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Introduction

The Foundation supports efforts to eliminate pediatric AIDS by supporting independent organizations
positioned to assist national governments in their HIV prevention, care and treatment efforts. As
partners, the Foundation and these organizations work collaboratively to support essential HIV services
provided by ministries of health and partner organizations.
Foundation Affiliates in 2012
Owned and operated by citizens of the host
countries, these new organizations exemplify
the importance country-led HIV programs,
building quality and sustainability in local
health services delivery and encouraging
participation by civil society. The
organizations continue the management of
HIV prevention and treatment program
activities initiated by the Foundation, and
work to strengthen critical services accessed
by local communities. A focus on locally led GoTe e S———
HIV programming, along with continued
collaboration among governments and
partners, ensures access to critical HIV
services and supports a shared goal to

MOZAMBIQUE

eliminate pediatric AIDS.

The Foundation retains a close relationship

with these Affiliate organizations, providing technical assistance and guidance, and working
collaboratively with each to ensure HIV prevention, care, and treatment services reach those most in
need.

This toolkit aims to serve as a resource to both the Foundation Affiliates as well as other local
organizations engaged in HIV/AIDS programming which are actively engaged in capacity building
activities. This document describes the structure of the affiliation relationship with the Foundation.
This structure is based on research of how other international NGOs support capacity development for
local partners and aims to optimize best practices to suit the Foundation’s mission and goals.
Additionally, this toolkit includes other resources, such as assessment tools and checklists that can be
used during the organizational development process for new and existing Affiliates.

Through these partnerships, the Foundation is moving into a new phase and model for engaging at the
host country level to enhance local ownership and sustainability of HIV programs. This new model
includes a focus on the provision of technical assistance and capacity building to local partners, in
addition to support for program implementation. As we move forward, it is important that we work
together with local partners to uphold international standards and best practices for administrative,
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financial, and programmatic excellence. We expect that these tools will facilitate ongoing improvement
of each of our Affiliates.

As we move forward, we hope that these tools continue to serve as a useful resource and will enhance
our ability to work together as partners in the elimination of pediatric HIV. We look forward to
supporting our Affiliates in the use of these tools and partnering with other organizations who are
engaged in similar work.

Sincerely,

The Affiliate Resource Unit
The Elizabeth Glaser Pediatric AIDS Foundation




I. The Foundation Affiliation System

The Foundation recognizes the importance of building and strengthening local civil society capacity to
manage HIV prevention, care and treatment activities in order to achieve its mission. Developing and
supporting sustainable sources of HIV/AIDS related programming and services is required in order
ensure successful expansion of prevention efforts and the continuity of care of all patients and
populations served by the Foundation. The support for leadership in the development of HIV/AIDS
programming at the country level is an essential element of local capacity building and community
empowerment in the response to the HIV/AIDS crisis. Thus, the Foundation is invested in strengthening
local partners and the establishment of local affiliated entities to serve as leaders in pediatric HIV/AIDS
programming in their host countries.

Accreditation of a local NGO as a Foundation Affiliate means that the organization is recognized by the
Foundation and, therefore, contributes and shares access to the Foundation’s technical, educational,
and programmatic capabilities. Affiliates are considered a key component of the Foundation’s global
footprint, where both the Foundation and Affiliates are able to work in a complementary way to achieve
our shared mission and uphold basic standards for operational and program quality.

In order to support these organizations, the Foundation has developed an affiliation system, which
provides a structure for mutual collaboration amongst the organizations for program implementation.
This system also ensures that elements are in place to reinforce mutual accountability and transparency
which are aimed at upholding international best practices for operations and programmatic
management.

A. Core elements of the Foundation Affiliation System

Guiding Principles for Affiliation

Affiliates are united with the Foundation by shared principles and policies, aimed at a single vision of a
world free of pediatric HIV. However, each Affiliate seeks to achieve this vision in its own country in its
own way. Despite the obvious diversity across countries, and the strength that the Foundation draws
from such differences, each organizational member of the Foundation’s family also has a commitment
to essential principles and the responsibilities that come with membership in this global network. The
guiding principles for affiliation are organized into eight principles, which the Foundation and its
Affiliates strive to fulfill.

Affiliation Standards

In its work, the Foundation seeks to strive for the highest quality, in both its programmatic work as well
as its operational management of activities. In order to promote excellence throughout the network,
Affiliates are required to meet a set of standards which are aligned with the Guiding Principles for
Affiliation. The affiliation standards are the building blocks for the accreditation process and scope of
the Foundation’s oversight of its Affiliates. These standards encompass the criteria by which the
Affiliates will be evaluated to ensure that they are upholding the Foundation’s commitment to
excellence.
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Accreditation Reviews

Affiliates are required to undergo periodic reviews to ensure that they meet the Affiliation Standards.
The depth and breadth of the process facilitates ongoing systems development aimed at building the
capacity, viability, and efficacy of the organizations. Review results are used to make accreditation
decisions. They also guide the provision of technical support to those Affiliates that exhibit weaknesses.

