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1. Introduction 

1.1 Restoring Family Links 
 
The International Red Cross and Red Crescent Movement (the Movement) was established more than 150 years 
ago, in 1859. Since the Movement first took shape, helping people who have become separated from their loved 
ones, or who are without news of them, has been one of the Movement’s main activities and is today a 
mandatory service for all National Societies. This work is referred to as Restoring Family Links (RFL). 
 
Within the Movement, these activities are carried out by the Family Links Network. The Family Links Network is 
composed of all Restoring Family Links services of National Societies in the various countries and the Central 
Tracing Agency of the ICRC (Geneva, Switzerland). The Central Tracing Agency supports and coordinates the 
work of the Family Links Network. 
 
The Family Links Network can help families that are separated internationally by war, disaster, migration and 
other humanitarian emergencies, by: 
 
> Locating missing family members 
> Restoring family communications 
> Providing war-time documentation of internment and/or documentation on the fate of missing family 
members  
 
The Network works as a global network that applies the same principles and working methods in every 
country and cooperates across borders. This allows the Network to help separated families all over the world 
in a way unparalleled by any other humanitarian organisations. 
 

1.2 Romanian Red Cross tracing service 
 
The Romanian Red Cross, as a member of the International Red Cross and Red Crescent Movement, provides 
these services to families separated by armed conflict, disaster, migration or by other causes which require a 
humanitarian response.  
 
Although the Romanian Red Cross already offered Restoring Family Links services to prisoners of war during the 
World Wars, it is only between 1961 and 1962 that it officially established a tracing department. Its main activities 
in the first two decades were related to Grave/Crematorium search enquiries related to the World Wars.  
 
From the 1990s onwards, however, the service expanded and today encompasses the following RFL services, 
namely: 
 
 
Restoring Family Links Services Description 
Tracing  > Tracing is a means to locate family members 

separated internationally as a result of war, 
natural disaster or migration. 
Used when enquirer does not know the 
location or can no longer contact the sought 
person. 
> Tracing can also include Health and Welfare 
enquiries which are dealt with on an exceptional 
basis for vulnerable individuals who have, until 
recently, had regular contact with the enquirer 
but communication has suddenly stopped for 
unclear reasons. 
> Trace the Face (See Chapter 5) is a passive 
online tracing tool where migrants can either 
looking at pictures of those looking for their 
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families or upload their own. 
Red Cross Messages (RCM) > Red Cross Messages are a means to send 

written messages between separated family 
members. Used when the enquirer knows the 
location of their family member but no other 
means of communication are available. 
Often used by families in refugee camps, by 
prisoners of war and other detainees. 

Attestation of Detention > Attestations of Detention are a means by 
which former detainees, including prisoners of 
war and political detainees, who were visited by 
the ICRC, to document their detention. 

 
 
Tracing and Red Cross Message enquiries are coordinated at the Central Siege and managed with the support of 
the Romanian Red Cross branches, as outlined in this guide. 
 
Attestations of Detention are handled solely by the Central Siege and not included in this guide.  
 

1.3 The purpose of the guide 
 
The purpose of this guide is to bring together in one document the basic information and instructions needed by 
Romanian Red Cross branch staff and volunteers to respond to Tracing and Red Cross Message enquiries 
originating either in branches or overseas.  
 
Additionally, the guide offers basic information on the ICRC online tracing tool, Trace the Face, for branch 
staff/volunteers to provide this to service users or signpost people to the webpage. 
 
This guide should be used as a reference by all staff and volunteers: 
> assisting an individual separated from his/her family by conflict, natural disaster, migration or other humanitarian 
circumstances; 
> receiving requests from Romanian Red Cross Central Siege to look for individuals in their respective counties. 
 

2. The Tracing Process 
 
Enquiries originating in Romania 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

Enquirer 

Branch 

National Society ICRC ITS1 

Sought Person 

Central Siege 



5 
 

 
Enquiries originating overseas 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Tracing enquiries 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.1 Dealing with tracing enquiries originating in Branches  
 
 

What is the purpose of the tracing service? 
Tracing services are provided to re-establish communication between family members separated internationally by war, 
natural disaster, migration or other humanitarian situations. The purpose can be to reconnect family members who had 
been in regular contact with each other before such an emergency situation separated them or to determine or document 
the fate of a loved one. 
 
What can branches do? 
Branches can:  
a) work with individuals to initiate tracing enquiries to locate a family member overseas (See Section 2.1) 
b) receive requests via Central Siege (CS) to help locate family members in their local area on behalf of a family member 
overseas (See Section 2.2) 

Enquirer 

National Society 

Central Siege 

 

ITS 

Branch 

 

ICRC delegation 

National Institutions 

Sought Person 
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3.1.1 Step 1 – Introduction and initial assessment 
 
When an individual approaches a Romanian Red Cross branch by telephone, written correspondence or in 
person asking help to trace a relative, branch staff/volunteers need to explain what the service is (Check Chapter 
1 Introduction) and assess whether the enquirer is able to avail of the tracing service. In order to do this, the 
following questions can be asked: 
 
1. What caused the loss of contact?  
> A case CAN be accepted if separation occurred: 
- as a result of armed conflict, natural disaster or migration; 
- as a result of unclear circumstances where  contact with a family member abroad has been 
suddenly interrupted. Under this circumstance, cases can be accepted especially where the 
sought person is a vulnerable individual (e.g. elderly, ill, handicapped person or minor children). 
 
