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Foreword
The coordination of HIV/AIDS activities in Uganda has been and continues to be a key pre-requisite for realizing an effective HIV/AIDS response. The Government of Uganda, through the Uganda AIDS Commission  (UAC), has over the years invested in building and nurturing partnerships through the Partnership Mechanism (PM) in line with the agreed upon strategy of using the a multi-sectoral approach to achieve the stipulated goal in the National Strategic Plan. The overarching aim of the PM is to enhance participation, effective coordination, monitoring and evaluation of the national HIV/AIDS response.

The PM structures, which include the Partnership Committee, the Partnership Forum, Partnership Fund and the Self-Coordinating Entities, were designed to operate as complementary channels to meaningfully and effectively coordinate the multiple stakeholders contributing to the national HIV/AIDS response at all levels. However, a review of the PM done in 2013 revealed that these structures lacked a clear framework to provide guidance on their functionality as well as their specific and complementary roles. Cognisant of these limitations, the UAC in consultation with the relevant partners has revised the Partnership Manual to clarify the expectations and responsibilities of each PM structure. 

This Manual therefore provides the framework that guides the effective and efficient operations of the PM structures. It is shall serve as a reference document for the structures to guide their planning, management and coordination efforts. It provides key information that shall enable each of the partners to streamline their functions and reinforce collaboration, strategic linkages and communication in a mutually rewarding manner. All the partners are therefore called upon to own, utilize and adhere to the guidelines contained in this Manual. 
For God and my Country.
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Prof. Vinand Nantulya

Chairman of the Commission 
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About the Manual 

The Partnership Manual has been revised based on the Uganda HIV/AIDS Partnership Committee Governance Procedures Manual (2008). This revised Manual is meant to guide the day to day operations of the stakeholders in the PM. It shall be used by the members of the different structures of the PM and partners. The Manual contains the contextual framework within which the PM operates and highlights the structural relations within and across the different structures. It provides elaborate operational guidelines for each structure. In addition the Manual outlines key cross cutting issues such as conflict management, planning and reporting. It is advised that users utilize this Manual simultaneously with the PM’s Leaders Accountability Framework to ensure that leadership accountability is exercised within the mechanism for effective contribution to the national HIV/AIDS response.

CHAPTER ONE: INTRODUCTION
1.1 Background 
Since 1992, the Uganda AIDS response has been based on a multi-sectoral approach to the control of AIDS (MACA) coordinated by the Uganda AIDS Commission (UAC). In addition to the MACA, other policies developed by UAC to support coordination have included the overarching national HIV and AIDS Policy and Policy on Mainstreaming of HIV/AIDS. There was a range of circumstances that necessitated creation of the HIV/AIDS Partnership Mechanism (PM). These included i) a rapid increase in the number and range of actors in the national AIDS response; ii) the need for sustained mobilization and coordination of actors in the response iii) an increasing distance between AIDS response and action at grassroots level and actors at national level; iv) insufficient capacity at UAC that was resulting from staff attribution and; v) many funding models with different requirements were coming up. These aforementioned underpinned the rationale for establishment of the PM by the UAC.
1.2 The Uganda AIDS Commission  and its mandate 

The UAC was established in 1992 by an act of Parliament of the Republic of Uganda as the central coordinating authority for the multi-sectoral HIV/AIDS response and placed under the Office of the President. The stated mission is to “provide overall leadership in the prevention and management of HIV/AIDS”. 
The UAC’s vision is “a model agency for leading a national HIV/AIDS response”. The Commission of UAC and the Secretariat facilitate its functionality at policy and technical levels.
1.2.1 The Commission of UAC The UAC is a corporate body governed by a Commission whose eleven (11) members are appointed by the President. The Commission is the supreme decision making organ of the UAC and is headed by a Chairman. In order to function more effectively the Commission has established four subcommittees namely the Finance, Planning & Administration; Policy, Advocacy & Communication; Audit & Risk Management and the Partnership & Civil Society. The roles and responsibilities of the Board include: - 
a) Formulating overall policy and establishing  programme priorities for the control and management of the HIV/AIDS epidemic and its consequences; 

b) Ensuring proper planning and coordination of all HIV/AIDS control policies and programmes; 

c) Identifying obstacles to the implementation of HIV/AIDS control policies and monitoring the implementation of programme activities and targets;

d) Mobilizing and monitoring the use of resources for the HIV/AIDS control programmes; 

e) Collecting, analyzing and disseminating information on the HIV/AIDS epidemic and its consequences and; 

f) Ensuring that all activities related to controlling the HIV/AIDS epidemic are programmed.
1.2.2
The UAC Secretariat  

The UAC Secretariat is presided over by a Director General (DG) who is appointed by the President and serves as the Chief Executive and Secretary to the Commission. Internally, the Secretariat is organised in the following offices: -

· Office of the DG

· The Directorate of Finance and Accounts 

· The Directorate of Policy, Research and Programming 

· The Directorate of Planning and Strategic Information
· The Directorate of Partnerships

· The Directorate of Human Resource and Administration  
The overarching role of the Secretariat is to implement the Commission’s decisions and advise on all technical matters relating to its mandate. Specifically, the roles and responsibilities include: - 

a) Overseeing, planning and coordinating HIV/AIDS prevention and control activities;
b) Formulating policy and establishing programme priorities for the control of the AIDS epidemic and management of its consequences throughout the country; 
c) Identifying obstacles to the implementation of HIV/AIDS control policies and programmes and ensure the implementation and attainment of programme activities and targets;
d) Overseeing the operations of the PM; 
e) Mobilizing resources and signing commitments with ADPs; 
f) Disseminating information on the AIDS epidemic using the different PM structures;  
g) Strengthening linkages between PM structures through its national coordinating structures and; 
h) Coordinating the PM meetings 

1.3
Overview of the HIV/AIDS Partnership Mechanism

The PM was established by the UAC as a strategy of bringing together the different constituencies to meaningfully participate in the national HIV/AIDS response. It is a structure through which UAC performs its coordination task, by rallying all constituencies around one National Strategic Framework (NSF), one National M&E Framework and one coordinating entity in line with the global “Three Ones” principle of coordinating the multi-sectoral HIV/AIDS response. The PM provides a formal and representative forum for interaction between line ministries; parliament; local governments and district level partners; ADPs; People Living with HIV/AIDS (PLHA) networks; private sector; international and national Non-Government Organizations (NGOs); Faith Based Organizations (FBOs); research academia and science; media, arts and culture and young people. 
1.3.1
Relations amongst the PM Structures 

The PM has four main structures namely; the Self-Coordinating Entities (SCE); the Partnership Committee (PC); the Partnership Forum (PFm) and the Partnership Fund (PFd).
The stakeholders play an advisory role in policy and programme development as well as service delivery at the various levels. These structures are also important in pooling resources and creating synergies that enhance HIV/AIDS strategic information flow within and amongst partners at all levels. Figure 1 illustrates the relationship across the PM structures. The operational guidelines for each structure are outlined in the subsequent chapters. 

