look out for the case at 
the allocations.  
 
Note that if an individual is eligible to file both an AOR and an I-730, it’s in their best interests to do so.  
  

https://cwscloud.sharepoint.com/sites/affiliates/Family%20Reunification%20Resource%20Depository/Forms/AllItems.aspx?viewid=c5aff8cd-26c7-45fa-b1d6-645df98cd7a5&id=/sites/affiliates/Family%20Reunification%20Resource%20Depository/Central%20American%20Minors%20%28CAM%29%20Program%22%20%5Co%20%22https://cwscloud.sharepoint.com/sites/affiliates/Family%20Reunification%20Resource%20Depository/Forms/AllItems.aspx?viewid=c5aff8cd%2D26c7%2D45fa%2Db1d6%2D645df98cd7a5&id=%2Fsites%2Faffiliates%2FFamily%20Reunification%20Resource%20Depository%2FCentral%20American%20Minors%20%28CAM%29%20Program%22%20%5Ct%20%22_blank


  

  

Chapter Ten: Community Engagement 
 
CWS’ mission is to transform communities around the globe through just and sustainable response to 
hunger, poverty, displacement and disaster. Engaging with the community is an integral part of an 
affiliate’s work. Through community and ecumenical engagement affiliates provide high quality services, 
support a welcoming receiving community, and situate families for long-term integration. 
 
Common engagement opportunities for individuals and faith communities include: 
 

 Welcome Teams  
 Housing Set Up 
 Stock the Pantry / Fridge 
 English Language Partners 
 Community Interpreters 
 Office Support 
 Navigator Volunteers (ex. appointments) 
 Bus Training 
 Cultural Orientation 

Quarterly Consultations (QCs) 
 
Resettlement affiliates must conduct placement planning, reception and core service provision in close 
cooperation and coordination with state and local governments. In each placement location, the affiliate 
responsible for refugee placement must convene and conduct quarterly consultations with state and local 
government officials concerning the sponsorship process and the intended distribution of refugees in such 
localities.  
 
QC Reports must be submitted to CWS-HQ through IRIS' Quarterly Consultation Console, with the notes 
of the meetings kept on file at the local office. Please review the QC Report Guidance for additional 
information on how to file a QC Report.  
 
Attendees 
 
Quarterly Consultations (QCs), which may be held in person, via teleconference or videoconference, 
must include representatives from the below listed entities, along with any other partners the resettlement 
affiliate wishes to invite:  
 

 State Refugee Coordinator (SRC) 
 State Refugee Health Coordinator (SRHC) 
 Local governance 
 Local and/or county public health 
 Welfare and Social Services 
 Public education 
 Public safety 

 
If an affiliate is a recipient of the Preferred Communities (PC) grant, a representative of the program (i.e. 
agency director and/or other PC staff) should be in attendance at every QC per the Preferred 
Communities (PC) FY2017 Guidelines.   

Discussion Topics  
 
The below listed discussion points are required by PRM; participants are encouraged to discuss other 
relevant topics that support a strong resettlement community and community engagement. Please 
document additional discussion points in the meeting notes.  
 

 Year-to-date arrivals and projections compared to approved numbers 

https://cwscloud.sharepoint.com/sites/affiliates/Documents%20Community%20Consultations/FY%202018%20QC%20Reporting%20Guidance.pdf
https://cwscloud.sharepoint.com/sites/affiliates/Pages/communityconsultations.aspx


  

  

 Characteristics of arrivals and pipeline 
o Nationality 
o Ethnicity 
o Family Size and Composition 
o Language and Educational Background 
o Religion 
o Medical Conditions 

 Ability of stakeholders to adequately serve actual and projected caseload 
 Aspects of refugee's integration into civic life  
 Implementation of a community strategy to support refugee integration 

 
Beneficiary Feedback 
 
CWS requires affiliates report on beneficiary feedback collected in the previous quarter within their QC 
Report. This includes feedback collected from clients and/or partner organizations, volunteers and 
stakeholders. Affiliates collect this in different ways, including formal meetings to solicit feedback, 
surveys, feedback-email boxes, home visit questionnaires, and informally throughout service provision. It 
is important that the feedback collected by affiliates is analyzed to inform services and staff, with the goal 
of improving the standards of service.  
 

 Some affiliates designated suggestions/comments box in their waiting area for public feedback. 
 Some affiliates created online surveys to solicit feedback. 
 Some affiliates created women-only sub-working groups during Quarterly Consultations 

meetings. 
 Some affiliates have developed a monitoring home visit questionnaire to get feedback on services 

and resettlement experiences of their clients.   
 
Community Strategy to Support Refugee Integration 

 
Beginning in FY 2018, PRM required affiliates to develop and document a ‘community strategy to support 
refugee integration’ as part of their QC. Affiliates may use the Community Strategy to Support Refugee 
Integration Tool to assist consultation participants in developing this strategy, which should include 
current and future goals, activities, and initiatives to ensure that newcomers are welcomed and supported 
by their new communities and have avenues for active participation in their community over time.  
 
Progress on the community strategy must be reported on each quarter within the QC Report.  
 
Housing and Private Resource Development  
  
In FY 2022, PRM requires resettlement agencies report out on the private resources that are serving the 
APA and R&P programs as well as the creative housing solutions that are increasing housing options for 
newcomers.   
  
Housing Solutions   
  
If your site used innovative housing solutions to find clients temporary or long-term housing, please 
provide a summary of this within the Housing & Private Resource Development text box. We recommend 
noting what type of temporary housing was used (ex. Airbnbs, Extended Stay Hotels, church camps etc); 
whether new housing partnerships were utilized (ex. the USDA Rural Housing Opportunities); and any 
specific solutions that increased housing opportunities for newcomers.    
  
National and Local Private Resource Development or Private Sector Partnerships  
   
If your site received funds or resources to directly support the APA and/or R&P program in the last 
quarter, please note a summary of these resources here. We recommend providing an estimated total 

https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=FDxS86LJgP%2fFjIrZ0ebaMrrjALcvAPi%2bYAw9tt%2bZdqY%3d&docid=2_195b959acf4794ac795523b33e3cc9b52&rev=1
https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=FDxS86LJgP%2fFjIrZ0ebaMrrjALcvAPi%2bYAw9tt%2bZdqY%3d&docid=2_195b959acf4794ac795523b33e3cc9b52&rev=1
https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/WopiFrame.aspx?sourcedoc=%7BCDE88BD2-076D-4EC1-93EA-59A92854A78C%7D&file=QC%20Reporting%20Form.xlsx&action=default


  

  

amount of funds received in the past quarter and a summary of needs this funding/resources were 
intended to cover.   
  
Note that CWS will request additional data points each quarter to ensure we provide PRM with the 
requested information:  

 
 Private cash contributions per capita to support R&P   
 Private in-kind contributions per capita to support R&P   

Community Support 
 
When refugees arrive to the U.S. they are supported by an affiliate that will support them with funding 
from the federal government that is equivalent to only $1,225 per person. This amount is expected to 
cover their rent, utilities, transportation, food, and other expenses during their first 90 days in the country.  
 
This limited support is supplemented by community members who volunteer and organize to help 
refugees acclimate to life in a new country.  
 
Support Models 
 
Working in partnership with local communities CWS provides clients with resources, referrals, education, 
and guidance to ensure their successful and self-sufficient lives in the US.   
 
CWS offices throughout the country organize community support for refugees by connecting clients with 
Co-Sponsors, Welcome Teams, Volunteers and Mentors.  
 
There are many different models of support throughout the CWS network, however, all are expected to 
enter a formal relationship with clear expectations on the roles and responsibilities they will have with our 
clients.  
 
Across the network these groups are offering a variety of services that can range from pre-arrival support 
(housing set-ups) to ongoing mentorship. Co-sponsors and Welcome Teams are not required to provide a 
specific set of services, the services and support are determined between the local affiliate and the group 
during the orientation. 
 

Client(s)

Affiliate

Co-Sponsor 
or Welcome 

Team

Local 
Community 

Partners

Local 
Community 
Members

Individual 
Volunteer or 

Mentor



  

  

 
Co-Sponsors, Support Teams, Community Partners 
 
The terms "Co-Sponsor,” “Community Partner” and “Support Teams” are often used interchangeably and 
it is usually a matter of preference. However, it is important to note that PRM defines these terms in the 
R&P Cooperative Agreement as: 
 
“Community Sponsorship” is an umbrella term to describe different models of resettlement whereby 
certain refugees are paired with community groups that commit to provide clearly defined in-kind and/or 
financial contributions as well as volunteer services to support the welcome and integration of refugees in 
a local community. These can be formed from a range of community groups such as local clubs, 
university communities, faith-based institutions or community groups, sports teams, book clubs, etc. Co-
sponsors and support teams are forms of community sponsorship.” 
 

 “Co-sponsor” refers to a community group that has accepted, in a non-legally binding written 
agreement with a local affiliate, the responsibility to provide or ensure the provision of, the 
majority or all of R&P services in partnership with a local affiliate. Co-sponsors are overseen by 
the local affiliate.  
 

