Toolkit: Disability inclusion working groups advancing the inclusiveness of humanitarian coordination
Tipsheet: How to develop a Terms of Reference (ToR) for a Disability Inclusion Working Group (DI WG) or similar
The ToR is a document that supports the development of a ToR for a DI WG, Task Team or similar. A ToR provides guidance and a simple accountability framework for its members who have agreed to work together to accomplish joint objectives that link to established gaps around the disability inclusiveness of the humanitarian response in a given humanitarian/ refugee crisis. 
Purpose
Provide humanitarian actors, cluster leads and/or coordination mechanisms guidance and recommendations on how to develop Terms of Reference for Disability-Inclusion WG, Task Team or similar.
This tipsheet is to be used alongside the other tools included in this toolkit such as:
· Guidance to identify gaps and entry points for cluster engagement
· Template Action planning
· Sample of Job description of a coordinator/co-coordinator position of the DI WG, Task Team or similar
Content
It contains recommended steps towards defining relevant aspects of a functioning DIWG, or similar. It is based on good and promising practices identified in the comparative case study.

Who is the tip sheet it for? 
It is to help those humanitarian actors, including Organizations of Persons with Disabilities (OPDs), that have not been engaged in drawing up ToRs before, and that wish to establish a Disability Inclusion Working Group. 
Recommended steps to develop a ToR
1. Identifying the gaps and entry points to establish whether an actual need for a DI WG exists. Discuss with other interested actors, including OPDs, whether there is a need to establish a dedicated DI WG, Task Team or similar with the purpose to jointly address gaps with regards to disability-inclusion and meaningful participation of persons with disabilities/OPDs in humanitarian response, its coordination and/or programming. 
a. For this discussion identify relevant stakeholders, humanitarian actors, mainstream and those that are disability inclusion focused, and importantly Organizations of Persons with Disabilities (OPDs), that are affected by the crisis and have an interest;
b. Depending on your resources and capacities, organize a series of meetings or a workshop to assess, discuss and prioritize current important gaps, interests and capacities to engage in the establishment of a DI WG, Task Team or similar; Use the Guidance to identify entry point and gap to guide your discussions, in particular the Cluster Assessment tab as well as the Guidance brief, on deciding whether a DI WG is really needed in your context. 
c. Discuss, assess and agree on the most priority gaps, challenges and opportunities to enhance disability-inclusion and the participation of persons with disabilities in the humanitarian strategies, coordination and accountability mechanisms;
2. Objectives of the DI WG: Once the main gaps with regards to disability-inclusion are agreed discuss and develop shared objectives for this working group. 
3. Formulating the Terms of Reference and Action Plan: The outcomes of this joined assessment can serve as the foundation to develop a Terms of Reference and an action plan of the DI WG. (see the Checklist to support Action planning and the template for action planning, contained in the toolkit)
4. Positioning and integration in the humanitarian coordination system: Based on the gaps and objectives agree on the suitable positioning of DI WG, Task Team or similar. For traction and impact, the setup should be as part of the Humanitarian Coordination Structure, and could link with the Inter-cluster Coordination Group, the Protection cluster or other clusters, depending on the gaps. Once agreed among members, which cluster, working group or structure is best suited, exchange with the leadership thereof.
a. More guidance for this is contained in the Guidance Brief, whether and how to establish a DI WG, contained in this toolkit.
5. Governance: Discuss leadership/coordinator setup required for such DIWG. Based on the IASC Guidelines, aim for co-leadership/ co-coordination by OPDs, that are engaged in the humanitarian response or representing persons with disabilities affected by the crisis. 
a. Common good practice indicates to have two or three co-leads/co-coordinators, to move the work forward, with one taking the lead on coordination. Identify role and responsibilities of the co-leads/coordinators. Moreover, discuss how leadership roles are to be rotated and co-leads to be appointed. 
6. Role of Members: Reflect with potential members, what their roles can be and what realistic contributions can be expected from them towards the functioning of the DI WG: 
a. In effective DI WGs, such as the one in Afghanistan, membership includes representatives from the different clusters. Those participants from the clusters serve as disability inclusive focal points. As the WG may interact with other clusters and working groups discuss communication and reporting channels. 
7. Expectation on leaderships and capacities: Exchange openly what expectations towards leaders/coordinators and members are to move the work forward. 
8. Principles for collaboration: Discuss whether there are essential principles for collaboration you would like to adhere to. 
9. Accountability considerations: Establish how action plans and ToR are mutually reinforcing tools for accountability and monitoring, promoting effective communication and coordination and easing decision-making processes.
10. Work modalities & frequency of meetings: Discuss frequency and modality of meetings required to achieve objectives. 
11. Resourcing: Discuss what resources might be required and how they could be secured for the DI WG, once an action plan has been established. 
12. Throughout discuss the role and the alignment of the ToR with the IASC Guidelines on Inclusion of persons with disabilities in humanitarian action. 
a. Comparative case studies on mechanisms for disability-inclusive humanitarian coordination have shown that using the IASC Guidelines as reference framework and aligning work to the calendar of the Humanitarian Program Cycle at the respective response level, has accelerated change and outcomes. Each year, recommendations are drawn based on lessons learned of the previous cycle at global level and a toolbox is updated. 
Recommended structure of the Terms of Reference 
Background 
This section provides an overview about the overall context in country X (nature and impact of the crisis, data on affected population[footnoteRef:2]) and reflects on the situation of persons with disabilities, their specific needs, barriers to accessing humanitarian assistance and protection as well as risks factors faced by persons with disabilities. Considering the inclusion of persons with disabilities in the humanitarian response continues to be limited, this section may detail the prioritized remaining gaps in the humanitarian program cycle and response to be addressed. And share how these were assessed.  [2:  Country specific MSNA, HNO/HNRP available to report on disaggregated data of affected population; census data] 

The section also describes where the DI WG is hosted (protection or other cluster or ICCG), and the rational for why it is constituted as an inter-agency or inter-cluster working group.
Objectives of the DI WG, Task Team or Similar
This section provides information on which gaps in the humanitarian response and coordination with regards to disability inclusion are to be addressed. Based on the main gaps (from background section) – it states the main objective of the DI WG. 
Key thematic areas and action
According to the objectives key thematic areas or main actions are detailed. It is helpful to structure them, i.e.:
· Humanitarian Coordination 
· Engagement in the HNRP processes 
· Advocacy and communication
· Data collection & Information management 
The action plan/ Workplan[footnoteRef:3] : the first task of the DIWG will be to structure its work by developing an action plan that reflects on identified priorities and activities to be carried out [3:  To be consulted: sample of action plan included in the Disability Inclusive Humanitarian Coordination Toolkit] 

· Resource mobilization (if required) 
Structure and Function (membership)
· Membership (who constituted the members, how to become a member)
· Leadership (who is current co-leads, how long is the maximum duration of term, how is coordinator/ leadership agreed on and/or voted for
Meetings/Frequency 
Validity of the ToR and Review Modalities (how often, how, by who)
Governance and Accountability 
· Who does the DI WG report to on their progress & challenges, i.e. to associated cluster, ICCG, hosting agency, members or else
· How often is the work plan monitored and/or reviewed by who
Working Principles 
Examples of ToR: 
Good examples of TORs, aligned with the IAS Guidelines on disability inclusion are contained in the folder of this tool kit
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