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Introduction 

The key role that civil society organizations have, as active partners in the strengthening of health 

services, both public and private, is undeniable. Likewise for the diversity of non-for-profit organizations 

that work for collective and public good
1
. As any other organization from the health sector, the 

International Community of Women Living with HIV/AIDS (ICW Global) needs a “Good governance,” 

consisting of a robust leadership and management, with a structure and operation for the effective 

development of the different projects, programmes and services provided, besides efficiently and 

transparently managing the resources available. 

The good governance of the organization comprises the effective exercise of power and authority, 

supported by the set of principles and values established by the network, that allow to comply with its 

mission and correctly use the resources available.
1
 This includes providing the appropriate direction and 

supervision so that all the areas and teams of the global and regional networks know where to aim, to 

develop a systematic follow-up of the progress, to protect the interest of the members and to guarantee 

the accountability before society, its members and donors by means of timely, periodic and transparent 

processes, appropriate to their particular interests. 

The “good governance” of ICW Global is supported by a robust structure, made up of a governance body 

represented by the International Steering Committee (ISC), that corresponds to the group of volunteers 

who have the authority and responsibility to lead and guide the organization at global level to fulfil its 

mission, ensure its survival and permanent development, supported by the Regional and Subregional 

Secretaries and Country or National Points of Reference. The implementation of strategic decisions 

taken by the main management body of the Network falls on the International Support Office (ISO), a 

non-profit organization with legal status in a given country, currently in Argentina, with a coordinator 

and several technical support teams with various administrative and legal tasks within the organization. 

These have different but complementary roles or responsibilities, clearly defined in such a way that 

there are systems for management, supervision and transparency as well as others for the fulfilment of 

strategic decisions with the appropriate technical-administrative support that regions and members 

around the world require. 

“good governance”
2
 implies having the management instruments with clearly defined roles and 

responsibilities for each leadership and governance body. Therefore, the current ‘Governance Manual’ 

becomes an important tool for the good governance of ICW Global. Its design is based on the systemic 

approach of management-by-processes,
3
 taking the values and principles that ICW Global has defined, 

which provide a direction to its main mission or purpose, and to the future vision that the global 

                                                           
1 De la Peza Lourdes, The e-Manager: Good Governance in Civil Society Organizations, Volume 2, MSH, 
Cambridge, Massachusetts / USAID, 2009, Page. 2.  

2 De la Peza Lourdes, The e-Manager: Good Governance in Civil Society Organizations, Volume 2, MSH, 
Cambridge, Massachusetts / USAID, 2009, Page. 3. 

3 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 
Chapter 2, Pages 27 – 40. 
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network wants to create as expressed in its strategic plan, complemented with its roles and 

responsibilities, and from this strategic reference framework, its identified constituent organizational 

systems. One of these is the Governance System, essential for ICW Global strategic and political 

management. 

For this “Governance System”, the only input of this system to the global network with its corresponding 

future vision, has been defined. From these, the roles and responsibilities of each body were identified, 

together with the corresponding processes, procedures and activities to carry out as well as the rules 

that allow for an appropriate performance and control. The positions responsible for its execution with 

the functional and organizational structure of the governance and leadership bodies of the organization 

have been identified, and finally the descriptions and profiles of the positions within the governance 

system and bodies have been established, which clearly set the responsibilities of its members in the 

development of different work processes and also facilitate the selection and initial guidance of the 

future members to this positions.  

As every tool, this first version will undoubtedly need to be improved by future generations; however, it 

still is a great step in this new stage of development for ICW Global. Undoubtedly, this product would 

not have been possible without the financial support of the Ford Foundation and the technical support 

of Management Sciences for Health (MSH), whose valuable input and cooperation we greatly 

appreciate. It is with deep satisfaction and sense of achievement for the mandate that started in 

September 2009 with the current ISC to make this Manual available to our over 15,000 members in 120 

countries in 5 continents as well as to our technical and administrative support staff, outcome of the 

effort, input and consensus of volunteer, management and technical staff who have contributed to its 

development. 

"Nothing for us without us" 
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Objectives of ICW Global Governance Manual 

The objectives of the current manual are: 

� To provide a reference framework that facilitates the understanding of the organization and 

GENERAL operation of the International Community Women living with HIV/AIDS (ICW Global).  

� To share the historical development of ICW Global.  

� To present the strategic framework that supports the mission, roles, organization and GENERAL 

operation of ICW Global, as well as the set of Organizational Systems that constitute it.   

� To describe the methodological approach used in developing the current manual.  

� To share the mission, vision, roles and responsibilities of the several bodies that make up the 

“Governance System”. 

� To present the set of processes with their respective procedures and rules for the effective 

performance of the main positions of each one of the bodies that constitute the ICW Global 

Governance System. 

� To show the structure for the general operation of ICW Global governance bodies. 

� To serve as a guide for the induction and direction of the new members of ICW Global, 

especially of the ISC. 

 

 Background to ICW Global 

In view of the lack of a space that represented them, the International Community of Women Living 

with HIV/AIDS (ICW Global) was established in 1992 by, and for, women living with HIV in order to 

improve the quality of life for women living with HIV through increased representation and advocacy, 

networking and shared communication about their needs and experiences. 

 

It is the only network worldwide for women living with HIV/AIDS. Its great strength lies in its individual 

membership so that any woman living with HIV/AIDS can join, without the need of a formal structure 

and from anywhere around the globe. Currently, the organization has about 15,000 members in more 

than 120 countries from different regions in the five continents around the world, whose differences in 

culture, capacity and needs make the strategies to reach them more complex.
4
  

 

                                                           
4 Galdos Susana, Monteforte Eliana & Colindres Héctor, Report on first visit to ICW Argentina, MSH, Cambridge, 

Massachusetts, May 14 – 21, 2011. 
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It is made up of different bodies: the International Steering Committee (ISC) made up of the women 

chosen as representatives for their region, in charge of the governance and political direction of the 

organization together with Secretaries or Coordinators at regional and subregional level, and Points of 

reference at national level, and the International Support Office (ISO), responsible for the technical and 

administrative support, as well as all the women members from around the world. 

 

Currently, it has six (6) regions represented and others still under process: 

• Africa Region 

• Asia-Pacific Region (representation under process) 

• North America Region (representation under process) 

• Latin America and Spanish Caribbean Region 

• English-speaking Caribbean Region (representation under process) 

• Europe Region (representation under process) 

 

The regions represented are currently under a process of autonomy. Until 2009 the main office was in 

London. For several circumstances, on that year it was agreed to rotate the headquarters office every 

five years, Argentina becoming the first one due to its experience and management capacity. 

 

Having the basic instruments to facilitate an effective leadership and management is of the utmost 

importance for this transition stage, especially policies and manuals about rules, criteria and procedures 

that define the scope and areas of responsibility of the strategic leadership, related to executive and 

operational tasks, which need to be transferred to other regions and future offices with the aim of 

facilitating an effective and appropriate handover process, which did not take place this time. 
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        ICW Global Concept 

According to its 2011-2014 Strategic Plan, ICW Global is conceptualised in the following way: 
 

 

 

 

 

 

 

Regulatory Framework 
 

In order to operate as the body for technical and administrative support, the ISO must be set up subject 

to the legislation and regulations of the country where it is based, and shall have its statutes and 

constituent documentation in the said country. 

This local constituent document for the ISO is complemented by the organization’s governance 

documents, where the guidelines for the following are established: 

• Organization and operation of the governance bodies such as the ISC and regional 

representatives with its structure, size, scope, rights and obligations, criteria and general 

guidelines for the election and roles of its members, including voting mechanisms, and assembly 

and meeting development, among others.  
 

 

Conceptual and methodological approach for the design of the current manual 

 

In developing this Governance Manual for ICW Global, the “systemic approach of management-by-

processes”
5
 has been used. Based on the systemic approach, an organization like ICW Global consists of 

four basic pillars: 1. The set of organizational processes, 2. Human talent, 3. The structure, and 4. ICW 

Global organizational culture. The four should be driven in an articulated and synergistic manner in 

order to fulfil their mission, vision, roles and responsibilities. These four components can be represented 

schematically as shown in the figure below: 

 
 

                                                           
5 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 2, Pages. 27 – 40. 

The International Community of Women Living with HIV/AIDS (ICW Global) was established in 

1992 by, and for, women living with HIV in order to improve the quality of life for HIV positive 

women through increased representation and advocacy, networking and shared 

communication about their needs and experiences. The network gives voice and visibility to its 

membership of women living with HIV by building, designing and implementing advocacy 

strategies and conducting research led by, and for, women living with HIV AIDS. 
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PILLARSOF AN ORGANIZATION: 

The mission, vision, roles and 

responsibilities constitute ICW Global’s 

management strategic framework, 

supported by a set of principles and 

values that ICW Global has defined as an 

essential practice for the improvement 

and strengthening of the quality of life 

of women living with HIV/AIDS around 

the world. 

This strategic framework as a whole 

allows to visualise ICW Global as a 

“MACROSYSTEM” to render services 

(see scheme below) made up of a set of 

“Organizational Systems” such as the 

Governance System, the Financial and Accounting System, the Human Resources System, the Resource 

Mobilization System, the Member Relations System, the Monitoring and Programme Evaluation System, 

the Marketing and Communications System, the Advocacy System, among others, being the 

International Steering Committee together with the Regional and Subregional Secretaries / Coordinators 

and National or Country Chapters or Coordinators responsible for carrying out the ICW Global 

Governance System. 

REFERENCE FRAMEWORK TO VISUALISE THE ORGANIZATION AS A “MACROSYSTEM”:  

 

 

 

 

Following this perspective, a “SYSTEM” is made up of a series of policies, positions, regulations, 

processes and mutually intertwined and interdependent areas that make up an integrated operational 

set. For an analogy, they become the SYSTEMS OF THE HUMAN BODY OR UNIVERSE. As a whole, they 

allow ICW Global to fulfil its mission, achieve its vision, develop its roles and responsibilities, operate 

effectively, and reach the results expected. 

The Governance System, just as each Organizational System of ICW Global, has a purpose or mission, a 

vision of what is expected in the near future to contribute to the vision of ICW Global where each one 

of the bodies that constitute it in turn have several important and unique roles and fulfil a set of 

responsibilities and carry out a set of processes, procedures, activities and tasks. Each one of these uses 

Principles & 

values of ICW 

Global 

MISION Y 

VISION

ROLES &RESPONSIBILITIES  

ORGANIZATIONAL SYSTEMS  

MISSION & 

VISION
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supplies, represented as “inputs” (first component of the systemic approach) that will be transformed 

or “processed” (second component of the systemic approach) to get results or products or “outputs” 

(third component) as shown in the diagram below: 

COMPONENTS OF THE SYSTEMIC APPROACH: 

 

In each defined activity, all the work positions responsible that allow to establish the table of positions 

by process and procedure, and to shape the structure of roles or work positions, and in turn to a 

horizontal organizational structure of management-by-processes, have been identified.  

This is the path that has been followed to establish the organization, processes, procedures and 

structures; the operational and organizational bodies that make up the Governance System for the 

political and strategic management of ICW Global.   

PROCESS TO DEFINE THE ORGANIZATIONAL STRUCTURE APPLYING THE SYSTEMIC APPROACH: 

 

The systemic approach has facilitated building a structure for ICW Global at few levels, centred in a 

management of processes aimed at fulfilling its mission, roles and responsibilities, and to get the 

expected results with the additional benefit that it allows to adapt in a more flexible and quick way to 

the demands of an increasingly demanding environment. 

 

ROLES & RESPONSIBILITIES 

ORGANIZATIONAL SYSTEMS 

PROCESSES & PROCEDURES 

OPERATIONAL & ORGANIZATIONAL 

MISSION 

STRUCTURE

INPUT OUTPUT SISTEMAS SISTEMAS 

PROCESOS PROCESOS

PROCEDIMIENTOS PROCEDIMIENTOS 

ACTIVIDADES ACTIVIDADES 

Input, resources & 
USERS who 

demand services 

Results from 
care & management  

processes

SISTEMAS SYSTEMS 

PROCESOS PROCESSES 

PROCEDIMIENTOS PROCEDURES 

ACTIVIDADES ACTIVITIES 
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     ICW Global Essential Principles and Values
6
 

 

“Principles” are the first and foremost cause of something that guides the action of a human being or 

organization and that supports its need to develop, whereas “Values” are the reflection of our behaviour 

based in principles. These are behaviours or rules considered desirable. Based on them, we decide how 

to act when facing the different situations that we meet during our activities, in this case work-related. 
  

ICW Global is based on a set of Principles, expressed in Twelve (12) basic Principles, necessary to 

improve the situation of women living with HIV and AIDS around the world. These were agreed during 

the founding of ICW Global in Amsterdam in 1992, as follows:  
 

1. Encouragement and support for the development of self-help groups and networks. 

2. The media to realistically portray us, not to stigmatise us. 

3. Accessible and affordable health care (conventional and complementary) and research into how 

the virus affects women. 

4. Funding for services to lessen our isolation and meet our basic needs. All funds directed to us 

need to be supervised to make sure we receive them. 

5. The right to be respected and supported in our choices about reproduction, including the right to 

have, or not to have, children. 

6. Recognition of the right of our children and orphans to be cared for and of the importance of our 

role as parents. 

7. Education and training of health care providers and the community about women's risk and our 

needs. Up-to-date and accurate information about all the issues for women living with HIV/AIDS 

should be easily and freely available. 

8. Recognition of the fundamental human rights of all women living with HIV/AIDS, particularly 

women in prison, drug users and sex workers. These fundamental rights should include 

employment, travel without restriction and housing. 

9. Research into female infectivity, including woman-to-woman transmission, and recognition of and 

support for lesbians living with HIV/AIDS. 

10. Decision making power and consultation at all levels of policy and programmes affecting us. 

11. Economic support for women living with HIV/AIDS in developing countries to help them to be self-

sufficient and independent. 

12. Any definition of AIDS to include symptoms and clinical manifestations specific to women. 
 

As aforementioned expressed, the “Values” reflect our behaviour, the way to proceed in our actions, 

and we have defined them as the following: 

1. Mutual respect 

2. Honesty 

3. Integrity 

                                                           
6 Corporación Autónoma Regional del Cauda, Venezuela, Valores y Principios: Valores Corporativos  y Principios 
Éticos. 2011.  www.crc.gov.co/institucional/valores-y-principios.html 
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4. Confidentiality 

5. Commitment to Advocacy: To advocate so that the rights of women living with HIV/AIDS are 

respected and our voices heard in all global spaces relevant for decision making. 

6. Commitment to supervise and evaluate our actions. 

7. Accountability: ICW and its policy should be in benefit of all its members, regardless of age, 

religion, culture, sexuality, etc. ICW must be responsible for its actions, the use of funds and the 

compliance with any legal need. 

8. Self-determination: As women living with HIV/AIDS, we need to exercise our human rights. We 

also need the power within ourselves through mutual support and self-determination. 