 “Support team” refers to a community group that has committed to providing less than a 
majority of R&P services to certain program beneficiaries in partnership with the local affiliate. 
Because, in most cases, support teams are not assuming as much responsibility as co-sponsors 
they are not required to sign a written agreement.  Like co-sponsor groups, they are overseen by 
the local affiliate.” 
 

 “Community partner” refers to a community group or organization, which has accepted in a 
written agreement with the Recipient the responsibility to provide, or ensure provision of, all R&P 
services to refugees under remote placement. It is not required that a community partner be a 
501c3 nonprofit organization, but it must be able to assume full responsibility for resettlement of 
its caseload.  Community partners are overseen by the Recipient and cases are allocated and 

Community Members Supporting the Welcome and Resettlement of Newcomers  

Formal partnerships may include, but are not limited to: 
Official Co-Sponsors, Unofficial Co-Sponsors or Welcome Teams, and Individual Volunteers and Mentors

Pre-Arrival

Fundraising

Donations

Home Set Up

Stock the 
Pantry / Fridge

Arrival

Airport Pick-up

Welcome Meal

Mentorship

Employment 
Support 

English 
Language 
Learning
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Transition 
Support

Community 
Guide

Empowerment 
to use Public 

Transportation

Case Management 
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Transportation

School 
Enrollment

Medical 
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Advocacy
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assured directly to them in the same way that resettlement affiliates receive cases. Individuals 
may not serve as community partners.” 

 
In practice, these are established community groups, that can be comprised of a small group of 
individuals, a church congregation or community group who have come together to support refugee(s) in 
their community through an official partnership with the local resettlement office. They differ from 
volunteers and mentors in that they will always be agreeing in writing that they accept responsibility for 
performing certain services required in this agreement.  
 
Any local co-sponsor that is delegated core services  for a case assured to a CWS affiliate must be 
located within the affiliate's approved area of geographic responsibility (within 100 miles for cases with or 
within U.S. ties). When the affiliate has an agreement with a co-sponsor or welcome team to provide 
material needs support or core services, the affiliate remain responsible for ensuring these services are 
provided. 
 
Remote Placement  
 
In FY 2022, CWS is approved to resettle newcomers through a Remote Placement Program  
 
“Remote placement” occurs when an approved Recipient allocates and assures certain cases located 
outside the 100-mile placement radius to approved remote placement community partners, who provide 
or ensure the provision of all R&P services.”   
 
Reporting on Co-Sponsorship and Volunteer Support  

 
Starting in FY 2019, CWS set a goal of having every R&P case being supported by the community 
(welcome teams, co-sponsors, mentors/volunteers). To ensure that all the ways in which affiliates are 
connecting each case to a community partner, CWS-HQ requires affiliates track how each case was 
supported in their Community Support Report (noting type of partner, services provided, and funds 
raised). 
 
If a case is connected to an "official co-sponsor" (as defined by the CA), they must be entered into IRIS at 
time of assurance or within 30 days of arrival. If a case is connected with an official co-sponsor more than 
within 30 days after arrival, e-mail Assurances@cwsglobal.org with the case number and confirm that you 
have added the co-sponsor in IRIS, the assurance will be amended so that the record is on file with PRM. 

 
Case notes should contain evidence of orientation and training for all Co-Sponsors and Welcome Teams 
connected to clients. 
 
For effective engagement that most benefits our clients and community, and per Cooperative Agreement 
requirements, affiliates should conduct volunteer and welcome team training. Welcome Team training 
should be documented as a case note for the case they will be supporting. 
 
These groups must sign a Faith and Community Group Commitment Form, which affiliates must retain in 
the case file and record in case notes. Note that case notes must contain evidence of welcome team 
orientation and training. Documentation of welcome teams helps us communicate community support to 
the community, external funders, and partnering denominations. 
 
  

mailto:Assurances@cwsglobal.org
https://cwscloud.sharepoint.com/sites/affiliates/Case%20File%20Forms/Faith%20and%20Community%20Committment%20Form%20%28FY%202019%29.xlsx?d=w0f5f13cea7b241c3bc44b95295108126


  

  

Member Communions  
 
CWS is comprised of 37 member communions, churches representing many protestant denominations. 
Seven of these member communions specifically support refugee resettlement as Immigration and 
Refugee Program Partner Denominations.  
 
These include the American Baptist Church, Christian Church (Disciples of Christ), Presbyterian Church 
USA, United Methodist Church, and the United Church of Christ.  
 
Founded on the basis of partnership and collaboration, CWS strives to work in partnership with faith 
communities of any faith tradition as well as any individuals, universities, and community organizations 
that share in CWS’ mission. 

Advocacy  
 
It is more important than ever for CWS to build relationships with national, state and local policy makers 
and ensure they understand the importance of refugee resettlement. When policy makers know that their 
constituents care about refugees, they will increasingly vote to support refugee resettlement. 
 
The CWS Advocacy Team approach includes policy analysis, grassroots organizing, and media outreach, 
all aimed to lift the voices of refugees and welcoming community members in order to impact public 
policies that impact the lives of refugees, immigrants, and welcoming communities. 
 
Each CWS office and affiliate has been engaged in advocacy to varying degrees, and now is an 
opportunity for all CWS offices and affiliates to deepen their relationship with the CWS Advocacy Team. 
By inviting a current staff person, intern, volunteer, or board member to serve as an Advocacy Liaison, 
each affiliate can enhance their capacity to be engaged in efforts that are important to their communities.  
 
Partnerships between Advocacy Liaisons and the CWS Advocacy Team help ensure that our collective 
advocacy reflects the needs of our local work, engages refugees and local supporters, and energizes 
staff across the network.  
 

 Participate in conference calls with the CWS Advocacy Team & other Advocacy Liaisons  
 Join bi-monthly Refugee Council USA Advocacy calls  
 Join monthly Interfaith Immigration Coalition calls (dates TBA) 
 Attend meetings of other relevant local advocacy groups 
 Update your office staff about advocacy efforts, resources and opportunities for involvement 
 Work with a team of refugees, staff, volunteers, faith leaders and other supporters to regularly 

meet, discuss advocacy ideas, and divide outreach tasks, such as setting up meetings with policy 
makers 

 Alongside your team, organize meetings with key national, state and local policy makers  
 
To become an Advocacy Liaison e-mail Meredith Owen (MOwen@cwsglobal.org). 

Accountability to Affected Populations (AAP) & Beneficiary Feedback  
 
As a humanitarian organization, CWS seeks to ensure that it is accountable to the individuals who 
participate in and benefit from its program activities.  
 
The Accountability to Affected Populations (AAP) framework is a component of an ongoing effort within 
CWS to strengthen its accountability to affected populations, which outlines practices and procedures to 
improve the quality and quantity of beneficiary feedback within CWS program activities; and to guide 
CWS partner organizations, especially those receiving funding from CWS, in establishing or enhancing 
mechanisms that fulfill this objective.  
 

https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=I%2fK1L7XeYSJZa%2bSj3%2bk8K4cuHXmw9m04dF8pY5cS2Ow%3d&docid=2_132ea2401517e483b8842e93d89d7db2e&rev=1
https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=hqdnLB%2bxaoeEcBv75J9XPRubkPZUAO3YoO%2fu26xGqJw%3d&docid=2_14d20e4ceef5b4e38a3ebea386cd64991&rev=1


  

  

While full implementation of this guidance is a process that will need to be undertaken progressively, 
specific CWS commitments have been identified to strengthen its practices on AAP within the next fiscal 
year.  
 
It is a requirement of the R&P Cooperative Agreement that each affiliate have and implement AAP 
Framework. CWS affiliates are required to report to CWS HQ on a quarterly basis (via the QC Report) 
how they solicit beneficiary feedback from R&P clients and summarize the feedback they’ve received in 
the most recent quarter of the fiscal year.  
 
Resources: 
 

 CWS Orientation Guide for Faith Communities  
 CWS Needed Donations Template  

  

https://cwscloud.sharepoint.com/sites/affiliates/Community%20Engagement/CWS%20Orientation%20Guide%20for%20Faith%20Communities.pdf
https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/WopiFrame.aspx?sourcedoc=%7B44DF60CB-5310-4A4F-860C-4D83974D033C%7D&file=Accepted%20Donations%20Sample.docx&action=default


  

  

Chapter Eleven: Financial Tracking and Budgets 
 
In FY 2021, affiliates are provided with a fixed per capita grant of $2,275 per refugee they serve.  
 
Affiliates must have policies on Per Capita Funds Disbursement inclusive of Pocket Money Disbursement, 
and Flex Funds that explain the distribution of these funds, which must be shared and kept on file at 
CWS-HQ.   

Per Capita Funding 
 
RAs must provide a minimum of $1,225.00 per refugee to the affiliate to which the refugee is assured to, 
and it is to be used to cover payments made by the affiliate to or on behalf of individual refugees for cash 
disbursement or for material goods, as needed to meet the requirements of the program. 
 