> A case CANNOT be accepted if separation occurred: 
as a result of family breakdown, divorce, adoption or custody 
2. What is the enquirer’s relationship with the sought person? 
> A case CAN be accepted if enquirer is: 
a close relative of the sought person (i.e. parent, child, sibling, spouse, grand-parent, cousin)  
 
> A case CANNOT be accepted if enquirer is: 
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not related to the sought person (incl. police forces, solicitors and researchers) 
3. Where is the sought person thought to be? 
> A case CAN be accepted when the sought person is abroad in a country where the Family Links 
Network has capacity to trace  
If unsure, check with the Central Siege. 
 
> A Red Cross Message form should be completed instead of a tracing form if address/location of 
family member is known but no postal service available in that country. (See page 19) 
 
> A case CANNOT be accepted if sought person is in Romania  
*Exceptions do apply for refugees/migrants 
4. What has the enquirer tried so far? 
> A case CAN be accepted if enquirer has already tried other ways to reach the sought person 
> A case CANNOT be accepted if other possible means of communication exist and are available to 
the enquirer 
 
5. Why does the enquirer want to trace the person? 
> A case CANNOT be accepted if the reason for tracing the other person is related to legal issues, 
for instance inheritance, divorce, genealogical searches.. 
 
6. Does the enquirer have enough information to open a tracing case? 
In order to open a case, the enquirer will need: 

• Full name of the sought person 
• Date of birth/approximate age of the sought person 
• Full names of sought person’s parents 
• A last known address for the sought person 
• Time, location, reasons for the separation to occur 

 
 
 

3.1.2 Step 2 – Case acceptance by branches 
 
> If an enquiry does NOT meet the above criteria, please contact Central Siege to see whether you could 
signpost the enquirer elsewhere or accept the case on exceptional circumstances. 
Exceptions do apply in all cases. 
 
> If the criteria above are met, branch staff/volunteers should inform the service user that they will have to 
complete a tracing form that will be sent to Central Siege for final approval and that Central Siege will then send 
the form to the Red Cross/Red Crescent Society or ICRC. 
 
The tracing form can be downloaded from: 
 

www.crucearosie.ro 
 

It is recommendable to: 
> have already copies printed out so that these can be immediately available if needs arise.  
> always suggest that enquirers check the Trace the Face website (p. 15) 
 

3.1.3 Step 3 – Tracing Form completion 
 
Once a case is accepted, a tracing form should be completed.  
Below are the main 4 steps for completing, recording and sending a tracing form: 
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1 

The tracing form is completed either by: 
a) the enquirer himself/herself if no support is needed; 
b) Branch staff/volunteers with the enquirer if support is needed. 
In both cases, it is important the person completing the tracing form is aware of the 
following:  
1. The form needs to be completed in CAPITAL letters. 
2. ALL sections in the tracing form need to be fully completed. If a section cannot be 
completed Not Known should be inserted instead. 
3. If the enquirer is looking for someone in a country where Latin letters are not used, 
names should be written in both languages (for example, Arabic and Latin letters). 
4. Consent boxes should be ticked only if the enquirer agrees. Can be left BLANK.   
Annex I of this guide has clear instructions and examples on how to complete a 
tracing form. 

 
2 

 
The enquirer is informed of next steps, i.e.: 
1. Form will be sent to Central Siege. 
2. Central Siege might require further information to process the case. 
3. Central Siege will send information to ICRC or Red Cross/Red Crescent National 
Societies. 
4. It can take months or even years before receiving any news. If circumstances 
change (including if enquirer makes contact with sought person or if enquirer changes 
his contact details), the enquirer should inform the branch staff/volunteers. 
5. As soon as Central Siege receives information, the enquirer will be contacted either 
via post or in person by branch staff/volunteers. 

 
3 

 
 
 
 
 
The fully completed tracing form is forwarded to Central Siege via: 

 
Email: crr@crucearosie.ro 
Post: Romanian Red Cross, Central Siege,29, Biserica Amzei Str., sector 1, Bucharest, 010393 
 
 

 

4 

The fully completed tracing form and personal details are kept confidentially 
As stated in the Data Management Chapter (p.20), all personal details about both the 
enquirer and the sought person should be kept in a safe and confidential place, only 
accessible to Romanian Red Cross staff until the case is closed. Once closed, the 
documents can be destroyed or archived.  

 
 
It is important to note that: 
• it might be distressful for the enquirer to complete a tracing form and whenever possible emotional support 
should be provided; 
• the enquirer should feel at ease whilst completing the form and a private and comfortable space should be made 
available; 
• supporting someone who has been separated from his/her family can be distressful for staff and volunteers as 
well. Branch staff/volunteers conducting interviews might benefit from debriefing sessions and line managers 
should ensure they can speak to someone if needed. 
 