9. Diversity. 

 

 

Mission of ICW Global 

 
The mission of an organization

7
 is its purpose, its rationale. It guides the orientation, consistency 

meaning of decisions and activities carried out by all of its members. It is the central point around which 

members define their interventions, establish goals, and make progress in a common direction, and 

concentrate on what they know and do better. It answers questions: Why and what for do we exist? 

What do we do? Who are our efforts aimed at, who are our beneficiaries? The values and principles are 

fundamental in their definition since they provide orientation to the purpose of the global network. 
 

As a starting point in the development process of the 2011-2014 Strategic Plan, ICW Global members 

have established our main purpose or mission as follows: 

  

 

 

 

 

 

 

 

 

                                                           
7 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 2, Pages 31 - 35 and Chapter 3, Pages 54 – 55. 

“As a network, we exist to contribute towards securing and improving the quality of life for women 

living with HIV; including and not limited to: 

. Informed recognition of human rights, as embodied in the Universal Declaration of Human Rights. 

. Meaningful involvement at local, national, regional and international levels in the entire 

process that leads to decisions, and the implementation and monitoring of policies and 

programmes that affect the lives of women living with HIV. 

. Universal access to prevention, care, support and treatment services and information. 

. Sexual and reproductive health and rights, and freedom of choice regarding sexual identity  and 

practice. 

. Universal access to economic and legal rights. 

. Mentoring and building on the participation and involvement of young positive women.” 
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Vision of ICW Global 

It is difficult to think and create a future without a vision, without a goal, without a destination.
8
 Visions 

allow us to pave the way, to move away from our current location pointing at the final destination; they 

answer the question: where to? The teams who know exactly where they are going prevent events from 

taking them, on the contrary, they create their own events themselves, with a vision as transportation. 

Hence, ICW Global has managed to build a shared VISION that facilitates guiding, leading and setting the 

limitations and scope of the effort, and articulated and synergistic work for the near future of all 

members in its 2011-2014 Strategic Plan: 

 

 

                                                           
8 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 2, Pages 35 - 36 and Chapter 3, Page 55. 

“Our vision is for a just and sustainable world where women living with HIV are leaders in HIV 

advocacy and policy - realising their universal rights. 

 

We dream of a world where Positive Women have full access to care and treatment and to enjoy 

all their rights, sexual, reproductive, legal, economic and health rights regardless our culture, age, 

religion, sexuality, social or economic status or race.” 

 

For 2014… 

 

“ICW Global will continue its work as a leading international network representing the rights, 

diversity, needs and experiences of women living with HIV. We will achieve this with active and 

effective communication and support from our membership and from ICW Global to its 

membership. We will be able to demonstrate the transformative nature of our work in working for 

a just and sustainable world for women living with HIV where we are heard, valued and have 

power in shaping the decisions that affect the lives of women living with HIV." 
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Roles and Functions of ICW Global
9
 
 

The roles basically correspond to what ICW Global has to do to achieve its mission, vision, approach and 

expected outcomes. These are unique, complementary and equally important. As an international 

community for women living with HIV/AIDS, ICW Global has the following roles:   

1. Management and political leadership 

 

2. Promotion of participation and 

networking 

 

3. Control of policies and 

programmes 

 

4. Promotion of access to 

comprehensive care 

 

5. Promotion of rights and practices 

 

The FUNCTIONS define the substantive and specific responsibilities of ICW Global as well as each 

organizational system, with its rationale and expected outcome. ICW Global basic functions are the 

following:  

1. To develop effective political leadership as an international leader that represents the rights, 

diversity, needs and experiences of women living with HIV/AIDS and to contribute to guarantee 

and improve their quality of life. 
 

2. To promote, encourage and support the active participation and self-help and network group 

work among women living with HIV/AIDS providing an important space with a voice and 

visibility for its members so that they are heard, valued and have the power of being considered 

in the decisions that affect their lives. 

 

3. To conduct research about female infectivity including vertical transmission, woman to woman 

transmission and how the virus affects women.  

4. To share information about the needs and experiences of women living with HIV/AIDS, 

keeping an active and effective communication and support from our membership area to 

members, providing updated and exact information for women living with HIV/AIDS that is 

easily and freely available. 

                                                           
9 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 2, Pages 38 - 39 and Chapter 3, Pages 55 - 58. 
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5. To promote representation and advocacy in political decision making. The organization 

encourages and facilitates spaces to build, design and implement advocacy strategies for and by 

women living with HIV/AIDS where they become leaders in advocacy, fostering and significantly 

participating at all local, national, regional and international level during the whole decision 

making and consultation process, the implementation and supervision of those policies and 

programmes that affect them. 
 

6. To promote human rights, practices and sexual and reproductive rights. Recognition of the full 

exercise of all fundamental human rights of all the women living with HIV/AIDS, particularly 

those women in prison, drug users and sex workers. The right to be respected and supported in 

their culture, age, religion, sexuality, socio-economic status or race, and the freedom of choice 

in terms of sexual identity and practice and their choices on reproduction, including the rights to 

have children or not. 
 

7. To promote universal access to comprehensive care. Promoting healthcare that ensures the full 

access to prevention, care, support, treatment services and information (conventional and 

complementary), as well as education and training of healthcare suppliers and the community 

about the risks of women and the needs of women living with HIV/AIDS, recognising the right of 

our children and orphans to be treated and the significance of our role as parents.  
 

8. To promote the universal access of women living with HIV/AIDS to economic and legal rights, 

encouraging and supporting economic healthcare and the financing of services to reduce 

isolation and to serve their basic needs, which helps them become self-sufficient and 

independent, especially in developing countries. 
 

9. Control of policies and programmes through the significant participation in supervision and 

control at local, national, regional and international levels, which ensures the effective and 

appropriate fulfilment of policies and programmes that affect the lives of women living with 

HIV. 
 

10. Development of skills of young positive women. Fostering and supporting mentoring and 

capacity building processes to guarantee and strengthen their participation and engagement. 
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ICW Global Organizational Systems 
 

Following the systemic approach,10 ICW Global is made up of a set of “organizational systems,” similar to 

the human body. Each one with a purpose, a vision to achieve, complementary roles and 

responsibilities, with specific structures, carrying out different processes and procedures that comply 

with policies and regulations, that allow ICW Global to survive, grow and develop. There is no duplicated 

system, nor one that is missing or extra; there are only those that work interdependently, consistently 

and in an articulated manner with the rest in order to fulfil the purpose, vision and expected outcomes 

of ICW Global. They are the following: 
 

The current manual focuses on the development and description of the ICW Global “Governance 

System.”  

 

                                                           
10 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 2, Pages 39 - 40 and Chapter 3, Pages 52 – 54. 
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ICW Global Governance System  

Governance System - Mission 

The “Governance System” has a purpose or rationale – the value it adds to ICW Global as management 

and political leadership, making it unique in the whole network. As any other body, it was created to 

answer the following questions:
11

 Why does the Governance System exist, and what for? What does it 

do? Who are its efforts aimed at? Who are its beneficiaries? This is how the purpose or mission of the 

Governance System has been defined: 

 

 

 

 

                                            

 Governance System - Vision 

Just as ICW has a desired future vision, the group of bodies that make up the “Governance System” have 

a commitment as steering bodies regarding what they want to achieve for the Governance System in the 

near future. This vision enables them to cover and focus on all spheres of governance in an articulated, 

consistent and synergistic way to address important matters of strategic relevance that are paramount 

for the Governance System, during the steering process, under the great umbrella of the Vision of ICW 

Global. 

 

 

 

     

 

  

                                                           
11 De la Peza Lourdes, The e-Manager: Good Governance in Civil Society Organizations, Volume No. 2, MSH, 

Cambridge, Massachusetts / USAID, 2009, Page 4. 

ICW Global Governance System. Our Mission is: 

“Ensuring a firm and sustainable leadership for ICW Global by means of an effective political 

leadership that ensures and improves the quality of life of women living with HIV around the 

world.” 

Our shared Vision of the Governance System for 2014 is: 

 “We are acknowledged as the governance and political management model of the global leading 

network fighting to improve the quality of life of women living with HIV in an effective and 

sustainable way.” 
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 Bodies that make up the ICW Global Governance System 

For governance, political leadership and strategic management, ICW Global relies on: 

1. The International Steering Committee (ISC), together with 

2. Regional and Subregional Secretaries or Coordinators and 

3. National or Country Chapter or Point of Reference 

This Manual clearly describes and defines the roles, responsibilities, processes and procedures in charge 

of each of these spheres of governance and, in turn, it is an important means in the process of building 

regional capacities and increasing its autonomy, one of the main commitments set by ICW Global in its 

2011-2014 Strategic Plan. 

Moreover, ICW Global has an International Support Office (ISO). This office is a Civil Association with 

legal entity in a specific country, currently Argentina, in charge of a coordinator, made up of different 

organisational systems and bodies, necessary to provide effective technical, administrative and legal 

support to the network at international and regional levels. 

 

International Steering Committee (ISC) 

Roles and responsibilities 

For ICW Global to accomplish its mission, vision and expected results, it is necessary that the 

International Steering Committee (ISC), as a fundamental part of its Governance System, carries out the 

following unique and complementary roles: 

 

1. ICW Global political management 

 

2. Development of foreign affairs 

 

3. Resource mobilisation 

 

4. Monitoring of the network 

 

5. Ensuring the ISC effectiveness 
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In order to effectively perform these roles and ensure good governance, the ISC must fulfil the following 

responsibilities: 

1. Establishing ICW Global political and strategic management defining its mission that provides 

meaning and clarity of focus to all the actions in the network; developing its near-future mission and 

the strategies to achieve it, comprised in ICW Global strategic plans. In order to do that, the ISC is 

responsible for offering guidelines for its update and participate in the design and approval. The 

strategic plan provides a framework that guides and assesses the operational and working plans, 

budget and annual report of the network, whose approval and monitoring is a political responsibility 

of the ISC. 

This task includes establishing, evaluating and approving policies, rules, procedures and tools, such 

as administrative manuals, for the network to work smoothly and to follow it up so that they are 

properly complied with. Moreover, it includes addressing all those matters not included in the rules 

that cannot be solved by any other executive area in the network.  

The ISC members are NOT supervisors of the Regional Secretary and Coordinators nor are they of 

any other staff member, but they do have to be informed about the actions performed. Their role is 

offering direction and guidance in drafting the strategy and global management of ICW Global. 

2. Promoting a good image and maintaining good coordination relations with cooperating parties, 

public organisations, the civil society, partners in general and beneficiaries. The ISC has to be ICW 

Global ambassador and advocate, promote, protect and maintain a good image and take the 

necessary measures to that effect; promote and monitor the development of effective advocacy 

strategies to foster policies, laws, programmes and services beneficial for the associated women and 

beneficiaries. Besides that, it is the responsible for encouraging its members to also maintain good 

relations with the community, partners, donors, public, private and non-governmental organizations 

to support the success and effectiveness of the services in the network. 

 

3. Ensuring financial sustainability for ICW Global and participating in attracting resources. This 

entails carrying out financial analyses together with the ISO Coordination and Financial Coordinator 

to try to achieve higher impact results applying cost criteria: effectiveness and quality. It is 

responsible for issuing policies, strategies and guidelines and supporting the management to 

diversify and/or have more sources and increasing the financial and material resources with 

different cooperating parties to carry out different programmes and plans that do not contradict the 

objectives of the network. It is also responsible for accepting heritages, legacies and donations for 

ICW Global and knowing, approving and protecting the compliance with agreements signed with 

donors as well as their modifications by means of the implementation of the ISO. 

 

4. Performing a strategic control and planning and financial monitoring of the network, making sure 

that its purpose and responsibilities are addressed and complied with, giving the necessary 

support, being responsible for complying with and protecting the appropriate and strict compliance 
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with agreements, resolutions, policies, rules and provisions set forth in its work meetings; knowing, 

approving and protecting the compliance with the agreements signed with donors and its 

modifications. Besides that, it has to approve the set of work performance standards as well as the 

services ICW Global offers and monitor that they are effectively complied with so that beneficiaries 

are properly assisted and satisfied. It also has to protect the good use, solvency, transparency and 

accountability of the material and financial resources of the Global network, including the periodic 

and systematic monitoring, the compliance with operational plans and the implementation of ICW 

Global budget strategy and make sure the financial performance is in line with the objectives and 

results expected, monitoring the results and performance of the working commissions, in case they 

are required. All that work is essential for the good image, credibility, management of funds and 

general sustainability of the Global network. 

 

5. Maintaining the legitimacy of the ISC representatives, developing democratic processes of broad 

participation, inclusion and transparency when electing members. Establishing democratic 

mechanisms of broad participation, inclusion and transparency for electing the ISC members in 

their regions through assemblies with records signed by all the assisting National Points of 

Reference, ensuring the incorporation of members with prestige, honour, experience, insight and 

various attributes that provide an added value and their commitment towards an effective 

governance of the network and to have feedback with the members in their region. It includes the 

election of the ISC Chair, responsible for coordinating the regular activities and effectively 

implementing the strategies established by the ISC in close relation with the ISO. It is also 

responsible for electing the most appropriate person for coordinating the ISO from the candidates 

previously elected by the office and provides guidelines and makes sure of the effective 

performance of the ISO Coordinator chosen in fora and national, regional and international 

meetings related to AIDS. In such events, the members of the ISC shall present themselves as part 

of it. 

It is also responsible for the development of effective processes to inform new members about the 

mission, background, beneficiaries, plans, services, resources and activities of the network as well 

as its duties and obligations, allowing them to get involved and make effective contributions in the 

short term and finally accepting resignations from those members that wish to do so.  

6. Organising and managing activities and fostering the ISC effectiveness, helping it to perform its 

role and duties with quality. Since its members are voluntary and they have little time to meet 

their governance responsibilities, meetings should be effectively planned and managed, focusing 

on matters of strategic interest, preparing information, supporting documents and making 

participative, timely, transparent and effective decisions, properly supported by evidence such as 

evaluating or stimulating the ongoing performance improvement of its members. 

The ISC is also responsible for setting up, supporting and monitoring those working commissions 

that are considered to be necessary to meet ICW Global’s objectives. Said commissions have to 

work in coordination with the ISO. 
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7. Promoting values, especially ethics, and properly managing potential conflicts of interest for ICW 

Global. The ISC is responsible for explaining and making sure the decisions and activities of the 

network and its bodies are in line and consistent with the group of principles that ICW Global 

shares with its members and cooperating parties. In turn, it will comply with its social mission and it 

will work to attend concerns and requirements of the beneficiaries. It will also ensure good 

governance practices through decision making, activities and actions consistent with the principles 

and especially with the policies approved by Ethics and resolution of ICW Global conflict of 

interests, which is essential in order to have a good governance and to convey a very positive 

image to attract and keep cooperating parties supporting the global network plans and 

programmes. 