Sharing of Information and Resources

As the Affiliates share the Foundation’s mission, name and logo, the Foundation is invested sharing
resources to facilitate their success. Through the affiliation with the Foundation, each Affiliate will have
access to a number of technical and operational resources which are part of the Foundation’s global
operations and programs which will be important to helping us achieve our common mission. The
Foundation has developed specific guidance to both the Foundation’s staff and the Affiliates on the
types of resources which will be shared and the mechanisms for making those resources available.

Systems for Affiliate Communication, Coordination and Collaboration

As the Foundation engages with the Affiliates as partners, it is important that systems are in place which
facilitate a strong and effective working relationship. At both the global and country levels, a number of
staff and activities are in place to support the Affiliates. Additionally, the Foundation and the Affiliates
work together in the implementation of programs at the country level, with the mutual goal of achieving
the sustainability of HIV service delivery programs. Thus, the Foundation and the Affiliates have
established systems which include clear lines of communication to ensure that activities are well
coordinated across departments and programs are complementary.

Figure 1: Interrelationships among the Core Elements of the F 0 u n d aAffiliation System

Affiliation
Standards




B. Guiding Principles and Standards for Affiliation

PRINCIPLE 1: COMMON PURPOSE

Our organizations will work together with a common purpose to achieve the Foundation’s mission to
eliminate pediatric HIV/AIDS. The diverse knowledge, experience, and skills that our Affiliates bring are
valued and acknowledged as essential to ensuring the success and sustainability of our joint programs.

Standards
1.1. The mission, goals and vision of the Affiliates are aligned with those of the Foundation.

1.2. Affiliates must implement programs in accordance with the priorities set forth in the
Foundation’s Program Intervention Framework and of the highest quality.

1.3. Up to 49 percent of the members of the principal governing body for the Affiliate must be
individuals appointed by the President and Chief Executive Officer of the Foundation. Such
appointments must be reflected in each Affiliate’s Constitution and/or Bylaws. The specific
composition of the Board will be determined for each individual Affiliate through a
consultation process with the Foundation.

1.4. The President and Chief Executive Officer of the Foundation must concur on the appointment,
retention and removal of the senior operating officer (ex. Executive Director, Director General,
or Chief Operating Officer) for the Affiliate.

1.5. The Affiliate must not make public statements, publish any information for distribution
outside the Foundation or the Affiliate, participate in any public events or otherwise use the
Foundation Name or Logo in any manner which contravenes the Foundation Mission.

PRINCIPLE 2: GOOD GOVERNANCE

We aim to ensure that our mutual organizations are held responsible for our actions and achievements.
We do this by: having a clear mission, organizational structure and decision-making processes; acting in
accordance with stated values and agreed procedures; ensuring that our programs achieve outcomes
that are consistent with our mission; and reporting on these outcomes in an open and accurate manner.
The governance structure of the Foundation and its Affiliates will conform to relevant laws and be
transparent. We seek to follow principles of best practice in governance. Additionally, we are
committed to respecting the equity and diversity of people both within our organizations and among
those we work with, in terms of race, age, class, disability, ethnicity, nationality, gender, sexual
orientation and religion

Standards

2.1. Affiliates must have an active board of directors, executive committee, general assembly or
other governing body, which is independent of the management of the organization, and



2.2.

2.3.

2.4.

2.5.

2.6.

exercises oversight according to the letter and spirit of the Affiliate’s Constitution and Bylaws,
including holding regular general assemblies and elections.

Governance bodies of the Affiliates must be comprised of individuals with a diverse set of
skills and backgrounds, and are representative of the stakeholders participating in the
achievement of the mission, goals and vision for the Affiliate in the host country.

The Affiliate’s governing body must supervise and evaluate the Executive Director and oversee
program activities, budgetary matters, and financial management. It must define the overall
organizational strategy, consistent with the organizational mission, and ensure that resources
are used efficiently and appropriately, performance is measured, financial integrity is assured,
and public trust is maintained.

The Affiliates must each have a written Constitution and Bylaws which are consistent with
best practices and legal standards for good governance. The Constitution and Bylaws must be
accepted and approved by the Governing Body and must not contravene the Foundation’s
Articles of Association and Bylaws or any applicable laws or regulations. The Constitution
and/or Bylaws must contain the following provisions:

2.4.1. Written procedures for defining the responsibilities of the members of the governing
body or bodies;

2.4.2. Written procedures for the appointment, responsibilities and terms of office for
members of the governing body or bodies, which require elections to take place at
regular intervals and define the voting rights of members;

2.4.3. Written procedures for preventing and managing conflicts of interest among the
members of the Governing Body or Bodies and amongst its staff, which are no less
restrictive than the Foundation’s Conflicts of Interest Policy.