FIGURE 1: PARTNERSHIP MECHANISM STRUCTURES
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Research, Academia, Scientists and Professional Associations (RASP)
CHAPTER TWO: OPERATIONAL GUIDELINES FOR THE PARTNERSHIP FORUM 

The PFm is the supreme organ of the PM that provides an avenue for consultation and information sharing, joint planning and reviewing in line with the national HIV/AIDS response. 
2.1
Functions of the PFm

The PFm shall be convened once every two years and charged with the following responsibilities: -
a) Approves the Commission’s recommendations for improved implementation of the NSF; 

b) Endorses the resource mobilisation strategies and confirming existing or new resources for implementation of the NSF for HIV/AIDS activities that have been forwarded by the Commission; 
c) Receives the Commission’s recommendations on financial reports on expenditure on budget resources for HIV/AIDS;
d) Provides a forum for holding leaders in the national HIV/AIDS response accountable in line with the Leaders Accountability Framework (LAF) and;
e) Endorse the individuals and organizations that have been recognized for their outstanding achievements in HIV/AIDS work in Uganda.
The following shall feed into the functionality of the PFm: - 

a) The Joint AIDS Review (JAR): This shall take place annually at national level and shall be charged with the following responsibilities: -

· Discussing details of the progress of the response from a technical perspective; 

· Presenting a synthesized report; 
· Developing the national priority action plan (NPAP) and; 

· Presenting recommendations for the broader endorsement by the PFm.
b) Regional Partnership Forums (RPFm): These shall be convened once every two years in the 8 UAC designated regions/zones and shall be charged with the following responsibilities: -
· Reviewing the implementation of the NSF against agreed regional work plans and indicators;
· Noting emerging regional policy and programme issues and challenges, and agree on regional priority areas; 
· Providing a forum for holding regional leaders in the HIV/AIDS response accountable in line with the Leaders Accountability Framework (LAF) and;
· Recognizing and rewarding outstanding achievements in HIV/AIDS work in the region.

c) The District Partnership Forums (DPFm): These shall be held annually to bring together all stakeholders in the district to review the HIV/AIDS response. The DPFm shall be charged to undertake the following responsibilities: -
· Reviewing HIV/AIDS coordination in the districts;

· Reviewing district annual action plans and indicators;
· Reviewing the implementation of the District HIV/AIDS Strategic Plan against agreed work plans and indicators;
· Making recommendations for improved implementation of the District HIV/AIDS Strategic Plan;
· Noting emerging policy and programme issues and challenges, and agreeing on priority thematic areas;
· Agreeing on resource mobilization strategies, and confirm existing or new resources for the implementation of the District HIV/AIDS Strategic Plan;
· Making recommendations on the financial reports on expenditures on budget resources for HIV/AIDS and;
· Recognizing and award outstanding achievements in HIV/AIDS work in the district.
2.2
Composition of the PFm

The maximum number of participants at the PFm should preferably not exceed 120 people. The PFm will be chaired by an individual and/or organisation that shall be approved by the Commission. The chair will be responsible for providing oversight to the planning and convening of the PFm. Participants shall be selected in relation to the functions of the PFm using the categories listed in the Table 1 below. 
Table 1: PFm Participation Categories and Numbers  
	Category
	Selection Criteria 
	Number of Participants

	RPFm
	8 members selected from District Task Forces in the 8 designated regions
	64

	SCE
	2 members from each of the 10 SCEs
	20

	PC
	Chair and vice chair person
Permanent PC members
	2

4

	UAC Commissioners 
	10 members
	10*

	UAC Secretariat 
	Heads Of Directorates
Heads of Zonal Coordination Units 
Staff
	5*
8
7

	Total
	
	120


* One of the UAC’s Commissioners is already catered for in the PC category. 
*The DG is catered for in the UAC Board category
Note: The number of participants at each PFm can be revised at the discretion of UAC.  
2.3
Planning For the Forums 
2.3.1
The PFm

The UAC Secretariat shall convene the PFm once every two years. UAC shall co-opt at least two members from each of the PM structures to support this activity. The co-opted members shall: -

· Have programmatic competencies that complement the UAC team; 
· Included both men and women with special emphasis on the inclusion of the male and female from the youth groups; hard to reach areas and key populations; 
· Be willing to serve and take up responsibilities assigned to PFm and;
· Not be sitting or alternate members of the PC to avoid any conflict of interest. 

The PFm planning team shall be charged with the following responsibilities: -
a) To plan and organize PFm every two years. This process should commence six months prior to holding the PFm and shall include: - 
· Working closely with the PC chairperson to organize the PFm;
· Scheduling and holding not less than five planning meetings;

· Allocating responsibilities with defined time frames for each team member; 
· Developing the agenda in line with UAC’s agreed upon theme; 
· Reviewing the budget in relation to that approved in the UAC integrated work plan; 

· Preparing and sending the invitation letters one month before the agreed upon dates;
· Coordinating presentations, reports and other appropriate documentation from the DPFm, RFm and JAR three months prior to the PFm and;
· Providing an update to the PC on emerging issues, lessons and actions for the planning team.
b) To prepare and present an aide memoir to support the preparation of the NPAP.

c) To provide a summary report on the key issues from the forum to the UAC management and advise on strategic issues and actions for adoption to influence the response in a more robust way. 
2.3.2
The JAR
The UAC Secretariat shall convene the JAR annually. The UAC shall co-opt at least two members from each of the PM structures to support this activity. The co-opted members shall: 
· Have programmatic competencies that complement the UAC team; 
· Include both men and women; 
· Be willing to serve and take up responsibilities assigned to the JAR and;

· Not be sitting or alternate members of the PC to avoid any conflict of interest. 

The JAR planning team shall be charged with the following responsibilities: -
a) To plan and organize JAR annually. This process should commence three months prior to holding the JAR and shall include: - 
· Working closely with the PC chairperson to organize the JAR;
· Scheduling and holding not less than four planning meetings;

· Allocating responsibilities with defined time frames for each team member;
· Developing the agenda in line with UAC’s agreed upon theme; 

· Reviewing the budget in relation to that approved in the UAC integrated work plan and; 

· Preparing and sending the invitation letters one month before the agreed upon dates.
· Coordinating presentations, reports and other appropriate documentation from the DPFm and RFm three months prior to the JAR.
b) To prepare a synthesis report on the key issues from the JAR for presentation to the PFm. 
2.3.3
Regional Partnership Forums
UAC through Zonal Coordinators shall convene the RPFm annually. These shall constitute a planning team to support this activity. The members of the planning team shall: -

· Have programmatic competencies; 
· Include both men and women and; 
· Be willing to serve and take up all responsibilities assigned to the RPFm. 

The RPFm planning team shall be charged with the following responsibilities: -
a) To plan and organize RPFm annually. This process should commence three months prior to holding the RPFm and shall include: - 
· Working closely with UAC Secretariat to organize the RPFm;
· Scheduling and holding not less than four planning meetings;

· Allocating responsibilities with defined time frames for each team members;
· Developing the agenda in line with UAC’s agreed upon theme; 

· Reviewing the budget in relation to that approved in the integrated work plan;  

· Preparing and sending the invitation letters one month before the agreed upon dates and;

· Coordinating presentations, reports and other appropriate documentation from the implementing partners in the district three months prior to the RPFm.

b) To prepare a synthesis report on the key issues from the RPFm for presentation to the JAR.
2.3.4
District Partnership Forums:-
The chairperson of the District AIDS Committee (DAC) shall convene the DPFms annually. The DACs and the UAC Zonal Coordination Units shall constitute a planning team to support this activity. The members of the planning team shall:-

· Have programmatic competencies; 
· Include both men and women and; 
· Be willing to serve and take up all responsibilities assigned to the DPFms 

The DPFm planning team shall be charged with the following responsibilities: -
a) To plan and organize DPFm annually. This process should commence three months prior to holding the DPFm and shall include: - 
· Working closely with the UAC zonal coordinator to organize the DPFm;
· Scheduling and holding not less than four planning meetings;

· Allocating responsibilities with defined time frames for each team members;
· Developing the agenda in line with UAC’s agreed upon theme; 

· Reviewing the budget in relation to that approved in the integrated work plan;  

· Preparing and sending the invitation letters one month before the agreed upon dates and;
· Coordinating presentations, reports and other appropriate documentation from the implementing partners in the district three months prior to the DPFm.
b) To prepare a synthesis report on the key issues from the DPFm for presentation to the RPFm.
2.4
Performance Management of the PFm
Under the leadership of UAC, the PFm shall utilize the systems outlined in the LAF to develop a performance management plan that includes the relevant performance indicators.  
CHAPTER THREE: PARTNERSHIP COMMITTEE
The PC is an advisory committee of the UAC Board. The rationale for its establishment is to provide a hub for coordination of the overall functioning of the PM and work as the operational linkage point between the PM and the UAC. 
3.1
Roles and Responsibilities of the PC  
The PC has both policy and technical advisory roles. Its policy advisory role is to the UAC Board as a forum for collective oversight over the management of the national HIV/AIDS response. The PC technical advisory role to the UAC Secretariat includes providing technical oversight for the operations of the PM in its entirety. Specifically the PC is charged with the following: -
a) Setting the agenda for the update, implementation and monitoring of the National Strategic Framework (NSF) which covers prevention, appropriate treatment, care and support impact mitigation and capacity building. 