  

 

 Processes and procedures, policies, performance standards and work 

positions at the ISC 

In order to comply with its main responsibilities, the ISC is responsible for following the group of 

processes and procedures, abiding by a set of standards that ensure an effective performance and 

results with the quality expected, which are described below, also highlighting the work of the person 

responsible for the execution and those in charge of monitoring, supporting and/or approving the 

activities according to each case, if required. 

1
st

 Process of Strategic Management: 

By means of this process, the ISC issues policies, rules, procedures and tools for the network to work 

smoothly, it provides specific guidelines for its update, participation in the update and approval of 

strategic plans, programmes, plans, budget and annual report. It also addresses every aspect not 

included in the legal-regulatory framework in force for ICW Global. 

Policy of the Strategic Management Process: 

The ISC should collectively provide staff with political and planning management, but this should be 

likewise recognised by the ISC and members of the staff as a reciprocal process. The ISC is a consultative 

body to draft and address political and strategic matters. Therefore, approving management policies, 

rules, procedures, standards, plans and tools falls under the exclusive responsibility of the ISC, being the 

highest authority, and every body and dependent agency part of ICW Global has to comply with it.  

ICW Global Advisory Consultative Committee 

As part of its strategic planning, the ISC must set up an Advisory Consultative Committee for ICW Global 

made up of five members, former Chairs of the organisation, so that with their experience they can 

advise the government body of the organisation in the topics that the ISC shall deem appropriate.  



 

22 

 

Standards to be complied with during the Strategic Management Process: 

For the Approval of policies, programmes, rules and procedures for the technical and administrative 

support of the network: 

• Every ICW Global management area should have policies, rules, standards and procedures that 

ensure its effective performance and they should be reviewed and/or updated within 5 years from 

the date they were approved. 

• The policies, programmes, rules and procedures for the smooth performance of ICW Global 

should be in line with the guidelines established and approved by the ISC. 

 

For the Update of ICW Global strategic plans: 

• ICW Global should have its strategic plan updated at least every 5 years. 

• ISC members, Chair and representatives of regions, sub-regions and national chapters as well as 

the ISO Coordinator and staff members should contribute to and participate in the drafting of the 

strategic plan. ISO technical staff and other special guests that the Chair considers appropriate due 

to their experience and contribution can participate in drafting ICW Global strategic plans. 

• The ISC is the one in charge of approving the institutional strategic plan. 

 

For the Approval of ICW Global programmes, plans, budget and annual report:  

• The ISC will approve the annual revenue and expenditure budget of the network no later than the 

last working day of the month of November each year. 

• The annual revenue and expenditure budget will be drafted in line with the operational and 

investment plans of the network. Regions must provide an input to the annual budget. 

 

For the Solution of strategic matters not included in the management manuals: 

• The ISC will be able to address all those matters of strict STRATEGIC nature that are not included in 

the management standards, rules or manuals and that cannot be addressed by any other 

management body at ICW Global. 

 

For the Creation of an ICW Global Advisory Consultative Committee. 

• The ISC must establish an ICW Global Advisory Consultative Committee. For this the ISC will 

invite former chairs of the network explaining the terms of the consultancy.  

• The committee will only answer and make suggestions about the consulted themes. 

• The consultancy will be ad honorem and will not require much time from the participants, which 

will be via email or videoconference as appropriate. 
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• The committee will have a 2-year rotating term, which may be renewed indefinitely should all of 

the ISC members not object. 

• Acceptance to be part of the Committee should be done in writing addressing the Chair of the 

ISC. 
 

Procedures of the Strategic Management Process: 

Procedure 1.1: Approval of policies, programmes, rules and procedures for the technical and administrative 

support of the network. Creation of an ICW Global Advisory Consultative Committee. 

 

Flow  Activities Accountable Position 

 

 

 

 

 

 

 

 

• Periodically consulting staff members and the ISC about the 

need to implement or update policies, programmes, rules or 

procedures. 

• Deciding on the need to implement or update policies, 

programmes, rules or procedures by means of consultation. 

• Defining the contents or guidelines to introduce or update 

policies, programmes, rules or procedures by means of 

consultation. 

• Entrusting the ISO Coordinator with the drafting of the 

defined policy proposal, programme, rules or procedure. 

• The ISO Coordinator submits it for analysis, and technical 

reviews or adjustments are discussed, if necessary. 

• Approving the proposal submitted by the ISO Coordinator 

and issuing the corresponding resolution. 

• Creation of an Advisory Consultative Committee by means of 

a formal invitation to former chairs. 

• Consultation to the Committee when deemed necessary. 

Chair and/or Vice Chair / 

ISO Coordinator / Regional 

Secretaries or Coordinators 

 

 

 ISO 

 

 

ISO 

 

 

ISC Chair and/or Vice Chair  

 

ISO Coordinator / All ISC 

members 

 

All ISC members 

 

All ISC members 

 

Procedure 1.2: Update of ICW Global strategic plans.  

Flow Activities Accountable Position 
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• The ISO Chair and Coordinator submit the schedule to 

update the strategic plan virtually or personally, and it is 

analysed and approved. 

• Analysing and defining the guidelines and contents to be 

considered in the strategic plan, either virtually or face-to-

face. 

• Virtual or face-to-face participation in the analysis and 

update process of the strategic plan. 

• The Chair submits the updated plan, it is analysed and 

adjustments are suggested, if necessary, either virtually or 

face-to-face. 

• The plan is approved, virtually or face-to-face, and the 

corresponding resolution is issued. 

Chair and/or Vice Chair / 

ISO Coordinator 

 

 

All ISC members 

 

 

ISC members / Invited ISO 

staff 

 

ISC Chair / All ISC members  

 

 

All ISC members / ISO 

Coordinator 

 

Procedure 1.3: Approval of ICW Global programmes, plans, budget and annual report. 

Flow Activity Accountable Position 

 

 

 

• The Executive Management submits the programmes and/or 

annual operation plan for approval, with their corresponding 

general revenue and expenditure budget. 

• Analysing and establishing technical adjustments or reviews, 

if necessary. 

• Approving the programmes and/or plans and proposals 

submitted by the Chair and issuing the corresponding 

resolution. 

Chair and/or Vice Chair / 

ISO Coordinator / ISO 

Financial Coordinator 

All ISC members 

All ISC members 

 

Procedure 1.4: Solution of strategic matters not included in the management manuals. 

Flow Activities Accountable Position 
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• Identifying the strategic matters not included in the 

management manuals, standards and/or rules that need to 

be solved (identification made by the members or by means 

of a proposal by the ISC Chair). 

• Analysing and solving the matter addressed virtually or face-

to-face.  

• Drafting the corresponding resolution and sending it to the 

ISO Coordinator for its implementation. 

ISC members 

Chair and/or Vice Chair / 

ISO Coordinator 

 

 

 

All ISC members 

 

 

Chair or Vice Chair / ISO 

Coordinator 

 

2
nd

 Process of Foreign Affairs Development:  

By means of this process, the ISC systematically promotes ICW Global’s good image; it establishes the 

main activities to be followed when implementing effective political advocacy strategies in the main 

scenarios and with the main players to contribute with improving the quality of life of women living with 

HIV. It ensures the coordination of the programmes carried out with strategic partners and maintains 

members, together with regional and country coordinators, as well as key audiences informed about the 

main interventions, achievements and results obtained in the network activities at a global level. 

Policy of the Foreign Affairs Development Process: 

The ISC permanently promotes the good image of ICW Global and devises effective political advocacy 

strategies with players and in strategic events of interest for the objectives of the network and 

members. All the members are responsible for talking about ICW Global in every possible meeting they 

attend to let everyone know about the network and the advocacy work performed globally. 

Programmes are carried out in coordination with the partners that help and contribute for actions to 

have a higher impact. There is a permanent disclosure and communication plan about interventions, 

progress and results achieved by the network and members around the world.  

Standards to be complied with during the Foreign Affairs Development Process: 

For the Promotion of ICW Global’s good image: 

• There is an updated annual plan, approved by the ISC, to promote the good image of ICW Global. 

It has a specific budget, approved for its effective implementation. 

• The development, progress and impact of the implementation of the plan to promote the good 

image of ICW Global are monitored during its development and the impact is periodically 

assessed. The ISC is informed about results. 

 

For the Development of advocacy strategies: 
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• Every year, the ISC implements a participation and advocacy plan in the different environments of 

higher global political advocacy and all the representatives participate. These environments are 

related to the promotion of equity and the exercise of Human Rights and access to quality health 

services for women living with HIV as well as the introduction, adjustment, implementation and 

compliance with the legal framework, public policies and international agreements in force to 

improve the quality of life and health care of women and adolescents living with HIV. 

• The strategies to be used in the political advocacy interventions correspond to those which have 

the higher impact proven, according to the cost/effectiveness criteria. 

• The compliance and results obtained during the development of the political advocacy plan of the 

ISC is monitored and the necessary corrective and/or improvement measures are permanently 

taken, thus ensuring a higher impact. 

 

For the Coordination with partners for successful ICW Global programmes: 

• There will be a data bank with updated information on potential key supporting partners when 

developing ICW Global programmes. 

• ICW Global programmes are developed, when possible, with the support of key strategic 

partners. Actions are jointly defined and specific coordination agreements are signed. 

• Progress and achievements obtained from the coordination relations with strategic partners and 

results are periodically monitored and known by the ISC. 

For monitoring and participating in effective communication and documentation processes: 

• The development, progress, achievements and impact of the most important interventions ICW 

Global does per year are systematically documented as well as the results, which are periodically 

and continuously disclosed to members and key audience groups for the good image and 

development of ICW Global. 

Procedures of the Foreign Affairs Development Process: 

Procedure 2.1: Promotion of ICW Global’s good image 

Flow Activities Accountable Position 
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• Drafting and updating the annual ICW Global image plan 

with its budget and implementation schedule. 

 

 

• Submitting it and analysing it. Suggesting adjustments, if 

necessary. 

 

 

 

• Making adjustments, if required, and approving the plan, 

budget and implementation schedule. 

 

 

 

• Developing a plan in line with the approved budget and 

schedule. 

 

• Monitoring the development, progress and impact obtained. 

 

 

 

• Drafting and submitting the report on progress and impact 

obtained. 

 

 

• Suggesting adjustments to the plan development and 

approving the report. 

ISO Coordinator / ISO 

Communications 

Coordinator 

 

ISO Coordinator / ISO 

Communications 

Coordinator 

ISC members 

 

ISO Coordinator / ISO 

Communications 

Coordinator 

ISC members 

 

ISO Communications 

Coordinator 

 

ISO Coordinator / ISO 

Communications 

Coordinator 

 

ISO Coordinator / ISO 

Communications 

Coordinator 

 

All ISC members 

 

Procedure 2.2: Development of advocacy strategies 

Flow Activities Accountable Position 

 

 

 

 

 

• Identifying, suggesting and defining political advocacy events 

and environments where the ISC should participate.  

• Reviewing higher cost-effectiveness strategies used in 

advocacy and establishing the strategies to be used with 

those in charge of implementing them. 

• Drafting and approving the annual schedule of political 

advocacy strategies to be implemented with its 

corresponding budget. 

• Requesting the ISO to prepare the materials and supporting 

resources to be used. 

• Developing an annual ISC schedule of political advocacy and 

monitoring its compliance and results. 

• Drafting and submitting reports on the results obtained. 

ISC members / ISC Chair 

and/or Vice Chair 

 

ISC Chair and/or Vice Chair 

/ All ISC members 

 

ISC Chair / ISO Coordinator 

/ ISO Finance Coordinator / 

All ISC members / 

Advocacy Officer / UN 

Liaison Officer 

 

ISC Chair 



 

28 

 

Taking the relevant corrective and/or improvement 

measures. 

 

ISC Chair / Appointed ISC 

members 

ISC Chair / All ISC members 

  

  

Procedure 2.3: Coordination with partners for successful ICW Global programmes. 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Identifying and proposing key partners for developing ICW 

Global programmes. 

 

• Drafting or updating an inventory of partners to be 

considered. 

• Analysing the nature, objectives, intervention areas, 

potential partners’ priorities and potential areas of 

coordination interest and documenting it in a data base. 

• Defining the approach strategies, materials to be used and 

those responsible. 

 

 

• Networking and developing new relations to explore 

interests. 

 

• Jointly defining coordination aspects and areas with the 

contacted partners. 

 

• Agreeing on a memorandum of understanding and signing it 

with strategic partners. 

 

 

• Developing every coordination agreed with strategic 

partners and monitoring progress and results obtained. 

 

 

• Preparing, submitting and analysing reports on progress and 

results obtained, and taking corrective and/or improvement 

measures, if necessary. 

ISC Chair and/or Vice Chair 

/ ISC members 

 

ISO Coordinator / 

Membership Area 

 

ISO Coordinator / ISO 

Monitoring Staff 

 

ISC Chair / ISC members / 

ISO Coordinator / ISO 

Monitoring Staff 

 

ISC Chair / Appointed ISC 

members / ISO Coordinator 

 

ISC Chair / Appointed ISC 

members / ISO Coordinator 

 

ISC Chair and/or Vice Chair 

/ Appointed ISC members / 

ISO Coordinator as 

appropriate 

 

ISC Chair and/or Vice Chair 

/ ISO Coordinator / ISO 

staff in charge of 

programmes 

 

ISO staff in charge of 

programmes / ISO 

Coordinator / ISC Chair 

and/ or Vice Chair / All ISC 

members 
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Procedure 2.4: Monitoring and participating in effective documentation and communication processes 

Flow Activity Accountable Position 

 

 

 

 

 

 

 

 

• Annually drafting a plan to communicate the development 

and achievements, progress and impact obtained from the 

interventions that ICW Global carries out with its 

implementation schedule and budget. 

 

• Presenting, analysing and suggesting adjustments, if 

necessary. 

 

• Making adjustments, if they are suggested and approving 

the plan, budget and implementation schedule. 

 

 

 

 

• Documenting and systematising the development, 

achievements, progress and impact of interventions, and 

preparing the materials and means to communicate with the 

key audience groups, pursuant to the implementation 

schedule of the plan approved. 

 

• Preparing and submitting a report on the compliance with 

the communication plan and the results obtained. 

 

 

• Analysing and taking improvement measures, if necessary. 

Chair / ISO Coordinator / 

ISO Communications 

Coordinator / ISO Finance 

Coordinator 

 

ISO Coordinator / ISO 

Communications 

Coordinator / ISC members 

 

ISO Coordinator / ISO 

Communications 

Coordinator / ISO Finance 

Coordinator / ISC Chair / 

ISC members 

 

ISO Communications 

Coordinator / ISO 

Coordinator 

 

 

ISO Communications 

Coordinator / ISO 

Coordinator 

 

ISC Chair / All ISC members  

 

3
rd

 Resource Generation Process: 

It entails the group of procedures aimed at identifying, managing and obtaining resources from donors 

that enable the development of plans, programmes and services of ICW Global, as well as the technical-

legal convenience analysis for accepting or rejecting legacies, donations and/or agreements with donors. 