Each Affiliate must hold a general meeting with authority to appoint and replace members of
the governing body on at least an annual basis, where minutes of the meeting are recorded
and held in the Affiliates records for the life of the Affiliation relationship.

Affiliates must, to the maximum extent possible, promote diversity and gender balance in staff
composition.

PRINCIPLE 3: LoCAL OWNERSHIP AND STAKEHOLDER INVOLVEMENT
We aim to ensure that the results of our work have a sustainable impact in the countries where we work

by promoting local ownership and participation in organizational governance. In order to achieve this

goal, we seek to build local capacity and leadership to represent and respect the interests of the people

and nations that we serve. We are also committed to empowering local stakeholders to serve as active

participants in the development, implementation and evaluation of our programs.
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Standards

3.1.

3.2

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

At least 51 percent of the individuals represented in the governing body of the Affiliate must
be host country citizens or permanent residents.

The Executive Director of the Affiliate must be a citizen or permanent resident of the host
country.

Affiliates must establish an organizational strategic plan which operationalizes the
organizational mission, goals and vision. The strategic plan must be updated on a regular
basis and derived from a consultative process with Affiliate staff, partners and other
stakeholders in the host country.

Affiliates must plan all programmatic activities with involvement from all relevant
stakeholders, including governmental partners, donors and beneficiaries.

All Affiliates must have an advocacy strategy which is aimed at promoting policies in the host
country that aims to strengthen and expand programs in the host country which are
consistent with the Affiliate’s mission.

All Affiliates must be registered with the government of the host country, as required by host
country law.

All Affiliates must conduct administrative and financial transactions in a manner which is in full
compliance with all relevant legislation and regulations, including taxation and labor laws.

Affiliates must develop and adhere to clear written human resources policies and procedures
for staffing, recruitment, retention, performance management, employee relations,
compensation and individual development, that are consistent with national labor laws, donor
requirements and established best practices.

PRINCIPLE 4: ACCOUNTABILITY
The Foundation and its Affiliates recognize the need to be accountable to program beneficiaries and to

other stakeholders including donors and governments for the effectiveness and efficiency with which we

use the resources we mobilize. As part of our affiliation, we explicitly identify means by which the

Foundation and its Affiliates are accountable to partners and how we and our partners are accountable

to the people and communities with and for whom we work.

Standards

4.1.

4.2.

11

The Affiliate must ensure that the requirements of any funding agreement with donors,
including the Foundation, are met in full, and on time, and that periodic reports are submitted
according to the guidelines laid down by the funding agency.

The Affiliate must maintain an adequate system to effectively manage incoming awards from
donors that includes roles and responsibilities and ability to track, estimate, and report on
performance targets, budget levels, and other deliverables.
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4.3.

4.4.

4.5.

4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

4.12.

The Affiliate must maintain an adequate system to monitor and support sub-recipients that
includes a sub-award tracking system; and supportive supervision to monitor sub-recipients’
compliance with the terms and conditions and build their capacities to improve results.

The Affiliate must maintain an adequate system for procurements that complies with host
country and U.S. Government regulations and has strong internal controls to ensure
appropriate best value/lowest price purchases.

The Affiliate must maintain an adequate system to foster compliance with laws, regulations,
and policies that includes staff orientation and periodic training, consultations with local legal
counsel, audits and assessments.

All financial transactions within the organization and with others must be completely and
accurately accounted for in accordance with either accounting principles generally accepted in
the United States of America or in accordance with International Financial Reporting
Standards, as determined by the Foundation.

Financial accounting and management policies and procedures must be no less restrictive
than those contained in the Foundation Operations Manual and in accordance with the terms
of applicable funding agreements, with a particular focus on documentation requirements and
ethical standards. Segregation of duties and other internal controls must be present to the
extent that the organization has a reasonable assurance that the risk of fraud, waste or abuse
is mitigated.

All Affiliates must develop annual financial statements, which conform to the relevant laws
and practices and are audited by a qualified independent public accountant which is approved
by the Foundation, whose audit opinion will accompany the report.

Affiliates must prepare an annual budget for the organization prior to each fiscal year that is
approved by the Affiliate’s governing body. Affiliates must track the progress of spending
compared to budget during the year and make adjustments in spending where needed.

Affiliates must maintain financial records, supporting documents, statistical records, and all
other records pertaining to the Agreement in accordance with generally accepted accounting
principles formally prescribed by the International Accounting Standards Committee (an
affiliate of the International Federation of Accountants) to sufficiently substantiate all financial
transactions.