3.1.4 Step 4 – Central Siege review and acceptance 
 
When a tracing form is received at Central Siege, the tracing officer will: 
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> acknowledge receipt of the tracing form; 
> allocate a reference number that will be communicated to the branch; 
> check the tracing form is completed correctly and all necessary information has been provided – if this is not the 
case, tracing officer will contact the Branch or the enquirer directly for further information; 
> send the completed tracing form to ICRC and/or the relevant National Society;  
> set a reminder to review the case in 3 or 6 months to check whether ICRC/NS has responded. 
 
 

 

3.1.5 Step 5 – Outcomes 
 
There are five possible outcomes that Central Siege can receive from ICRC or a National Society as a result of 
enquiries.  
 
 
These can be summarised as follows: 
 
 
 

Traced Traced but no 
contact wanted 

No Trace 
 

News of Death 
 

 

 
 
 
 
This is where the 
sought person 
has been located 
and has agreed to 
release his or her 
contact details 
and/or has written 
a Red Cross 
Message (RCM) 
to the enquirer. 

 
 
 
 
This is where the 
sought person 
has been traced 
but has declined 
to release 
his/her contact 
details. The 
enquirer will be 
told the enquiry 
had been 
unsuccessful. 

 
 
 
 
This is where the 
sought person 
could not be 
located. A 
standard ‘no 
trace’ letter will be 
sent.  

 
 
 
 
This is where the 
sought person 
has been traced 
but unfortunately 
has died.  
Important to give 
this news in 
person and 
ensure enquirer is 
adequately 
supported. 
Important to note: 
contact details of 
next of kin might 
be shared. 

 
 
 
 
This is where the 
sought person 
has not been 
traced, but 
another member 
of enquirer’s 
family has been 
traced and 
agreed to release 
their contact 
details.  

 
 
Branches will be informed of the case’s outcomes. Whenever possible, they should deliver the news in 
person. If not, the enquirer should be contacted by phone. 
 

3.2 Dealing with tracing enquiries originating abroad and coming from Central Siege 
 

As shown in the Tracing Process Diagram (p.4-5), Central Siege not only sends out enquiries looking for people 
overseas, but it also receives enquiries from ICRC or other national societies looking for people in Romania. This 
section explains what the process is at the levels of Central Siege and branches, when this occurs. 

   

 

No Trace but 
other person 
found  
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3.2.1 Step 1 – Central Siege receives tracing requests 
 
As shown in the Tracing Process Diagram (p. 4-5), Central Siege not only sends out enquiries looking for people 
overseas, but it also receives enquiries from ICRC or other national societies looking for people in Romania.  
 
When this happens, Central Siege tracing officer will: 
> check database to see whether names already appear in the database  
> allocate a reference number to the case and save it on the Central Siege database; 
> send an acknowledgement to ICRC or the National Societies that sent the request; 
> if the tracing enquiry does not have a last known address, Central Siege will conduct a national search through 
the Ministry of Interior, National Institutions, the Romanian National Archives or local authorities to try to locate 
the sought person; 
> when/if there is enough information to direct the search to a particular location or when/if the enquiry comes 
with a last known address, Central Siege will contact the Branch nearest to where the person is believed to be 
and ask them to carry out a visit to the found address; 
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> if the sought person is believed to be in a place not accessible to the Branch, Central Siege will attempt to 
contact the person directly by email or post. 

3.2.2 Step 2 – Central Siege contacts Branches 
 
> Central Siege tracing officer will contact the Branch and ask staff/volunteers to visit the address where the 
person is believed to be; 
> Central Siege will send tracing form and other information on the case (including reference number) to the 
Branch either via email or mail. 

3.2.3 Step 3 – Branches prepare for field visit 
 
> Branches should ensure the following are available when staff and/or volunteers go out to conduct a local 
search: 
 
1. A copy of the tracing form 
2. Red Cross ID card and, if possible, any other visible identification (e.g. a Red Cross jacket) 
3. A map/information of where the person is believed to be  
4. A Red Cross headed paper to write a message/note if the person is not at home 
5. A consent form (Annex II) for the sought person to sign to release contact details to the enquirer via ICRC or 
appropriate National Society. 
6. A blank Red Cross Message form for the sought person to write a message to their relatives should no other 
means be available.  
 
> In order to ensure health and safety of staff/volunteers, it is recommended that two people conduct the visit and 
that their line manager is informed of when they arrive at and leave the place where the sought person is believed 
to be. 
> Before a field visit, it is also important that staff/volunteers conducting the visit carefully read all documentation 
related to the case.  

 
3.2.4 Step 4 – Branches conducts visit 
 
During a visit, Branch staff/volunteers might encounter two situations: 
 
A. A person is at the given address 
B. Nobody is at the given address 
 
Below, there are further information on the 2 situations and the respective actions to take: 
 
 
 
 
 
 
 
 
 
 
 



12 
 

 
Outcome A: Person is found at the address 

 
If Branch staff/volunteers find someone at the address where the sought person is believed to be, the following 
steps should be undertaken:  
 

 

1 
Branch staff/volunteers show their ID card and introduce themselves 
> People might be suspicious and/or scared about the purpose of the visit. It is 
therefore important to explain what the Tracing Service is and the purpose of the visit. 
DO NOT disclose any of the enquirer’s information.  
 

