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                Care’s Partnership Committee
                     Terms of Reference (ToR)
                     (October 2016)
                                                                                                                                      

What is the Partnership Committee? 	
CARE’s Partnership Committee (PC) is a designated decision making group with the mandate to objectively review and verify all documents related to partner identification, selection and partnership management and recommend its decision for any new partnership opportunities and assignment of funding to the Country Director for final approval. 
Partnership Committee Members 
The PC consists of several members minimum 6 members representing all departments within CARE, whose presence may vary according to each area in the PC areas of responsibilities (explained in more detailed in section ‎2).
The members are divided into two groups: 
· Compulsory/ Required members:  Decisions cannot be taken if any of these members are absent. If any member is not able to attend, a staff member from their department must be delegated (one level below their position) to attend on their behalf. 
· Optional members: The attendance of these members is not mandatory and a decision can be taken without their presence and approval. 
	Area of Responsibility 
	Compulsory/ Required members
	Optional members

	Shortlisting of potential partners (section‎ 2.1)
	· ACD-PS
· ACD-P
· Programme Quality Manager
· Representative from Security dept.
· Partnership Coordinator
· Programme Managers
	· Project Managers
· Technical Advisors as appropriate

	Due Diligence for potential partners (section ‎2.2)
	· ACD-PS
· ACD-P
· Programme Quality Manager or MEAL delegate
· Representative from Security dept.
· Partnership Coordinator
· Programme Managers
· Representative from Finance AND PAL departments
	· Project Managers
· Technical Advisors as appropriate

	Selection Process for a particular SGA (section ‎2.3)
	· ACD-PS OR Representative from Finance AND PAL departments
· ACD-P 
· Partnership Coordinator
· Relevant Programme Manager
· Technical Advisor where appropriate
	· Representative from Security dept.
· Programme Quality Manager
· Relevant Project Manager



	Partnership Performance review for existing partners (section ‎2.4)
	· ACD-PS OR Representative from Finance & PAL Depts.
· ACD-P 
· Representative from Security dept.
· Partnership Coordinator
· Programme Quality Manager
· Programme Managers
	· Relevant Project Manager
· Technical Advisor where appropriate



Responsibilities
The Partnership Committee's (PC) terms of reference (ToR) is a guide to outline the roles and responsibilities of its members and clarifythe level of involvement from each department in each stage in the partnership management cycle. It also explains the general administrative responsibilities for the establishment of the PC meeting along with the PC key areas of responsibilities as follow:  
1) Partnership Committee administrative responsibilities: 
	Task
	Responsibility

	1.1)  Call for Partnership Committee (PC) meeting
	Partnership Coordinator 

	1.2)  Ensure that any conflict of interest is declared and documented 
	Partnership Coordinator

	1.3)  Facilitate the Partnership Committee (PC) meeting
	Partnership Coordinator

	1.4)  Present documents and findings relevant to each area of the partners’ responsibilities
	Partnership Coordinator

	1.5)  Review documents and findings and recommend a decision based on the evidence provided. 
	Committee Members 

	1.6)  Document discussion and prepare a selection memo for implementing partners 
	Partnership Coordinator 

	1.7)  Sign off the selection memo recommendation
	Committee Members

	1.8)  Present recommendation to Country Director for final approval
	Partnership Coordinator

	1.9)  Sign off the selection memo 
	Country Director



2) [bookmark: _Ref464572276]Partnership Committee four main areas of responsibilities: To ensure that all stages in the cycle are following clear, specific and transparent processes in line with CARE’s partnership approach, the following  four areas are identified and prioritized:    

2.1) [bookmark: _Ref464633800] Shortlisting of potential partners:
This process is completed twice a year to review, evaluate and shortlist partner requests from a pool of potential partners identified by the Partnership Coordinator, and to conduct initial vetting against CARE’s partnership minimum eligibility Requirements (P_MER)[footnoteRef:1]  [1:  P_MER are found in the partnership approach appendix X] 

	Documents reviewed
	Outcome

	Organizational registration in Turkey and/ or other countries   
	Ensure established legal presence for the organization as a non-governmental, non-profit organization  
Ensure there are no legal or other major issues (e.g. corruptions, open law suits …etc.)