Affiliates must promote and enforce clear policies to avoid conflict of interest, nepotism,
favoritism and corruption, as well as protection for whistle-blowers, which are no less
restrictive than the Foundation’s Conflict of Interest Policies.

Affiliates must establish clear disciplinary and grievance procedures, and open communication
channels.



4.13. Affiliates must strive to create a healthy work environment, where mutual respect is fostered

and where there is zero tolerance for sexual harassment and other actions that violate the
basic safety or dignity of staff.

4.14. All advocacy activities must be conducted in accordance with all applicable laws, regulations,

and donor requirements.

PRINCIPLE 5: TRANSPARENCY
As a complement to accountability, we aim to be transparent to stakeholders and donors about our

mission and goals, and how we raise and use our resources, maintain records, manage programs and

make decisions that affect individuals and organizations involved in our work.

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

The Affiliate must establish a clear organizational structure, with clearly defined
communication and coordination among departments and divisions.

Affiliates must comply with relevant governance, financial accounting, and reporting
requirements in the host country.

Affiliates must establish transparent reporting requirements, policies and procedures
concerning the operations of the organization and the progress of programs, which are made
available to stakeholders.

Affiliate must maintain programmatic records, supporting documents, statistical records, and
all other records pertaining to the implementation of program activities in accordance with
best practices for program monitoring and evaluation and donor requirements.

Affiliates must manage staff salaries and benefits in a fair and transparent manner, providing
an appropriate compensation package that adequately compensates staff and maintains
market competitiveness, while respecting limited financial resources.

Affiliates must provide all employees with clear information regarding their work
responsibilities and employment rights and obligations.

Affiliates must promote fair, transparent and effective management of employees, and
establish policies that protect the rights of employees and ensure fair treatment in all matters
at all times.

PRINCIPLE 6: QUALITY AND PERFORMANCE ORIENTED
We aim to ensure that all programs and activities are of the highest quality and are implemented with

an eye towards continuous quality improvement. We are oriented towards high performance in our

activities to achieve the best results possible based on targets and achievements agreed upon by those

with/for which we work and from which we mobilize resources. As we implement programs and

activities, we set measurable goals, objectives, and concrete commitments and invest in robust

monitoring and evaluation systems to assess quality of programs and progress towards achievement of
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our mission. We aim to ensure that all data and information generated from quality and programmatic

monitoring activities are used effectively to improve programs and ensure that program goals are met.

Standards
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6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

6.10.

6.11.

The Affiliate must ensure high quality in the services that it supports, which are consistent
with applicable standards of care, as defined by international organizations and national
guidelines in the host country.

Affiliates must implement a quality management program for programmatic and operations
functions, which is consistent with the Foundation’s quality management standards.

Achievements and progress towards the mission, goals and vision must be monitored by the
Affiliate through clearly defined indicators, measurements and targets.

The Affiliate must established and utilizes a comprehensive structure for program
management, which includes work planning, award management, project budgeting, and
subgrant management.

Affiliates must have effective systems in place to monitor and evaluate their programs and to
demonstrate whether they are achieving their objectives, which are governed by a monitoring
and evaluation plan that describes data collection, data management, monitoring and
evaluation capacity building, data quality assurance, and data use strategies.

The Affiliates’ monitoring and evaluation systems must include the collection of core
programmatic indicators, as established by the Foundation.

Affiliates must establish data quality standards and programmatic quality improvement
standards, which are measured on at least an annual basis. They must also establish clear
protocols or develop standard operating procedures and other tools to help attain these
standards.

For any and all data collected by the Affiliate, it must be stored in a data storage system which
is fully functional, up to date, designed to facilitate efficient data transformation and use, and
managed in accordance with appropriate data security standards.

Affiliates must systematically use monitoring and evaluation data to inform decision making,
and to adjust programs where necessary to continuously improve performance.

Affiliates must follow information technology industry standards and best practices relative to
physical and system security, installation and support.

Affiliates must hire appropriate staff and established vendor relationships to ensure timely
support, availability of information technology products and additional assistance when
necessary.



6.12. For Foundation systems shared with the Affiliate, the Affiliate must adhere to Foundation
policies and procedures.

PRINCIPLE 7: MUTUAL LEARNING AND SHARING

We recognize the interdependence among our organizations and with other partners and the
importance of sharing knowledge and best practices to ensure benefits are maximized for the
sustainability of programs and organizations. In order to continue to maintain a high standard of care
and program quality amongst ourselves and our partners, we are invested in mutual learning and
sharing of knowledge and best practices among our Affiliates, implementing and funding partners.