 
 

2 

Branch staff/volunteers verify the identity of the person 
> It is important to protect the enquirer and not release any information about him/her 
before checking the person visited is the right one. Branch staff/volunteers should ask 
questions to confirm the person’s identity such as date and place of birth, details 
about parents or any other information that Branch staff/volunteers can find in the 
tracing form.  
> If the person provides information that does not correspond to the tracing form, DO 
NOT provide any further details and, after apologising for the inconvenience, leave 
the location. If the person provides the information contained in the tracing form, then 
news can be delivered. 
 

3 

Branch staff/volunteers inform the Sought Person and advise of his/her options 
> Branch staff/volunteers show the Sought Person the Tracing form with information 
on the enquirer 
> Branch staff/volunteers explain to the Sought Person that they have 5 options: 

 

 
 
 

 
 
 
Give the enquirer’s 
contact details to 
the sought person 
and advise them of 
their next to 
contact the 
person. 
Additionally, 
staff/volunteers 
should ask if 
person agrees to 
release contact 
details to enquirer 
(consent form) 
Offer help for 
contacting the 
person if needed. 

 
Recognising but 

not wanting 
contact 

 
 

It is important to 
respect the sought 
person’s will and 
NOT insist. Give 
the person the 
enquirer’s contact 
details and ask if: 
(a) Red Cross 
should inform the 
enquirer that 
person was not 
located 
(b) Red Cross 
should inform the 
enquirer that 
person does not 
wish to restore 
contact. 

 
Recognising but 
not wanting to 

release info 
 
 

Give the enquirer’s 
contact details to 
the sought person 
and offer to 
complete a Red 
Cross Message to 
be sent to the 
enquirer. 

 
Not recognising 

the enquirer 
 
 
 

The sought person 
might not 
recognise the 
enquirer. Branch 
staff/volunteers 
should ask the 
sought person 
whether she/he 
needs further 
information in 
order to identify 
the enquirer. Take 
note of further 
information 
needed.  

 
Asking further 

time before 
taking any 
decisions 

 
The sought person 
might be 
distressed and/or 
confused and not 
able to take a 
decision 
immediately. 
Branch 
staff/volunteers 
should give their 
contact details and 
ask the Sought 
Person to contact 
when ready to 
discuss. 

 

 

Recognising 
and wanting 

contact 
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Outcome B: Nobody is at the address 

 

During a visit, Branch staff/volunteers might not find anyone at the given address. In that case, they should 
attempt to speak to the neighbours to find further information on the potential sought person. Whilst doing this, it 
is important to note that no information should be given to neighbours on the case. 

 
> If neighbours confirm that someone with that name lives/has ever lived at that address, Branch 
staff/volunteers should leave a note asking the person to contact the Red Cross as soon as possible. No 
information on the enquirer should be given in the note. 
 
> If the neighbours inform the Branch staff/volunteers that the person used to live at that address but 
moved elsewhere, Branch staff/volunteers should attempt to get information (at least City or Region) of where 
the person might be. 
 
> If the neighbours inform the Branch staff/volunteers that the person has deceased, Branch 
staff/volunteers should attempt to get as much information as possible, including date of decease and place of 
burial. 
 
> If the neighbours inform the Branch staff/volunteers that nobody with that name lives at that address, 
Branch staff/volunteers should still leave a note (perhaps the person used to use a different name) asking the 
person to contact the Red Cross at the earliest convenience. 
 
 
 
 
 
 
 

3.2.5 Step 5 – Branches inform Central Siege of outcome 
 
 
At the end of a visit, Branch staff/volunteers should promptly report the outcome of the visit to the Central Siege to 
be passed to ICRC/the National Society who sent the enquiry. 
A report should always be written and sent to the Central Siege (via email or post) with the Reference Number 
given in the initial enquiry.  
 
The report should include: 
 
 
 

 

4. Trace the Face 
 

For both Outcomes A and B, Branch staff and volunteers should accurately record all 
information on actions undertaken and outcomes of visit.  

> Detailed information of the actions taken by the Branch 
> Information on whether the sought person was located or not 
> If the sought person was located, information on: 

• current contact information 
• information on whether the sought person has given permission to release their contact 

information to the enquirer. A signature is needed for this release. 
> If the sought person was not located for any of the reasons listed above (Option B), information 
on the outcome of the visit.  
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Trace the Face is a tracing service tooldedicated to the migrant famlies who get separated on their road in 
Europe. Similar to the tracing form is aimed at helping families reconnecting. Therefore, it is a tool that should be 
discussed when dealing with an enquirer looking for family members (Please see Chapter 2 for further information 
on the tracing service). 
 
The main differences with the tracing form, however, are the following: 
> it is a passive tool in a way that does not require an active search of the sought person but rather the creation of 
an online database to be consulted; 
> although the website is accessible all over the world, only European National Societies can upload pictures. As 
a result, it is an effective tool for searches in Europe.  
 