Resettlement affiliates are required to provide each refugee (or spend on his / her behalf) a minimum 
amount of direct assistance ($1,025.00).  
 
Per capita funds designated for payment to or on behalf of each refugee (at least $1,025.00 per capita) 
may be used only to cover direct payments to or on behalf of each refugee and must be expended by the 
end of their R&P period (within 90 days of arrival).  

Flex Funds 
 
The remaining funds (up to $200 of the $1,225.00) may be spent on behalf of other vulnerable refugees 
assigned to the same affiliate who have unmet needs during their R&P period.  
 
Up to $200 per capita of funds that are designated for payment to or on behalf of refugees may be used 
only to cover direct payments to or on behalf of any refugee placed at the affiliate. 
 
Any unexpended per capita funds designated for affiliates’ expenses may be used to continue authorized 
basic needs support and core services beyond the R&P period.  
 
Each office should have a developed policy for how to utilize available flex funds effectively and equitably 
over the course of the fiscal year. Depending on the office circumstances, flex funds could be used in a 
variety of ways. For example, smaller family sizes often require more initial R&P funds to pay for initial 
resettlement expenses like rent, deposits, furniture, etc. If these certain family sizes tend to require more 
than the allotted $1,025.00 per capita R&P funds, a policy of budgeting the full $1,225.00.00 may be 
implemented.  
 
Another strategy could be to use flex funds for refugee clients who may need additional emergency 
assistance within their R&P period. There are numerous ways to utilize the flex funds and you should be 
sure to understand what your office’s flex fund policy is.  
 
Additionally, when flex funds are used for a refugee client, it should be documented either in the case 
notes or financial documents the reason for using flex funds and how it fits into your offices flex fund 
policy.  

Additional Direct Assistance  
 
In FY 2022, sites are allocated a sum of funds to use for their clients’ significant unmet needs. This 
assistance should only be provided to the most vulnerable refugees that have significant unmet housing 
needs in paying rent and other associated housing costs and/or would otherwise not have access to 
necessary technology and/or do not have access to sufficient food items during their R&P period. 
 
These funds must be disbursed in accordance with CWS’ Additional Direct Assistance Policy.  



  

  

PRM requires this funding be tracked on a case by case basis and CWS requires sites report this back to 
CWS-HQ on a monthly basis to request reimbursement of the disbursements.  
 
This funding should be tracked in IRIS as “flex funds” as they are additional and need to be documented 
within the clients’ R&P Period Report.  

Direct Assistance Only Policy  
 
The FY 2022 R&P Cooperative Agreement states:  
 

The Recipient may choose to develop a policy to allow certain refugees to forgo some or all 
components of the R&P Program, and instead receive only the direct assistance portion of the 
R&P per capita.  Such a policy must include a clear delineation of how an affiliate, or a 
community partner will determine which refugees would be eligible for this cash-based model 
(e.g. refugees with established U.S. ties and few or no service or support needs).  Eligibility must 
be based on a documented assessment of individual needs for each member of the case and 
should not be based on affiliate administrative constraints.  Participation in this model if an 
affiliate, or a community partner where relevant chooses to make use of it, should be offered only 
to those who meet established eligibility criteria.  Case files should demonstrate a clear and 
individualized assessment of each case member prior to offering this option to the refugee(s) and 
demonstrate that each adult provided informed consent in writing after receiving counseling from 
the affiliate. 

 
CWS will develop this policy and share it with the network shortly.  

Creating a Budget for R&P Clients  
 
The cost of living in the United States varies greatly from place to place, which is why finding a job as 
soon as possible is very important for all adults who are able to work.  
 
Affiliates must complete an Earnings and Expenses Form with clients to reinforce their understanding of 
their monthly earnings and expenses and to reinforce the importance of budgeting. It is recommended that 
this form is reviewed with all adult clients at the end of their R&P period to ensure that all adult members of 
the case have a firm understanding of their monthly income and expenses and are able to successfully 
create budgets after their service period ends.  
 
Financial Literacy Resources: 
  

 How To Fill Out A Personal Check 
 How To Purchase And Fill Out A Money Order  

Financial Assistance (TANF, SNAP, etc.) 
 
All refugees as well as other eligible populations (Afghan and Iraqi SIV’s, persons granted asylum, 
Cuban-Haitian Entrants) are eligible for various types of federally funded public benefits.  
 
Depending on the state, family size and family income, eligible populations may apply and receive 
Temporary Assistance for Needy Families (TANF), Refugee Cash Assistance (RCA) and/or Supplemental 
Nutrition Assistance Program (SNAP, commonly known as Food Stamps).  
 
TANF and RCA programs are cash assistance programs meant to assist clients with payment of basic 
necessities, including rent, phone, and hygiene, among other things.  
 
Unless your state refugee program is administered through the Wilson-Fish Program, eligible clients will 
likely apply for these benefits through a local county social services or welfare office.  
 

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BCB13CF92-531A-48BA-A7AD-045F3E129F4F%7D&file=Earnings%20and%20Expenses%20Form%20.xlsx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:b:/s/affiliates/EUj3uw0vG1pGnvnmadmGSJ8BCeuvFtGwqxsG0Es3moZzAA
https://cwscloud.sharepoint.com/:b:/s/affiliates/EU-8xZhtuEVKgHnDm6NzgIwBjd4lbACoAzPDGvwr6x2HDg


  

  

Wilson-Fish TANF and RCA programs will also have an employment component run either by the county 
agency or a contracted private non-profit partner to assist in job training and employment search.  
 
Cash assistance payment amounts can vary from state to state. SNAP benefits (or Food Stamps) are 
meant only for food items. Please see below items eligible and ineligible for purchase with SNAP benefits.  
 
Households can use SNAP benefits to purchase foods for the household to eat, such as:   
 

 Breads and Cereals;   
 Fruits and Vegetables;   
 Meats, Fish and Poultry; and    
 Dairy Products 
 Seeds and plants which produce food for the household to eat 

 
In some areas, restaurants and farmers markets can be authorized to accept SNAP benefits from 
qualified homeless, elderly, or disabled people in exchange for low-cost meals. 
 
Households cannot use SNAP benefits to purchase: 
 

× Beer, wine, liquor, cigarettes or tobacco 
× Nonfood items, such as pet food, soap, paper products, household supplies, vitamins and 

medicines 
× Food that will be eaten in the store 
× Hot foods 

  



  

  

Chapter Twelve: Afghan Placement and Assistance (APA) Program 
 
The purpose of the Afghan Placement and Assistance (APA) Program is intended to provide initial 
relocation support services for Afghans who receive Humanitarian Parole status into the United States. In 
previous years, displaced Afghans have been welcomed into the US after being classified as refugees 
and referred for resettlement by the UNHCR. This process typically takes years of planning and 
preparation before an Afghan refugee arrives in their new country. When the Taliban regained control of 
Afghanistan in August 2021, however, many Afghans needed to be evacuated quickly and could not go 
through the traditional resettlement process. These Afghans were instead welcomed into the US under 
Humanitarian Parole status, and are the clients served by the recently formed APA Program. 
 
Afghan Humanitarian Parole allows temporary lawful presence in the United States but is not a lawful 
immigration status and does not provide a pathway to lawful immigration status.  
 
Conditions of parole must be met for all individuals granted Afghan Humanitarian Parole including:  
 

� Complete of a medical screening or vaccinations  
� Notify USCIS within 10 days of a change of address by completing the AR-11 form 
� Remain in the United States. If the beneficiary leaves the United States, their parole will end once 

they depart. If the beneficiary wishes to travel abroad and then return to the United States as a 
parolee, they may file a separate application on a new Form 1-131 for advance parole before 
traveling abroad 

� Adjust status to remain legally present in the United States prior to the authorized period of parole 
in the United States ends  

 
The APA program is expected to serve over 65,000 Afghans across the United States. The CWS network 
of resettlement sites, community partners and institution partners expects to serve 8,500 of these 
individuals.  

APA Per Capita and APA Additional Direct Assistance  
 
APA clients are each allocated $1,225.00 to assist them in their relocation process. This per capita 
amount is managed by the resettlement site or community partner assured their case. Typically, it is used 
by the affiliate or partner to arrange for housing, groceries, and other material needs that the client(s) will 
need during their initial resettlement period.  
 
At least $1,025 of this funding must be spent on behalf of the client to which it has been allocated. This 
must be spent during the service delivery period of 90 days. Though the full $1,225 may be spent on the 
same client, up to $200 of the per capita amount may be spent on other APA program beneficiaries 
assigned to the same affiliate or community partner who have unmet needs during their service delivery 
period. This is referred to as Flex Funds and each affiliate is required to have a Flex Funds policy to 
outline disbursement of the APA per capita, including the minimum amount that must be disbursed 
($1,025 and if other APA clients may access the pool of Flex Funds). 
 