b) Facilitating & harmonizing the HIV/HIV/AIDS policies/ programmes implemented by actors in all constituencies 

c) Reviewing the annual action plans and indicators of the various actors in relation to the implementation of NSF and ensuring that priority areas are addressed

d) Developing resource mobilization strategies for the implementation of NSF to ensure that identified gaps are covered 

e) Reviewing budgets and financial reports from various actors relevant to the NSF

f) Preparing for, organize and following up on meetings of the Partnership forums

g) Establishing the Partnership Fund (PF) and monitoring and evaluation its outputs 

h) Approving budgets and activities of the Partnership Fund and reviewing its accountability reports

i) Identifying & nominating outstanding achievements in HIV/HIV/AIDS work in Uganda for special recognition and award 

j) Supporting HIV/HIV/AIDS Coordination in the districts and lower levels

3.2
Membership of the PC

3.2.1
PC Composition
The PC shall comprise of representatives from twelve (12) SCEs and the following agencies shall have permanent seats; UAC, UNAIDS, MOH, MOGLSD and MOFED. The PC shall contain the following numbers of members from the mentioned structures as shown in Table 2. 
Table 2: PC Composition
	Structure
	Number of Members

	UAC Board

UAC Secretariat
	2
1

	UNAIDS
	1

	Ministry of Health
	1

	Ministry of Gender, Labour and Social Development
	1

	Ministry of Finance and Economic Development
	1

	SCE – Civil Society Organizations
	1

	SCE – Cultural Institutions
	1

	SCE – Faith Based Organizations
	1

	SCE – People Living with HIV/AIDS
	1

	SCE – Media
	1

	SCE – Private Sector
	1

	SCE – Parliament
	1

	SCE – Central Government
	1

	SCE – Research, Academia, Sciences and Professional associations 
	1

	SCE- Ministry of Local Government / Decentralised Response
	1

	SCE – Country Coordination Mechanism (CCM) of the Global Fund

	

	SCE – AIDS Development Partners
	1

	Total
	18


The following requirements shall apply in constituting the PC:

a) The maximum size of the PC shall not be more than eighteen (18) members. 

b) Every effort shall be made to ensure that at least 10% of the PC members are from rural areas and cities other than the capital city. 

c) Every effort shall be made to ensure that at least 35% of the PC members are female and members have an in-depth understanding of the gender dimensions of the AIDS epidemic. 

3.2.2
PC Member Selection Criteria and Procedure 

All structures shall nominate their representatives through mechanisms communicated to the PC chairperson at least two (2) months before end of term for the sitting committee. In exercising their representation rights, each structure shall propose members for allocated seats on the PC based on the following technical and person specifications:

a) Main attributes include: -
· Proper understanding of the roles of the PC in addition to the opportunities and responsibilities it presents;
· At least 10 years combined experience in HIV/AIDS sector;  

· Person of high integrity and good reputation in the society;
· Exceptional knowledge and understanding of the structure represented; 

· Demonstrated passion for the national multi-sectoral HIV/AIDS response and; 

· Leader with the ability to respect policy. 
b) Other desirable attributes include: -
· At least 5 years’ experience at Board or senior management level and;
· Experience in program management at the national/ and district (local) levels, financial management, resource mobilization and performance management processes. 
The selection procedure shall be as follows: -
a) The UAC Board shall appoint three Commissioners  of which one shall be appointed the role of the PC chairperson;
b) The UAC Commission Chairman and DG are ex-officials; 
c) The MOH, MOGLSD and MOFED shall second a person of a level not below a Commissioner while UNAIDS shall second a member of the senior management team to be the permanent representatives to the PC; 

d) PC members representing each SCE shall be chosen by that SCE in line with the established and acceptable selection process and; 
e) For the SCE where membership is granted to an organization, the organization shall then select an individual to represent it at PC meetings. That organization shall also select an alternate to attend those PC meetings that the regular representative is unable to attend. The representatives must add value by bringing voice and technical expertise.
3.2.3
The PC Leadership 

The PC shall be chaired by a representative from the UAC Board and vice - chaired by one member from the non-governmental entities and elected by a vote of the PC. The PC shall work through 4 sub-committees each of which shall be headed by a chairperson. 
Item 1
PC Chairperson 

The PC shall have one chairperson who shall ensure its effective operation in conformity with the highest standards of corporate governance. The PC chairperson shall be designated by the UAC Board and shall not vote at PC meetings except in the event of a tie.  The chairperson shall have the following responsibilities: -
a) Offering leadership to the PC and guard its independence and integrity;
b) Generating the PC meeting agenda in consultation with the UAC Secretariat; 
c) Moving the agenda and moderating the tone of PC discussions to promote constructive debate and effective decision-making;
d) Ensuring decisions are fairly, expeditiously and conclusively made; 
e) Ensuring that all PC sub-committees are properly composed and operated;
f) Ensuring that the performance of the PC is formally and regularly evaluated;
g) Establishing a harmonious and relationship between the PC and Secretariat; 
h) Guiding the PC on technical matters requiring policy direction;
i) Calling for special meetings of the PC where appropriate and;
j) Serving as a spokesperson to the PC.
Person specification of the PC Chairperson shall include:
a) Excellent leadership;
b) Experience of Commission and/or Board operations;
c) Ability to forge a consensus amongst the PC;
d) Tact and diplomacy;
e) Good “people” skills;
f) Impartiality, fairness and the ability to respect confidentiality and;
g) Have knowledge of the work undertaken by the PC.
Note: The term of office for the chairperson is three (3) years. No person may serve more than 2 consecutive terms as chairperson. When the chairperson resigns or is removed during term of office, the UAC Board will appoint a new chairperson. 

Item 2
The Vice-Chairperson 

The PC shall have one vice-chairperson that shall be obliged to:

a) Working closely with the chairperson in organizing the work of the PC;
b) Providing support to the chairperson in carrying out his/her responsibilities;
c) Taking up specific responsibilities from the chairperson as may be agreed upon by the PC;
d) Acting as the bridge between the chairperson and other PC members who may be concerned about the work or judgement of the chairperson;
e) Carrying out the chairperson's duties and responsibilities in his/her absence, with the acknowledgement of the PC as being capable and suitable to do so and;
f) Exercising his/her voting rights unless he/she is the chairperson (to cast the swing vote).
Selection procedure of PC vice-chairperson shall include:

a) Any candidate for vice-chairperson must be nominated from the non-governmental entities and seconded by the PC members. The vice-chairperson cannot be a Commission of UAC member;  
b) The vice-chairperson shall have the similar person specifications as the chair;
c) The voting for the vice-chairperson shall be by secret ballot;
d) The PC can vote to remove a vice-chairperson in mid-term for failure to fulfill the stated responsibilities and/or misconduct. Such a vote requires a two-thirds majority; 
e) The term of office for the vice-chairperson is 2 years. No person may serve more than 2 consecutive terms as vice-chairperson and;
f) When/if the vice-chairperson resigns or is removed in mid-term, an election shall take place at the meeting at which the vice-chairperson's departure is announced, or at the next meeting. The PC shall follow the same process to elect a new vice-chairperson to complete the term of the former vice-chairperson. The discretion of the PC which requires a two-thirds majority, the elected vice-chairperson may serve for the full 2 year term period.

Item 3
 PC Member Terms of Service
The PC shall serve under the following terms: -
a) Membership on the PC is for a term of 2 years commencing date of appointment;
b) At the expiry of a term, a PC member may be nominated by its structure to serve another term, subject to a limit of 2 consecutive terms. A sitting member shall not serve on the PC for more than two (2) consecutive terms (4 years);
c) The UAC Secretariat shall be responsible for updating the PC on members whose tenures are ending three (3) months prior to the end date and those members who may have left their constituencies;
d) The UAC Secretariat shall be responsible for following up members that are absent for 2 consecutive meetings, 
e) It shall be the responsibility of each structure to ensure that their seat is promptly filled and;
f) The PC shall have an orientation process for new members every two years.