Standards

7.1. Foundation and Affiliates must demonstrate and share their results, best practices, and
lessons learned with each other and with other interested stakeholders.

7.2. Affiliates must actively promote organizational and staff learning and development, and foster
a culture of learning from mistakes, openness, creativity and innovation. For professional staff
and positions which require licensure and continuing education, the Affiliate will ensure that
all continuing education requirements are met.

PRINCIPLE 8: PARTNERSHIP AND COLLABORATION

We recognize that as a single organization, we are limited in our ability to achieve our mission.
However, by building partnerships with local governments, other local civil society organizations, and
international NGOs, we understand that we can expand our reach and be more effective in achieving
our common purpose to eliminate pediatric AIDS. Achievement of this goal will require mobilization of
technical capacities in coordination with other implementing partners. Thus, we aim to have
collaborative partnerships with donors, projects and local implementers to ensure support provided to
partners is well-coordinated and used efficiently to optimize benefits for program beneficiaries.

Standards

8.1. The Affiliate must develop effective, collaborative, and well coordinated partnerships with
other organizations in order to pursue its mission.

8.2. All partnerships between Affiliates and other organizations must be transparent and based on
clear selection criteria.

8.3. Partnerships must be selected and prioritized based on the objectives set forth in the
Foundation’s Partnership Framework.

C. Systems for Communication, Coordination and Collaboration
Management of the relationship between the Foundation and each Affiliate requires complementary

working relationships at many levels. These relationships are critical to ensuring that there is effective
coordination of programs in the host countries, as well as strong communication and accountability
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within each Affiliate relationship. Thus, staffing structures have been developed which are devoted to
addressing Affiliation issues and ensuring global and country level coordination of activities and support:

The Affiliation Review Committee (ARC)

The Accreditation Process is overseen the Affiliate Review Committee, a select committee of Foundation
representatives other than those involved in running the day to day operations of the country program
involved. The membership of the ARC includes five members of EGPAF’s Senior Leadership Team, who
represent the Medical and Scientific Affairs, Corporate Services, and Communications, Advocacy and
Development divisions of the organization.

The Affiliation Review Committee also has the primary responsibility for guiding Affiliate policy,
overseeing compliance with the accreditation system, making recommendations to the Foundation’s
President and Chief Executive Officer regarding Affiliate-related decisions (ex. appointment of Executive
Directors, accreditation decisions, policy decisions), and making other strategic decisions related to the
Foundation’s relationship with Affiliates. This committee also reviews and approves governance
documents and composition of governance bodies at start-up.

Affiliate Resource Unit (ARU)

The Affiliation Resource Unit provides coordination, technical assistance, capacity building support, and
affiliation management for the Affiliates on behalf of the Foundation. This unit is responsible for
coordination of the accreditation process, providing technical assistance on the organizational
development process, coordinating technical support from the Foundation’s Global Units, and
facilitating the sharing of information, tools and resources with the Affiliates.

Affiliation Working Group (AWG)

The Affiliation Working Group is established as a cross-functional group that aims to bring together
important organizational stakeholders to address issues related to Foundation Affiliates. The AWG will
also have a direct role in ensuring that various Foundation departments are able to carry out the various
capacity building and planning functions required to support Affiliates. As a work group which includes
global and field participation, the AWG is able to facilitate buy-in and ownership of transition activities
among Affiliates, country teams and other stakeholders. It provides strategic guidance on the
implementation of administrative, financial and programmatic transition of Foundation activities to
Affiliates and ensures that there are linkages among organizational departments, Affiliates and country
teams.

Points of Contact
To facilitate strong communication with individual Affiliates, regular points of contact have been
established between the organizations to facilitate clear communication and coordination of support:

Organization Position Role
EGPAF Country Director - e Coordinates linkages and support from EGPAF-country
Primary office
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e Triages technical assistance requests
e Provides regular mentorship and support to new EDs

Affiliate Executive Director e Requests technical assistance and other support from
Primary EGPAF

e Submits reports related to Affiliation with EGPAF

e Participates in Affiliation Working Group

EGPAF Affiliate Resource e Coordinates linkages and support from EGPAF Global
Unit Backstop - units around affiliation
Secondary e Manages accreditation process and monitoring

EGPAF Country Transition e Oversees implementation of Affiliate capacity building
Coordinator provided by EGPAF
Secondary e Provides in-country support for accreditation activities

D. Accreditation Review System

1. Overview and Structure

Purpose and Scope of Accreditation

The accreditation process is intended to serve as a tool to facilitate organizational development and
improvement for the Affiliate, as well as to strengthen the relationship between the Affiliate and the
Foundation. The process serves to improve communication and coordination between the Affiliate and
the Foundation and ensures accountability for program beneficiaries and donors. Specifically, the
accreditation process ensures that:

