BENEFICIARY TARGETING, VERIFICATION, AND VALIDATION 
Jigawa State Social Protection Agency (SPA)
Standard Operating Procedure (SOP)
PURPOSE OF THIS SOP
This SOP sets out mandatory procedures for identifying, verifying, validating, and enrolling beneficiaries into all social protection programmes under the Jigawa State Social Protection Agency (SPA). This SOP applies to all MDAs, LGAs, and implementing partners. Compliance is mandatory.
Its purpose is to ensure that:
· Targeting is fair, transparent, and evidence-based
· Political interference and elite capture are prevented
· Beneficiary lists are accurate, up to date, and auditable
· Eligible women, persons with disabilities, older persons, and poor households are not excluded
GUIDING PRINCIPLES
All targeting and verification activities shall be guided by the following principles. Any deviation from these principles constitutes non-compliance.
· Equity: Priority is given to those facing the greatest vulnerability.
· Objectivity: Decisions are based on defined criteria, not discretion.
· Transparency: Processes are documented and explainable.
· Verifiability: All selections can be reviewed and audited.
· Non-interference: Political office holders shall not influence targeting decisions.
APPROVED TARGETING METHODS
Only the following targeting methods are approved for use. No other targeting methods may be used without written SPA approval.

	Categorical Targeting
	Selection based on clearly defined characteristics, including:
· Disability status
· Age (older persons)
· Gender and household status (e.g. widows, female-headed households)


	Proxy Means Testing (PMT)
	Use of observable and verifiable household characteristics to estimate poverty status through a structured scoring methodology. (see annexe)

	Community-Based Identification (With Safeguards)
	Community actors may recommend households, subject to verification and validation (see annexe)

	Shock-Responsive Targeting
	Temporary inclusion of households affected by shocks, using predefined triggers (see annexe)


ROLES AND RESPONSIBILITIES
	SPA
	MDA
	LGA
	Community Structures


	· Approves targeting methodologies
· Sets standards and tools
· Validates final beneficiary lists
· Oversees compliance and enforcement
	· Design programmes in line with SPA standards
· Support implementation and reporting

	· Lead verification at local level
· Document findings and submit to SPA

	· Recommend households only
· Do not approve or exclude beneficiaries




STEP-BY-STEP TARGETING WORKFLOW
STEP 1: INITIAL IDENTIFICATION
Who: Community actors / programme implementers
What happens:
· Potential beneficiaries are identified using approved methods
· Basic information is recorded using SPA-approved forms

STEP 2: LGA-LEVEL VERIFICATION
Who: Designated LGA verification team
What happens:
· Eligibility is verified through:
1) Documentation (where available)
2) Interviews
3) Home visits (where necessary)
· Verification outcomes are recorded
Outputs:
· Verified list
· List of exclusions with justification
· Notes on vulnerabilities requiring accommodation
Timeline: Within 15 working days of identification

STEP 3: DATA ENTRY INTO SP-MIS
Who: Authorised data officers
What happens:
· Verified data entered into SP-MIS
· Supporting documents uploaded where required
Key rule:
No manual or parallel lists are permitted.
STEP 4: SPA-LEVEL VALIDATION
Who: SPA validation team
What happens:
· Cross-checks for duplication and inconsistencies
· Review of targeting methodology compliance
· Review of inclusion risks and red flags
Outcomes:
· Approved
· Conditionally approved (corrections required)
· Rejected
Timeline: Within 30 working days

STEP 5: FINAL APPROVAL & ENROLMENT
Who: SPA - No enrolment may occur without SPA approval.
What happens:
· Final beneficiary list approved
· Beneficiaries formally enrolled
· Programme delivery proceeds

SAFEGUARDS AGAINST POLITICAL INTERFERENCE & ELITE CAPTURE
Red flags include:
· Lists submitted by political office holders
· Repeated inclusion of the same households
· Sudden changes without documentation
· Pressure to include specific names
Response:
1. SPA initiates review
2. Programme enrolment may be paused
3. Findings documented and escalated if needed

APPEALS AND CORRECTIONS
Who can appeal:
· Individuals or households who believe they were unfairly excluded
Process:
· Appeals submitted through GRM
· Reviewed within 30 working days
· Verified errors corrected immediately in SP-MIS

PERIODIC REVALIDATION OF BENEFICIARY LISTS
Failure to revalidate constitutes non-compliance.
· Mandatory revalidation at least once every two years
· Additional revalidation after major shocks
· Changes (death, migration, household change) must be updated

DOCUMENTATION & RECORD KEEPING
The following records must be retained and available for audit:
· Identification forms
· Verification records
· Approved beneficiary lists
· Appeals and corrections
· Revalidation reports
NON-COMPLIANCE AND ENFORCEMENT
Where this SOP is not followed:
TRAINING AND CAPACITY SUPPORT
The SPA shall:
· Train MDAs and LGAs on this SOP
· Provide standard tools and templates
· Conduct spot checks and audits
REVIEW OF THIS SOP
This SOP shall be reviewed periodically to reflect:
· Lessons from implementation
· Emerging risks
· Changes in context or law




