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__________________________________________________________________________________


NAME OF SUBSIDIARY BODY
TERMS OF REFERENCE 
Endorsed by the IASC Working Group on date 
Date established: month/year

End of mandate: month/year or ongoing for sub-working groups 
Background
[1-2 paragraphs explaining the rationale for the subsidiary body,  taking into account the assigned  area of work; the type of group (sub-working group, task force, reference group); and  IASC Principals or Working Group decisions related to the group’s establishment]

Purpose

[2-3 paragraphs explaining the overarching goal of the group and the areas of focus/work streams, indicating outcomes to be achieved within the timeframe of the mandate. Details of the objectives, outputs/activities and indicators are not to be included here, but in the annual workplan.]

Structure

[Only required for those groups with sub-bodies]

Chair

[1 paragraph explaining the chairing arrangements (number of chairs, organizations) and the frequency and process for selecting a chair.  If the group has sub-bodies or multiple work streams, please note the organizations responsible for managing these.] 

Participation

[Suggested language: Participation is open to interested humanitarian organizations, bringing together NGOs, UN, and other international organizations together on equal footing. Cluster lead agencies participating represent both their agency and their respective cluster.  Participants are expected to be at an appropriate level (specify whether technical expert or senior adviser level). Experts and donors may be invited as observers to provide technical input or to discuss certain relevant issues, when needed. Operational NGOs are encouraged to participate actively. ] 

Secretariat

[Describe which organization(s) will serve as the secretariat of the group and what will be the roles and responsibilities of this secretariat.  Suggested language: [name of organization] functions as the secretariat of the group and, under the direction of the chairs, coordinates the substantive implementation of the workplan. With information provided by representatives to the [name of subsidiary body], the secretariat drafts the annual workplan (for discussion and agreement by the membership), a progress update, and annual report to the IASC Working Group; convenes regular meetings/provides venue arrangements; drafts and distributes the agenda and minutes; monitors progress of the implementation of the workplan and action points from [name of subsidiary body], IASC Working Group, and IASC Principals meetings; maintains an email distribution list of participants and keeps participants lists for each meeting; prepares materials for distribution to the group; facilitates the flow of communication; and updates the [name of subsidiary body]’s webpage on the IASC website.]
Meeting Schedule and Agenda

[Explain the frequency of meetings, meeting arrangements (video, telephone or in person) and the agenda setting process.] 

Funding 
[Where applicable, indicate any additional resources from agencies or donors.] 

Workplan

Required language: The [name of subsidiary body] prepares an annual workplan based on the standard template, prepared by the IASC Secretariat, which includes specific objectives, prioritized activities, indicators, and deadlines. Focal points are identified for each activity listed in the workplan, and are accountable for ensuring the implementation of the specific tasks and for progress reporting on a regular basis. Workplans should be submitted to the IASC Secretariat by the deadline (usually end of October) for the IASC Working Group to review, and subject to agreement, endorse before the end of the year prior.

Reporting and Public Information 
(Reporting arrangements are still being clarified so this section may change.) Required language: The [name of subsidiary body] provides an annual report to the IASC Working Group against progress toward meeting the objectives of the workplan.  This annual report should be prepared in accordance with the standard template and is due by the deadline (usually end January), in order for the IASC Working Group to take stock of progress and performance of the group.  Each subsidiary body is also required to submit a brief progress update (2-3 paragraphs) to the IASC Secretariat by the deadline (usually end of October) for consolidation and presentation to the Working Group before its November meeting. 
The [name of subsidiary body] maintains a webpage on the IASC site, and will post regularly all relevant meeting notes, background papers and other documents on that site. 
IASC Products

Required language: The [name of subsidiary body] will ensure that any IASC products developed by the group are in line with the IASC guidelines on product development available from the IASC Secretariat. 
Relationship to the Working Group

Required language: The [name of subsidiary body] prepares background papers and recommendations on salient topics and broader policy/operational issues in support of effective field-based action at the request of the IASC Working Group or Principals. The [name of subsidiary body] can propose agenda items for the IASC Working Group via the IASC Secretariat as part of the agenda setting process. 

The IASC Working Group will review the performance and relevance of the [name of subsidiary body] periodically. At that time, the mandate and the continuation of [name of subsidiary body] will be assessed.  The IASC Secretariat supports the IASC Working Group in monitoring the performance of IASC subsidiary bodies.
Prepared by [name of subsidiary body], [date]
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