Policy of the Resource Generation Process: 

The resource generation that contributes to the network’s sustainability and development is a priority 

for every ICW Global member. A permanent and effective programme ensuring the results desired and 

coordinated by the ISO should always be in force. The ISC will support the international and regional 

raising of funds, highlighting the role of ICW Global and disclosing the results of contacts to the relevant 

fund raisers. 
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The approval of donations, legacies and agreements with donor institutions is of the ISC exclusive legal 

authority, as long as the benefits are irrevocably supported by technical-legal reports in every case. 

Regulations to be complied with in the Resource Generation Process: 

For Resource Mobilisation: 

• The ISO will keep a permanent and updated programme for resource generation from 

alternative sources, where it will enjoy unlimited and prioritary support from all the ISC 

members and ISC Chair to succeed in reaching effective compliance and achieving the expected 

results. 

• The progress and results of the ICW Global Resource Generation Programme will be periodically 

verified and analysed. 

For the Approval of Legacy and Donations: 

• The ISC is responsible for approving any heritage, legacy or donation, according to its conditions, 

implications and benefits for ICW Global, based on a specific technical and/or legal analysis of 

each case. 

For the Approval of Agreements: 

• The ISO Coordinator is responsible for approving any agreement to be entered into with a Donor 

Agency, according to its conditions, implications and benefits for ICW Global, based on a specific 

technical and/or legal analysis for that purpose.  

 

Procedures of the Resource Generation Process: 

Procedure 3.1: Resource Mobilisation 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

• Periodically analysing and identifying sources to be 

considered for alternative resource generation.  

 

• Creating / updating the features and requirement profiles of 

all identified sources, with the aim of managing resources. 

 

• Analysing and defining specific strategies and the personnel 

responsible for resource management for the different 

identified sources.  

 

• Preparing materials and supplies to be used for resource 

management with the different sources. 

  

• Networking and resource management with the identified 

ISO Coordinator / ISO 

Resource Management 

Staff 

ISO Resource Management 

Staff 

 

ISO Resource Management 

Staff / ISO Coordinator 

 

ISO Resource Management 

Staff  

 

ISC Chair / ISO Coordinator  
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sources, pursuant to the strategies set forth.  

 

• Submitting and discussing progress and results.  

 

Procedure 3.2: Approval of Legacy and Donations  

Flow Activities Accountable Position 

 

 

 

 

 

• The ISO Coordinator is requested to conduct a technical 

and/or legal analysis of the conditions, implications and 

benefits of any probable donation or legacy.  

• Conducting and issuing a report, discussing and requesting 

clarifications or more information, according to the case.  

 

• Its acceptance or non-acceptance is decided, according to 

the technical and/or legal analysis.  

ISC Chair and/or Vice Chair 

/ ISO Coordinator 

 

ISO Coordinator / ISC Chair 

and/or Vice Chair / all ISC 

members 

 

All ISC members 

 

Procedure 3.3: Approval of Agreements 

Flow Activities Accountable Position 

 

 

 

 

 

• Preparing and submitting a draft agreement with a technical 

and/or legal analysis of the conditions, implications and 

benefits. 

• Discussing it and requesting clarifications or more 

information, according to the case.  

• Deciding on its acceptance or non-acceptance, according to 

the technical and/or legal analysis.  

 

• If the decision is favourable, it is signed and notified. 

 

ISO Coordinator / ISC Chair 

and/or Vice Chair  

ISO Coordinator / ISC Chair 

and/or Vice Chair / All ISC 

members 

 

 

ISC Chair and/or Vice Chair 

/ ISO Coordinator 

 

4
th

 Process of Strategic Control and Accountability:  
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This process entails the procedures to ensure compliance with the resolutions issued by ICW Global’s 

highest authority, such as programmes, work plans and agreements signed with the different donors, as 

well as duly controlling the performance of the administrative, financial, and technical support 

management, and the efficient and appropriate use of the financial resources foreseen and allocated to 

the compliance with the goals of different programmes, plans and projects carried out by ICW Global. 

Policy of Strategic Control and Accountability Process: 

The resolutions issued by the ISC, the agreements signed with donors, the budget and planning strategy 

of ICW Global, and the work of the commissions appointed by the ISC for specific purposes must be 

monitored to check its progress and compliance, as well as the performance of technical, administrative 

and financial support management from the ISO to ICW Global. The results must be periodically and 

systematically acknowledged by the whole of the ISC.  

Regulations to be complied with in the Strategic Control and Accountability Process: 

For Monitoring compliance with resolutions taken in the ISC virtual or face-to-face meetings: 

• Every resolution adopted at an ISC meeting must be monitored, and its progress and compliance 

results must be reported by the Chair, with the support of the ISO Coordinator. 

 

For Monitoring compliance with policies, regulations and technical and administrative support 

procedures: 

• The ISO Coordinator will keep a system that ensures strategic monitoring of progress and results 

from the technical and administrative support to the network, by means of permanent and on-

going verification and analysis of a group of key indicators previously defined and agreed upon 

with the ISC Chair and the ISO technical, administrative and financial support coordinators. 

• Periodically, the ISC Chair will submit the management progress and results, pursuant to the 

indicators established in the network strategic monitoring systems. 

 

For Monitoring compliance with donor agreements: 

• Every agreement signed between ICW Global and a Donor Agency must be monitored by the ISO 

Coordinator and the ISO Monitoring staff to check its compliance, by means of periodic and 

systematic verification and analysis of a group of indicators duly designed for that purpose. 

 

For Monitoring the budget and planning strategy: 

• Once a month, the ISO will monitor the programmes and finances that make up the regions of 

ICW Global, and the necessary corrective measures will be timely taken to ensure an effective, 
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efficient and transparent implementation. The results will be submitted to the ISO at least every 

six (6) months. 

 

For the Supervision of the working commissions, if necessary: 

• At least once every six (6) months, all the working commissions appointed by the ISC must 

submit a report on the progress and/or results obtained, if the tasks allocated were finished, as 

well as on any corrective measure taken, if they were necessary, thus making it possible to 

confirm if the results meet the original purpose it was created for.  

 

Procedures of the Strategic Control and Accountability Process: 

Procedure 4.1: Monitoring compliance with resolutions adopted at ISC virtual or face-to-face meetings 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Reviewing and identifying matters related to Assembly 

resolutions, whose compliance must be monitored by the 

ISC.  

• The ISO Coordinator must monitor and make a periodic 

report of the progress achieved. 

• If it is necessary, indicators will be designed with the aim of 

objectively monitoring compliance.  

• Establishing the necessary information to be gathered so as 

to document progress, complying with resolutions and the 

frequency of analysis.  

• Gathering and preparing information, and analysing the 

results of the monitoring indicators.  

• Submitting and discussing these results, and issuing the 

relevant resolutions for each case.  

Chair / ISC members 

 

 

 

Chair and/or Vice Chair 

 

 

ISO Coordinator / ISO 

Monitoring Staff  

 

ISO Coordinator / ISO 

Monitoring Staff 

 

 

ISO Monitoring Staff / ISO 

Coordinator / ISC Chair 

 

Chair / ISC members.  

 

Procedure 4.2: Monitoring compliance with policies, regulations and procedures of technical and 

administrative support  

Flow Activities Accountable Position 
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• Designing indicators and a strategic monitoring system to 

check compliance with policies, regulations and procedures 

of technical and administrative support and a result analysis 

schedule.  

• Submitting, discussing and approving the indicators and the 

strategic monitoring system to check compliance with 

policies, regulations and procedures of technical and 

administrative support, with their respective schedule of 

progress and result analysis. 

• Submitting the information and analysing progress and 

results, according to the monitoring indicators established. 

• Establishing the necessary adjustments and issuing the 

relevant resolutions.  

ISO Coordinator / ISO 

Monitoring Staff 

 

Chair / ISO Coordinator / 

ISO Monitoring Staff 

ISC members 

 

Chair / ISO Coordinator / 

ISC members 

All ISC members  

 

Procedure 4.3: Monitoring compliance with donor agreements 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Reviewing the commitments and indicators agreed upon 

with Donor Agencies to monitor their compliance.  

 

• Submitting and approving the system to monitor compliance 

with the agreements, with their respective schedule of 

progress and result analysis. 

 

 

• Gathering and preparing the information, and analysing the 

results of compliance with donor agreements  

 

 

• Submitting the information and analysing progress and 

results, according to the established monitoring indicators. 

 

• Determining the relevant adjustments and/or authorising 

the report given to the donors.  

ISO Coordinator / ISO 

Monitoring Coordinator 

 

Chair or Vice Chair / ISO 

Coordinator / ISO 

Monitoring Coordinator / 

ISC members 

 

ISO Monitoring 

Coordinator / ISO 

Coordinator / ISC Chair 

 

Chair / ISO Coordinator / 

ISO Monitoring 

Coordinator / ISC members 

 

ISC members 
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Procedure 4.4: Monitoring the budget and planning strategy 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Defining indicators and information to be periodically 

gathered, with the aim of monthly monitoring the budget 

and planning strategy. 

 

• Monthly gathering the required information and analysing 

the results of the budget and planning strategy, and taking 

adjustment measures, if necessary. 

  

• Preparing and submitting the monitoring results of the 

budget and planning strategy once every semester, as well 

as any corrective measure taken, if there were any. 

  

 

• Discussing and requesting clarifications and expansions, 

and/or issuing resolutions about the monitoring reports and 

the corrective measures taken.  

ISO Coordinator / ISO 

Monitoring Staff / ISO 

Financial Coordinator 

ISO Monitoring Staff / 

Financial Coordinator / ISO 

Coordinator / ISC Chair 

and/or Vice Chair 

ISO Financial Coordinator / 

ISO Coordinator / ISC Chair 

and/or Vice Chair 

ISC members 

 

 

Procedure 4.5: Supervision of the working commissions, if necessary 

Flow Activities Accountable Position 

 

 

 

 

• Every two months, drafting and analysing work progress 

and/or result reports, and taking the necessary corrective 

measures for each case. 

• Preparing and submitting working commissions’ progress 

and/or result reports once every semester, as well as any 

corrective measure taken, if there were any.  

• Discussing and requesting clarifications and expansions, 

and/or issuing resolutions about progress / result reports, 

and any corrective measure taken.  

Working commissions 

appointed by the ISC 

 

Working commissions 

Coordinators / ISO 

Coordinator / ISC Chair 

 

 

ISC members 

 

5
th

 Process of Election and Resignation of ISC representatives: 
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It entails the different activities held in order to elect the ISC representatives in each of the regions 

included in ICW Global and the necessary actions to introduce the elected representatives to the ISC 

daily work and to their future responsibilities, as well as the steps to approve the representatives’ 

resignations and the necessary steps to adequately replace them.   

Policy of the Election and Resignation Process of ISC representatives: 

The regions are responsible for electing their representatives before the ISC and sending their 

nominations to the ISO and to the current regional secretary, thus complying with the procedures and 

regulations established in this manual for such purpose. If it is considered necessary, the ISC can 

establish an oversight centre external to the process, made up by ISO representatives and external 

strategic partners.  

Regulations to be complied with in the Election and Resignation Process of ISC representatives: 

For the Election of regional representatives to the ISC: 

• All members of the International Steering Committee (ISC) must be members of ICW GLOBAL 

and must be willing to publicly disclose as HIV positive, since they are in charge of leading ICW 

GLOBAL. 

• The members of each region will be responsible for conducting the election process of ISC 

regional representatives, which must be held every three years, starting in August and 

concluding with the enrolment of representatives in December, the whole process lasting 5 

months.  

• The mandate of ISC members will last three years, after which they can run for a fresh mandate 

in the re-election process. Once this second mandate is over, they will be entitled to run again 

after no less than a one-year break. 

• The International Steering Committee will appoint a Chair and Vice Chair from its members. The 

Chair and Vice Chair’s mandate will last for three years. Both of them can be renewed, or a new 

appointment can be made at the annually held face-to-face meeting, should there be an 

irregular situation. The Chair and Vice Chair are recommended not to renew their mandates for 

more than two consecutive terms. 

• In order to participate in the ISC, it is compulsory to speak one or more of ICW Global 

international languages (English, French, Portuguese and Spanish), to be knowledgeable in IT, 

and to have frequent access to e-mail.  

• Each region will be entitled to have no more than one representative per country in the 

International Steering Committee (ISC), and the appointment process will be decided by each 

region.  

• In order to enrol candidates, the members can propose and enrol more than one candidate, but 

only for the region they belong to. 

• Each member will be able to issue one single vote to elect its regional representative. 
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• The proposed candidates must state in writing that they accept being proposed and 

participating in the election process. Likewise, they must state their willingness to comply with 

the responsibilities entailed in that position, if they are elected.  

• If any proposed candidate does not meet the requirements, the members will be requested to 

enrol a new candidate. 

• In case a representative resigns or is suspended, the substitute –who came second in the 

regional vote– will take over her position, and the candidate who came third in the vote will 

become the new substitute.  

 

For the Supervision and validation of the election procedures: 

• The ISC is responsible for investigating and solving any complaint that may arise related to the 

representatives election process, and its resolutions are unappealable. If the ISC deems it 

necessary, it could establish an oversight centre external to the process with ISO representatives 

and external strategic partners. 

• The ISC is responsible for validating the election process and ratifying the elected 

representatives. 

 

For Guidance to new members: 

• Any new representative elected to be part of the ISC must participate in an induction 

programme about the ISC and their future responsibilities as part of ICW Global’s management 

body 

• The ISC Chair is responsible for validating this induction programme, and certifying the elected 

representatives who have passed it. 

 

For the Approval of ISC member’s resignations: 

• The ISC is responsible for accepting the representatives’ resignation, which must be duly 

registered in the member’s record.  

• If an ISC representative resigns, the substitute or candidate who came second in the last 

regional election process will be summoned. If she does not accept the invitation, the candidate 

who came third in the last regional election process will be summoned. 

• Every substitute candidate invited to take over the permanent representative’s place must 

receive and approve the induction programme to the ISC.  
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Procedures for the Election and Resignation Process of ISC representatives: 

Procedure 5.1: Election of regional representatives to create the ISC 

Flow Activities Accountable Position 

 

 

 

 

 

 

• Creating the schedule for the ISC regional representatives 

election process  

 

 

• Creating and spreading the summoning to all the members 

in the region, using the widest-scope means available, to 

propose and elect a regional representative candidate to the 

ISC, pursuant to the relevant requirements.  

• Using the widest-scope means available, the regional 

members shall propose candidates to become regional 

representatives. 

• The proposed candidates shall accept or refuse taking part in 

the election  

• Reviewing the proposed candidates’ compliance with the 

requirements. In the case of non-compliance, the candidate 

is removed and both the candidate and the members are 

informed, inviting the members to propose new candidates. 

• Using the widest-scope means available, the regional 

members will elect candidates to become regional 

representatives. 