In addition to the per capita that is used on expenses for the client, affiliates and community partners will 
also receive an additional $1,050 per client that they may use to partially cover the expenses of providing 
APA services. No more than $1,050 may be used for these expenses; however, if the full $1,050 is not 
used, the remaining funds may be used to supplement the client’s per capita amount.  
 
Note that APA Institutional Partners do not receive the administrative portion of the APA per capita.  

APA Additional Direct Assistance 
 
At times, the per capita amount is not sufficient to cover necessary expenses of housing, technology 
access and nutritional assistance. In these cases, APA Additional Direct Assistance may be used as an 
additional resource for unmet housing, technology and nutritional needs. Expenses that may be covered 



  

  

by this additional direct assistance include: 
 

� Rent, deposit, and other associated housing costs 
� Utility bills 
� One-time internet connectivity costs 
� Pre-payment of monthly wifi or a household data plan 
� A personal computer or tablet for each school-aged child participating in remote learning 
� A shared personal computer, tablet, and/or smartphone for the adults of the household  
� Food and/or nutritional resources 

 
This assistance should only be provided to the most vulnerable program beneficiaries who have 
significant unmet housing needs, would otherwise not have access to necessary technology or have 
significant unmet nutritional needs during their APA service period. This assistance should focus on these 
unmet needs and should not duplicate programs available under other sources of Federal funding. It 
should only be provided to Afghans with Humanitarian Parole status who are actively participating in APA 
program activities, or have documented extenuating circumstances that prevent them from actively 
participating. Importantly, APA Additional Direct Assistance should be administered in a way that does not 
negatively impact a client’s eligibility for other programs and benefits. Please see the CWS APA Direct 
Assistance Policy and SOP for eligibility criteria and further details. 

APA Direct Assistance Only 
 
Due to the significant volume of APA arrivals within a short period of time, resettlement sites may be 
unable to provide all components of the APA program to all clients who are assured to that affiliate. If an 
affiliate determines that there is a client(s) who does not require or want to receive all components of the 
APA program they should determine whether disbursing the full per capita to the client(s) is in the best 
interest of this client(s).  
 
Eligibility for an individuals to receive the full APA per capita of the APA program and forgo the provision 
of some or all  components of the APA program includes:  
 

 The APA case must be assured to the affiliate and within its APA program period 
 The APA client’s basic needs must be assessed to determine if any services or referrals are 

needed to ensure the client’s basic needs (food, housing and health) and that the client(s) is able 
to purchase and/or receive food without additional support from the affiliate, the client(s) has 
access to, at minimum, temporary housing throughout the duration of the APA period and the 
client(s) do not require assistance from the affiliate to access healthcare services 

 
Any client(s) who are determined eligible to receive their full APA per capita and forgo some or all 
components of the APA program must sign the APA Direct Assistance Waiver and the APA Direct 
Assistance Waiver must be maintained in the client’s case file. The case note log should detail the date 
counseling and disbursement took place and the APA Financial Ledger should show full disbursement of 
the APA per capita.  

APA Services  
 
When an APA case is assigned to a CWS affiliate, institutional partner, or community partner, that affiliate 
or partner is responsible for providing resettlement services during the 30 to 90-day service period. In 
addition to ensuring that APA clients are connected to eligible services and oriented to their new 
communities, affiliates and partners must also ensure that every client receives the following relocation 
support services: 
 

• Pre-arrival planning 
• Reception at the airport 
• Provision of material needs, including: 

https://cwscloud.sharepoint.com/:w:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B3ADA0CC9-6F05-41E9-AFC0-E0D8859B0EA8%7D&file=CWS%20APA%20Direct%20Assistance%20Policy%20and%20SOP%20-%20Updated.docx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/:w:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7B3ADA0CC9-6F05-41E9-AFC0-E0D8859B0EA8%7D&file=CWS%20APA%20Direct%20Assistance%20Policy%20and%20SOP%20-%20Updated.docx&action=default&mobileredirect=true
https://cwscloud.sharepoint.com/sites/affiliates/Afghan%20Placement%20and%20Assistance%20Program/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FAfghan%20Placement%20and%20Assistance%20Program%2FAPA%20Direct%20Assistance%20Only%2FCWS%20APADirect%20Assistance%20Only%20Policy%2Epdf&parent=%2Fsites%2Faffiliates%2FAfghan%20Placement%20and%20Assistance%20Program%2FAPA%20Direct%20Assistance%20Only


  

  

o Safe, sanitary, and affordable housing (ideally available for at least 6-12 months post-
placement) 

o Basic household items and furnishings (e.g. beds, table, appliances) 
o Food and food allowances, including a culturally appropriate meal ready upon arrival 
o Seasonally appropriate clothing 

• Assistance with: 
o Applying for social security cards and other social services 
o Accessing physical and mental healthcare, including initial health screenings 
o Enrolling in English language instruction 
o Enrolling in employment services 
o Enrolling in Selective Service, as applicable 
o Registering children in school 
o Accessing immigration services 
o Transportation 

• At least two home visits by CWS staff, in-person or virtual, within the first 30 days post-placement 
• Basic cultural orientation, with necessary interpretation services 

APA Documentation Requirements  
 
For Afghan newcomers, there are different documents that can be used to enroll/accept a case for APA 
and ORR services. These are the following documentation requirements for the refugee resettlement 
programming: 
 

Applicant Documentation 

Afghan Special Immigrant Parolee (Principal 
Applicant, Spouse of Principal Applicant, or 
Child of Principal Applicant) 

Form I-94 noting SI or SQ Parole (per section 602(B)(1) 
AAPA/Sec 1059(a) NDAA 2006) 

Afghan Special Immigrant (SI) Conditional 
Permanent Resident (CPR) (Principal Applicant, 
Spouse of Principal Applicant, or Child of 
Principal Applicant) 

Foreign passport with DHS/CBP admission stamp noting that 
the individual has been classified under IV (immigrant visa) 
Category CQ1, CQ2 or CQ3 
Or 
DHS Form I-551 (“green card”) with an IV (immigrant visa) code 
for category CQ1, CQ2 or CQ3 
Or 
DHS/CBP temporary Form I-551 Alien Documentation 
Identification and Telecommunication (ADIT) stamp 
Or 
DHS/USCIS temporary Form I-551 Alien Documentation 
Identification and Telecommunication (ADIT) stamp 

Afghan Humanitarian Parolee  Form I-94 noting Humanitarian Parole (per INA section 
212(d)(5)(A) 
Or 
Foreign passport with DHS/CBP admission stamp noting 
Operation Allies Refuge or “OAR” 
Or 
Foreign passport with DHS/CBP admission stamp noting 
Operation Allies Welcome or “OAW” 
Or 
Foreign passport with DHS/CBP admission stamp noting “DT 

Afghan Special Immigrant (Principal Applicant, 
Spouse of Principal Applicant, or Child of 
Principal Applicant) 

DHS/CBP temporary Form I-551 Alien Documentation 
Identification and Telecommunication (ADIT) stamp 
Or 
DHS/USCIS temporary Form I-551 Alien Documentation 
Identification and Telecommunication (ADIT) stamp 



  

  

These would be the eligible categories, in addition to Afghan Special Immigrant Visa recipients, refugees, 
and asylees. Anyone in the family or that traveled with the APA case, who does not fall under any of the 
listed eligible categories is not eligible for APA or ORR services. 

APA Documentation  
 
I-94  
 
The I-94 is an arrival record that is maintained by Customs and Border Protection (CBP) for all 
nonimmigrant aliens that enter the United States. The I-94 shows the terms of Afghan parolees’ 
admission, including their legal status.  
 
The I-94 form is required for Afghan APA clients to sign up for Social Security and other benefits. If there 
is an error on the I-94, it must be fixed by CBP before the I-94 form can be generated for the client.  
 
Please see the Documentation Delays and Inquiries document for further details on reporting errors. 
 
The I-94 form can be accessed through the CBP/DHS website for each individual within a case. In order 
to search for the information, you will need the following information: 
 

� First (Given Name) 
� Last (Family) Name/Surname 
� Birth Date (dd/month/yyyy) 
� Document Number (Passport or Alien Number) 
� Country of Citizenship 

 
CBP One Mobile App 
 
The CBP One Mobile App is another method to retrieve I-94s for Afghan clients. The app is available for 
clients between the ages of 14 - 79 to utilize an optional feature using facial matching technology. 
Instructions on using the CBP One Mobile App can be found on CWS Home.  
 
Social Security and EAD Cards 
 
Employment Authorization Documents (EADs) are provided by USCIS to prove that an individual is legally 
allowed to work in the United States. At the beginning of Operation Allies Welcome (OAW), APA clients’ 
EAD cards were being sent to IOM’s Washington DC office and then being forwarded onto the local 
resettlement office that was assured a client’s case. In November 2021, this process changed and clients 
began receiving EAD cards prior to departure. 
 