4.1 Eligibility criteria 

Online Trace the Face should be offered to individuals (migrants) meeting the following criteria: 

> anyone eligible for the Tracing Service 
> anyone contacting Branch looking for a family member in Europe 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What is the purpose of Trace the Face? 
Trace the Face is a Tracing Service (See Chapter 1) online tool developed by ICRC and European National Societies to 
provide an additional way for individuals to look for their loved ones. Individuals can upload their pictures saying who they 
are looking for or look through the pictures of individuals in Europe looking for their missing relatives. Although the online 
tool can be accessed everywhere in the world, only European National Societies, and limited other non-national societies 
worldwide, can currently upload pictures. 
 
What can branches do? 
Branches can:  
a) signpost local clients to tracetheface.org where they can look at the pictures of individuals looking for their relatives 
b) support local clients who have recognised a relative on tracetheface.org 
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4.2 Signposting individuals looking for their families to the online tracing tool 

In addition to the tracing process outlined in 
Chapter 1, Romanian Red Cross staff and 
volunteers should inform individuals looking for 
their missing relatives in Europe to check the 
ICRC online tracing tool: 
 

www.tracetheface.org 
 
The online database includes the pictures of 
over 1000 people across Europe who are 
looking for their family. Through the website, 
individuals can look for people and, if they 
recognise anyone, they need to follow the 
following steps: 
 
1. Click Do you have information? 
2. Complete the form (See a screenshot below) 
3. Submit 
 
ICRC will receive the form and will contact 
Romanian Red Cross Central Siege, who will 
then contact the Branch or the individual directly.  
 
REMINDER: Tell individuals to complete the 
form only if they recognise a relative. The form is 
not a tracing form but only a means to contact 
identified individuals.  

 
Online tracing forms individuals will have to complete on tracetheface.org 

 
 
 
 
 
 
 

http://www.tracetheface.org/
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4.4 Supporting individuals who would like to add their picture to the online database 

In case an individual would like, in addition to completing a tracing form, to add his/her picture to the Trace the 
Face online database, Branch staff/volunteers should either take the picture or collect a picture and forward it to 
the Central Siege via: 

Email: crr@crucearosie.ro 

Post: Romanian Red Cross 
Central Siege 
29, Biserica Amzei Str., sector 1, Bucharest, 010393 

 

 
It is important to: 
 
> Keep into consideration the standard format required by ICRC for the pictures. Please see Annex III for further 
information. 
> Send the pictures with the tracing form or with the reference number related to the tracing enquiry so that 
Central Siege is aware of previous records.  
> Let the enquirer know that if someone recognises his/her picture, the same steps  
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5. Red Cross Messages 
 
 
 
 
 
 
 
 
 
 
 
 
4.1 Dealing with Red Cross Messages enquiries originating in branches  

 
Dealing with Red Cross Messages originating in branches requires similar steps to the ones for tracing 
enquiries (See page 7): 
 
1. Introduction and initial assessment 
2. Case acceptance by branch 
3. Red Cross Message form completion 
4. Central Siege review and acceptance 
5. Outcome 
 
However, it is important to note the difference between the two services, in particular in relation to (a) 
eligibility criteria and (b) form completion procedures.   
 

4.1.1 Eligibility criteria 
 
The Tracing Service Criteria (See page 8) applies for Red Cross Messages as well (i.e. reasons for separation, 
relationship with sought person, other means attempted and so on and so forth), but the difference between the 2 
services relies on the following 2 points: 
 
> Red Cross Message service SHOULD BE USED when an enquirer (also called sender) is in possession of an 
address or a location of where the family member (also called the recipient) is supposed to be but cannot get in 
contact due to: conflict (the family member lives in a conflict affected area with no normal means of 
communication operating) and/or detention (the family member is detained). 
Before accepting the case, it is important to check that the sender has no access to other means of 
communication with the recipient. Red Cross Messages should only be used when other means of 
communication have proven unsuccessful.  
 
> Red Cross Message service CANNOT be offered if the news that needs to be delivered is not strictly familiar.  
 
Once a Red Cross Message form should be downloaded from www.crucearosie.ro  
 

4.1.2 Red Cross Message forms 
 
Once a case is accepted, a RCM form should be completed.  
 
 
Below are the main 4 steps for completing, recording and sending a Red Cross Message form: 
 

What is the purpose of Red Cross Messages (RCM)? 
Red Cross Messages are provided to individuals wishing to re-establish family communication with family members when 
mail and telephone systems are not available (where post service is not working or person is in prison or detained).The 
sender needs to have address of recipient. Red Cross Messages are subject to censorship and can only contain strictly 
family news or other information of a personal nature. The Red Cross cannot deliver messages that contain news or 
information other than that of a personal nature. 
 