Item 4
 Cessation of Appointment

An individual shall cease to be a member of the PC if he/she: -
a) Separates or no longer has links to the organization (s) that secured his/her nomination or selection to the PC;
b) Is prohibited under the policies of the employer to continue serving in such capacity; 

c) Fails to perform the agreed upon tasks in his/her capacity as a PC member;
d) Lacks capacity to work with the other PC members as part of an achieving team and;
e) Faces a conflict of interest declaration as defined under Chapter 5 of this manual.

3.3
The PC Sub-Committees 
In order to function more effectively, PC members shall constitute themselves into 4 sub-committees to fulfill designated functions and responsibilities. These include a) Monitoring and Evaluation; b) Resources Management; c) Information and Advocacy and d) HIV/AIDS Prevention. The following shall guide the selection of the members of each sub-committee:- 
a) The PC shall select no less than three (3) members from its membership to constitute any of the sub-committees. At the discretion of the PC this number can be revised; 

b) Members must add value by bringing voice and technical expertise;
c) Each sub-committee may seek additional expertise outside the PC membership based on the nature of issues laid before them for discussion and action. Membership of each sub-committee shall be subject to review and evaluation by the PC annually;
d) A member shall not belong to more than one committee;
e) The PC may constitute ad-hoc technical working groups with clear terms of reference as and when it considers necessary and;
f) The UAC Secretariat including Directorate heads may attend meetings of the sub-committees as ex-officio members.

3.3.1
Functions and Responsibilities of the PC Sub-Committees
Item 1
Monitoring and Evaluation Sub-Committee 
This shall guide the development, establishment, strengthening and harmonization of HIV/AIDS monitoring and evaluation systems in the country. The sub-committee shall consist of no less than three (3) members who shall be appointed by the PC and serve for a two year tenure. Unless otherwise authorized by the PC, the sub-committee shall have no power to act on behalf of the PC, but shall present its recommendations to the PC for action. Its roles and responsibilities shall include: -

a) Advising the PC on M&E priorities and requirements at national and district levels;
b) Supporting UAC on achieving consensus on national targets and indicators for regular monitoring and periodic evaluation of the national response;
c) Reviewing and assessing the adequacy of this manual annually and recommend any proposed changes to the PC for approval;
d) Spearheading the periodic Joint AIDS Reviews;
e) Collating strategic information on the epidemic and the response to inform policy, programming and service delivery;
f) Meetings quarterly at the time and place agreed upon by the members;
g) Writing and sharing minutes of meetings held with the PC chairperson and the UAC Secretariat and;  

a) Co-opting individuals to provided needed technical assistance. The co-opted members will not have any right to vote in the event this is required.  
Qualifications of member shall include: -

a) Clear understanding of the PM structures; 

b) Exceptional knowledge of the country AIDS response;
c) Experience in performance monitoring and evaluation of HIV/AIDS programs and; 

d) Good analytical skills. 

Item 2
Resources Management Sub-Committee 
This shall oversee the financial strategies and objectives of the UAC including matters relating to the finance and administration and all its programs. A UAC Board of Commissions member shall chair this sub-committee. The sub-committee shall consist of no less than three (3) members who shall be appointed by the PC and serve for a two year tenure. Unless otherwise authorized by the PC, the sub-committee shall have no power to act on behalf of the PC, but shall present its recommendations to the PC for action. Its roles and responsibilities shall include: -
a) Advising the UAC Secretariat in planning and prioritizing use of the PFd;
b) Spearheading the operationalization of agreed processes for the ADPs to finance UAC in line with the principles outlined in the Memorandum of Understanding (MoU);
c) Reporting on the use of the funds;
d) Ensuring that SCE funded work plans and proposals are in tandem with national priorities for that particular implementation period;
e) Reviewing the adequacy of the Financial Management Manual annually and recommend any proposed changes to the PC for approval; 

f) Meetings quarterly at the time and place agreed upon by the members;
g) Writing and sharing minutes of meetings held with the PC chairperson, the ADPs and the UAC Secretariat and;  

h) Co-opting individuals to provided needed technical assistance. The co-opted members will not have any right to vote in the event this is required.  

Qualifications of member shall include: -

a) Clear understanding of the PM structures; 

b) Exceptional knowledge of the country AIDS response;
c) Clear understanding of the role of the UAC and its programs;
d) Financial literacy/expertise (at a minimum, the ability to read and understand financial statements); 

e) A commitment to safeguard the PM funds and its assets and;
f) Human resource planning and administration expertise. 

Item 3
Information and Advocacy Sub-Committee 
This shall coordinate and manage information and advocacy efforts for the national response and also bring together various actors to harmonize HIV/AIDS behavioural change strategies in the country. The sub-committee shall consist of no less than three (3) members who shall be appointed by the PC and serve for a two year tenure. Unless otherwise authorized by the PC, the sub-committee shall have no power to act on behalf of the PC, but shall present its recommendations to the PC for action. Its roles and responsibilities shall include: -
a) Packaging and disseminating strategic information generated through M&E as well as research to targeted audiences to influence policy development, resource mobilization and management of the response; 

b) Identifying best practice, emerging issues and opportunities for scaling up the response and;
c) Giving stakeholders through various forums an opportunity to share experiences from processes and practices so as to promote learning from action and transfer of knowledge from different settings. 

Qualifications of member shall include: -

a) Clear understanding of the PM structures; 

b) Exceptional knowledge of the country AIDS response;
c) Experience in experience in communications management and stakeholder reporting; 

d) Strong capacity for analysis and information management and;
e) Team player with excellent planning and organizational skills. 

Item 4
HIV/AIDS Prevention Sub-Committee 
This shall provide broad guidance in the development and implementation of a common national agenda to accelerate HIV prevention interventions within the context of universal access to prevention, treatment and care services. The sub-committee shall consist of no less than three (3) members who shall be appointed by the PC and serve for a two year tenure. Unless otherwise authorized by the PC, the sub-committee shall have no power to act on behalf of the PC, but shall present its recommendations to the PC for action. Its roles and responsibilities shall include: -
a) Providing a forum for dialogue on prevention efforts of major funding programs in the country;
b) Leading the process of assessing key drivers and determinants of the HIV epidemic in the country and;
c)  Reviewing the road map to accelerated HIV prevention in the country. 

Qualifications of member shall include: -

a) Clear understanding of the PM structures; 

b) Exceptional knowledge of the country AIDS response and;
c) Experience working on HIV programs. 

3.3.2
Sub-Committee Meetings 

Sub-Committee meetings shall be held quarterly at the call of the chairperson and notified by the secretary. 
a) The quorum for the sub-committee shall be at least three (3) people;
b) The secretary to each sub-committee shall be provided by the UAC Secretariat;
c) The chairperson of each sub-committee shall report their actions and recommendations to the PC after their meeting; 

d) To the great extent possible, each sub-committee shall seek to include their planned meetings in the PC calendar for ease of logistical planning and budgeting and;
e) All sub-committee meetings may be held at UAC Secretariat offices or by telephone conference call. 

3.4
PC Secretariat

The Director General of UAC shall appoint in writing a staff of UAC to act as the secretary to the PC as well as being the liaison officer at the UAC secretariat. A copy of this letter shall be sent to the PC chairperson. The liaison officer shall coordinate PC related activities at the UAC offices. The liaison officer shall undertake:- 

a) Coordinating the PC and its sub-committees;
b) Coordinating extra ordinary PC meetings;
c) Preparing and circulating the agendas; 

d) Issuing meeting reminders to all PC members fourteen (14) working prior to the meeting;
e) Attending all PC meetings in a non-voting capacity;  

f) Preparing and circulating approved minutes to members in fourteen (14) working days after the meeting;
g) Compiling reports for the PC chairperson to report to the UAC Board; 

h) Maintaining a log of PC decisions obtained from the approved minutes;
i) Maintaining the official  PC documents and records where they can be easily accessed;
j) Providing logistical support for all PC functions;
k) Preparing and distributing informational documents on the activities of the PC and; 

l) Updating the PC members whose tenures are ending three (3) months prior to the end date.