Social Security Cards were applied for, alongside the I-765 form to apply for an individual’s EAD card, 
while on safe havens across the United States. At the beginning of Operation Allies Welcome (OAW), 
APA clients’ SS cards were being sent to IOM’s Washington DC office and then being forwarded onto the 
local resettlement office that had assured a clients’ case. In November 2021, this process changed and 
clients began receiving their SS card prior to departure.  
 
Please view the Reporting Documentation Delays or Inquiries documentation for guidance on correcting 
typographical errors found on an EAD and/or SS card, checking on the status of an EAD or SS card and 
more.  
 
  

https://cwscloud.sharepoint.com/:w:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BE9BA7873-C3B9-4B20-9793-4AD96DBD1854%7D&file=Reporting%20Documentation%20Delays%20or%20Inconsistencies.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://i94.cbp.dhs.gov/I94/#/home
https://cwscloud.sharepoint.com/sites/affiliates/Reporting%20Delays/Forms/AllItems.aspx?id=%2Fsites%2Faffiliates%2FReporting%20Delays%2FCBP%20One%20I-94%20Retrieval%20Guidance.pdf&parent=%2Fsites%2Faffiliates%2FReporting%20Delays
https://www.uscis.gov/green-card/green-card-processes-and-procedures/employment-authorization-document
https://cwscloud.sharepoint.com/:w:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BE9BA7873-C3B9-4B20-9793-4AD96DBD1854%7D&file=Reporting%20Documentation%20Delays%20or%20Inconsistencies.docx&action=default&mobileredirect=true&DefaultItemOpen=1


  

  

Required Documentation in Casefile 
 
Alongside the documentation required for eligibility to APA services, copies of required documentation 
should be placed within the casefile for all individuals within the case. Listed are the copies of required 
documentation that should be in the casefile: 
 

� Copies of the I-94 for each client/copy of accepted documentation (passports and/or DHS 
Temporary Form I-551)   

� Copies of Social Security cards/copy of completed application for SS card 
� Copies of EAD cards 

� Copy of completed AR-11 Change of Address form 

Transfer Policy 
 
A transfer is when a case is reassigned from one affiliate to another or from one Resettlement Agency to 
another. All transfers must go through CWS HQ. When requesting a transfer, the affiliate should include 
the following information:  
 

� Hummingbird Case Number (HB-XXXXXX) 
� The reason for the transfer request 

 
Pre-Arrival Transfers 
 
A pre-arrival transfer is a transfer of a case that has been allocated but not yet arrived to an affiliate that 
has assured the case. If a case has not yet been allocated a pre-arrival transfer is not possible, however 
a request can be made to receive a specific APA case that is available for allocation. Whenever possible, 
pre-arrival transfers should take place before an APA case is booked for travel.  
 
Post-Arrival Transfers 
 
A post-arrival transfer is a transfer of a case that has arrived to the affiliate that has assured the case. 
There are two types of post-arrival transfers for APA cases:  
 

• External Transfers (RA to RA) - cases that arrived to another Resettled Agency 
• Internal Transfers (Within CWS Network) - cases that arrived to another CWS Affiliate or CWS 

Local Office 
 
All Resettlement Agencies have agreed to limit post-arrival transfers for APA to only extenuating 
circumstances. All post-arrival transfers should be submitted to CWS HQ via the APA mailbox at 
afghanplacementassistance@cwsglobal.org for review.  
 
During a Post-Arrival Transfer, the “gaining” affiliate will receive credit in their arrival numbers for all post-
arrival transfers and receive the full APA per capita. The “gaining” affiliate is responsible to reimburse the 
“sending” affiliate for any APA per capita funds spent on behalf of the APA client or disbursed to the APA 
client. Any administrative APA per capita funds spent by the “sending” affiliate will not be reimbursed. 
Both affiliates must agree on the reimbursement at the time of the post-arrival transfer. The APA per 
capita can be used if the  client will need to travel from one location to another, however both affiliates 
must agree on the total costs of travel and that distributing APA per capita funds for travel costs will not 
be a hindrance to the “gaining” affiliate.  

APA Walk-Ins 
 
Individuals on safe havens across the United States have the option to self-travel off of a U.S. Military 
Base and not travel via IOM to their final destination. Individuals who chose to go this route are called 
Independent Departures. Independent Departures granted Afghan Humanitarian Parole and who arrived 

mailto:afghanplacementassistance@cwsglobal.org


  

  

to the United States on or after August 15, 20221 are eligible to request APA services as an APA Walk-In 
at any point before September 30, 2022.  
 
Affiliates with capacity to process Independent Departures that self-travel to their affiliate and request 
APA services as an APA Walk-In must submit the CWS APA Walk-In Request Form to CWS HQ via the 
APA Walk-In mailbox at apawalkins@cwsglobal.org. CWS HQ will review the APA Walk-In Request and 
submit to PRM and inform the affiliate when the case is approved for APA services. The date of approval 
for APA services is also the date of assurance and the date of arrival and initiates the APA 30 to 90-day 
service period 

Legal Services  
 
Consultations can be provided to Afghan newcomers to assist in understanding their immigration options 
as they transition to more permanent immigration status. Under APA, legal services/fees cannot be 
covered if the U.S. is a party within the proceedings. 
 
Pathways for Afghan Humanitarian Parolees 
 
There are different pathways for Afghan Humanitarian Parolees to adjust their status when approaching 
the end date of their parole status. The best pathway for a Humanitarian Parole may differ depending on 
the status of the members within the family or whether they are a single individual. 
 

 Asylum 
 
Applying for Asylum may be the main route for many Humanitarian Parolees. To apply for 
asylum, file a Form I-589, the Application for Asylum and for Withholding of Removal. This form 
must be filed within one year of the parole’s arrival to the United States. There is no fee to apply 
for asylum. Instructions to filling out the application is provided in the link above by USCIS.  
 
The asylum application may include spouse and children who are in the United States at the time 
the application is filed. For children included on the application, the child must be under 21 and 
unmarried.  
 
To check on a pending asylum application, using the receipt number mailed after the filing the 
application can be checked online at: uscis.gov/casestatus. 
 

 Green Card 
 
If a Humanitarian Parole is relative to a U.S. citizen or lawful permanent resident (LPR), file a 
Form I-130, Petition for Alien Relative. This application would need to be approved and a visa 
available to file Form-I-485, Application to Register Permanent Residence or Adjust Status. 

 
Special Immigrant Visa (SIV) Holders are eligible to apply for a Green Card. Form I-360, Petition 
for Amerasian, Widow(er), or Special Immigrant must be approved to complete Form I-480, 
Application to Register Permanent Residence or Adjust Status. 

 
Pathways for Special Immigrant (SQ & SI) 
 

 SQ/SI Parolees with Conditional Permanent Resident(CPR) will become Lawful Permanent 
Resident once DHS removes the conditions on their LPR admission. SAVE by USCIS 
can  provide an initial verification response of SI CPR status. Once CPR is removed, SQ/SI LPRs 
can complete Form I-480, Application to Register Permanent Residence or Adjust Status. 

 
  

https://cwscloud.sharepoint.com/:x:/r/sites/affiliates/_layouts/15/Doc.aspx?sourcedoc=%7BFCCA317C-AB8F-4519-B6FE-58584D5D209A%7D&file=APA%20Walk-In%20Request%20Form%20-%20CWS%20Template.xlsx&action=default&mobileredirect=true&web=1&cid=c4caaff7-b109-4762-9727-11d1aedf63c8
mailto:apawalkins@cwsglobal.org
https://www.uscis.gov/i-589
https://egov.uscis.gov/casestatus/landing.do
https://www.uscis.gov/i-360
https://www.uscis.gov/i-360
https://www.uscis.gov/i-485
https://www.uscis.gov/i-485
https://www.uscis.gov/save
https://www.uscis.gov/i-485


  

  

Attached Minors and Unaccompanied Children  
 
Affiliates, institutional and community partners may serve attached minors as part of an APA case and/or 
receive requests to provide APA services to unaccompanied minors as an APA Walk-In. Attached minors 
are minors that are traveling and/or resettling with a caregiver other than a biological or legally adoptive 
parent. Unaccompanied minors are minors initially evacuated and then subsequently placed in ORR care 
at an ORR facility. Unaccompanied minors are then released to a sponsor and are eligible to request APA 
Walk-In Services at an affiliate in the location of their sponsor or in the location of final resettlement.  
 