What can branches do? 
Branches can:  
a) assist local clients to send a Red Cross Message abroad; 
b) receive Red Cross Messages via Central Siege to help deliver this to the recipient. 

http://www.crucearosie.ro/
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1 

The Red Cross Message form (Annex IV) is completed either by: 
a) the enquirer/sender himself/herself if no support is needed; 
b) Branch staff/volunteers with the enquirer/sender if support is needed. 
In both cases, it is important the person completing the Red Cross Message form is 
aware of the following:  
1. The following information is essential to complete the form: 
> Name of sender/receiver                                    > Date of Birth of sender/receiver 
> Address of sender                                              > Relationship sender/receiver 
2. The form needs to be completed in CAPITAL letters. 
3. ALL sections in the RCM form need to be fully completed. The reply section 
should be left BLANK.  
4. If the enquirer is looking for someone in a country where Latin letters are not used, 
names should be written in both languages (for example, Arabic and Latin letters). 
5. Sender should then write a message in his/her language. He/she should be 
reminded that only strictly family news should be included with no reference to 
political, military or other unacceptable information. 
6. Sender can attach 1 or 2 pictures to the message and/or official documents (birth 
certificate, marriage certificate..) but NO money nor packages can be attached. 
 

 
2 

 
Branch staff/volunteers inform sender of next steps 
1. Branch staff/volunteers should double check with senders that only strictly 
family news are included in the form and remind him/her that ICRC staff will read the 
content for monitoring and security purposes. Messages containing non-strictly family 
news will be rejected.  
2. Branch staff/volunteers should double check that attachments meet the above 
criteria and do not include money or packages. 
3. Branch staff/volunteers should inform sender that the form will be sent to Central 
Siege, who will forward it to ICRC in the country where the recipient lives. 
4. Branch staff/volunteers should inform sender that it can take months or even years 
before ICRC is able to deliver the message and no guarantee of this can be offered. If 
circumstances change (including if enquirer makes contact with sought person or if 
enquirer changes his contact details), the sender should inform the branch 
staff/volunteers. 
5. When the message is delivered, ICRC will contact Red Cross Central Siege. If 
ICRC has any further news about the case or if the receiver replies to the message, 
this will be forwarded to RRC Central Siege. This information will be shared with 
Branch, who will contact the sender.  
 
 

3 

The fully completed Red Cross Message form is forwarded to Central Siege via: 
 

Email: crr@crucearosie.ro 
Post: Romanian Red Cross 
Central Siege 
29, Biserica Amzei Str., sector 1, Bucharest, 010393 
  

4 

The fully completed Red Cross Message form and personal details are kept 
confidentially 
As stated in the Data Management Chapter (p. 20), all personal details about both the 
sender and the receiver should be kept in a safe and confidential place, only 
accessible to Romanian Red Cross staff until the case is closed. Once closed, the 
documents can be destroyed or archived.  
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4.2 Dealing with Red Cross Messages originating abroad 
 

As shown in the Tracing Process Diagram (p. 4-5), Central Siege not only sends out RCMs, but it also receives 
RCMs from ICRC or other national societies looking for people in Romania. In those cases, the sender is in a 
conflict affected areas or in detention and cannot contact the receiver through normal means of communication. 

This section explains what the process is at the levels of Central Siege and branches, when this occurs. 

 

4.2.1 Procedures for delivery of a Red Cross Message 
 

 

1 
Central Siege receives RCM and forward it to Branch 
> When Central Siege receives a RCM, the tracing officer will check ICRC cover 
letter to understand the content of the message and of the attachments as well as the 
address of the receiver. Central Siege will then identify the closest branch and 
contact them via email or mail. 
 

 
 

2 

Branch staff/volunteers contact receiver 
> Branch staff/volunteers should check the information provided by Branch to 
understand the nature of the message (Does the message contain news of death? Is 
further emotional support required?)  
> If a phone number is provided, Branch staff/volunteers should contact the receiver 
inviting him/her to come to the Branch as there is a message for him/her. (No 
information should be provided over the phone) 
> If only an address is provided, Branch staff and volunteers should follow the same 
processes for delivery of tracing forms (See Section 3.2.4). 
IMPORTANT: During the meeting with receiver, Branch staff/volunteers should have 
a blank RCM in case the person wants to respond to the message. Receivers should 
also be informed that they can contact the Red Cross in the future if they want to 
send a message to the family member. 
 

3 

Branch staff/volunteers sends Central Siege (via email or post) delivery 
confirmation 
 
> After the Red Cross Message is delivered or after a thorough search has been 
completed and the recipient cannot be located, Branch staff/volunteers should 
report the outcomes to Central Siege. The delivery confirmation should include: 

• the date the message was delivered; 
• when the message is delivered to an address other than the one provided 

on the Red Cross Message form or the person has changed any 
circumstances, provide the new information;  

• if the message is not delivered, provide information of your searches 
(Where did you look? What did you find out?) 
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5. Data Management 
 

The security and safety of individuals is of primary importance for the service. Personal and sensitive data of both 
enquirers/senders and sought persons/receivers should be protected and no information should be shared with 
third parties.  

Romania Legea 677/2001 

CICR Codul de Conduita (www.crucearosie.ro) 

 

As outlined in the above chapters, Central Siege is responsible for a national database where all information on 
cases are stored.  