3.5
Communication and Reporting 
3.5.1
Information exchange and transparency within the PC 
PC members shall be provided with the following:
a) Copies of any information materials about the PC prepared by the PC Secretariat for external distribution such as leaders’ accountability framework, media releases and newsletters;
b) Periodic updates of the PC membership lists complete with contact information;
c) PC terms of reference;
d) Regular performance assessment outcomes of the PC; 

e) All members shall receive the notice of meeting, the meeting agenda and copies of relevant documents fourteen (14) working days before each scheduled PC meeting;
f) Fourteen (14) working days after each meeting, all members shall receive draft minutes of the meeting;
g) Members of PC sub-committees shall receive the same types of information for sub-committee meetings and; 
h) The approved minutes of all sub-committee meetings shall be sent to all PC members.

3.5.2
Information exchange amongst PC member constituencies 
The PC Secretariat shall provide all representatives of PC member constituencies with the following. The representative shall in turn make these documents available as appropriate to the members of the constituencies they represent.
a) The PC terms of reference;
b) A listing of all PC members (organizations) with names and contact details of their representatives; 

c) Notice of each PC meeting, the meeting agenda, and copies of relevant documents;
d) Draft and confirmed minutes of each PC meeting;
e) Confirmed minutes of PC sub-committee meetings;
f) The log of PC decisions;
g) Performance assessments of the PC and its members;
h) Copies of any information materials about the PC prepared by the Secretariat for external distribution such as media releases, newsletters and public relations profiles and;
i) Leaders Accountability Framework. 

3.5.3
Provision of information to members of the public 
a) The UAC Secretariat shall at all times ensure that the UAC website is updated with all information relevant to the AIDS response and functionality of the PM as this will be the most commonly used avenue of disseminating information to the public;
b) The PC members and Secretariat shall ensure that the following information is disseminated widely to all interested parties within Uganda, when possible via the website:-
· A listing of all PC members (organizations) with names and contact details of their representatives; 

· The PC terms of reference;
· Confirmed minutes of all PC meetings;
· The log of PC decisions;
· PC performance and;
· Leaders Accountability framework.
3.5.4
PC Meetings

Item 1
Scheduling 
a) Scheduled (ordinary) PC meetings shall be held as outlined in the PC work plan/activity calendar at UAC Secretariat offices, unless otherwise authorized by the chairperson;
b) PC meetings will be held quarterly that is 4 times in a year; 

c) Special (extra ordinary) PC meetings may be convened at any time by the chairperson to discuss specific matters requiring urgent attention of the PC and; 

d) Meetings of the PC shall be conducted in English.

Item 2
 Notice and Agenda  

a) All PC members must receive, by email, letter, or telephone call at least fourteen (14) working days working days’ prior notice of each meeting of the PC;
b) The notice must specify the proposed agenda; 

c) The chairperson in consultation with the secretariat shall draw the meeting agenda;
d) The agenda may be modified and must be approved at the start of each meeting and;
e) Documents for review should be circulated fourteen (14) working days before each meeting. This rule may be exempted in case of extra ordinary meetings based on underlying circumstances warranting urgent attention of the PC. 
Item 3
 Quorum

a) All PC meetings shall require a quorum in order to conduct official business; 

b) A quorum shall require the presence of one member from each SCE; the chairperson and/or the vice chairperson; and one member from the permanent members on the PC;
c) All meetings at which a quorum was present shall be minuted and;
d) No decision made at a PC meeting is valid unless quorum exists at the time of the decision.
Item 4
 Decision-Making 
a) Decisions by the PC shall be made by consensus whenever possible;
b) As part of the consensus decision-making process, after a full discussion and opportunity for various perspectives to be considered, the chairperson shall ask each person to verbally state their acceptance of the consensus position; 

c)  Although consensus decision-making is the preferred decision-making norm, where necessary, decisions can be made by voting;
d) Votes shall be of two possible kinds: ‘simple majority’ and ‘two-thirds majority’;
e) All votes shall be by simple majority except when these Terms Of Reference (TOR) state that they require a two-thirds majority. Simple majority means more than one-half of the PC members present at the time of the vote. Two-thirds majority means two-thirds of voting members present at the time of the vote;
f) Voting methods shall be of two possible kinds: informal and formal. All votes shall be informal unless any member presents demands that a vote be made (or repeated) as a formal vote. Informal votes require a show of hands. Formal votes require recording each member's vote in the minutes of the meeting and;
g) Absent members shall not vote.

Item 5
Minutes 
a) The secretary shall take minutes of the PC meetings; 
b) Minutes of each meeting shall be prepared and distributed to PC members by the PC secretariat within 14 working days of each meeting; 

c) At the following meeting, these draft minutes shall be discussed, amended as necessary and approved by PC vote;
d) The minutes of PC meetings shall record any decisions passed by a vote, and shall record any major dissents articulated during the meeting and;
e) The PC secretariat shall distribute approved minutes of PC meetings and PC sub-committee meetings all to PC members.
3.6
Performance Management of the PC
The PC should establish the method and frequency of performance measurement as to be informed by the AIDS response, UAC strategic direction as well as Leaders Accountability Framework. 
Methods for measuring PC member performance may include completing evaluation forms/surveys/questionnaires, collecting comments from fellow members and metric tracking. When collecting comments from members, a complete 360-degree review shall be applied to provide a full perspective. For example, each PC member shall provide comments in an appropriate form, survey, or questionnaire regarding the PM as a whole. When deciding the types of metrics to track concerning individual members, the PC should include the following:

a) Attending PC meetings regularly;
b) Participating on sub-committees, including sub-committee leadership and level of sub-committee involvement;
c) Asserting alternative views at PC meetings;
d) Attending PC training programmes; 
e) Maintaining a favourable working relationship with colleagues and;
f) Avoiding conflicts of interest.

CHAPTER 4:
SELF COORDINATING ENTITIES 
The Self-Coordinating Entities (SCEs) are one of the key four components of the PM. The PM provided for the establishment of SCEs as an opportunity for clusters of stakeholders with similar areas of interest to come together for a coordinated contribution to the national AIDS response. SCEs were established in the PM to enable enhanced participation, coordination and effectiveness in specific aspects of the national HIV/AIDS response. The idea to establish and operate SCEs was premised on the following assumptions and principles: -  

a) Existence of multiple actors – with limited or ineffective connections and coordination; and lacking a shared or harmonized outlook to the national AIDS response and their role in it.

b) Existence of a minimum set of shared values – that enable honest engagement on an equal footing comparable to self-regulating professional bodies. 

c) Existence of a framework of connection or joint working – through which to mobilize and organize stakeholders; and to manage and sustain the coordination process (or a clear plan to establish such a mechanism; if none was in place). 

d) Existence of issues of shared interest for each SCE – with respect to participation and contribution to the national AIDS response; and the need to have a harmonized position in articulating these issues in AIDS-related forums.

e) Expectation of value-addition to the national AIDS response – that better coordination will result in meaningful and worthwhile improvement in contribution to the national AIDS response (more volume, more efficiency, more effectiveness; of individual contribution, contributions through partnerships; sum-total of all contributions combined). 

4.1
Critical Characteristics, Conditions and Processes for Establishing an SCE

Following Recommendation 6 of the 2013 PM review; to either retain current SCEs with some modifications or restructure, rename and reassign current SCEs in line with the new UAC institutional structure, the SCEs have been restructured to ten (10). The following critical characteristics and conditions shall guide the PC in establishing any SCE: -
a) Similarity in mandate and key focus areas in relation to the HIV/AIDS response;

b) Accrued opportunities for complementarity, synergies and related benefits; 

c) Emerging and/or contemporary needs that warrant restructuring; 

d) Balanced representation and participation of identified stakeholders and;
e) Leveraging resources to scale up the national HIV/AIDS response.
4.2
SCE Constituent Entities  

Each of the ten (10) SCEs is constituted with entities as stated in Table 3 below.