1. Affiliates are properly assessed on capacity for and quality of performance and are well
equipped to improve their performance;

2. Stakeholder confidence in the work of the Affiliate is increased, at the national and international
level;

3. Stakeholder confidence is increased that the Foundation Affiliate System is grounded in
performance, quality and accountability;

4. The necessary management functions are in place and that the activities of the Affiliate are
being carried out in accordance with the Affiliation Principles and Standards and the need for
mutual accountability;

5. The Foundation’s mission and vision are being carried out effectively.

Responsibilities of the Affiliate and the Foundation

The responsibility for ensuring that all steps in the Accreditation Process are effectively completed lies
with the Affiliate. Each Affiliate, irrespective must undergo a periodic review (according to the
accreditation status), to ensure compliance with the Foundation Principles and Standards for Affiliation.

It is the responsibility of the Foundation to record evidence of the extent to which the Affiliates comply
with these standards. All parties involved in the process are responsible for ensuring that the
accreditation review is conducted in a manner which respects everyone’s time, skills, opinions, and roles
in the process.

Instances where the Affiliate fails to meet the requirements set forth in the Accreditation process will be

resolved according to the steps set forth in this document. Since the relationship between the
Foundation and the Affiliates is based in a spirit of partnership and collaboration, if the Affiliate does not
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meet the standards, the organizations will work together to identify appropriate next steps with the goal
of facilitating continued collaboration.

The Accreditation Process is overseen the Affiliate Review Committee. Implementation of accreditation
reviews and support for Affiliates is provided by the Affiliate Resource Unit.

2. The Accreditation System

The accreditation process has two primary phases (1) initial recognition of Affiliation for emerging
organizations, and (2) accreditation review. These phases are described below.

I. Initial recognition of Affiliates for Emerging Organizations

For emerging organizations which are being created in the host country to serve as an Affiliate to the
Foundation, a revised recognition process will apply for the first year. This process aims to facilitate the
creation of the organization and capacity building, to ensure that it is able to engage in and successfully
complete the Accreditation Process within one year of its initial establishment. For these emerging
Affiliates, upon the completion of the registration process and initial formation of the governance body®,
the recognition process is as follows:

1. Pre-Review Consultation with Affiliate Resource Unit: This step is aimed at ensuring the
potential Affiliate is able to seek technical assistance (TA) for the development of governance
and programmatic structures, to ensure consistency with the Foundation Affiliation Structure.
TA provided at this stage will be aimed at providing the potential Affiliate with necessary
information about the Affiliation Principles and Standards and the development of internal
structures which are consistent with the Affiliation Model. Review and TA will be provided by
key members of the ARU. Specific review will be required for:

a. Organizational name and mission
b. Content of the Governance Documents
c. Selection of Members and/or Board of Directors

2. Affiliate submission of a Request for Affiliation to the Affiliation Review Committee (ARC).
Such request shall include the following information:

a. A Statement ofhe Strategic Plan for the Emerging Affiliate (the appligamitjch
articulates the applicant’s mission and vision and the objectives for transition and
capacity building for the first year of functioning. Specific guidance on what this should
include will be provided by the Foundation.

b. 1 /2L 2F (GKS | LILX A Géx \Byla@saArtiDer dBSNdatloy, 3 5 2 OdzY Sy
Constitution, etc.)

! Additional reviews by the Affiliation Review Committee are required prior to the local registration of the Affiliate
for the governance documents, selection of Board Members, and recruitment of the Executive Director. Separate
guidance is available which details these requirements.
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c. A Copy of the Registration Certifica@here registration process has been initiated,
but the certificate has not yet been obtained, the applicant should provide a short
statement articulating the status of the registration and the type of registration being
sought in the host country.

d. A List of the Members and/or Board of Directorkis list must be accompanied by a
curriculum vitae for each person and at least two professional references. This list
should specify which Board member(s) are intended to be appointed by the Foundation.
Information provided in this area will be used to conduct criminal background and
reference checks for the individuals. These checks may be conducted during the Pre-
Review Consultation process.

e. The Curriculum Vitae and professional references for the Executive Director
The request should be sent to the ARU, who will coordinate the application process for the ARC.

Organizational Capacity Assessment of the Affiliate. Once the Request for Affiliation has been
submitted, the Affiliate should participate in an Organizational Capacity Assessment, to facilitate
organizational development of systems and transition of programs from the EGPAF country
office to the new organization, where applicable. The Foundation will conduct the assessment
using the Organizational Capacity and Viability Assessment Tool (OCVAT).