However, branch staff and volunteers may also find it necessary to keep working files to document ongoing 
dialog with individuals, search efforts and so on and so forth. For any local files, the following checklist 
serves as a guide to ensure appropriate case documentation and storage: 

☐   Case files are stored in a safe and confidential space only accessible to Red Cross staff 
☐   All information on the case are sent to Central Siege. 
☐   Central Siege is responsible for allocating a reference number. Branch staff and volunteers should record the 
number and make reference to it when requesting/providing further information on the case.  
☐   Once a case is closed, all information on the case should be destroyed or archived. These will be kept 
confidentially at Central Siege.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



21 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Annex I – Romanian Red Cross tracing form 
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SOCIETATEA NAŢIONALĂ DE CRUCE ROŞIE DIN ROMÂNIA 
 

ROMANIAN RED CROSS     -     CROIX-ROUGE ROUMAINE 
                           BUCUREŞTI 1, Str. Biserica Amzei 29, Cod 010393, Telefon: +4 021.3176006 

 Fax: +4.021.3128452;  
E-mail: crr@crucearosie.ro; www.crucearosie.ro  

 
 

 
FORMULAR PENTRU CĂUTĂRI PERSOANE 
TRACING REQUEST FORM                                                          Nr. Ref. caz/Case Ref. no. : 
PERSOANA CĂUTATĂ                                                                                 Vă rugăm să completaţi cu litere de tipar 
SOUGHT PERSON                                                                                                Please, write in capital letters 
Nume de famile/ Prenume 
Family Name/Christian Name   
 

 

Numele la naştere          (dacă diferă) 
Name at birth                   (if different) 
 

 
 
 

Porecla 
Alias 

 
 

Sex                                          ( F /  M)  
Data naşterii:      zi/lună/an (cel puţin anul/vârsta) 
Date of birth:  day/month/year (at least year or age) 

 
 

Locul naşterii:                         localitate /ţara 
Place of birth:                        locality / country 

 
 

Numele complet al tatălui 
Full name of the father 

 
 
 

Numele complet al mamei  
Full name of the mother 

 
 
 

Ţara de origine/grup etnic/trib/clan/ /sub-clan 
Country of origin/ethnic group/tribe/clan/sub-
clan/family lineage 

 
 

Stare civilă 
Marital Status 

 
 

Numele complet al soţului sau al soţiei 
Full name of wife or husband  

 
 

Profesie/ Ocupaţie 
Profession/Occupation 

 
 

Pentru militari: rang / unitate/legitimaţie de serviciu 
For military personnel: rank / unit / Service no. 

 
 
 

 
Cauzele care au dus la pierderea legăturii 
 
Circumstances leading to the loss of contaxt 
 
 
 
 
 
 
 
 
 
 
 

- 
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Persoane care trebuie localizate, împreună cu persoana cautată: 
Persons to be traced, together with the sought person: 
 
Nume complet:                                    Data naşterii (sau anul):             Sex:               Grad de rudenie cu pers. cautată: 
Full name:                                             Date of birth (or year):                 Sex:               Relashionship with sought person: 
 
 
 
 
 
 
 
 
 
 
Ultimul domiciliu cunoscut al persoanei căutate 
Last known address of the sought person 
 
 
 
 
 

- 
 
 
 
 
 
 

Data, locul şi sursa ultimelor veşti (scrisoare, tel. 
etc. inclusiv nume şi detalii de contact ale 
persoanelor care ar putea oferi informaţii – adresă, 
tel., fax, e-mail) 
 
Date, place and type of last news (letter, phone call 
etc. including name and contact details of persons 
who can give information – address, phone no, fax 
no, e-mail) 
  
 
 

- 
 
 
 
 
 

Alte detalii care pot ajuta investigaţiile: adrese 
anterioare sau adresa unde lucrează, numele 
angajatorului, religie, şcoala etc. 
 
Other details that may assist the investigations: 
previous private or business address, present 
employer, religion, school etc.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- 
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Solicitant 
Enquirer 
 
Nume de familie / Prenume 
Full name (as expressed locally) 

 

Numele la naştere (dacă diferă) 
Full name at birth (if different) 

 

Sex  
Data şi locul naşterii 
Date and place of birth 

 
                           

Numele complet al tatălui 
Father’s full name 

 
 

Numele complet al mamei 
Mother’s full name 

 
 

Persoana căutată este (grad de rudenie) 
The person to be traced is my 

 
  

Adresa de contact 
Contact address 
 
 
 
 
 

 

Număr de telefon/e-mail 
Phone number/e-mail 
 
 

 

-Sunt de acord ca datele mele personale şi ale rudei căutate sa fie procesate de Crucea Roşie în scopul căutării. 
I agree that the Red Cross Tracing Service processes my data and the data of my relatives for tracing purposes. 

o Da / Yes          ○ Nu / No 
 

-Sunt de acord ca numele meu să fie folosit în media în eforturile publice de căutare (Web, Radio etc.) 
I agree that my name may be used in the media and in public tracing efforts (Web, Radio etc.) 

o Da / Yes          ○ Nu / No 
-Sunt de acord ca cererea mea să fie transmisă autorităţilor competente în procesul de căutare. 
I accept that this request may be transmitted to the authorities and administrative bodies concerned in the tracing procedure. 