• Sending a notification of who the elected candidate is to the 

ISO  

  

ISC Chair or Vice Chair / 

Regional or Subregional 

Secretary / ISO Coordinator 

/ ISO Membership Staff 

Regional or Subregional 

Secretary / ISO Coordinator 

/ ISO Membership Staff 

Regional members / 

Regional or Subregional 

Secretary or Coordinator  

Proposed candidates 

 

Regional or Subregional 

Secretary or Coordinator  

 

Regional members  

 

Regional or Subregional 

Secretary or Coordinator  

 

 

Procedure 5.2: Supervision and validation of the election procedures 

Flow Activities Accountable Position 
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• Receiving member complaints or non-conformities about the 

election process, if there were any. 

•  

• Establishing an external oversight centre, if necessary. 

 

• Analysing any reported complaint or abnormality. 

 

 

 

 

• Reporting to stakeholders on the investigation findings and 

the actions to be taken. 

 

 

• Creating, submitting and discussing the election process 

report and the measures taken, if there were any. 

 

 

 

• Validating the process and ratifying the representatives. 

ISO Coordinator / ISC Chair 

and/or Vice Chair 

 

ISO Coordinator / ISC Chair 

and/or Vice Chair 

 

ISC Chair and/or Vice Chair 

/ ISO Coordinator / 

External Oversight Centre, 

if necessary 

 

ISC Chair and/or Vice Chair 

/ ISO Coordinator 

 

ISC Chair and/or Vice Chair 

/ ISO Coordinator / 

External Oversight Centre, 

if necessary /All ISC 

members 

  

All ISC members 

 

Procedure 5.3: Guidance to new members 

Flow Activities Accountable Position 

 

 

 

 

 

 

• Drafting or updating the induction programme and materials 

for the new ISC representatives, according to the tasks they 

will be responsible for. 

• Choosing and hiring a company to design or update the 

virtual induction programme in the Website for the new ISC 

representatives 

• Inviting the ISC elected representatives to take part in the  

virtual induction programme to the ISC 

• Participating and approving the virtual induction programme 

• Validating the procedure and certifying the new 

representatives  

ISO Coordinator / ISC Chair 

and/or Vice Chair  

ISC Chair and/or Vice Chair 

/ ISO Coordinator / ISO 

Finance Coordinator 

ISC Chair and/or Vice Chair 

/ ISO Coordinator 

 New elected 

representatives to the ISC 

ISC Chair and/or Vice Chair  

 

Procedure 5.4: Approval of ISC members resignations 
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Flow Activities Accountable Position 

 

 

 

 

 

 

• Receiving the resignation requests of some ISC 

representatives. 

• Analysing, addressing and reporting these resignation 

requests. 

• Registering and reporting the resignation, and requesting the 

substitute (who came second in the last regional election 

process) to join the group. 

• If she does not accept, the third candidate of the last 

regional election process is notified.  

• Participating and approving the virtual induction programme 

to the ISC. 

• Officially appointing the new ISC member and updating the 

ISC representative’s record. 

All ISC members 

 

All ISC members / ISC Chair 

and/or Vice Chair 

ISC Chair and/or Vice Chair  

 

ISC Chair and/or Vice Chair  

New elected 

representatives to the ISC 

ISC Chair and/or Vice Chair 

/ All ISC members 

 

 

6
th

 Process of ISC Sessions Management: 

It describes the necessary activities to summon the ISC representatives to attend the general meetings, 

whether they are ordinary or extraordinary, as well as the necessary activities to foster development, 

and to inform its members on the progress and resolutions taken during these meetings, and drafting 

and approving the annual report of tasks. Moreover, it includes activities so that the ISC members may 

individually and mutually assess their performance in the management position they have taken, and so 

that they may commit themselves to implementing improvements on a periodic and on-going basis. 

Policy of the ISC Sessions Management Process: 

The ordinary or extraordinary meetings of ISC representatives must be scheduled and previously 

summoned on a personal basis. Its development and the resolutions issued by the management team 

must comply with the regulations established in this manual for that purpose.  

The ISC representatives and Regional Coordinators shall stay in touch through the regional personnel 

structure, so as to ensure consistency within the Network. 

The ISC will issue an annual report highlighting and spreading the progress, achievements and the main 

or remarkable actions carried out throughout the year by the network members around the world.   
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All the ISC representatives will individually and mutually assess their performance in the management 

position they have been elected for, on a periodic and systematic basis. They will issue a written 

commitment for improvement in the cases where it is deemed necessary according to the performance 

assessment results.  

 

Regulations to be complied with in the ISC Sessions Management Process: 

For the Preparation and summoning to ISC ordinary and extraordinary meetings: 

• The summoning to ordinary and extraordinary sessions will be carried out by personal electronic 

means, at least on two occasions: first, at least fourteen (14) calendar days before the date 

indicated for the session to be held, and secondly, seven (7) calendar days before. The following 

items should also be indicated: its nature (ordinary or extraordinary), kind of meeting (virtual or 

face-to-face), the agenda to be addressed, date, time and venue.  

 

For the Leadership and development of the ISC ordinary and extraordinary meetings: 

• ISC meetings may be ordinary and/or extraordinary and compulsory. Moreover, they can be 

virtual, using the International Steering Committee electronic forum and/or by means of 

individual telephone calls, chat rooms and conference calls. However, a face-to-face meeting 

with all the ISC representatives will be held once a year.  

• There should be at least three conference calls per year for all the CDI representatives, which 

will include translation services. If ISC representatives do not participate in two consecutive 

face-to-face or virtual meetings, or in the format given, the representative’s arguments will be 

heard and she may be replaced by her substitute, not being able to run in the next regional 

election for the ISC. 

• The extraordinary sessions will be held when the Chair deems it convenient, or when it is so 

requested by at least three (3) of the ISC representatives. 

• All members should make regular contributions through the International Steering Committee 

electronic forum and/or by means of individual telephone calls / conference calls and/or via 

email, at least once a month. 

• An ISC meeting will be considered valid if half the ISC representatives plus one are present or 

represented there. The Chair shall confirm so before opening each session. If by the date and 

time indicated in the summoning, there is not enough quorum, the meeting will be held half an 

hour later with the representatives who are present.  

• Resolutions are adopted with a simple majority vote of the ISC members who are present and 

represented in the corresponding ordinary or extraordinary session. All the resolutions issued by 

the ISC which do not violate international laws and agreements currently in force, nor ICW 

Global rules and regulations, are compulsory for the members, who will not be able to claim 
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ignorance of them, to have voted against them or not to have attended the meeting where they 

were agreed upon. 

 

For Communication with the represented members 

� All representatives before the ISC must keep close relations with the women living with 

HIV/AIDS and with the HIV-related work conducted in the regions. They will ensure that 

communication is kept throughout the regions at least once a month, using the most 

economical means available. 

� The ISC representatives are responsible for conducting regular consultations with the regional 

members, at least once every quarter, in order to find out what they think about key issues, by 

means of electronic fora and/or meetings or workshops, wherever this Committee may meet. 

� The ISC representatives must keep members updated about ICW Global vision, purpose, values 

and activities, not only at a regional level but also at a world level. This includes providing 

information through ICW Global regional electronic fora, as far as possible.  

 

For Drafting the ISC annual report: 

• The ISO is responsible for creating and submitting the annual report on ICW Global activities to 

the ISC members. 

 

For Self-assessment and continuous improvement of ISC members’ performance: 

• The ISC members’ performance assessment will be based on the compliance with a set of 

factors duly approved by the whole Committee, defined according to the responsibilities 

established in this Manual on the ICW Global Governance System. 

• The ISC members’ performance assessment will be conducted once a year, in December and 

January. 

• Each member’s performance will be assessed by herself and by the rest of the members. The 

final score will be the average obtained after adding up all the assessments carried out.  

• In every case, there should be a plan entailing corrective actions and/or personal performance 

improvement commitments for all ISC members. 

 

Procedures for the ISC Session Management Process: 
 

Procedure 6.1: Preparation and call to ISC ordinary and extraordinary meetings 

Flow Activities Accountable Position 
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• Setting of agenda and defining of date, time and place to 

hold the meeting 
 

• Drafting of the call for meeting message according to the 

regulations 
  

• Sending the call via electronic means to ISC members at the 

date set under the regulations 

ISC Chair and/or Vice Chair 

 

 

Procedure 6.2: Leadership and development of ISC ordinary and extraordinary meetings 

Flow Activities Accountable Position 

 

 

 

 

• Opening of meeting, reading and approval of the agenda 

proposed 
 

• Development of agenda 
  

• Approval of resolutions deemed necessary 
 

• Close of meeting 

ISC Chair and/or Vice Chair 
 

 

 

ISC Chair and/or Vice Chair 

/ All ISC members 
 

All ISC members 
 

ISC Chair and/or Vice Chair 

 

 

Procedure 6.3: Communication with represented members 

Flow Activities Accountable Position 

 

 

 

 

• Monthly communication held with women living with HIV in 

their regions, through the cheapest possible means, to learn 

about the progress made in the work on HIV in their regions 

• At least, every three months, holds regular consultations via 

electronic means with members in their region to learn 

about what they think on key topics 

• Takes notes of the progress made and key topics reported by 

members in her region and shares at the monthly ISC forum 

•  Takes note of most relevant topics and resolutions 

addressed at the monthly ISC virtual forum and periodically 

reports to members in the region, through the available 

means 

ISC members 

 

 
 

 

ISC members 

 

 
 

 

ISC members 

 

 

ISC members 

 

 

Procedure 6.4: Drafting the ISC annual report 

Flow Activities Accountable Position 
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• Definition of guidelines, content and reach of the 

association’s memory and annual report 

• Elaboration and submission of memory / annual report; 

adjustments, clarifications are discussed and requested or 

information is expanded on, as necessary 

• Adjustments and/or organised modifications are reviewed 

and made, if applicable 

• Memory / annual report is authorised / approved 

•  It is prepared and distributed to regions, sub regions 

Coordinators, National Points of Reference and other 

audiences deemed convenient. Posted on the network’s 

website 

ISC Chair and/or Vice Chair / 

ISO Coordinator / ISO 

Communication Coordinator 
 

ISO Communication 

Coordinator / ISO 

Coordinator / ISC Chair and 

members 
 

 

ISO Communication 

Coordinator / ISO 

Coordinator 

 

All ISC members 
 

 

ISO Communication 

Coordinator / ISO 

Coordinator / ISC Chair 

 

Procedure 6.5: Self-assessment and ongoing improvement of the performance of ISC members 

Flow Activities Accountable Position 

 

 

 

 

• Regular review and update of criteria, instruments, 

procedures and Schedule to assess the performance of ISC 

partners. 

• Regular assessment, in accordance with the Schedule, of the 

performance of ISC members and planning of improvement 

commitments  

• Discussion of results of the evaluation and commitment 

plans of improvement actions 

• Follow-up to the compliance with improvement 

commitment plans 

ISC Chair and/or Vice Chair / 

ISO Coordinator / All ISC 

members 
 

 

Chair and/or Vice Chair and 

all ISC members / ISO 

Coordinator 
 

 

 

 

 

All ISC members 
 

 

 
 

ISC Chair and/or Vice Chair / 

ISO Coordinator 

 

Process 7 for the Development of the ISC’s working commissions: 

 

The procedures that are part of this process describe the activities to be performed in order to establish 

and create the different working commissions required by the ISC on concrete technical aspects which 

are necessary to meet their expected goals, targets and outcomes. It also includes the steps to follow to 

call its members and, for the development of working meetings, as well as for assessing its performance 

and the achievement of the planned results. 
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Policy for the Process of Development of the ISC’s working commissions: 
 

The ISC has the power to establish and appoint the working commissions considered necessary and 

relevant to address its concrete technical matters. These may be temporary or permanent depending on 

their nature and bear a reach and working plan pointing to the expected outcome. Their performance 

shall comply with the rules and procedures included in this manual and shall be assessed jointly with the 

progress made and results obtained. Each commission shall have at least one ISC member. 

 

Rules to follow in the Process of Development of the ISC’s working commissions: 
 

For the Creation of working commissions if necessary: 

• The whole of the ISC shall appoint the technical ad-hoc commissions, whether temporary or 

permanent, that considers relevant, setting the roles and responsibilities assigned. 

• Technical commissions shall be made of ISC representatives, ICW Global members or individual 

persons or representatives from institutions who, not being part of ICW Global, due to their 

experience and/or knowledge are invited to participate and accept being part of said 

commission; o who voluntarily wish to engage, after the approval by the whole of the ISC. 

• The technical commissions shall enter into session to address the relevant affairs, in the manner 

they consider convenient, in conformity with the previously agreed working plan and meeting 

schedule. 

 

For the Preparation of agendas, proposals and technical reports: 

• The technical commission coordinator is responsible for drafting the call and agenda prior to 

every meeting, in accordance with the topics agreed upon in the working plan and the progress 

and agreements subscribed among members. 

• The meeting for each commission shall be convened by the coordinator (a) of said committee or 

commission, at least five (5) working days in advance, attaching a copy of the agenda to be 

addressed and the supporting documentation, when applicable. 

• The ISO shall provide logistic and secretarial support for the call, conduction and follow-up of 

the technical commission meetings. 

 

For the Administration of working commission meetings, if established: 

• All members of a working commission shall attend the meetings held sharply, maintaining an 

active and respectful participation. 

• The meeting of each working commission shall be chaired by the coordinator of said commission 

and developed accordingly with the agenda set and submitted to that effect. 

• Resolutions shall be made by consensus if possible, or else, by simple majority. In case of a draw, 

the coordinator shall exercise double vote. 

• Every decision made by the commission shall be documented in a working minute, signed by the 

members present in the session. 
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For the Assessment of the performance of working commissions, if established: 

• The coordinator, jointly with the technical commission, shall elaborate and regularly submit, in a 

term no greater than three (3) months and at the end of each year or when the commission’s 

work is concluded, a report on the agreements and the progress made and achievements. 

• Reports shall be submitted before all the members of the ISC for their knowledge and approval. 

They shall be distributed to institutions and stakeholders deemed convenient by the ISC. 

• In the case of Temporary Commissions, upon conclusion of work, a performance assessment 

report shall be submitted to the ISC, in conformity with the progress and compliance with the 

goals and outcomes set in their corresponding work plans. 

• It is the ISC Chair’s responsibility to request changes in the composition of commissions when 

their performance is inappropriate or if they are not complying with their work plan. The ISC is 

in charge of approving the said changes. 
 

Procedures for the Process of Development of the ISC working commissions: 
 

Procedure 7.1: Creation of working commissions if necessary 

Flow Activities Accountable Position 

 

 

 

 

• Review of criteria and regulations for the creation of working 

commissions 

• Identification and proposal of candidates according to the 

nature of the commission 

• Integration and appointment of commission and registration 

in the corresponding minute 

• Elaboration and submission for approval of a plan, budget 

and scope of work of the appointed commission 

• Plan approval and scope of work of the appointed 

commission, and adjustments if needed 

ISC Chair and/or Vice Chair  

 

ISC Chair and/or Vice Chair / 

All ISC members  
 

 

 

All ISC members / ISC Chair 

and/or Vice Chair 

 

 

 

Working Commission / ISO 

Coordinator 
 

All ISC members / Working 

Commission / ISO 

Coordinator 
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Procedure 7.2: Preparation of agendas, proposals and technical reports 

Flow Activities Accountable Position 

 

 

 

 

• Drafting the agenda and defining date, time, venue and 

invitation for the technical commission meeting according to 

the approved work plan. 