Table 3: SCEs and Their Constituting Entities
	SCE
	Constituting Entity

	Civil Society Organization
	National NGOs

	
	International NGOs

	
	Youth

	Cultural Institutions
	Kingdoms

	
	Chiefdoms

	Faith Based Organizations
	Interreligious Council

	
	Religious Organizations 

	People Living with HIV/AIDS
	Networks

	Media
	Media Houses (electronic and print)

	Private Sector
	

	
	Private for Profit Organizations

	
	Arts, Music and Drama Groups

	Parliament
	HIV/AIDS Standing Committee

	Central Government
	Line Ministries

	
	Department and Agencies of Government 

	
	Local Governments

	Research, Academia ,Scientists and Professional Associations 
	Professional Bodies

	
	Research Organizations/Agencies 

	AIDS Development Partners
	UN Agencies

	
	Bilateral Agencies

	
	Multi-lateral Agencies


4.3
Roles and Responsibilities of the SCEs

The generic TORs for all the SCEs as set by the PC shall include: - 

a) Coordinating input and following up on issues raised in the PC meetings with SCE membership;
b) Making recommendations for inclusion on the PC meeting agenda; 
c) Participate in resource mapping, mobilization and ensuring transparency and accountability of resources for coordination activities of the SCE and implementation of HIV/AIDS programs by SCE members;
d) Mobilizing constituents to benefit from AIDS response resources available at national and lower levels;
e) Generating and collecting strategic information from the constituency and general public for input into national policies, bills and programs;
f) Enhancing the efficient flow of strategic and programmatic information from local and international sources to and from SCEs and their members;
g) Supporting the translation of the NSP into operational plans and fundable proposals by key members of the SCE at different levels and consolidate them as may be required;
h) Enhancing the mainstreaming of HIV/AIDS within the relevant sector and within individual SCE member organizations;
i) Documenting and disseminating the results attributable to implementation of the NSP/NPAP by SCE members and; 

j) Enhancing transparency, accountability and adherence to the Declaration of Commitment within the SCE.

SCEs shall modify the generic TORs to reflect their respective priorities. Adapted roles of each SCE shall include the following as stated in Table 4 below. 

Table 4: Key Roles for Respective SCEs

	SCE
	Key Roles

	Civil Society Organizations
	· Ensuring that members carry out HIV/AIDS service delivery.
· Contributing to national efforts in updating and mainstreaming information on the current scale and quality of responses to HIV/AIDS including best practices and lessons learned
· Harmonising the civil society views and contributing to dialogue among SCEs through the PC and PFm so as to achieve high levels of effectiveness in HIV/AIDS responses.
· Playing the watchdog role in promoting transparency and accountability and holding government and duty bearers accountable in the delivery of HIV/AIDS services at national and local government levels.   

	Cultural Institutions
	· Providing a forum where harmful cultural practices can gradually be modified to reduce the risk of spreading HIV/AIDS and where safe cultural practices can be promoted.
· Providing chance to lobby cultural institutions for greater involvement in the fight against HIV/AIDS through their institutional leaders.

· Working with the relevant government agencies to provide opportunity to ensure that socio-cultural dimension and relations with HIV/IDS are adequately addressed in national priority development plans.

	Faith Based Organizations
	· Ensuring that the religious entities are supportive and promote government HIV prevention and control interventions. 

	People Living with HIV/AIDS
	· Ensuring that GIPA are upheld in all sectors and constituencies. 

	Media
	· Providing a sustainable outlet to all organizations where HIV/AIDS knowledge can be disseminated.
· Providing an opportunity to build the capacity of media practitioners and organizations so that they can understand and interpret HIV/AIDS issues for better presentation.
· Being an avenue for realization of the national HIV/AIDS communication and advocacy efforts at all levels.
· Providing publicity and advocacy for other SCEs.

	Private Sector
	· Providing an HIV/AIDS Private Sector forum to share experiences, develop responsive interventions and organize peer support.
· Coordinating and facilitating the implementation of the national HIV/AIDS Policy in the work place.
· Mobilizing resources from their members to scale up the response.
· Strengthening capacity of the private sector to respond to HIV/AIDS epidemic.
· Facilitating monitoring and evaluation of the Private Sector response to HIV/AIDS.

	Parliament
	· Ensuring that coordination in this sector includes support towards mainstreaming of HIV/AIDS and provision of support for implementation of the work place policy within Parliament and its structures. 

	Central Government
	· Ensuring that HIV/AIDS is mainstreamed in government programmes.
· Ensuring that supportive laws for implementing the HIV response and allocating resources for the HIV response implementation are passed.
· Supporting and monitoring the institutionalizing of one district HIV/AIDS coordination mechanism with adequate representation of stakeholders as true and equal partners in the response.

· Supporting the development and implementation of one integrated district HIV/AIDS plan that is mainstreamed into the district development plan with buy-in of different stakeholders.  

· Supporting capacity building of districts in M&E using the existing frameworks.

· Supporting districts to have a harmonized approach to HIV/AIDS learning, knowledge creation and sharing within and between districts and national level.

· Streamlining and harmonizing operational issues like training; reporting requirements; granting mechanisms, IEC and prevention messaging; interventions rollout; support and supervision visits. 

	Research, Academia ,Scientists and Professional Associations
	· Supporting UAC and other constituencies in research, M&E, knowledge management and decision support systems for the national response.

	AIDS Development Partners
	· Mobilizing external financial and technical support for the national AIDS response.


4.4
Operationalizing the SCEs

The process of operationalizing SCEs shall include defining governance principles upon which SCE members shall adhere to, a formal instrument defining the set up and management of the secretariat and a system for communication within the SCE and UAC.  

4.4.1 SCE Governance and Leadership

Each SCE shall establish a Steering Committee (SC) to govern its operations. It shall be a smaller group that is representative of (and designated by) the forum of all SCE stakeholders. The SCE stakeholders shall nominate a chairperson and vice chairperson to provide overall leadership to the SC. 
Item 1
Membership of the SC

SC Composition

The composition of the SC shall be based on each SCE constituting entities representation and the need to have a competent, lean and effective governance organ. The following requirements shall apply in constituting the SC: -
a) The committee shall comprise of at least nine (9) voting members (including chairperson and vice chairperson) shared as equally as possible amongst the constituencies;
b) Members shall be constituted during the SCE representative forum;

c) Every effort shall be made to ensure that at all constituting entities are equally represented; 

d) Every effort shall be made to ensure that at all least 10% of the SC members are from rural areas and towns other than the capital city where applicable and;  

e) Every effort shall be made to ensure that at least 35% of the SC members are female and members have an in-depth understanding of the gender dimensions of the AIDS epidemic in relation to SCE priority areas. 

SC Member Selection Criteria and Procedure 

All SCE constituting entities shall nominate their representatives through mechanisms communicated to the SC chairperson at least two (2) months before end of term for the sitting committee. In exercising their representation rights, each entity shall propose members for allocated seats on the SC based on the following technical and person specifications that shall be adapted by each SCE:-
a) Proper understanding of the TOR of the SC and opportunities it presents;

b) At least 5 - 10 years combined experience in HIV/AIDS sector;  
c) Person of high integrity and good reputation in the society;
d) Exceptional knowledge and understanding of the entity represented;
e) Leader with the ability to respect policy and;
f) Experience in program management, financial management, resource mobilization and performance management processes. 

The selection procedure will be as follows:

a)  Constituting entities shall have rotational representation to the SC (no permanent seats). 

b) SC members representing each entity shall be chosen by that entity in line with the established and acceptable selection process. 

SC Member Terms of Service

The SC shall serve under the following terms:

a) Membership on the SC is for a term of two (2) years; 
b) At the expiry of a term, an SC member may be nominated by its entity to serve another term. A sitting member shall not serve on the SC for more than two (2) consecutive terms (4 years);

c) The secretary to the SC shall be responsible for updating the SC on members whose tenures are ending three (3) months prior to the end date;

d) It shall be the responsibility of each entity to ensure that their seat on the SC is promptly filled and;

e) The SC shall have an orientation process for new members every two years.

Cessation of Appointment

An individual shall cease to be a member of the SC if he/she:-
a) Separates or no longer has links to the entity that secured his/her nomination or selection to the SC;
b) Prohibited under the policies of the employer to continue serving in such capacity; 

c) Fails to perform the agreed upon tasks in his/her capacity as a SC member;
d) Lacks capacity to work with the other SC members as part of an achieving team and;
e) Faces a conflict of interest declaration as defined under Chapter 5 of this manual.