Annex 1: Proxy Means Testing (PMT) Methodology Framework
Core PMT Variable Categories
PMT shall use a composite scoring system based on observable household characteristics.
Housing Quality
· Roof material (thatch, zinc, concrete)
· Wall material (mud, cement, block)
· Floor material (earth, cement, tile)
· Number of sleeping rooms relative to household size
Household Composition
· Total household size
· Number of dependents (children under 18, older persons)
· Dependency ratio
· Presence of persons with disabilities
Education
· Highest education level of household head
· School attendance of school-aged children
Livelihood and Income Proxy
· Primary occupation of household head
· Employment stability
· Ownership of agricultural land or livestock
Asset Ownership
· Ownership of motor vehicle or motorcycle
· Ownership of durable goods (refrigerator, generator, television)
· Access to mobile phone
Access to Basic Services
· Source of drinking water
· Type of sanitation facility
· Electricity access
Scoring and Threshold Determination
· Each variable shall be assigned a weight based on statistical poverty correlation.
· A composite poverty score shall be generated.
· Eligibility thresholds shall be defined by the SPA and periodically reviewed.
· Threshold adjustments must be documented and approved by SPA leadership.
Verification Procedures
· Data must be collected using SPA-approved tools.
· Random spot checks shall be conducted.
· Community-based identification may complement PMT but shall not override PMT scoring without documented justification.
· All grievances related to PMT scoring shall trigger record review.
Periodic Review
PMT variables and thresholds shall be reviewed at least every three years, or sooner if significant economic shifts occur.


ANNEX 2: Community-Based Identification Framework
Purpose
This Annex establishes procedures, safeguards, and documentation requirements for community-based identification of vulnerable households. CBI is not a substitute for objective targeting tools.
CBI is intended to:
· Capture households that may be missed by PMT.
· Identify shock-affected households quickly.
· Improve local legitimacy of targeting decisions.
Composition of Community Identification Committee
Community identification shall be conducted by a small, documented committee. The committee must include at least one female member. Names and signatures must be recorded. 
Committee members shall include:
· Traditional or community leader (Chair)
· Women representative
· Youth representative
· Representative of persons with disabilities (where available)
· Religious or community-based organisation representative
Eligibility Basis for Recommendation
Community recommendations must include a short written justification, and must be linked to defined criteria, including:
· Severe livelihood loss due to shock
· Visible extreme poverty not captured by PMT
· Disability or chronic illness
· Older persons without support
· Female-headed household with high dependency
· Displacement or recent migration
Documentation and Transparency Requirements
· All recommended households must be listed publicly at community level for at least 5 days before final validation.
· Community members may submit objections through grievance channels.
· All objections must be recorded.

Verification Process
No household may be enrolled without completing all four steps.
Step 1 – Community Recommendation
Step 2 – LGA Verification Visit
Step 3 – Registry/PMT Cross-Check
Step 4 – SPA Validation and Approval
Override Conditions
A household may be included despite a low PMT score only where:
· Documented evidence of recent shock exists; or
· Disability or vulnerability is confirmed through approved tools; or
· Grievance review determines PMT misclassification.
Overrides must be approved by the SPA and recorded in the SP-MIS.
Audit and Safeguards Against Elite Capture
The SPA shall:
· Conduct random spot checks of at least 10% of community-recommended households.
· Review patterns of repeated inclusion linked to specific communities.
· Trigger audit where:
1) More than 20% of recommendations are rejected at verification; or
2) Complaints exceed 15% of listed households.
Confirmed manipulation shall result in corrective action and potential restructuring of the community committee.
Appeals
Households excluded through CBI may appeal through the formal grievance mechanism.
Appeals must be reviewed within 15 working days.


ANNEX 3: Shock-Responsive Targeting Framework
Purpose
This Annex establishes structured procedures for activating and managing temporary expansion of social protection in response to shocks.
Shock Activation Process
Step 1 – Trigger Identification
SEMA, meteorological agencies, or LGA reports identify emerging shock.
Step 2 – Rapid Assessment
LGA and SPA conduct rapid assessment within 10 working days.
Step 3 – Approval
SPA leadership approves activation and defines scope, geographic coverage, and duration.
Step 4 – Beneficiary Identification
Targeting follows one or more of the following:
· Registry-based pre-identification
· Geographic expansion
· Temporary CBI (with safeguards)
· Adjusted PMT thresholds
Step 5 – Documentation
All beneficiaries are recorded in SP-MIS with “shock-response” status tag.
Prioritisation Hierarchy
During shocks, prioritisation shall follow:
· Existing registry households in affected areas
· Households with disability or high dependency
· Female-headed households
· Households experiencing complete livelihood loss
Duration and Exit
· Initial inclusion period: Maximum 6 months
· Mid-point review at 3 months
· Exit decision based on updated assessment
· Automatic expiry if no renewal approved
Post-Response Review
Within 30 working days after deactivation, the SPA shall conduct a post-response review assessing:
· Targeting accuracy
· Coverage gaps
· Data quality
· Grievance patterns
· Financial performance
Findings shall inform future trigger refinement.


SPA issues formal notice


Corrective action required within 15 working days


Persistent non-compliance escalated to oversight bodies


Programme approval may be suspended
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