ARC review of the Request for Affiliation. The ARC will review the information and materials
provided as a part of the Request for Affiliation and the results of the Organizational Capacity
Assessment and communicate with the applicant to seek clarification on key issues and to
provide feedback. This review process may include outreach to individuals who are proposed to
serve as Members or on the Board of Directors for the Affiliate. Additionally, it may include an
interview of the Executive Director. Where the ARC finds that the Applicant has sufficient
capacity to serve as an Affiliate, the ARC may make a recommendation for provisional
accreditation status for at least one year.

ARC Recommendation for Affiliation to Foundation President and Chief Executive Officer
(CEO). Upon approval of the Request for Affiliation by the ARC, it will make a recommendation
for or against the execution of an Affiliation Agreement with the Applicant to the Foundation
President and CEO. The Foundation President and CEO will then make a formal decision about
the execution of the Affiliation Agreement.

Execution of the Affiliation Agreement. Upon deciding to enter into an Affiliation relationship
with the Applicant, the President and CEO will execute an Affiliation Agreement with the
Applicant. The execution of the agreement will be subject to the completion of the registration
process in the host country for the applicant organization.

Capacity Building Activities and Preparation for the Accreditation Review for Affiliates with
Provisional Accreditation Status. Where there are still existing administrative, financial, human
resources and programs related systems to be put in place for the Affiliate before it is able to
manage funds, the Affiliate will be responsible for implementing a plan to build these capacities
for the organization in collaboration with the Foundation office in the host country. The plan
will be developed and monitored by the Foundation, and shall aim towards preparing the



Affiliate for an Accreditation Review, in accordance with the Accreditation Review Process,
within one year of the execution of the Affiliation Agreement. As the Foundation and Affiliate
complete the provisional review process together, the Foundation may discover some deserved
changes/enhancements to the Affiliation Agreement and inclusion of these changes, if any, will
be one of the criteria to meet before receiving full accreditation.

Il. The Accreditation Review

The accreditation process is viewed by the Foundation as not only as an exercise of evaluation, but also
as a learning process. The members of the Affiliate Review Committee should have great sensitivity in
handling cross-cultural issues and have the ability to encourage and impart understanding. The criteria
applied in this review process will be based on the Foundation’s Principles and Standards of Affiliation.

The process to become accredited by the Foundation is completed on an annual or biannual basis,
depending on the scope of accreditation for the Affiliate. The accreditation review may also be
conducted more frequently, where justified based on the circumstances of the Affiliate. Preparation for
the assessment may take several months, before an on- site assessment and ongoing quality
improvement following the assessment.

The steps and processes for accreditation are as follows:

1. Affiliate to consult with the designated Foundation staff to receive guidance and technical
assistance regarding the accreditation process. This will require consultation with the staff
responsible for the relations and management of the Affiliates and the applicable Country
Coordinator.

2. Affiliate conducts a self-evaluation to determine its own conformance with standards. The
Foundation is able to initiate and assist in this process to provide support as a facilitator for the
implementation process. While optional, this step is strongly recommended to streamline the
external review by the Foundation and facilitate ongoing organizational strengthening.

3. Affiliate submits a request to implement the Accreditation Review. This request must include
detailed information about leadership of the organization and the programs, and services that the
potential Affiliate will implement. A request should be submitted to the individual identified as the
Foundation’s liaison with the Affiliate.

4. The Foundation will Select the Accreditation Review Team and Schedule the Assessment. Review
team members will be selected to match their programmatic and administrative expertise with the
Affiliate’s programs.

5. The Foundation On-Site Review Team conducts the Accreditation Review. The results of the
review will determine the Affiliate’s conformance to the Foundation’s Principles and Standards for
Affiliates. The assessment will involve a comprehensive review of administrative and financial
systems and records, as well as a review of the scope and quality of programmatic work. This will
include document reviews and key informant interviews of personnel and partners.

6. Foundation enters into Affiliation Agreement with Affiliate. This is an agreement which would be
executed between the Foundation and the Board of Directors of the Affiliate, where the Affiliate
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agrees to meet the standards set by the Foundation, and would then have access to various
program and financial resources from the Foundation. For existing Affiliates, Renewal of the
agreement will be subject to satisfactory results of the Accreditation Review.

7. Affiliates provide periodic reports to the Foundation on Program Work. These reports will include
programmatic data on the scope of the Affiliate’s work and how it relates to the Foundation mission.
The scope of the programmatic data requested will be determined by the Foundation, and may
include information which will be reported in Foundation publications.

8. Affiliate submission of Annual Audit Information to the Foundation. The Affiliates are required to
undergo an annual audit, by an independent auditor, which is approved by the Foundation. Final
audit reports must be submitted to the Foundation for review.