Item 2
 Powers of the SC

The SC shall exercise the following powers: - 

a) Develop and implement a committee calendar;
b) Put in place a fully-fledged SCE secretariat with key staff and functions;
c) Ensure that all accounts for the funds received are audited as per the set national standards;

d) Open and/or close and manage bank accounts operated in the name of the SCE in line with the financial procedures issued by the UAC and/or it’s delegatee;
e) Instigate disciplinary action against its members and;
f) Co-opt specialists as it may be required for its effective operation.  

Item 3
Responsibilities of the SC
The SCE steering committee shall discharge the following key functions and responsibilities: -
a) Decision making
· Consider concerns and inputs of each SCE entity and open discussion among the SC members; 

· Where consensus is not readily obtained, decisions shall be made by a vote. Any SC member may submit a motion for a vote. Motions for a vote require secondment from any member except the chairperson;

· Decisions presented for resolution by a vote shall be carried by a simple majority of votes casted, provided that a quorum is present for the vote and; 

· In the event of a tie when voting to pass a decision, the individual chairing that particular meeting shall determine the swing vote.

b) Strategic leadership and planning
· Determine the overall strategy and direction for the SCE; 

· Direct the development of the SCE costed strategic and annual plans;
· Receive and review SCE quarterly and annual performance (financial and narrative) reports prepared by the Secretariat; 

· Establish clear roles and responsibilities for the Secretariat with measurable performance indicators;

· Monitor and evaluate performance of the Secretariat against agreed upon performance indicators 

· Devise means of regularly communicating to the SCE members;

· Promote adherence to the SCE roles and responsibilities and;

· Protect the SCE for posterity. 

c) Monitoring Progress
· Ensure that relevant periodic SCE performance reports and key documentation is disseminated to all key stakeholders;

· Conduct joint annual review (internal) of the SCE with the Secretariat. 
Item 4
SCE Representation to PC

SCE shall select one representative as well as alternate to the PC every two years. A sitting member shall not serve on the PC for more than two (2) consecutive terms (4 years). Selection shall be done during the subsequent annual representative forum. It is at the discretion of the SCE to determine whether it is an organization or individual to represent the SCE at the PC. The SCE secretariat shall communicate methodology/procedure to PC at least three months prior to end of term of sitting PC as it has to approve selected representative on time. 
Item 5
SCE Secretariat 
The role of the Secretariat is to implement the decisions of the SC and provide advice on all technical matters relating to its mandate. The Secretariat shall be headed by a coordinator who shall be supported by an administrative assistant; program/M&E officer and a finance officer. The SCE shall jointly agree where the Secretariat shall be housed. It is in the best interest of the SCE not to have the leader of the housing entity to serve as the coordinator of the Secretariat. Specifically, the roles and responsibilities of the Secretariat shall include: -

a) Overseeing, planning and coordinating the SCE activities;

b) Identifying obstacles to the implementation, monitoring and evaluationof their programmes and ensuring the attainment of programme targets;

c) Overseeing the operations of the SCE; 

d) Collecting and disseminating information in relation to the PC in a timely manner to all SCE members. 

e) Collecting and disseminating information on the AIDS epidemic using varied structures;  

f) Preparing and circulating the agendas; 

g) Issuing meeting reminders to all SCE members fourteen (14) working prior to the meeting;
h) Attending all meetings in a non-voting capacity;  

i) Preparing and circulating approved minutes to members in fourteen (14) working after the meeting;
j) Compiling reports for the SCE; 

k) Maintaining a log of SCE decisions obtained from the approved minutes;
l) Maintaining the official records SCE documents and records where they can be easily accessed;
m) Preparing and distributing informational documents on the activities of the SCE to all members and; 

n) Updating the register of all the SCE members annually.  
4.5
Communication and Reporting 
4.5.1 Information exchange and transparency within the SCE
SCE members shall be provided with the following:
a) Copies of any information materials about the SCE prepared by the SC for external distribution;

b) Periodic updates of the SCE membership lists complete with contact information;

c) SCE terms of reference;

d) Regular performance assessment outcomes of the SCE; 

e) All SC members shall receive the notice of meeting, the meeting agenda and copies of relevant documents fourteen (14) working days before each scheduled meeting;
f) Fourteen (14) working days after each meeting, all members shall receive draft minutes of the meeting and;
g) The approved minutes of all SCE meetings shall be sent to all constituencies.

4.5.2
Information exchange amongst SC member 
The SCE Secretariat shall provide all SC members with the following:- 
a) The SC terms of reference and powers;
b) A listing of all SC members (organizations) with names and contact details of their representatives; 

c) Notice of each SC meeting, the meeting agenda, and copies of relevant documents;
d) Draft and confirmed minutes of each SC meeting;
e) The log of SC decisions and;
f) Performance assessments of the SC and its members;
4.5.4
SC Meetings

Item 1
 Scheduling 
a) Scheduled (ordinary) SC meetings shall be held as outlined in the SCE work plan/activity calendar at both the SCE and UAC Secretariat offices. 
b) SC meetings will be held quarterly that 4 times in a year; 

c) The last meeting of the year shall serve as the annual general meeting for the entire SCE; 
d) Special (extra ordinary) SC meetings may be convened at any time by the chairperson to discuss specific matters requiring urgent attention of the SC and; 

e) Meetings of the SC shall be conducted in English.

Item 2
Notice and Agenda  

a) All SC members must receive, by email, letter, or telephone call at least fourteen (14) working days working days’ prior notice of each meeting of the SC;
b) The notice must specify the proposed agenda; 

c) The chairperson in consultation with the secretariat shall draw the meeting agenda;
d) The agenda may be modified and must be approved at the start of each meeting and;
e) Documents for review should be circulated fourteen (14) working days before each meeting. This rule may be exempted in case of extra ordinary meetings based on underlying circumstances warranting urgent attention of the SC. 

Item 3
Quorum

a) All SC meetings shall require a quorum in order to conduct official business; 

b) A quorum shall require the presence of one member from each constituting entity; the chairperson and/or the vice chairperson; 
c) All meetings at which a quorum was present shall be minuted and;
d) No decision made at a SC meeting is valid unless quorum exists at the time of the decision.

Item 4
Decision-making 

a) Decisions by the SC shall be made by consensus whenever possible;
b) As part of the consensus decision-making process, after a full discussion and opportunity for various perspectives to be considered, the chairperson shall ask each person to verbally state their acceptance of the consensus position; 

c)  Although consensus decision-making is the preferred decision-making norm, where necessary, decisions can be made by voting;
d) Votes shall be of two possible kinds: ‘simple majority’ and ‘two-thirds majority’;
e) All votes shall be by simple majority except when these TOR state that they require a two-thirds majority. Simple majority means more than one-half of the SC members present at the time of the vote. Two-thirds majority means two-thirds of voting members present at the time of the vote;
f) Voting methods shall be of two possible kinds: informal and formal. All votes shall be informal unless any member presents demands that a vote be made (or repeated) as a formal vote. Informal votes require a show of hands. Formal votes require recording each member's vote in the minutes of the meeting and;
g) Absent members shall not vote.

