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TOOL 12
TEMPLATE TERMS OF REFERENCE

Community Engagement and Accountability / IFRC / June 2016
This document provides an example of a Terms of Reference (ToR) or Community Agreement which outlines the roles and responsibilities of both the NS/IFRC and the community committee. It is intended as guidance and so should be adapted by programme managers for each different context. It is based on a document from the British Red Cross
 which can be referred to for further information. 

Template ToR

Purpose of X programme: [insert programme objective]
As jointly agreed, as part of the programme X committee will:
1. Be comprised of XX men and XX women.  Of which XX will be youth (aged 16-25), XX elderly (aged 65+). [The purpose of this is to ensure diverse representation.  If working with a committee that already exists, rather than creating a new committee, this can be adapted to include targets on incorporating other groups to make it more diverse.  Depending on the context you may want to reference other key groups.]  

2. Represent the views and priorities of the community (including men, women, children, older people, disabled, ethnic minorities and vulnerable people) not the individual views of its members.  In particular support us to identify and reach the most vulnerable groups.
  

3. Support the [insert NS/IFRC] and community members to:

a. [Insert list of programme tasks] 

b. XX

c. XX

4. Help ensure a safe working environment for staff, volunteers, property and assets.  This includes:
a. Warning staff and volunteers if there are any risks to their health or safety as part of their work in the community.
b. Supporting with the resolution of community conflicts that may put staff or volunteers at risk.

c. Protecting property or assets left in the community from theft or damage. 
d. XX
  
5. Keep the wider community well informed about the programme, through holding regular community meetings, meeting with people in different parts of the community, etc. 


6. Collect and record feedback from community members – positive and negative – on our programmes, and share with us via [insert how feedback should be shared, options include via weekly meetings, via a log-book, via phone call to the programme manager etc] so we can learn and improve our work.  In addition inform us [insert how] on any information you feel we should know.    

7. Participate in meetings with staff and volunteers, and actively participate in helping the programme meeting the aims.


8. As part of this programme, it is expected that all committee members treat community members with dignity and respect.  As all programmes services and activities are FREE, no committee member should ask community members for money, services or favours in exchange for assistance.


The role of committee member is VOLUNTARY [insert NS/IFRC] does not pay people to be part of the committee.


As jointly agreed, as part of the programme [insert NS/IFRC] will:
1. Provide necessary material for X, Y, Z activities.


2. Provide necessary briefings for committee and community members (as needed) to implement this programme.

3. Involve you and the wider community in the programme; inform you about programme plans; and listen and respond to your feedback on our work.

4. Strive to ensure programmes are of high quality, and based on national and international standards.


If you do not feel we have kept our promises, have made a mistake, or you are not satisfied with our work…….then we want to know about it.  To give us feedback or raise complaint about our work:

[Insert how people can contact the NS/IFRC].

Duration of this agreement

We agree to work together on this programme from XX to XX.  Either side may terminate this agreement before the end date by communicating the new desired end date and explanation for this change in writing.   

List of committee members:

	1. 
	2. 


Name of [NS/IFRC] representative: 

Signature: __________________________  Date: ___________________________

Name of X committee representative:

Signature: __________________________  Date: ___________________________

� Adapted from the British Red Cross Society ‘Community Committee Roles and Responsibilities’and prepared as part of the Accountability to Beneficiaries in East Africa and the Indian Ocean Islands


.� ‘Community Committee ToR template’, British Red Cross, Accountability to Beneficiaries in MSM.
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