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Establishing the Collaborative Process| Profiling Working Group ToR

	EXPLANATORY NOTE

This document provides an example of a Terms of Reference (ToR), or a description of duties, for a working group of a profiling exercise. The Profiling Working Group will consist of different stakeholders as it depends on the organisational structure of each profiling exercise, and hence its roles and responsibilities will vary.

The overall purpose of a Profiling Working Group is to supervise and lead the profiling exercise and to provide a forum for all involved partners to communicate and take decisions jointly. The specific responsibilities vary in the level of detail and responsibility, as well as in some cases the specific name of the group. 
This ToR is intended for the Profiling Working Group members to document agreement on the roles and responsibilities and establish the collaborative process.


PROCESS FOR DEVELOPING AND ADAPTING THIS DOCUMENT
This ToR should start as a discussion in a workshop with a proposal presented by the main focal point or lead agency (or the Profiling Coordinator if he/she has already been recruited by this time).  This gives potential partners to the profiling exercise an opportunity to weigh in and to discuss different options and organisational setups. This ToR template can then be adapted accordingly and shared back with partners for endorsement and agreement on the group’s work plan, for instance the frequency of meetings and next steps.
As mentioned, the organisational setup for a profiling exercise varies. The most common setup is to have a dedicated Profiling Working Group with all partners included, and this is then split off into smaller working groups as needed throughout the process to work together at specific stages. These smaller groups then report back to the larger group with progress updates and the results.

In some cases, profiling partners have found it important to make this clearer from the beginning by having a core Technical Profiling Working Group with dedicated technical capacity to collaborate on many of the more specific activities of the exercise, such as data collection tool development and data processing and analysis, and then a separate complementary group to take bigger and more political decisions, sometimes called the Profiling Steering Committee or the Profiling Validation Group, that meets less often but at critical points such as the endorsement of the methodology document. This works well especially when various government agencies are involved but do not have sufficient staff to allocate to oversee the day-to-day activities of the exercise. The name of the working groups can of course vary but should be clear to all partners what they mean and how they relate to or communicate with each other.

PROFILING WORKING GROUP TERMS OF REFERENCE
I. INFORMATION ABOUT THE GROUP

	Office location/Contact:
	__________

	Duration:
	__________ months, or until successful dissemination of the results of the profiling exercise.

	Start date:
	__________


II. CONTEXT
[Insert a short description of the displacement situation in the country.]

III. OBJECTIVES OF THE PROFILING EXERCISE

[Insert a short description of the profiling exercise as well as its main objectives and expected outputs.]
In order to conduct this work in the most efficient way, a Profiling Working Group will be established.

IV. MANDATE OF THE WORKING GROUP
The Profiling Working Group supervises the profiling operations to ensure that it proceeds smoothly and transparently. Specifically, the Working Group will be responsible for:

· Directing the profiling activities;

· Monitoring coordination of all services and bodies involved in conducting the profiling exercise;

· Reviewing the profiling budget and seeking funding to fill gaps;

· Approving all technical profiling documents;

· Supporting the drafting of the profiling report and submitting it to the relevant authority for approval;

· Publishing the results of the profiling exercise after permission has been granted by the relevant authorities;

· Liaising with other humanitarian agencies via the Cluster Group or Information Management Working Group [if they exist].
V. COMPOSITION
The Working Group is composed of the following members: 
· A Working Group coordinator, who is the representative of the main organisation requesting the study [e.g. Government Authority/ Humanitarian Coordinator/ Cluster Lead/ Leading agency or organisation]
· Representative of the Ministry involved in dealing with displaced persons;

· Representatives of each UN agency directly involved in managing internal displacement [OCHA, UNHCR, UNFPA, UNICEF, WFP, WHO, UNHABITAT, UN missions, etc.];

· Representatives of the platform for international NGOs involved in managing internal displacement;

· Representatives of civil society;

· Representatives of the organisation responsible for statistical studies [National Statistics Office, Census Bureau, etc.].
In addition, it should be noted that: 

· This Working Group is hosted by a representative of the [main organisation requesting the study].
· The Coordinator of the Working Group may invite any natural or legal person to participate in the work on a consultative basis, as a result of their skills in relation to topics on the agenda.
· The role of members of the Working Group is not remunerated.

VI. MEETINGS AND WORKPLAN
The Working Group meets as needed, upon request of the Coordinator. The meetings will be convened especially to take the following decisions: 
[indicate specific times when approval will be needed and decisions will need to be taken for the profiling exercise, for example: upon completion of the population mapping and secondary data review to discuss implications for the exercise, for a workshop to develop jointly the methodology, upon completion of the methodology documents for review and endorsement, upon completion of data collection for planning of the analysis phase, for a workshop to review the preliminary findings and guide the analysis, for review and endorsement of the findings for the final report, etc.]
The agenda and invitations should reach members no later than seven days before the date of the meeting.
VII. DURATION 
The Working Group will be dissolved upon successful dissemination of the results of the profiling exercise.
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