o Da / Yes           ○Nu / No 
 

-Sunt de acord ca adresa mea sa fie transmisă persoanei căutate sau unei rude apropriate. 
I authorize the release of my address to the person to be traced or the next of kin. 

o Da / Yes          ○ Nu / No 
 
 
 
 
 
 
 
 
Semnatura 
Signature 

 

Data şi locului completarii cererii 
Date and place of filling in 
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Annex II – Sample of Romanian Red Cross completed tracing 
form 
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Annex III – ICRC guidance on picture format for Trace the Face 
 

TRACE THE FACE How to take photos 
1. Format   

 
Orientation: Portrait  
 
Ratio: 3/4                                                                                                                                                    
 
e.g.: 480 x 640 pixels 1200 x 
1600 pixels  
 
Format: JPEG  
 
e.g.: PICT00231.jpg  
 
 
 
 
 
 

2. Framing 
 
a. The picture has to be centered 
on the mouth… 
b. … as we need a space for the 
bubble  
 

3. Background  
a. The background has to be as 
clear and neutral as possible. 
Ideally a white wall. 
b. No dark background 
c. No decor background     
 

  4. Attitude                             
 
a. Neutral face expression 
b. No smile or other face 
expression 
 
5. Position 

a. front view of the person (face 
and body) 
b.   no side view of the person                          

 

                              

        



 

 

 
 
 
Annex IV - Romanian Red Cross Red Cross Message 
form 
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3 
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Annex V – Sample of Romanian Red Cross completed 
RCM form 
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Consent Form “Trace the Face” 

 

Full name:  

 

 

 

Date of birth: 

 

 

Contact information (e.g. residential address, e-mail, and/or phone), if available: 

 

 

 

 

I am looking for my (family relation/ the person I am tracing for is my…): 

For this reason I consulted the Red Cross/Red Crescent Tracing Service in:  

 

Consent to the use of personal data 

I agree that the Red Cross/Red Crescent Tracing Service processes my data and the data of my relatives for tracing 
purposes. 

I agree to the following options as well (please tick where applicable): 

I agree that my name may be used in the media and in public tracing efforts (Web, Radio etc.), if necessary for 
the tracing: 

 Yes    No 

I agree that the name of my relative sought may be used in the media and in public tracing efforts (web, radio, 
and etc.), if necessary for the tracing: 

 Yes    No 
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I accept that this request may be transmitted to the authorities and administrative bodies concerned in the 
tracing procedure: 

 Yes    No 

I agree that my contact data (address, phone-number etc.) will be given to the person sought or the immediate 
family: 

 Yes    No 

 

Consent to the use of Photo “Trace the Face” 

I have been informed about the option of tracing with my photo. I give permission for a digital portrait photo to be 
taken of myself to be transmitted to the International Committee of the Red Cross (ICRC) for this purpose. I would like 
to make use of the following options (please tick where applicable): 

 
Online-Tracing 

The ICRC will display this photo for the purposes of public tracing on its website http://familylinks.icrc.org/europe. After 
publication this photo as well as information about my search for relative/relatives will be accessible worldwide. Users 
can narrow down the number of the displayed photos by applying the retracing criteria age, gender and country of 
origin. The technical possibility for third parties to download or otherwise use the photo has not been provided for and 
technical provisions have been designed to impede such attempts. However, the possibility that the photo may be 
otherwise reused by third parties, for example by taking a screenshot, cannot be ruled out entirely. The photo is 
watermarked making its origin traceable in case of unauthorized use.  

 Yes    No 

 

Poster- and booklet supported tracing 

I also agree to the use of my photo on posters or in booklets and to be displayed publicly on various sites or in 
targeted communities worldwide, determined by the Tracing Services of the Red Cross/Red Crescent Societies 
involved in the tracing. I am aware that I cannot lay claim to my photo being displayed on a poster or in a 
booklet.  

 Yes    No 

Usage of media 

I agree that my photo will be used in the media (newspapers, books, flyer etc.), if necessary for the purpose of 
tracing: 

 Yes    No 

I agree to be contacted by the Tracing Service for reasons of promotion and propagation of the work of the 
Red Cross/ Red Crescent Tracing Services. Please, be aware that such agreement may require usage of your 
photo for promotion:  

 Yes    No 

http://familylinks.icrc.org/europe


   
 

7 
 

This declaration of consent becomes valid a week after the date of signing. 

Revocations of declarations of consent can be directed in writing to the Red Cross/Red Crescent Tracing Service  

 

 

In case of a revocation, the Red Cross/Red Crescent Tracing Service will remove the photo and all additional details 
from those parts of the website that are publicly accessible within a week. Should at this particular time the photo 
already have been included in poster- and/ or booklet supported tracing, there is no possibility to revoke its use.  

 

 I received a copy of this declaration 

 

 

__________________________    __________________________ 

Place, Date       Signature of the enquirer 

 

In case the enquirer is a (15 to 17 years old) minor, additionally to the signature of the enquirer the name and the 
signature of the legal guardian are requested. 

 

____________________________________________________________________________ 

Name and signature of the legal guardian 

 

(name, address) 
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