9. Affiliate initiation of the reaccreditation process. The Affiliate will submit a request for
reaccreditation to the individual identified as the Foundation’s liaison with the Affiliate within sixty
days of the expiration of its Accreditation status. The Foundation will then work with the Affiliate to
take the necessary steps to plan for a reaccreditation process.

3. Types of Accreditation

Upon completion of the Accreditation Process, the Foundation can make the one of the following
decisions:

e Two Year Accreditatiorthis status is awarded to organizations which have successfully been
awarded a one year accreditation for at least 2 years in a row, with a passing score and no
significant non-compliance findings during the last accreditation period.

e One Year Accreditatiomhis status is awarded to new Affiliates (two or fewer consecutive
successful one year accreditations), upon the successful completion of the accreditation
process, where the review has no significant findings requiring remedial actions.

e Provisional Accreditatiomccreditation which is provisional upon the completion of remedial
actions to address areas of non-compliance with the Affiliation Principles and Standards or
weaknesses in organizational capacity. Where provisional accreditation is awarded, a capacity
building plan will be defined by the Foundation and agreed upon by the Affiliate. Per the scope
of the capacity building plan, additional reviews will be required by the Foundation to ensure full
compliance.

e NonaccreditationThis status will be used only where the Accreditation Review finds that there
has been substantial non-compliance, or inability to adhere, on the part of the Affiliate with the
Affiliation Principles and Standards. This status may be applied in situations where the parties
cannot agree on remedial measures to address the noncompliance. Affiliates which are issued a
nonaccreditation determination are permitted to reapply for accreditation at a later date.

E. Sharing of Information and Resources
As the Affiliates share the Foundation’s mission, name and logo, the Foundation is invested in their
success and excellent performance. Through the affiliation with the Foundation, each Affiliate will have
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access to a number of technical and operational resources which are part of the Foundation’s global
operations and programs which will be important to helping us achieve our common mission. Resources
developed for broad use that can contribute to the success of the Affiliates success will be routinely
shared (ex. Haba na Haba, best practices, standard operating procedures for clinics, technical work
group publications and materials, publication standards, etc.). These resources will be made available
through regular communications, including the Foundation’s intranet “Crossroads.”

All Affiliates will also have access to the Affiliate Resources section “Crossroads.” Through this webpage,
Affiliates will be able to access a variety of documents, tools, templates and resources related to
organizational development and the Foundation’s Accreditation System.

Il. Overview of Tools for Affiliate Organizational Development

A. Development of Governance Structures for Emerging Affiliates

The core principles of the Foundation’s Affiliation model include good governance and local ownership,
which both impact the structure and composition of the organization’s governance body and
constitutional documents. The purpose of this tool is to provide a detailed discussion of the process for
the initial development of a governance body and registration of an emerging Affiliate to ensure that
best practices are implemented throughout the process. Emerging Affiliates are new organizations that
are outgrowths of existing program offices managed by the Foundation in the host country.

B. Affiliate Start-up Checklist

The intent of this checklist is to provide high level guidance on important steps for Affiliate start up and
what will have to be resolved prior to the receipt of funding from the Foundation or an external donor.
This tool provides both a list of activities and structure for ongoing monitoring of the start-up process.
The checklist should be adapted for each situation and aligned with the organizational capacity building
plans and detailed transition plans for program activities. The activities should also be consistent with
the minimum standards required by the Foundation prior to the issuance of funding.

C. Organizational Capacity and Viability Assessment Tool (OCVAT)

This tool is designed as an assessment of organizational capacity and viability across thirteen capacity
areas covering technical and operational functions. It has been adapted by the Foundation to be used in
the organizational development process for emerging Affiliates. The tool can be used to conduct
assessments of country offices prior to the development of an Affiliate, as well as an organizational
development tool later in the life of the organization.

The OCVAT is conducted as a facilitated self-assessment, in conjunction with optional external
assessment. It encourages cross-functional discussion on difficult issues in effective manner.
Implementation support materials include: French and Portuguese tool translations, implementation
manual, participant introduction and instructions packet, automated results calculation matrix, and
introduction and results presentation templates.
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D. Affiliate Accreditation Tool

The Affiliate Accreditation Tool was developed as a means for the Foundation to assess its Affiliates for
compliance with the Principles and Standards for Affiliation. The review process also serves as an
organizational development activity for the Affiliates to enable them to assess strengths and
weaknesses and develop capacity building plans to address weaknesses.

The accreditation reviews are administered by the Foundation annually or biannually, depending on the
accreditation status of the Affiliate. This review is designed to be led by the Foundation as an external
review, but will involve significant participation from the Affiliates, which aims to facilitate accuracy and
validity of the results as well as ownership of the process. Affiliates are also encouraged to use the tool
for periodic self-assessments to prepare for the accreditation reviews and facilitate ongoing
organizational strengthening.
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