• Sending invitation to members of the technical commission 

and confirming attendance. 

 

• Preparing the documentation and logistics for the meeting. 

 

• Defining/updating the content and scope of reports and/or 

technical proposals. 

• Making reports/proposals, presenting and submitting the 

technical commission reports. 

 

• Discussing and requesting changes, clarifications or further 

information according to the case. 

• Making changes and/or modifications and approving 

technical reports and/or suggestions. 

• Disseminating information to organisations and 

stakeholders, if necessary. 

Working Commission 

Coordinator 

 
 

Working Commission 

Coordinator/ ISO 

Coordinator  

 

Working Commission 

Coordinator 
 

 

Working Commission  

 

 

All ISC members / Working 

Commission / ISO 

Coordinator 
 

 

All ISC members  

Working Commission / ISO 

Coordinator / All ISC 

members  

 

 

ISC Chair and/or Vice Chair / 
ISO Coordinator 

 

Procedure 7.3: Administration of working commission meetings  

Flow Activities Accountable Position 

 

 

 

 

• Opening meeting, reading and approving the agenda.  

• Discussing the agenda, approving and documenting 

resolutions. 

• Drafting and approving the minutes of the meeting.  

• Following up agreements, resolutions and commitments 

with the working commission. 

Working Commission 

Coordinator 
 

Working Commission  

 

 

Coordinator / Working 

Commission  

 

 

Working Commission 

Coordinator 
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Procedure 7.4: Assessment of working commissions’ performance 

Flow Activities Accountable Position 

 

 

 

 

• Periodically reviewing the progress/results of each 

commission during the term for which it was created, 

according to the approved work plan and goals. 

• Identifying gaps and applying corrective and/or 

improvement measures if necessary. 

• Discussing/approving the necessary changes to the scope, 

plan and work guidelines, and to members if necessary. 

•  Thanking the members of the commission when concluding 

their work. 

Working Commission 

Coordinator 
 

 

Working Commission  

 

 

 

All ISC members 
 

 

 

ISC Chair and/or Vice Chair / 

All ISC members 

 
 

Process 8 of Ethics and Conflict of interests: 

 

This process describes the rules and steps to follow in order to implement a permanent programme for 

the dissemination of the values and principles underpinning ICW and the steps for the timely, effective 

and evidence-based management of complaints relating to potential or actual conflicts of interest 

among members and people related to ICW Global. 

 
 

Policy for the Process of Ethics and Conflict of interest: 
 

A programme will be implemented for the permanent promotion and dissemination of the values and 

principles underpinning the reason for being and actions of ICW Global aimed at all members and key 

stakeholders. The programme’s results and impact will be periodically assessed and the necessary 

measures will be taken to ensure its continuous effectiveness. 

 

An objective and immediate investigation into the events will be encouraged and conducted in potential 

or actual situations of conflicts of interest involving any person related to ICW Global. Initial data will be 

studied by the ISO Coordinator and from then on final resolutions after the objective investigation and 

clarification of events shall only be taken by all members of the ISC and its ruling shall not be open to 

appeal.  

 

Rules to follow in the Process of Ethics and Conflict of interests: 
 

For the Promotion of the practice of the global network’s values: 
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• An annual plan will be implemented for the permanent promotion and dissemination of the 

values and principles of ICW Global aimed at all members and key stakeholders. 

• The design, implementation and monitoring of the achievements and impact of the annual 

programme for the promotion and dissemination of the values and principles of ICW Global will 

be the responsibility of ISO and its approval will be granted by the ISC. 

• The ISO shall regularly inform the ISC about the progress and results obtained from developing 

the programme for the promotion and dissemination of values and principles of ICW Global. 

 

For the Prevention and resolution of conflicts of interest: 

• Conflicts of interest arise when people related to ICW Global (ISC members, staff, Regional or 

Subregional Secretaries, National Points of Reference and members of ICW Global in general) 

unduly make use of their position to privilege their own personal or institutional interests, 

favouring some while excluding others, or affecting the goals, efforts and/or services of the 

network in general. The following cases are typical examples of conflicts of interest: 

• When people participate in decision making based on blood relations and/or affinity, 

affecting them, their sector or group they represent. 

• When people make use of privileged information that puts them in an advantageous 

situation. 

• When people use their position or the goods of ICW Global for personal benefits or to 

favour their sector or group in particular. 

• Every person related to ICW Global that identifies a situation of potential or actual conflict of 

interest must immediately report it in writing to the Chair and/or all members of the ISC. 

• Every potential or actual conflict of interest reported must be duly checked and solved 

according to the findings of an investigation conducted by the ad hoc working commission 

appointed for such purpose by the ISC. 

• The ISC must issue the final resolution on actual or potential conflicts of interest. The ruling, 

which is not open to appeal, must be based on reports from documented investigations made 

by an Ad Hoc commission appointed for such event, coordinated by the ISO Coordinator, which 

shall not be appealed.  

 

Procedures for the Process of Ethics and Conflicts of interest: 
 

Procedure 8.1: Promotion of the practice of the global network’s values 

Flow Activities Accountable Position 

 

 

 

 

• Designing annual programmes for the promotion of values 

and principles of ICW Global for the various stakeholders, 

including the results, expected goals, strategies, means and 

materials, budget and execution schedule. 

• Presenting, discussing, suggesting and making changes if 

necessary. 

 

ISC Chair or Vice Chair / ISO 

Coordinator / ISO 

Communication Coordinator 

 

Chair or Vice Chair ISC / ISO 

Coordinator / ISO 

Communication Coordinator 

All ISC Members  
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• Approving programme and budget. 

• Developing the programme in line with the schedule and 

approved budget, regularly monitoring progress, 

achievements and impact. 

• Regularly preparing and presenting a report on 

development, achievements and impact obtained. 

 

All ISC Members  

 
 

ISO Coordinator / ISO 

Communication Coordinator 

 

 

ISO Coordinator / ISO 

Communication Coordinator  

 

Procedure 8.2: Prevention and resolution of conflicts of interests 

Flow Activities Accountable Position 

 

 

 

 

• Identifying, receiving and analysing the conflicts of interest 

reported, or those that go against the ethics according to 

that contained in this manual. 

• Creating and appointing a specific Ad Hoc Commission. 

• The Ad Hoc Commission investigates into, listens to the 

parties involved and addresses the conflict of interest and 

the unethical nature. 

• Analysing results, issuing conclusions and recommendations, 

and presenting before all members of the ISC for resolution 

in line with the rules. 

• Analysing, solving and notifying the parties involved.  

ISC Chair or Vice Chair / All 

ISC members 

 
 
 

All ISC members 

 

 
 

Ad Hoc Commission 

 

 

 
 

Ad Hoc Commission / ISO 

Coordinator 
 

 

 

All ISC members / ISC Chair / 

ISO Coordinator 

         

Table of work positions for the International Steering Committee (ISC) of 

 ICW Global 
  

Below, there is a “scheme or table of work positions”
 12

 for the International Steering Committee (ISC), 

specifying the position that executes each process and procedure. The table illustrates the positions 

involved in all activities and procedures of each process carried out by the International Steering 

Committee (ISC) of ICW Global.   

 

 

 

  

                                                           
12 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 
Chapter 3, Pages 67 – 80. 
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Process 1: Strategic 

Management  

Process 2: Forging 

External Relations 

Process 3: 

Resource 

Generation 

Process 4: Strategic 

Control and 

Accountability 

Process 5: 

Appointment and 

Resignation of ISC 

representatives 

Process 6: Management 

of ISC Meetings 

Process 7: Development 

of ISC Commissions’ 

Work 

Process 8: 

Ethics and 

Conflict of 

Interests 

Procedures: Procedures: Procedures Procedures: Procedures: Procedures: Procedures: Procedures: 

Positions         /         Procedures 1.1  1.2 

    

1.3 

 

1.4 2.1 2.2 2.3 2.4 3.1 3.2 3.3 4.1 4.2 4.3 4.4 4.5 5.1 5.2 5.3 5.4 6.1 6.2 6.3 6.4 6.5 7.1 7.2 7.3 7.4 8.1 8.2 

All ISC members  
            

                                                      

Chair             

                                                      

Vice Chair             
                                                      

ISO Coordinator              

                                                      

ISO Staff              

                                                      

ISO Financial Coordinator         

                                                      

ISO Communications Coordinator         

                                                      

ISO Monitoring Staff          
                                                      

ISO Resource Management Staff         
                                                      

Appointed Working Commissions         

                                                      

Working Commission Coordinator         

                                                      

Regional or Subregional Secretary or 

Coordinator         

                                                      

Newly Elected Representatives          

                                                      

ISO Membership Staff         

                                                      

External Oversight if necessary         

                                                      

Advocay officer/ UN Liaison Officer 
          

  

                                                  

Table of work positions for the International Steering Committee (ISC) of ICW Global 
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Functional structure of the International Steering Committee (ISC) of ICW Global 
 

The table of positions comprehensively shows all the positions required to appropriately realise the designed processes and procedures of the 

International Steering Committee (ISC), which on the whole allow for the design of its functional structure, which is no other than the 

schematic representation of hierarchical dependency levels of all the work positions defined by the governance body of ICW.
13

 The functional 

structures of all the ICW Global Governance System bodies have allowed to describe and show the global structure of the whole Governance 

System of the organization at the end of the Manual.  

                                                           
13 Hector Colindres, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, Chapter 3, Pages 66 – 67. 
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External oversight if 

necessary 

International 
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Staff 
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REGIONAL or SUBREGIONAL SECRETARY/ COORDINATOR 

 (According to the structure in each continent) 

Roles and responsibilities  
 

Contributing to the International Steering Committee (ISC), the work of the Regional or Subregional 

Secretaries / Coordinators for the governance and political leadership of the network is fundamental to 

enable ICW Global to fulfil its mission, vision, purpose and expected results. As part of this Governance 

System, they perform several key roles: 

 

1. Network promotion and inclusion of new members 

 

2. Coordination of members and regional activities 

 

3. Communication and information exchange with 

the ISC representative and the National Chapters 

in the region 

 

4. Link with the International Steering Committee 

and the Region 

 

5. Resource mobilisation 

 

In order to perform these roles, Regional or 

Subregional Secretaries / Coordinators should fulfil the following specific ROLES: 

1. Promoting ICW Global’s good image and relations. Talking about ICW Global at all possible 

meetings to make it known and explain the different actions taken by members worldwide.                                                  

 

2. Promoting the inclusion of women living with HIV into the Network. It is the Regional and 

Subregional Secretaries / Coordinators’ task to encourage women living with HIV from countries to 

appoint a National Chapter of ICW Global in cases where it did not exist. 

 

3. Updating membership-related data. Working on issues related to membership in a coordinated 

fashion with the ISO Membership Officer and also with the National Point of Reference, so that 

membership data stays in the country, Region / Subregion and at the ISO, thus ensuring data 

confidentiality. 

 

4. Permanently coordinating with women living with HIV and the HIV field activities in the region or 

subregion. They are responsible for keeping close relations, giving guidance and support to women 
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living with HIV who are Country Points of Reference, and also responsible for coordinating the work 

done in the field of HIV in the region or subregion. 

 

5. Conducting the logistics required in the region or subregion. Organising the logistics for the 

necessary regional meetings that should be held at the right time. 

 

6. Keeping communications and coordination of actions in a close and regular manner with the 

regional representative and the ISC. Being in contact with the International Steering Committee 

(ISC) representative in the region to coordinate actions and convey information on key topics of 

interests in the region or subregion so that the ISC representative is able to take a regional / 

subregional stance on the various topics, including regular participation in the International Steering 

Committee electronic group forums and/or individual telephone calls / teleconferences at least once 

a month. 

 

7. Keeping members in the region or subregion regularly and permanently informed. In relation to 

the values, purpose, vision and activities of ICW Global, in the areas of involvement. Providing a 

regular report to the group of members in the region on the network’s progress and developments, 

including information through ICW Global regional / subregional electronic forums whenever 

possible, and conducting the relevant coordination with the region or subregion’s webmasters and 

any other type of communication tool used. 

 

8. Undertaking regular and systematic discussion processes with National Points of Reference and 

members in the region or subregion. Having periodic consultation processes -at least every two 

months- with ICW Global Country Points of Reference and in cases where it is not possible for not 

having a National Chapter, maintaining communication, through the available media best suited for 

the regional / subregional reality (electronic group forums and/or meetings or workshops), with 

members in the region or subregion to find out their thoughts on key topics of interest for the 

network and its members. 

 

9. Managing resource mobilisation for the region or subregion. Promoting, boosting, developing 

mobilisation processes to obtain resources for the region or subregion, monitoring the making of 

proposals and accounting for the relevant matters. 

 

10. Conducting effective and appropriate processes for the election and transfer of the Regional or 

Subregional Secretary / Coordinator. Preparing, calling and conducting the election process for the 

regional or subregional members in an effective, participative, inclusive, transparent way and with a 

harmonious transfer of the institutional office to the next Regional or Subregional Secretary / 

Coordinator. The whole process is done on permanent coordination with the ISO Coordinator and 

the ISC Chair. 
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Processes and procedures, policies, performance standards and duties of 

the Regional or Subregional Secretary/ Coordinator 
 

It is the Regional or Subregional Secretaries / Coordinators’ task to perform the set of processes and 

procedures duly complying with the standards that ensure their effective, quality performance as 

described below for each of the substantial roles proposed. The activities described also identify the 

work positions responsible for their execution, and those that somehow cooperate, support, oversee or 

are involved in the approval of a certain activity. 

 

Process 1 for the Promotion and development of advocacy strategies of ICW Global: 

 

It includes the procedures involving the activities undertaken to promote the good image and actions of 

ICW Global, develop effective interventions of political advocacy, identify and coordinate efforts and 

resources with other institutions or organisations that allow for a greater impact and effectiveness of 

the programmes carried out by ICW Global in its respective regions and subregions. 

 

Policy for the promotion process and development of advocacy strategies of ICW Global: 

 

It is the duty of Regional and Subregional Secretaries or Coordinators to promote the network’s good 

image, to permanently talk about and share the vision, purpose, values, activities of ICW Global and 

report on the advocacy tasks conducted worldwide, in all possible forums, events and meetings, with 

various political, private, academic sectors, NGO’s, civil society organisations, social communication 

media and members in the regions and sub regions. They should make the most of all these forums to 

advocate for the respect and full enjoyment of human rights and access to a quality health care that will 

contribute to improving the quality of life of our members in their regions and subregions. 

 

They should also attempt to identify and coordinate with strategic partners, those programmes 

developed by ICW Global in their respective regions and subregions in order to ensure greater 

effectiveness and impact. 