Item 5
Minutes 
a) The SCE Secretariat Coordinator shall be secretary to the SC and shall take minutes of the SC meetings; 

b) Minutes of each meeting shall be prepared and distributed to SC members by the SC secretariat within 14 working days of each meeting; 

c) At the following meeting, these draft minutes shall be discussed, amended as necessary and approved by SC vote;
d) The minutes of SC meetings shall record any decisions passed by a vote, and shall record any major dissents articulated during the meeting and; 
e) The SC secretariat shall distribute approved minutes of SC meetings.
4.6
Performance Management of the SCE
The SCE shall establish the method and frequency of performance measurement as shall be informed by the UAC strategic direction and/or the Leaders Accountability Framework. 
Methods for measuring SC member performance may include completing evaluation forms/surveys/questionnaires, collecting comments from fellow members and metric tracking. When collecting comments from members, a complete 360-degree review shall be applied to provide a full perspective. For example, each SC member shall provide comments in an appropriate form, survey, or questionnaire regarding the SCE. When deciding the types of metrics to track concerning individual members, the SCE should include the following:

a) Attending meetings regularly;
b) Asserting alternative views at SCE meetings;
c) Attending SCE training programmes; 

d) Maintaining a favourable working relationship with colleagues and;
e) Avoiding conflicts of interest.
CHAPTER FIVE: THE PARTNERSHIP FUND 
5.1
Functions of the PFd

The PFd was established in 2002 as a pooled source of funds from ADPs to support, a) the operations of the PC and PFm, b) the reinforcement of the coordination capacity of UAC and SCEs in organizational development and c) the planning, monitoring and evaluation of information and resources. The PFd covers coordination costs compiled together into an integrated work plan endorsed by PC and approved by the UAC Board. 
Specifically, the PFd shall:- 
a) Meet all additional costs in operating the PC, PFm and SCEs coordination work;
b) Fund technical assistance required by UAC and other sectors not provided for through other existing arrangements;
c) Fund task force activities, reviews and consultations as per identified needs related to evaluating the national response;
d) Fund activities such as the International World AIDS campaign, and other information and advocacy initiatives and;
e) Fund the Zonal Coordination Offices established by UAC and other decentralized coordination structures to increase their functionality.

Item 1
Current status of the PFd 
It is important to note that while the PFd is primarily set up to fund the above mentioned, currently partners are free to mobilize service delivery resources from the central government budget, the Global Fund for AIDS TB and Malaria; Civil Society Fund, ADPs, the proposed National AIDS Trust Fund and any other funders. In such instances, the accounting arrangements and requirements will be as agreed upon by the funder and may in some instances be different from what is described in this section. 
Item 2
Desired futue status of the PFd 
It is anticipated that the above mentioned situation will in the long run change given UAC’s on-going advocacy, lobbying and institutional strengthening interventions. UAC’s desired position is for the PFd to evolve into a single basket that would mobilize resources both domestically and internationally to fund coordination and service delivery interventions. The Commission would then proactively identify and address any challenges that may arise as the PFd evolves.
5.2
Management of the PFd 

The memorandum of understanding between UAC and development partners regarding the PFd shall provide the operational framework that guides the management of the PFd. The PC through its Resources Management Sub Committee (RMS) is charged by the UAC Board with the responsibility of providing overall leadership and guidance to the PFd. The RMS may invite observers and/or advisors, to participate in the meetings. These shall contribute to the discussions but will not be eligible to participate in decision making. 
Specifically, the roles of the RMS as relates to the PFd include:-

a) Spearheading the operationalization of agreed processes for the ADPs to finance UAC in line with the principles outlined in the MoU;
b) Monitoring the disbursement and expenditure reporting for the PFd;
c) Presenting periodic updates to the PC and the PFm; 

d) Assisting the UAC Secretariat in planning and prioritizing use of the PFd;
e) Approving the operational plans and proposals made by SCEs prior to financing their implementation and;
f) Reviewing the adequacy of the UAC Financial Management Manual periodically and recommend any proposed changes to the PC for approval. 

5.3
Performance Management of the PFd
The results framework of the UAC integrated annual work plan which includes clear indicators and targets; exemplary accountability and transparency standards will inform the measurement of the PFd’s the performance through UAC’s internal and external audit mechanisms. 
CHAPTER SIX: OTHER PM OPERATIONS

6.1
Conflict of Interest 

a) Individual members may from time to time be faced with making decisions that manifests as conflict of interest. A conflict of interest is defined as an actual or perceived interest by a member in an action that results in, or has the appearance of resulting in, personal, organizational, or professional gain. The definition of conflict of interest includes any bias or the appearance of bias in a decision-making process that would reflect multiple roles played by a member of the organization or group. The members of the PM structures shall be expected to satisfy three principles to avoid conflict of interest at all costs. All members shall not:-

· Be involved in making a decision that he or she has vested interests in as this would bias his/her decision; 

· Profit from being a member of PM and; 

· Use PM resources as collateral for his or her personal gain. 
b) Prior to taking up a position on any of the PM governance structures, each member, including ex-officials, shall be required to complete the Conflict of Interest Acceptance and Declaration forms. The respective Secretariats shall keep members’ completed Conflict of Interest Declarations on file and share with PC Secretariat at UAC. This provision is also applicable to staff members of the UAC Secretariat, co-opted experts onto various committees and any other persons doing business with the PM.

c) Each member shall be required to complete and update the Conflict of Interest declaration form on an annual basis. 

d) At the commencement of every PM meeting, the chairperson shall request all members present to declare any conflict of interest they have in relation to matters on the agenda. Where members declare a conflict of interest in relation to any agenda item, they shall not participate in any discussions pertaining to the same item.

e) It is expected that conflict of interest shall be declared in writing before a decision is taken, and that seat holders with a conflict of interest shall either excuse themselves from a vote or delegate their vote to their alternates. Undeclared conflict of interest that materializes after a decision has been taken shall result in cancellation of the decision. This is of particular importance if it is determined that being aware of the conflict of interest at the time the decision was made would have either changed the outcome or resulted in the absence of a quorum. Any conflict of interest, potential conflict of interest, or the appearance of a conflict of interest is to be reported to the chairperson of a particular meeting and the PC leadership. 
f) The UAC conflict of interest policy shall be used to facilitate the mitigation of conflict of interest.

6.2
Planning

Planning is one of the core activities of the PM. It involves engaging stakeholders in determining the strategic and operational priorities for the PM taking into account its mandate, resources and contribution to the national response. The PM structures, in relation to their mandate, shall hold routine coordination and planning activities to ensure harmony, efficiency and effectiveness in coordinating the national response. It is important to note that at the end of the JAR, the NPAP is formulated to inform the programming and planning of interventions of the key stakeholders. The NPAP shall provide the framework to support UAC develop the costed national integrated annual work plan.
6.2.1
Integrated Annual Work Planning 

Implementation of activities during each financial year shall be guided by the integrated annual work plan with clear prioritized strategic interventions, activities, and targets and guided by the national priorities as presented NSP, the UAC Strategic Plan and other national documents. 

In the last month (March) of the third quarter of the fiscal year, UAC shall organize an annual review and work-plan development workshop for the various stakeholders. The meeting shall discuss achievements for the previous year, challenges, lessons learned, identified best practices, challenges that negatively affect implementation of activities and recommendations. The meeting shall use the review recommendations and NPAP to inform the prioritization of interventions for the coming fiscal year’s costed integrated work plan. The work plan shall be approved by the last week of May ready for use by July 1. 
6.2.2
Quarterly Work Planning 

The different structures of the PM shall meet quarterly to review the past quarter’s activities and agree on the next quarter’s activities. Activities that are not implemented in the past quarter should be given priority in the new quarter. 
6.3
Reporting 

The PM is obliged to prepare joint annual, quarterly and other reports as may be required by the PC and the UAC Board. The Directorate of Planning and Strategic Information using statistics from the various reports from the different structures of the PM shall spearhead preparation of reports. The reports shall be submitted in accordance with the prescribed UAC reporting guidelines. 
6.4
Strenthening Networking, Collaboration and Linkages amongst the PM Strucutres 
For the PM to fulfill its stipulated roles and responsibilities, it is of at most importance to ensure robust systems are institutionalized in UAC to facilitate effective networking, collaboration and building strategic linkages and partnerships. Against this backdrop, the PM shall use stipulated UAC formal communication structures to exchange data/information regarding the HIV/AIDS response; progresses, challenges, new research information on HIV/AIDS, directorate based information, minutes from formal meetings, feedback on performance of the PM structures etc. This shall help to streamline all communication regardless of whether it is produced directly through the PM or partners The overall aim of having good communication systems include:-

a) Using agreed upon interventions and channels to increase the visibility, effectiveness, collaboration and networking amongst the structures of the PM;

b) Designing, organizing or providing coverage for the PM processes, decisions and final results to stakeholders at all levels and;
c) Producing and disseminating PM related communication to key stakeholders and the general public. 
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