	Organizational programme overview (sectors, location, partners)


	Ensure strategic fit with CARE’s CO strategic plans in terms of sector and geographical coverage and that they match the profile of needed partners in line with the partnership portfolio
Ensure the added value for this partnership
Ensure that the organization follows required international standards as per CARE MEAL standards

	Organizational mission and vision 
	Ensure alignment with CARE’s mission, vision and values

	Informal Reference check (where possible)
	Ensure the organization’s adherence to the core humanitarian and partnership principles




2.2) [bookmark: _Ref464633817] Due Diligence for potential partners: 
After shortlisting, CARE will select the partners who are eligible to proceed to the due diligence stage with the aim of creating a pre-approved pool of partners.
	Documents reviewed
	Responsible
	Outcome

	Formal Reference Check
	Partnership Coordinator
	Reference check to identify:
· Noncompliance issues
· Legal issues
· Major gaps in capacity 
· Issues in their ability to achieve targets or ability to expand
· Receptiveness for capacity building
· Issues in their technical capacity 
· Mapping of other capacity building providers

	Bridger Check
	Procurement Coordinator
	Ensure that the organization and its Board members are not included on any  sanctioned or terrorist group

	Organizational Capacity Assessment
	Facilitated by Partnership Coordinator with support of relevant departments
	Assess partner capacity in each area to:
· Identify key gaps that could prevent a Go decision
· Develop a mitigation plan until a full OCD is in place

	Risk Assessment
	Partnership Coordinator
	Define key threats and their likelihood and impact to: 
· Identify serious threats that can prevent a Go decision 
· Highlight possible threats and gaps to develop mitigation plans



2.3) [bookmark: _Ref464633846] Selection Process for a particular SGA: 
When a new funding opportunity is identified, the PC must meet to review and recommend the most suitable partner from CARE’s existing pool of vetted partners to make sure that a systematic, transparent and merit-based process is being implemented and that selection is determined with active engagement of the relevant departments within the Partnership Committee. 

	Categories
	Documents reviewed
	Position responsible

	Technical Capacity
	Technical Assessment scoring
	PM/ PMs/ Technical advisor where applicable

	
	Review of submitted concept notes
	PM/ PMs/ Technical advisor where applicable

	Partnership Performance
	Partnership key performance indicators (KPIs)
	P-Ship Coordinator

	Organizational capacity assessment and development plan
	Overall score
	P-Ship Coordinator

	
	Score per relevant department
	P-Ship Coordinator

	
	Progress on the OCD plan
	P-Ship Coordinator

	Organizational Profile 
	Staffing (broken down by department and gender)
	PC members

	
	Annual Budget
	Finance

	
	Alignment with partner strategy
	P-Ship, ACDP, PQM

	
	Policies in place
	P-ship, ACDPS

	
	# of projects in the targeted areas
	PM/ PMs/ P-Ship

	
	# of warehouses/ offices in the targeted areas
	[bookmark: _GoBack]P-Ship/ PMs

	Partnership Portfolio
	In line with CARE’s categorization and partnership portfolio

	P-Ship 

	
	In line with the Partners funding cap
	Finance



2.4) [bookmark: _Ref464633863] Partnership Performance review for existing partners:
This process is performed on a bi-annual basis to ensure that the performance of individual partnerships is meeting the expectations of both parties. The performance review looks at four main categories to maintain a healthy meaningful partnership agreeable to both parties, and based on the scoring of these categories, a funding cap may be assigned. 

	Categories
	Documents reviewed
	Person responsible

	Technical Capacity Review
	Technical Assessment
	PM, Tech advisor

	Partnership Performance
	Partnership KPIs
	P-Ship Coordinator

	Risk Level
	Risk assessment
	Partnership Coordinator

	CARE’s portfolio
	In line with CARE’s categorization and partnership portfolio
	P-Ship Coordinator



Conflict of Interest (COI):
Any conflict of interest by the Partnership Committee must be declared in advance and another representative from the same department must take its place in the decision making process. 
Any case of COI must be documented in the PC report at each stage in the PC responsibilities detailing how the COI was managed. 
Confidentiality:
The Partnership Committee members acknowledge that all documentation and decisions discussed or made in or related to the Partnership Committee shall be treated as highly confidential and each member shall preserve the confidentiality of all information and documentation, in any form, that is disclosed in writing or orally in relation to any of CARE’s partners or partner related topics. 
Any breach of confidentiality will be considered a breach of the CARE Code of Conduct. 
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