 

Rules to follow in the promotion process and development of advocacy strategies of ICW Global: 

 

For the Promotion of ICW Global’s good image: 

• The list of groups, public and private organisations, NGOs, civil society organisations, and 

communications media of interest existing in the region or subregion should be updated every 

three months, as well as the events and/or the activities to be performed. 

• ICW Global dissemination and information material corresponding to global actions to be used 

should be provided by the ISO, and should be updated and available at all times for regions and 

sub regions requiring it. The material should be properly tailored to the objectives, characteristics 

and needs of the groups, organisations, events or activities in the region or sub region where it is 
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used. For which the regions and subregions must provide the information from their region and 

subregions in due time and manner to the communications area of the ISO. 

• The information provided to the various groups and organisations in the regions and/or 

subregions must be periodically and permanently followed. 
 

 

For the Development of advocacy strategies: 

• There should be a regular and permanent exploration, identification and selection of forums and 

events for political advocacy interventions at the regional and subregional levels. 

• The strategies to be used in regional and subregional advocacy and political advocacy 

interventions should be those of greater proven impact. 

• The compliance and results obtained from developing the regional and subregional political 

advocacy plan of the ISC are monitored by the ISO and the necessary corrective and/or 

improvement measures are taken on an ongoing and permanent basis to ensure greater impact. 

 

For the Coordination with partners for successful ICW Global programmes: 

• A data bank shall be maintained with updated information on potential key support partners in 

the development of the programmes carried out by ICW Global. 

• The regional and subregional programmes developed by ICW Global shall be made, where 

possible, with the support of key strategic partners, with whom actions will be defined and 

specific coordination and political advocacy agreements should be signed. 

• On a regular basis, the progress made and achievements obtained from coordination and political 

advocacy relations with strategic partners are monitored and reported at a regional and 

subregional level. 

 

Procedures for the promotion process and development of advocacy strategies of ICW Global: 
 

Procedure 1.1: Promotion of ICW Global’s good image 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Regular update of the list of public, private organisations, 

NGOs, civil society organisations and communications media 

of interest in the region or sub region. 
 

• Every quarter, the activities of interest to be conducted in 

the region or subregion are analysed, identified and listed. 
 

• Updated material and information available for each 

organisation, event or activity of the region or subregion is 

requested from the ISO. 
 

• The material and information to be used in each group, 

organisation, event or activity in the region or subregion is 

received, organised and prepared. 
 

• A schedule of groups, organisations and communications 

  

Regional or Subregional 

Secretary/Coordinator / 

ISO Local Advocacy Officer 

/ ISO Coordinator 
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media to be contacted and followed is made as well as of 

events / activities to participate during the quarter. 

 

 

• Contacts are made and dissemination is encouraged to 

organisations, communications media, events and identified 

activities, according to the Schedule established. 
 

 

Procedure 1.2: Development of regional advocacy strategies 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

• Identification and definition of regional or subregional 

advocacy events and forums where to participate 
 

• Review of greater effectiveness strategies used in advocacy, 

deciding on the ones to be used with those responsible for 

execution. 
 

• Drafting of a quarterly advocacy schedule and budget to be 

implemented. 
 

• Review, selection and request from the ISO of supporting 

material and resources to be used. 
 
 

• Development of a quarterly ISC advocacy schedule, and the 

ISO monitors its compliance and outcome. 
 

• Where requested, identification and contact of funding 

sources for participation in key, defined political advocacy 

forums and events. 
 

• Preparation and presentation of outcome reports. 

Implementation of corrective measures and/or relevant 

improvements. 

Regional or Subregional 

Secretary/Coordinator / 

ISO Local Advocacy Officer 

/ ISO Coordinator. 

  

 

Procedure 1.3: Coordination with partners and other key players for the success of ICW Global advocacy 

programmes and strategies 

Flow Activities Accountable Position 
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• Ongoing identification and proposal of key partners for the 

development of regional or subregional programmes and/or 

political advocacy actions. 
  

• Report to ISO of new potential partners in order to update 

the list of possible partners.  
 

• Research and report to ISO about the nature, purposes, 

areas of intervention, priorities for potential partners and 

areas of interest in order to update the database. 
 

• Contacts are made and interests are explored. 
 

• Definition of coordination areas and aspects with partners 

contacted in the region or subregion. 
 

• Drafting and signing of letters of understanding with regional 

or subregional strategic coordination partners. 
 

• Coordinations agreed with partners are made as well as the 

monitoring of progress and outcomes. 

• Preparation and presentation of progress reports and 

implementation of the necessary corrective and/or 

improvement measures. 

Regional or Subregional 

Secretary /Coordinator / 

ISO Local Advocacy Officer 

/ ISO Coordinator.  

 

Process 2 for the Promotion of the inclusion and registration of HIV positive women into the network: 

 

This process includes the procedures involving those activities that are necessary for an ongoing 

incentive of including HIV positive women into the network, besides promoting and supporting the 

creation of a National Chapter in those countries of the region and subregion where it is still inexistent, 

allowing women to get organised to defend their rights. It also includes the activities to be performed in 

order to keep a single, updated, standardised and confidential record of the members in each region 

and subregion. 

 

Policy for the promotion process for the inclusion and registration of women living with HIV into the 

network: 

The search for women living with HIV in all countries, regions and subregions is constant and they are 

encouraged, advised and supported to form an ICW Global National Chapter in countries where it is 

inexistent. 

The ICW Global record of women, girls, adolescents and young women must be standardised, updated 

and consistent at national, regional and ISO levels, and must be kept strictly confidential. 
 

Rules to follow in the promotion process for the inclusion and registration of women living with HIV 

into the network: 
 

For the Promotion of the inclusion and registration of women living with HIV in the region or subregion 

into the global network: 
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• The regional and subregional National Chapters should constantly and permanently promote and 

encourage the search and inclusion of women, girls, adolescents and young women living with 

HIV into ICW Global. 

• There should be a standardised, updated and confidential record of ICW Global associated 

women, girls, adolescents and young women at national, regional and ISO levels. 

 

For the Creation of ICW Global National Chapters in countries of the region where they are inexistent: 

• There is an updated record of the National Chapters existing in the region and subregion and of 

the countries where they have not yet been created. 

• In those countries of the region and subregion where there is no National Chapter, there should 

be a promotion and incentive to create one, and advise should be given to women living with HIV 

for its creation and development. 

 

Procedures for promoting the inclusion and registration of women living with HIV into the network: 
 

Procedure 2.1: Promotion of the inclusion and registration of women living with HIV into the Global 

network in the region or subregion. 

Flow Activities Accountable Position 

 

 

 

 

 

• Continuous search and identification of women, girls, 

adolescents and young women living with HIV in the Region 

or Subregion jointly with the National Points of Reference. 
 

• Regular confirmation with National Points of Reference that 

registration files of new members is effectively done and 

updated, preserving confidentiality. 
 

• Requests and receives from National Points of Reference the 

membership files and checks and guarantees that data is 

updated and consistent for the country, region and the ISO. 

 

• Sends a copy of the membership registration files to the ISO 

membership area. 

Regional or Subregional 

Secretary / Coordinator  

 

Procedure 2.2: Motivation for the creation of new ICW Global National Chapters, in countries of the region 

where they do not exist 

Flow Activities Accountable Position 
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• Keeps an update of the record of National Chapters existing 

in the region or subregion and of the countries where they 

do not exist. 
 

• Provides continuous and regular stimuli for women, girls, 

adolescents and young women living with HIV to organise 

and form an ICW Global National Chapter in countries where 

Chapters do not exist. 
 

• Guides and advises women, girls, adolescents and young 

women living with HIV who accept the creation of National 

Chapters in countries where they do not exist. 
 

• Keeps a close communication and oversight of the work 

done by the National Chapters of the region or subregion. 
 

• Submits a report periodically to the ISC and the ISO 

Membership Officer about the situation and progress made 

in the creation of National Chapters in the region or 

subregion. 

Regional or Subregional 

Secretary /Coordinator / 

ISO Local Advocacy Officer 

/ ISO Coordinator.  

 

Process 3 for Coordination with members and activities in the region or subregion: 

 

It comprises the set of procedures involving the necessary activities to be in close contact with women 

living with HIV and with the work done on the field of HIV in the region or subregion, besides collecting 

important information about the activities, achievements and obstacles found, and exploring their 

thoughts and their contribution from a field perspective for an ongoing improvement of ICW Global’s 

work. Finally, it includes the steps to be taken by the Regional or Subregional Secretaries / Coordinators 

for the necessary logistics for the effective realisation of ICW Global events held in their territories. 

 

Policy for the process of coordination with members and activities in the region or subregion: 

 

Regional and Subregional Secretaries / Coordinators should keep close relations with women living with 

HIV and with the work done in the field of HIV in the region and, at least once a month, make regular 

consultations with the National Points of Reference and the members in their region or subregion, in 

those countries where there is no National Chapter, in order to find out their thoughts on key matters. 

They should communicate through the means best suited for their reality, for instance, via electronic 

group forums and/or meetings, workshops, telephone calls, skype, among others. 

They shall support the necessary logistics required for holding ICW Global events in their region or 

subregion. 
 

Rules to follow in the Process of Coordination with members and activities in the region or subregion: 

 

For the Coordination of activities in the field of HIV and members in the region: 
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• Communication with the members in the region shall be made through the means best suited to 

the regional, subregional and local realities, and shall include virtual forums, electronic 

discussions and/or face-to-face meetings or workshops, telephone calls, skype, among others. 

• Every month, the Regional or Subregional Secretaries / Coordinators shall hold meetings to 

explore viewpoints, provide follow-up to the field work and deal with key aspects with their 

National Points of Reference and members in countries where there is no National Chapter. 

  

For the Development of the necessary logistics required in the region or subregion: 

• It is the responsibility of the Regional and Subregional Secretaries / Coordinators to support the 

development of the logistics aspects contributing to the effective realisation of ICW Global 

events in their respective region or subregion. 

 

Procedures for the process of coordination with members and activities in the region or subregion: 
 

Procedure 3.1: Coordination of activities in the field of HIV and with members in the region 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Checks the communications media available for the National 

Points of Reference of the region or subregion and for 

women living with HIV where there is still no National 

Chapter. 
 

• Quarterly sets dates for monthly consultation meetings with 

National Points of Reference and women living with HIV 

where there is no National Chapter in the region or 

subregion. 
 

• Defines the agenda to explore and discuss about other key 

topics to address, including the follow-up to the field work 

done by National Points of Reference and women living with 

HIV, and the achievements obtained. 
 

• Holds monthly meetings through the means available, 

following the agenda and schedule defined to explore points 

of view, provide follow-up and deal with key topics with 

National Points of Reference and members of their region in 

countries where there is no National Chapter. 
 

• Takes notes of participants, of the key aspects addressed 

and the agreements established. 

Regional or Subregional 

Secretary / Coordinator  

 

Procedure 3.2: Development of the necessary logistics required in the region or subregion 

Flow Activities Accountable Position 

 

 

 

• Regularly reviews with the ISC chair and the ISO Membership 

Officer the possibility of conducting ICW Global events in the 

region or subregion. 
 

• In affirmative cases, coordinates with the ISO Membership 

Officer on the date, venue, objectives, topics, participants 

Regional or Subregional 

Coordinator / Secretary 
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and logistics required. 
 

• Drafts a list of the logistics to be implemented to ensure the 

success of the event in the region or subregion. 
 

• Carries out every logistics aspect under her responsibility. 
 

• Keeps close communication with and submits a regular 

report on the progress and outcome to the Chair and the ISO 

Membership Officer and ISO Coordinator. 
 

• Participates in the events held in the region or subregion, 

ensuring the necessary logistics for an effective 

development. 

 

Process 4 for the Collection and Dissemination of information with the ISC and the region / subregion: 

It describes the steps for the periodic and regular participation of Regional and Subregional Secretaries / 

Coordinators in virtual forums or conference calls with their International Steering Committee 

representative and ISO Coordinator, as well as the steps to provide information to their National Points 

of Reference and members, where there is still no National Chapter, on the progress, achievements and 

relevant aspects relating to their work and that of ICW Global. Finally, it includes the steps to coordinate 

and support the region’s Web master for relevant updates. 

Policy for the Process of Collection and Dissemination of information with the ISC and the region / 

subregion: 
 

At least once a month, the Regional and Subregional Secretaries / Coordinators report about the main 

activities performed, the progress and achievements made, and also make regular contributions directly 

to the electronic group forums of the International Steering Committee and/or through individual 

telephone calls or teleconferences with the ISO Coordinator. 

 

On a monthly basis, they keep the Country Points of Reference and the women living with HIV in 

countries where there is no National Chapter, informed about the activities performed, the 

achievements and relevant aspects of their work and that of ICW Global. 

 

Also, at least every three months, they coordinate with the region’s Web master and ICW Global’s 

website, and with any other type of communication tool used for the regular update of relevant 

information on their region or subregion. 

 

Rules to follow in the Process of Collection and Dissemination of information with the ISC and the 

region / subregion:  
 

 

 

For the Preparation and transfer of information and regular contributions to regional ISC representatives 

and to the ISO: 
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• Every month, the Regional or Subregional Secretary/Coordinator sends to the ISO Coordinator 

and the ISC regional representative, a report about the activities, progress, achievements as well 

as her own contribution proposals and others gathered from the exploratory meetings with the 

National Points of Reference of her region or subregion. 

• At least once a month, the Regional or Subregional Secretary/Coordinator participates and 

contributes in the development of ICW Global activities directly with the ISC representative 

through virtual forums, teleconferences or via telephone. 

 

For the Preparation and Transfer of information to members about the network and activities conducted: 

• At least once a month, the Regional or Subregional Secretaries/Coordinators send reports 

through electronic or other means to the National Points of Reference and to women living with 

HIV from countries, where there is no National Chapter, about the activities and progress made 

during their period in office and also on relevant information of ICW Global directly obtained 

from the ISC and ISO. 

 

For the Coordination and support to the regular update of the region / subregion and ICW Global’s 

websites: 

• At least once every three months, the Regional or Subregional Secretaries/Coordinators should 

conduct the relevant coordinations with their region’s Web masters and any other type of 

communication tool used in order to include and input relevant information to be disseminated 

through this means. 

 

Procedures for the Process of Collection and Dissemination of information with the ISC and the region 

/ subregion: 
 

Procedure 4.1: Preparation and transfer of information and input to the regional ISC representative and to 

the ISO 

Flow  Activities Accountable Position 
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• Monthly reviews notes made at consultation and key topic 

discussion meetings, including the follow-up of the work 

done, the achievements and proposals/suggestions for the 

ISC representative, with National Points of Reference and 

women living with HIV in countries with no National Chapter. 
 

• Reviews other available information on the performance of 

her roles, the progress, achievements and obstacles found 

during the month. 
 