In these cases, the affiliate is required to:  
 

 Have knowledge of the state and local child abuse and neglect mandatory reporting requirements 
and follow such requirements 

 Ensure that case files can readily be identified and are segregated 
 Conduct a suitability determination prior to assurance for minors whose designated caregiver is 

already in the United States and within 7 days for minors who are traveling with non-parental 
relatives to be resettled with the same or other non-relatives. A copy of the suitability 
determination form must be maintained in the client’s case file 

o If the outcome of the suitability determination is that placement is not suitable, the affiliate 
must notify CWS HQ so that PRM can be notified alongside the Department of Health 
and Human Services 

 Orient the family unit to the nature and expectation of U.S. practices and legal requirements 
respecting child care using appropriate language interpretation, as necessary, and provide the 
family unit with a written statement, approved by state, county or local child welfare bureau, and 
translated, of its responsibilities and legal obligations in caring for the child. Responsible adults 
are required to sign this written statement and a copy of the signed written statement should be 
provided to the family unit and a copy maintained in the client's case file. Review of this written 
statement should be completed at the time of suitability determination 

 Advise, encourage and assist the family in regard to the responsibilities and legal obligation in 
caring for the child under the requirements of the state 

 Provide regular and personal contact with the attached or unaccompanied minor for 90 days 
following arrival and document all assistance to the minor and any minor needs within the case 
file 

 Complete a follow-up home visit within 14 days after the 90th day after arrival to determine 
continued suitability of placement  and assess the need for continued services and arrange for 
such services, as needed and as feasible 

 Within 30 days after the 90th day of arrival, submit a minor follow-up evaluation report, including 
an assessment of the family unit’s understanding and intentions regarding the securing of legal 
responsibility for the minor under state law and maintain a copy of the evaluation report in the 
case file. A copy of the evaluation report must also be submitted to CWS HQ and the state 
refugee coordinator  

 
  



  

  

Chapter Thirteen: Matching Grant (MG) Program 
 
The most up-to-date information on the Matching Grant program can be found on the Matching Grant 
CWS Home page. 
 
The MG Program is funded by the Office of Refugee Resettlement (ORR), which is an office of the 
Administration for Children and Families (ACF) within the U.S. Department of Health and Human 
Services. Each year, ORR issues guidelines which govern the MG Program for that fiscal year. All 
staff working on the MG Program should be familiar with the ORR MG Program Guidelines. Affiliates 
can find the FY 2020 MG Guidelines on CWS Home.  
 
The purpose of the Matching Grant Program is to help enrollees attain economic self-sufficiency 
through the provision of comprehensive case management and services leading to employment within 
120 to 180 days after the date of eligibility (or 120 to 180 days after date of enrollment in limited 
circumstances). 
 
Economic self-sufficiency means earning a total family income at a level that (1) would exceed the 
established state income threshold for TANF eligibility, and (2) enables the case unit to fully support 
itself. Note that a minimum of one case member must be employed; benefits without cash payments 
such as SNAP, Medicaid, and RMA are allowable and do not affect the recipient’s self-sufficiency 
status. (FY 2020 MG Guidelines, II.3). 
 
 Income must exceed expenses, as demonstrated on the Post Employment Self-Sufficiency Budget in 

addition to exceeding state income threshold for TANF, as determined locally.  
 At least one member of the case must be employed. 
 The case may access non-cash benefits such as SNAP (also known as “food stamps”), Medicaid, 

WIC, Lifeline and LIHEAP, but no public cash assistance. 
 
CWS administers the Matching Grant Program in 20 affiliates throughout the country: 

 
AZ Phoenix 
FL Delray Beach 
FL Miami 
GA Atlanta 
IN Indianapolis 
IL Chicago 
KY Lexington 
KY Louisville 
MI Grand Rapids 
NC Greensboro 

NC Durham 
NE Lincoln 
NJ Jersey City 
NY Buffalo 
OH Columbus 
PA Lancaster 
TX Amarillo 
TX Dallas 
TX San Antonio 
VA Harrisonburg 

CWS has historically maintained a high 180-day self-sufficiency rate. In FY 2019, 83% of all clients 
enrolled in the Matching Grant program were self-sufficient at the 180th day. Two CWS affiliates secured 
self-sufficiency for 100% of clients enrolled in the MG Program. Another seven affiliates exceeded 90%. 
Overall, 14 affiliates either met or exceeded the CWS network average. 

Eligibility 
 
The MG Program is open to: 
 

 Refugees 
 Cuban and Haitian entrants (consult with CWS HQ prior to enrollment to confirm viability due 

to widespread Employment Authorization Document delays) 

https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Matching-Grant-(MG).aspx
https://cwscloud.sharepoint.com/:b:/s/affiliates/EQTcdIgpyRFBlH7AIMlaJcQBZN0Dgao43FkBIqUougY-CQ
https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=7a9%2fiQmveIe2%2fWes1ZuGE4ULBTs3bf%2bokQ2zovnOHhA%3d&docid=2_0e935b18a17e246bcae12c5f4e402638a&rev=1


  

  

 Asylees 
 Certain Amerasians from Vietnam 
 Victims of severe forms of trafficking and their families  
 Special Immigrant Visa holders (SIVs) 

 
Clients may not be enrolled if they are: 1) elderly or disabled adults or children who are expected to 
receive Supplemental Security Income (SSI) within nine months of eligibility, 2) receiving other forms 
of public cash assistance or supplementary income, e.g., RCA, TANF, Wilson/Fish or PPP or 3) 
already self-sufficient per above definition. 
 
At least one member of the MG case must be employable prior to the end of the 180-day MG service 
period, and all other case members must be otherwise MG eligible. Any member of the case between 
the ages of 18 and 64 who is determined by the affiliate to be an able wage-earner is an employable 
member for MG purposes. Affiliate staff should assess each case member between the ages of 18 
and 64 for employability.  

Enrollment  
 
Each federal fiscal year (October 1 through September 30), CWS distributes a limited number of MG 
enrollment “slots” for the year to its affiliates offering the MG Program. Distribution is based on available 
funding and local need. The number of slots allocated equals the number of individuals who can be 
enrolled in the MG Program for that year. Additional slots may become available if any affiliates are not 
able to enroll as many clients as planned. Affiliates should remain in contact with CWS regarding their 
enrollment needs.  
 
Clients who arrived to the US through the R&P program may be enrolled in the MG Program anytime 
within the first 31 days after the case’s date of eligibility.  For Cuban/Haitian Entrants, Asylees, VOTs, 
SIVs that did not arrive through the R&P program, and New-Adults, enrollment in the Matching Grant 
Program must occur within 90 days of the individual’s date of eligibility. The date of eligibility varies by 
immigration status and can be found on immigration documents. 
 
  



  

  

Eligible Population Date of Eligibility 
Refugee, Amerasian, Special Immigrant Visa holder (SIV) Date of arrival 
Cuban/Haitian Entrant Date status obtained 
Asylee Date of final grant of asylum 
Victim of Human Trafficking Date of certification or eligibility letter 

Services  
 
There are nine services that may be provided through the MG Program based on the needs of the case: 
 

MG services that must be provided in-house  MG services that may be provided in-house or by referral 
Case Management English Language Training (ELT) 
Employment Services Health and Medical Services 
Core Maintenance Assistance Employment Training/Recertification 
Administration Social Adjustment Services 
  Support Services 

Finances  
 
For every $2 of MG Program funds granted by ORR, affiliates are required to raise $1 in private 
resources. This combination of federal and private resources makes up the overall MG Program 
budget. 
 
CWS reimburses affiliates up to $2,400 in federal funds per individual enrolled in the MG Program. The 
maximum number of clients who may be enrolled in the program is established by the affiliate’s slot 
allocation which is determined by CWS at the start of the federal fiscal year. CWS will only reimburse 
affiliates for expenses up to the number of individuals enrolled multiplied by $2,400. 
 
MG federal funds are spent on local administration of the program and on direct client assistance. 
Although affiliates are reimbursed at a rate of $2,400 per enrollee, these funds are not spent on a per 
capita basis. For example, if an affiliate enrolls 10 individuals, the total amount of funds available equals 
$24,000. A portion of those funds, say $10,000, are spent on local program administration, e.g., on case 
managers’ salaries, staff mileage and office rent. The remainder in this example, $14,000 – is spent on 
direct client services, such as rent and utilities payments, cash allowance, bus passes and supplies 
needed for work. If the 10 individuals enrolled comprise two cases (e.g., a case of one and a case of 
nine) the entire $14,000 is available to meet the core maintenance and other needs of both cases. The 
case of one may receive more than $1,000 of assistance; the case of nine may receive less than $11,000 
such that the needs of both cases are met. It is expected that a combination of R&P and MG funds are 
used to meet the subsistence needs of an MG case when the case benefits from an R&P program. Any 
disbursements made directly to or on behalf of a client should be recorded in the case file. CWS 
recommends use of the Federal Dollar Disbursement Log, which is available on the Matching Grant Page 
of CWS Home, along with any supporting documentation. 
 
For each client enrolled in the MG Program, affiliates must raise $1,315 in matching private contributions. 
Matching contributions may be in the form of cash or in-kind contributions. Cash contributions are 
financial contributions donated to the affiliate and spent on MG Program administration or direct 
assistance. In-kind contributions may include volunteer services, donated mileage or donated goods that 
are allowable, reasonable, of good quality and allocable to the MG Program. 
 
