Operational Plan of the Steering Committee of the
People’s Participation Working Group  
Period 2007-2010
This Operational Plan will take effect from 1 October 2007
1. Background

People’s Participation Working Group (PPWG) has developed a strategy paper for the period 2007 to 2010 covering objectives, strategic directions, operational principles and thematic areas for meetings during the period. While the strategy paper guides the directions of PPWG at the overall strategic level, this operation plan looks into specific/concrete operational issues - on HOW the Steering Committee of PPWG should support the effective implementation of strategy paper, promoting the achievement of the overall goal and objectives set by the Group. 
The Steering Committee is a voluntary “Core Group” of the PPWG. The operation of the Steering Committee is guided by this Operational Plan.  
2. Mandate 

PPWG is a partnership group and reports to the CG meetings. The Steering Committee (SC) of the PPWG is mandated to support the implementation of PPWG activities and work towards the realization of the overall goal, objectives and strategic directions of the Group. 
3. Tasks
The Steering Committee has main tasks to:

· Prepare annual work plans/meeting schedules
· Prepare and facilitate PPWG meetings and other activities as per annual work plans.
· Prepare partnership notes to the mid-term and annual CG meeting
· Regularly share information and discuss with Ministry of Home Affairs 

· Meet regularly to measure progress against annual work plan 
· Promotion of the PPWG strategy paper and its implementation
· Keep the people’s participation inventory updated 

· Keep the PPWG website updated 

· Do regular stakeholder analysis 
· Promote knowledge sharing, dialogue and coordination in the area of people’s participation 
· Others as appropriate
4. Organization 

The PPWG is coordinated by an elected Chairperson assisted by a voluntary Steering Committee. 
1. Chairperson 
1. The same person shall be the Chairperson of the PPWG and the Steering Committee.

2. The term of the PPWG and Steering Committee chairperson is two years. The Chairperson is elected every second year amongst the members of the SC on a voluntary basis. The election shall take place in the beginning of a new year. 

3. The Chairperson shall under normal circumstances not be re-elected. The chairpersonship of PPWG/SC shall be rotational amongst the different “categories” (VNGO, INGO, donor…) of members in order to create opportunities for all members to exercise leadership skills while strengthening ownership and active participation of every participating member.
4. The selection of the Chairperson should be based on the following criteria:

· Strong leadership skills

· Good interpersonal and communication skills

· Commitment and engagement

· Minimum one year membership of PPWG 

5. The Chairperson has the following main tasks - with the right to allocate among the SC members if/when needed
· Chairing the PPWG meetings, including time keeping
· Chairing the Steering Committee meetings

· Prepare and finalize meeting agenda for the SC meetings

· Share the meeting information including final minutes from last meeting and any other relevant documents for the coming meeting at least 10 days before the meeting

· Ensure follow up activities after meeting

· Review and finalize draft minutes of SC meeting

· Support the organization of PPWG meetings

· Meeting partners and stakeholders in relation to the Groups activities 

· Coordinate and facilitate the preparation of Partnership Reports to the CG meetings and ensure the timely submission of the reports

6. The Chairperson can at any time needed appoint a temporarily acting chairperson to act on his/her behalf during meetings and/or for periods of absence. Tasks of the acting chairperson will be agreed between her/him and the chairperson. 

7. The chairperson can be re-placed when s/he is unable to successfully fulfill his/her duties or wish to resign with reasonable excuse. 

2. 
Secretary 
1. The PPWG SC shall not have a permanent Secretary but a Secretary will be appointed by the Chairperson in the beginning of every SC meeting. The selection will be based on a rotational basis. 

2. The duties of the Secretary are as follows:

· Take minutes during the meeting

· Prepare draft minutes after the meeting and share with the Chairperson maximum one week after the meeting

· Other follow-up activities as agreed with the Chairperson

3. 
Members

1. The Steering Committee shall ideally consist of not more than 20 permanent members.

2. The membership should include the following composition:

· Vietnamese CSOs including mass organizations 
· International NGOs 
· Bilateral donors 
· Multilateral donors 
· Government 
· Individuals 
3. Individual members (PhD students, others) can be accepted in special circumstances with agreement by the Steering Committee

4. The criteria for membership of the Steering Committee are:

· Membership of PPWG

· Interest and commitment in the Group’s activities
· Willingness to take time to engage in the Group’s activities

5.
Tasks of a SC member

· Active participation in Steering Committee meetings and PPWG meetings
· Prepare for every SC meeting, reading minutes and reflect on the topics for discussion

· Take active part in preparation of PPWG meetings

· Confirm or regret to the Chairperson his/her participation in a meeting 

· Take meeting minutes upon request from the Chairperson

· Make comment on the meeting minutes as requested by the Chairperson

· Take part in relevant task forces based on his/her own ability and interest (see below)

6. 
A SC members shall be re-placed if he/she does not attend a SC meeting three (3) consecutive meetings without reasonable excuse. 
4.
Task Forces

1. Task forces are created to ensure that actions are taken in-between SC meetings. A task force normally consists of between 3-5 SC members and is on a voluntary basis created during a SC meeting.
2. A task force can be in place to take the lead in preparing a PPWG meeting or to take the lead in any other activities of the SC. 
3. 
The task force shall provide information/documentation to the Chairperson prior to a SC meeting and must report to the SC during the meeting 
5. Meetings
1. SC PPWG meetings shall be organized every second month 

2. The meetings shall be conducted in English

3. Venue for the meetings are rotational and will be agreed at the meeting before

4. Meetings normally take 2 hours.

5. Meetings are chaired by the Chairperson who at the beginning of a meeting appoints a secretary to take minutes. 

6. Invitations/notifications for meetings are sent out by the Chairperson (together with the minutes from the previous meeting and other documents if needed) at least five (5) working days before the meeting.

7. The agenda for a meeting is prepared by the Chairperson and depends on the PPWG activities before/at/after the time of the meeting. 

8. SC meetings would normally review the action points of the last meeting according to the minutes, review work of the task forces, outcome of PPWG meetings (if such was conducted), look into the coming two months, etc.

9. Task forces are created during meetings to take action on the different action points agreed during the meeting.

10. Minutes of a meeting are prepared by the secretary and a draft finalized after the meeting. The draft must be shared with the Chairperson no more than seven (7) days after the meeting. The Chairperson revises the minutes and share with the rest of the group for further comments, if any, no more than seven (7) days upon receipt of the draft minutes. Members thereafter get seven (7) to review and provide comments to the Chairperson. Thereafter the minutes will be considered final. The final minutes must be shared with the group with the invitation for the next meeting.  

11. Meeting minutes shall be in English

6. Reporting

1. The SC always reports through the Chairperson

2. The SC reports to the PPWG in form of annual work plans, workshop reports/conclusions and presentations, new strategy papers, other relevant information 
3. The SC reports on behalf of PPWG to CG meetings bi-annually in form of partnership notes for mid-term and annual CG meetings
4. The SC reports through the Chairperson on behalf of the PPWG to Ministry of Home Affairs in form of annual report on the previous year activities and annual meeting schedule for the coming year
5. The SC reports to other stakeholders upon request.
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