Private resources are match if they directly benefit the MG Program and are specifically identifiable to the 
MG Program. Match covers costs that would have been paid for by federal MG funds if they had not been 
donated. 

https://cwscloud.sharepoint.com/:x:/s/affiliates/Ea6u4I3D6XZKq4BcELAjJ_ABfGjyP4N6MtJpdcaWDtVSpQ


  

  

Support  
 
Affiliates should report all MG matters to the Economic Opportunity Program Specialist (EOPS) at CWS-
HQ. Affiliates should feel free to contact the EOPS with MG questions, concerns or successes anytime. 
CWS HQ provides technical assistance or customized training as needed or upon request.  
 
Affiliates should always contact the EOPS when: 
 

 Enrolling a secondary migrant 
 Enrolling clients resettled through a national resettlement agency other than CWS 
 Wishing to enroll a non-R&P individual after the 90th day from their date of eligibility 
 Joining cases with close relationship as one MG case 
 Splitting members who are ineligible from an MG case 
 A client would like to accept a job more than 100 miles away 
 More or fewer slots are needed 

  
All MG staff should be familiar with the ORR MG Program Guidelines, which can be found on the 
Matching Grant Page on CWS Home.  
 
Affiliates can find additional information on the MG Program on ORR’s website, including: 
 

 ORR Policy Guidance/State Letters  
 ORR Regulations (Code of Federal Regulations, Title 45, Public Welfare) 
 ORR’s electronic mailing list sign-up 

 
Switchboard is ORR’s one-stop training and technical assistance provider. MG staff can find webinars, 
e-modules, regular blog entries and access to individualized technical assistance related to refugee 
employment and other topical areas at https://switchboardta.org/. CWS also recommends 
subscribing to electronic mailing lists and online resources, including: 

 
 Upwardly Global 
 IMPRINT 
 Community College Consortium for Immigrant Education 
 World Education Services 
 Cultural Orientation Resource Exchange  
 Office of Family Assistance Peer TA, US Department of Health and Human Services  
 Bridging Refugee Youth and Children's Services  
 National Partnership for Community Training 
 Immigrant and Employee Rights Section, US Department of Justice 
 Heartland Alliance 

 
  

https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Matching-Grant-(MG).aspx
http://www.acf.hhs.gov/programs/orr/programs/matching-grants/about
http://www.acf.hhs.gov/programs/orr/resource/policy-guidance-state-letters
http://www.acf.hhs.gov/programs/orr/resource/400-refugee-resettlement-program
https://visitor.r20.constantcontact.com/manage/optin?v=001huosoi0q9Qa25ZCcPwphdQR0VSnhcqoUNtxIpH9F2xn5bf331W8wLMvo8SVZ05lx8l0i3_HDkCWCh4mODXUsMx4B0DmAYaLilnGXXRjBRSw%3D
https://switchboardta.org/
https://www.upwardlyglobal.org/
https://www.imprintproject.org/
http://www.cccie.org/
http://www.wes.org/
https://coresourceexchange.org/
https://peerta.acf.hhs.gov/
http://www.brycs.org/
https://gulfcoastjewishfamilyandcommunityservices.org/refugee-services/national-partnership-for-community-training/
https://www.justice.gov/crt/immigrant-and-employee-rights-section
https://www.heartlandalliance.org/


  

  

Chapter Fourteen: Preferred Communities (PC) Program 
 
The most up-to-date information on the Preferred Communities program can be found on the Preferred 
Communities page on CWS Home page. The Preferred Communities Practitioner’s Toolkit, in addition 
to the FY18 ORR PC Program Guidelines are the primary source for how to manage the PC program.  
 
The Office of Refugee Resettlement (ORR) funded Preferred Communities (PC) Program aims to support 
the successful resettlement and integration of especially vulnerable refugees (and other ORR eligible 
populations) and to enhance the capacity of resettlement agencies to serve these populations.  
 
The CWS PC Program supports the resettlement of vulnerable, ORR eligible populations in 13 
communities across the United States through strengths-based, intensive case management (ICM); 
group-only programming; and community engagement activities.  
 
CWS offers ICM services to refugees in 13 communities where PC staff work closely with each client to 
assess needs, identify goals, complete a self-sufficiency plan and connect clients to appropriate services 
in the community to meet their individual needs and achieve self-sufficiency.  
 

CA Sacramento 
GA Atlanta 
IN Indianapolis 
MI Grand Rapids 
NE Lincoln 
NY Buffalo 
NC Durham 
NC Greensboro 
OH Columbus 
PA Lancaster 
TX Amarillo 
TX Dallas 
VA Harrisonburg 

 
Between October 2016 and September 2017, 430 especially vulnerable refugees (and other ORR eligible 
populations) have participated in the CWS PC-ICM Program with 814 clients participating in alternative 
wellness activities. Clients participate in the CWS PC Program for up to one year and are assessed at 
enrollment, six months and at the program exit to determine progress towards self-sufficiency.  
 
Clients are regarded to have reached self-sufficiency when they have achieved the goals of the program 
service plan, found stability in life areas affected by their areas of vulnerability, and are able to live 
independently of agency services, through individual capacity, family support, and/or linkages to 
necessary community support services. Ninety percent of PC clients achieve self-sufficiency at case 
closure.  
  

https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Preferred-Communities-(PC).aspx
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/Preferred-Communities-(PC).aspx
https://cwscloud.sharepoint.com/:b:/s/affiliates/EUXiAKbePpVNoCx8tzgJsFsBpa27DZYB2wYOSwicHa-lKQ
https://cwscloud.sharepoint.com/:b:/s/affiliates/EaS5nr7nz55PpdmIJYZnJdkBwT4nJBkoSy8dhZ73t-wUmQ


  

  

Chapter Fifteen: Client Abuse and Complaints 
 
As a humanitarian organization, CWS seeks to ensure that it is accountable to the individuals who 
participate in and benefit from its program activities. The Accountability to Affected Populations 
framework is a component of an ongoing effort within CWS to strengthen its accountability to affected 
populations (AAP), which outlines practices and procedures to improve the quality and quantity of 
beneficiary feedback within CWS program activities; and to guide CWS partner organizations, especially 
those receiving funding from CWS, in establishing or enhancing mechanisms that fulfill this objective. 
While full implementation of this guidance is a process that will need to be undertaken progressively, 
specific CWS commitments have been identified to strengthen its practices on AAP within the next fiscal 
year.  

Client Abuse Reporting  
 
CWS affiliates must adhere to the mandatory reporting laws in the state in which the operate if they 
suspect abuse and/or neglect. 
 
Many states have mandatory reporting laws that require individuals who comes into contact with a child in 
the course of their work to report any suspected abuse and/or neglect of a minor. Most states protect 
individuals who make good faith reports of suspected abuse and/or neglect from any liability if the report 
is unsubstantiated.  

CWS Child Safeguarding Policy 

Complaints Reporting 
 
CWS requires all affiliates to maintain a grievance policy which is collected annually with their MOA. CWS 
takes all complaints seriously and follows up on all concerns brought forward by clients and community 
members. For each complaint investigated, the affiliate is required to confirm resolution with the client. If 
the affiliate is found to have failed to provide services in compliance with R&P requirements, 
recommendations are made for corrective action. The affiliate is required to implement an action plan to 
address the findings and a desk monitoring is conducted approximately 90 days later to confirm that 
recommendations have been implemented systematically. CWS maintains a complaint tracking 
spreadsheet which is used to identify trends and inform programming. 

Feedback  
 
It is important for CWS to gain clients’ perspectives more systematically in monitoring and evaluating 
programs and improving services to strengthen accountability to affected populations (AAP) and improve 
the quality and quantity of beneficiary feedback within CWS activities.  
 
Allegations of fraud received from refugees, community members or staff are routed through the Senior 
Director, IRP+. CWS maintains an email address (IRPfeedback@cwsglobal.org) through which it solicits 
feedback regarding its programs including allegations of fraudulent activity and is able to receive 
feedback by phone. The email address was circulated via the Weekly Bulletin and is listed at the bottom 
of all outgoing IRP+ emails. All allegations are investigated with the full collaboration of affiliate directors. 
Depending on the content, the allegations and results of the investigation are reported to the affiliate’s 
board of directors, the SRC, PRM, and/or ORR. 
  

https://cwscloud.sharepoint.com/sites/affiliates/_layouts/15/guestaccess.aspx?guestaccesstoken=hqdnLB%2bxaoeEcBv75J9XPRubkPZUAO3YoO%2fu26xGqJw%3d&docid=2_14d20e4ceef5b4e38a3ebea386cd64991&rev=1
https://cwscloud.sharepoint.com/sites/affiliates/PublishingImages/Pages/Minors/Mandatory%20Reporting%20of%20Child%20Abuse%20and%20Neglect.pdf
https://cwscloud.sharepoint.com/sites/affiliates/PublishingImages/Pages/Minors/CWS%20Child%20Safeguarding%20Policy.pdf


  

  

Chapter Sixteen: Retention & Release of Client Information 
 
CWS affiliates should keep electronic and hard copy files for at least five years post program participation 
(after clients’ 90th and 180th day).  
 
Per the confidentiality restrictions of section 222(f) of the INA, your affiliate cannot release anything in the 
file that came from START and is related to the refugee admissions process, even to an attorney who is 
representing a refugee (except for materials, like forms, that the refugee himself or herself provided).   
 
However, since 222(f) applies to State Department records “pertaining to the issuance or refusal of a 
permit to enter the United States,” material in the file dating from after the refugee has entered the United 
States doesn’t fall within the scope of 222(f). 
 
The refugee is only entitled to specific materials that he or she provided, not everything in the file.  This is 
true regardless of where the request is made (although it should be made to PRM). 
If refugees would like to request any pre-arrival documentation, they should contact the RSC that 
processed their case, via the relevant inquiries email address for the RSC in question. 
 
There is nothing in ORR regulation or policy that prohibits CWS from releasing the MG file with the client’s 
consent. CWS does not need any documentation from ORR. 
 
If a former client contacts your office for confirmation that they were resettled by CWS, please contact 
CaseInquiries@cwsglobal.org   
  

mailto:CaseInquiries@cwsglobal.org


  

  

Chapter Seventeen: Safety and Security 
 
CWS recognizes that risk is inherent to all jobs. The goal of the recently established CWS Safety & 
Security Policy (CWSSP) – in conjunction with the new Associate Director of Security position – is to instill 
a culture of safety and security across the organization that effectively pre-empts and/or minimizes any 
risk to our staff, clients or the communities which host us; while simultaneously improving the scope, 
efficiency and integrity of CWS programs. This goal is a responsibility of CWS organizationally, CWS 
leadership locally, and every CWS staff member individually.  
 
At the heart of the CWS Security Policy is the understanding that security is everyone’s responsibility. At 
an organizational level, CWS HQ is dedicated to ensuring that the proper policies, procedures and 
support are in place so that all CWS offices – local and affiliate – can minimize vulnerabilities, mitigate 
threats and respond to security situations appropriately. This is formalized via the 2016 CWS Security 
Policy. At the operational level, managers are responsible for ensuring that their staff members 
comprehend and follow these policies and procedures; integrate them into a local security plan; and that 
all programs, operations and staff conduct themselves in as safe a manner as possible. Finally, while 
managers have duty of care responsibilities to those who report to them, all staff are responsible for 
understanding the risks that are inherent to their positions; ensuring that they are conducting themselves 
in a way consistent with organizational guidelines; and maximizing the safety and security of themselves, 
each other, clients, hosting communities, and the organization. While specific safety and security related 
tasks may be delegated; personal responsibility cannot. 
 
CWS recognizes that certain threats are specific to humanitarians and/or the contexts in which we work. 
CWS is committed to establishing a culture of security which embodies a culture of care for staff, clients, 
and host communities; fosters an environment where proper security structures enable, rather than 
impede, programming; and that ensures security competence is mainstreamed throughout the 
organization – via HR policies and internal and external trainings – and that risk assessment and analysis 
are incorporated into all aspects of programming.  
 
To accomplish this, all CWS offices must ensure that security planning and crisis management are 
codified into local CWS policies, so staff can understand and be confident in the procedures and 
frameworks that are in place to deal with crisis as they arise. This includes the creation and regular review 
of local security plans and security and crisis management teams; the formalization of information sharing 
networks and internal and external reporting structures; and the implementation of position appropriate 
security trainings. Finally, CWS is committed to building a healthy and functioning staff and community 
that manages healthcare and stress at an adequate level.  
 
While no security plan can explicitly predict or plan for every contingency, the CWS Security Policy 
outlines standards and approaches that inform how CWS will prepare for and respond to security 
contingencies of varying nature. To aid in this, CWS offices – collectively and individually – must 
understand that they have an inherent responsibility to identify and acknowledge any gaps in their own 
training or knowledge which could cause security or program issues, report any security incidents they 
witness or are aware of internally, and alert other agencies – via the proper organizational channels – to 
potential/residual threats. Finally, CWS staff acknowledge the mandatory nature of security guidelines, as 
well as the potential for disciplinary action should such these be breached. 
 
In final note, Church World Service is a signatory to the ACT Alliance Code of Conduct (Annex 1a), ACT 
Alliance Code of Good Practice (Annex 1b) and the 1994 International Red Cross Code of Conduct 
(Annex 1c). All three of these documents codify CWS’ position that humanitarian work is always a 
response to need, and is fundamentally grounded in the principles of neutrality and impartiality. CWS 
works to alleviate human suffering regardless of an individual’s country of origin or background, and 
without adverse distinction of any kind. Furthermore, CWS ensures that humanitarian aid rendered is 
never a basis to further any political or religious objectives, nor will the organization willingly act as an 
instrument of foreign or domestic policy. Although CWS aspires to provide aid to any non-combatant in 
need – and will employ a broad scope of strategies to do so – the organization is committed to its 
principles, the laws and regulations of those countries and localities we work in, and the safety of our 



  

  

staff, clients, and the communities in which we work and reside. Should these priorities come into conflict, 
the safety of the aforementioned is our primary objective. In conjunction with the ‘do no harm’ principle, 
CWS prioritizes the value of human life and is committed to ensuring the safety and security of its staff, 
their families, clients, visitors and other stakeholders; including those communities in which we work 
 
The CWSSP – like all security structures – is a living document; and CWS is a learning organization. This 
approach leaves space (in fact necessitates) for policies and procedures to change with time due to the 
fluid and evolving nature of the field and environment we work in. The CWSSP – as well as all global and 
local CWS security structures – must be revisited and revised regularly to reflect the shifting humanitarian 
space, and to ensure that the policies are context relevant and draw from extensive analysis of current 
best practices. CWS Security Plans are vital location-specific management tools that outline and 
formalize effective security practices, procedures and responses for a particular office and context. 
Formulation of a good security plan is not an overnight achievement. It is the result of informed and 
comprehensive security assessments, and involves a carefully articulated process. 
 
Security Plans should not be lengthy documents, but should rather compliment the Security Policy (which 
outlines the organizational approach to security) and a Security Manual (which outlines standard SOPs that 
are not context or location specific). The Security Plan should include all those SOPs, maps, contingency 
plans, and phone numbers that are specific to that particular office rather than to the organization at large. 
At a minimum, security plans should include the following: 
 

A. Introduction: Including the purpose of the plan  
B. Scope and Compliance: Who the plan applies to 
C. Authorities and References: What other documents this plan draws on or refers to. 
D. Assembly Area/Relocation location: The space that staff will retreat to in the case of a fire 

or no-specific emergency.  
E. Office location, mission & Related Activities: Where the office is located, and what 

activities the office engages in.  
F. Context & Location Security Assessment: Includes Context Assessment, Stakeholder 

Assessment, and summery of risk profile.  
G. Security Risk Assessment Matrix: As per the CWSSP; includes Threat, Likelihood, Impact, 

Risk Factor, Mitigating Measures, and Adjusted Risk Factor. 
H. Mandatory Security Training Requirements: Summarizes the training requirements per 

position. 
I. Security Responsibilities: Summarizes who is responsible for what in terms of security 

management. 
J. Office Polices and Standard Operating Procedures: Outlines office specific SOPs and 

policies (those specific to this office and/or different from those in the Security Manual and 
Security Policy) 

K. Medical Response & Evacuation: Specific guidelines for what to do in the event of a 
medical emergency 

L. Emergency Responses: Outline responses to emergencies such as natural threats, civil 
unrest, threat, attack on office, as well as relocation and evacuation plans. 

M. Annexes:  
 Maps, with relevant locations marked  
 Fire Plan 
 Organizational Security Tree (who calls who to inform about an emergency and/or attain 

accountability) 
 Emergency Contact Numbers 

 
If you or your client(s) experience a security incident or wish to discuss security concerns, please contact 
Associate Director for Security Dawn Higgins (DHiggins@cwsglobal.org).  

mailto:DHiggins@cwsglobal.org


  

  

CWS Resettlement Contacts 
 

 CWS HQ Staff  
 General Mailboxes:  

o AfghanPlacementAssistance@cwsglobal.org 
o Assurances@cwsglobal.org  
o CaseInquiries@cwsglobal.org  
o FamilyReunification@cwsglobal.org  
o Lautenberg@cwsglobal.org  
o Travel@cwsglobal.org  
o Transfers@cwsglobal.org 

 CWS Network  
 State Refugee Coordinators  

https://cwscloud.sharepoint.com/sites/affiliates/SitePages/CWS-Contacts.aspx
https://cwscloud.sharepoint.com/sites/affiliates/SitePages/CWS-Contacts.aspx
mailto:Assurances@cwsglobal.org
mailto:CaseInquiries@cwsglobal.org
mailto:FamilyReunification@cwsglobal.org
mailto:Lautenberg@cwsglobal.org
mailto:Travel@cwsglobal.org
mailto:Transfers@cwsglobal.org
https://cwscloud.sharepoint.com/sites/affiliates/Pages/Affiliates.aspx
http://www.acf.hhs.gov/programs/orr/resource/orr-funded-programs-key-contacts
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