• Prepares and sends to the ISO Coordinator and regional 

representative before the ISC, a report on the activities 

performed, the progress, achievements and proposals of 

interventions suggested and gathered from exploratory 

meetings with National Points of Reference from the region 

or subregion. 
 

• Addresses questions, clarifies and/or elaborates on certain 

matters as requested, if necessary, and updates the file 

containing the received reports.  
 

• At least once a month, participates in virtual forums or 

teleconferences or direct telephone calls with the ISC 

representative when requested, in order to share 

information on the activities performed, the achievements 

and current major contributions from the region or 

subregion. 

Regional or Subregional 

Secretary/Coordinator 

 

Procedure 4.2: Preparation and transfer of information on the network and the activities performed to the 

members 

Flow Activities Accountable Position 
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• Participates in monthly ISC virtual forums or teleconferences 

if appropriate. 
 

• Takes notes on the most important aspects addressed and 

on the information to be conveyed and shared with the 

National Points of Reference and with women living with HIV 

in countries without National Chapter. 
 

• Regularly receives additional information from the ISC 

representative and/or ISO to distribute and send to 

members of the region 
 

• Reviews activities and the progress made during her office 

and, based on the information from the ISC representative 

and the ISO, she prepares and sends a report electronically 

and via other means to the National Points of Reference and 

to women living with HIV from countries where there is no 

National Chapter. 
 

• Confirms that information has effectively been received and 

reviewed by National Points of Reference and by women 

living with HIV in countries without National Chapter. 

Regional or Subregional 

Secretary/Coordinator 

 

Procedure 4.3: Coordination and support to the regular update of the region / subregion website 

Flow Activities Accountable Position 

 

 

 

 

 

 

• Regularly checks the notes and reports from activities 

conducted, the progress and achievements made in the 

region or subregion 
 

• Selects and prepares relevant information on the most 

important activities conducted, the progress and 

achievements in the region or subregion. 
 

• Sends the ISO Communication Area the information to be 

included in her region or subregion’s section of ICW Global 

website. 

 

• Confirms that the information has been recorded and duly 

included on the site. 

Regional or Subregional 

Secretary/Coordinator 

 

Process 5 for Resource Mobilisation for the region / subregion: 

This process describes the procedures and activities to carry out in order to keep an updated bank of 

potential donors in the regions and subregions of ICW Global, as well as to build teams, trained under 

the learning modalities, doing team work, creating, updating, preparing and submitting plans of new 

business opportunities to sell and follow up in order to ensure additional resources coming from 

previously identified potential donors.  

Policy for the Process of Resource Mobilisation for the region / subregion: 



 

66 

 

 

It is an unavoidable commitment for any Regional and Subregional Secretary/Coordinator to obtain 

resources for the creation, expansion and/or improvement of interventions, which ensure greater 

effectiveness and impact of ICW Global in the region or subregion. To this end, a portfolio of new 

business opportunities should be offered, negotiated and kept updated to be offered to potential 

donors from the regions or subregions, and should be followed up in order to ensure the necessary 

resources for its proper implementation. The Secretary/Coordinator must inform the ISC and ISO about 

it and be duly accountable. 

 

Rules to follow in the Process of Resource Mobilisation for the region / subregion: 
 

 

 

 

 

For the Updated bank of potential resources in the region or subregion: 

• A data bank should be kept duly updated with complete and specific information about 

potential donors that could be reached in the Regions and Subregions of ICW Global. This 

information should include, at least, name, venue, key contact person, nature, purpose, 

objectives, areas of interest and coverage, countries where they works, among others. 

 

 

 

For the Design and update of the business opportunities portfolio to be offered to potential investors / 

donors: 

• Each region and subregion should have a new business plan design / update team, duly trained 

in applying and benefiting from the healthcare business plan guide. 

• Annually, regions and subregions have an updated plan of, at least, two or three new 

businesses, with their respective presentation and sales material to be offered to potential 

donors in the region or subregion. 

 

 

 

For Contacting, negotiating and following up potential investors / donors: 
 

• Each year, an event should be held to introduce new business plans to potential donors 

identified in the region or subregion. These are duly followed up to ensure the necessary 

resources for their proper implementation. 

• In relation to the progress, achievements and results in negotiations and offer of sales of new 

business opportunities with potential donors, the Regional and Subregional Secretaries / 

Coordinators shall inform the ISC representative, the Chair and the ISO and be held accountable 

in conformity with the agreements and commitments acquired with the corresponding donor.  

 

 

Procedures for the Process of Resource Mobilisation for the region / subregion: 
 

Procedure 5.1: Update of the bank of potential resources in the region or subregion 

Flow Activities Accountable Position 
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• Periodically explores and identifies potential donors to be 

contacted in order to obtain support for ICW Global activities 

at regional or subregional level. 

 

• Seeks and collects key information on potential donors 

identified in the region or subregion: venue, nature, 

purpose, objectives, areas of interest and countries where 

they work, key contact persons, among others 
 

• Updates the database of potential donors in the region or 

subregion with relevant information gathered about them. 

Regional or Subregional 

Secretary / Coordinator 

 

Procedure 5.2: Design and update of the business opportunity portfolio to be offered to potential donors 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

• Annually organises the regional or subregional team for the 

creation of business plans to be presented to the potential 

donors identified. 

 

• Elaborates or updates together with the team and the 

support of the ISO, two or three plans or new business 

opportunities to be offered to potential donors, following 

the Healthcare Business Plan guide. 
 

• Prepares or updates, with the support of the ISO, 

presentation and sales material for the plans or business 

opportunities to potential donors identified. 

 

• Explains and gives complete presentations of business plans 

and opportunities to be offered to potential donors. 

Regional or Subregional 

Secretary /Coordinator / 

Regional or Subregional 

Resource Management 

Staff / ISO Coordinator  

 

 

Procedure 5.3: Contacting, negotiating and following up potential donors 

Flow Activities Accountable Position 
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• Date, agenda and venue are defined to invite potential 

donors of the region or subregion to present or offer 

business plans. 
 

• They identify, contact and guarantee logistics and financial 

support for the realisation of presentations with regional or 

subregional agencies and strategic partners. 
 

• They invite investors to the presentation of their new 

business and make the logistics arrangement for the 

development of the presentation. 
 

• They conduct presentations to potential donors about their 

new business plans in accordance with the schedule. 
 

• They follow up the offerings and opportunities expressed by 

investors in the business plan presentation event. 
 

• They make and sign agreements in support of their business 

plans with committed donors. 
 

• They report to the ISC and the ISO on the progress and 

achievements made.  

Regional or Subregional 

Secretary/Coordinator / 

Regional or Subregional 

Resource Management 

Staff 

 

Process 6 for the Election and Transfer of Regional or Subregional Office 

This process shows the steps for a harmonious and organised guidance and transfer of the Regional or 

Subregional Secretary or Coordinator position to the elected successor, ranging from the preparation 

and delivery of the report on the activities and relevant achievements to the affairs underway or still 

unconcluded, to advisory and support to ensure an effective and proper beginning of the new Secretary 

or Coordinator’s work in her position. 

Policy for the Process of Election and Transfer of the Regional or Subregional Office: 
 

It is the obligation of the Regional and Subregional Secretary / Coordinator to carry out the logistics and 

support the selection process for a harmonious transfer of the institutional office to the next Regional or 

Subregional Secretary/Coordinator. 
 

Rules to follow in the Process of Election and Transfer of the Regional or Subregional Position: 
 

 

For the Preparation, call and election of the Regional or Subregional Secretary / Coordinator: 

 

• The Regional Secretary/Coordinator should be elected by women who are members of ICW Global 

in their region. There should be a substitute of the National Chapter that ensures national actions as 

long as the position is that of regional Secretary or Coordinator. The Coordinator must, at least, have 

Internet access and be able to handle e-mail. 

• Participation should be informed and promoted, and guidance should be rendered by all means 

available, regarding the call and election process of the new Regional or Subregional Secretary or 

Coordinator during the election period. 
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For the Preparation of reports and supporting documentation on the activities and initiatives led by the 

outgoing Secretary: 

• It is the inalienable duty of the outgoing Regional or Subregional Secretary or Coordination to 

prepare and submit a complete report on the activities, achievements, progress, obstacles, 

initiatives and most relevant proposals during her administration, as well as those still under process 

or scheduled, together with the supporting documentation needed in each case. 
 

For the Delivery, induction and support to the newly elected member in the position: 

• The Regional or Subregional Secretary or Coordinator should offer an initial induction of the position 

for the newly elected Secretary / Coordinator in her region or subregion, including a specific 

explanation of the roles, duties, processes, procedures and rules to follow in compliance with this 

manual. 

• The outgoing Regional or Subregional Secretary or Coordinator should provide her incoming 

counterpart with advice and support at the beginning of her office to ensure an effective 

administration and an organised, harmonious process and the successful transfer of responsibilities 

without affecting the work of ICW Global in the corresponding region or subregion. 

 
 

Procedures for the Process of Election and Transfer of the Regional or Subregional Position: 
 

Procedure 6.1: Preparation, call and election of the Regional or Subregional Secretary / Coordinator 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

• The call and election date and process for Regional and 

Subregional Secretaries or Coordinators is notified. 

 

• Provides information on the call and permanently guides all 

the National Points of Reference and members in the region 

or subregion on the election process. 

 

• Constantly encourages -through the available media- 

National Points of Reference and members of the region and 

subregion to propose candidates in accordance with the 

requirements of the position. 

 

• Invites to choosing the candidate of her region or subregion 

during the voting period established, giving guidance along 

the process. 

 

• Keeps the ISO and the ISC informed in due time and manner 

about the steps to be implemented and the results of the 

candidate election process conducted, respectively. 

Regional or Subregional 

Secretary / Coordinator 
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Procedure 6.2: Preparation of reports and supporting documentation on activities and initiatives 

conducted by the outgoing Secretary 

Flow  Activities Accountable Position 

 

 

 

 

 

 

 

 

• Checks notes from consultation and discussion meetings of 

key topics, reviews the work done, the achievements and 

proposals / suggestions for the ISC, conducted during her 

administration with National Points of Reference and 

women living with HIV in countries with no National Chapter. 
 

• Reviews other available information on the performance of 

the roles, progress, achievements and obstacles faced during 

the months of mandate. 
 

• Reviews reports sent to the ISO Coordinator and her regional 

representative before the ISC. 
 

• Selects the most relevant information and prepares a report 

on the activities performed, progress, achievements, 

obstacles, proposals, initiatives, matters underway and 

others to be concluded, etc., of her office, attaching the 

necessary supporting documentation. 

Regional or Subregional 

Secretary / Coordinator 

 

Procedure 6.3: Delivery, induction and support to the newly elected member for the position 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Establishes jointly with the new Regional or Subregional 

Secretary / Coordinator, the date, time and place for 

transferring the office and reporting the activities 

conducted. 
 

• Provides guidance to the newly elected Secretary or 

Coordinator about the office, particularly the roles, duties, 

processes, procedures, rules to follow on the duties.  
 

• Delivers and submits a report with supporting 

documentation to the incoming Regional or Subregional 

Secretary / Coordinator. 
 

• Addresses questions, clarifies and/or elaborates on certain 

matters as requested by the new Secretary or Regional or 

Subregional Coordinator. 

 

• Keeps close communication and provides the advice and 

technical support required during the first month of office by 

the new Regional or Subregional Secretary / Coordinator.  

Regional or Subregional 

Secretary / Coordinator  
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Table of work positions for the Regional or Subregional Secretary / 

Coordinator of ICW Global 
 

Below, there is a “scheme or table of positions
14

” relevant to the Regional or Subregional Secretary / Coordinator of ICW Global, specifying the 

position that executes each process and procedure. The table illustrates the positions involved in all activities and procedures of each process 

carried out by the Regional or Subregional Secretary / Coordinator of ICW Global. 

 

 

 

 

                                                           
14 Hector Colindres, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, Chapter 3, Pages 67 – 80 

 

Process 1: Promotion and 

development of Advocacy 

strategies of ICW Global 

Process 2: Promotion of 

the inclusion and 

registration of HIV 

positive women into the 

network 

Process 3: 

Coordination with 

members and activities 

in the region or 

subregion 

Process 4: Collection and 

dissemination of 

information with the ISC and 

the region / subregion 

Process 5: Resource 

mobilisation for the region / 

subregion 

Process 6: Election and Transfer 

of the Regional or Subregional 

position 

Procedures: Procedures: Procedures: Procedures: Procedures: Procedures: 

Positions     /       Procedures 
1.1 1.2 1.3 2.1 2.2 3.1 3.2 4.1 4.2 4.3 5.1 5.2 5.3 6.1 6.2 6.3 

Regional Secretary / 

Coordinator       

             

Subregional Secretary / 

Coordinator       

             

ISO Coordinator       
              

Regional / Subregional 

Resource Management Staff       

             

   

Table of work positions of the Regional or Subregional Secretary / Coordinator of ICW Global 



 

72 

 

Functional structure of the Regional or Subregional Secretary / Coordinator of ICW Global 
 

The positions scheme shows all the tasks required for a proper implementation of processes and procedures by the Regional or Subregional 

Secretary / Coordinator of ICW Global, illustrating the functional structure, that is to say, the schematic representation of hierarchical 

reporting levels of all work positions defined for this ICW governance body
15

. The functional structures of all ICW Global governance bodies 

are put together to show the global organisational structure at the end of this manual. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                           
15 Hector Colindres, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, Chapter 3, Pages 66 – 67 

 

Subregional Secretary / 

Coordinator (if relevant 

to region) 

Regional Secretary / 

Coordinator  

Regional or Subregional 

staff 

International 

Support Office 

(ISO) 

ISO Coordinator 
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National or Country Chapter / Point of Reference 

– Network base–  

Roles and responsibilities 
 

The National or Country Chapter or Point of Reference constitutes the fundamental basis of ICW Global 

and its Governance System, and performs the set of essential roles described below:  

 

1. Network promotion and 

representation  

 

2. Dissemination of 

activities 

 

3. Project management 

 

4. Resource mobilisation 

 

5. Activity coordination 

and information 

 

In order to carry out these duties, National Chapters or Points of Reference must fulfil the following 

substantial ROLES or responsibilities: 

1. P

romote the inclusion of women living with HIV into the Network and keep confidentiality of those 

who are not visible. Contact women living with HIV and inform them about the existence of ICW 

Global, fostering their involvement and participation in the network, keeping confidentiality about 

members that are not visible, and keeping objectivity if any conflict among members should arise. It 

is also their duty to receive membership forms or files, filing the original ones and submitting a copy 

to the ISO. 

 

2. Represent ICW Global in local, regional and global decision making forums, when appointed, in 

close coordination with the ISC.  

 

3. Disseminate information on ICW Global activities among members in the country.  

 

4. Manage ICW Global projects in their country. 

 

5. Design and execute the National Strategic Plan validated with women living with HIV partnered 

with ICW Global National Chapter.  
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6. Manage resource mobilisation for the country. Promote, boost, develop mobilisation processes to 

obtain resources for the country, providing follow-up of proposals and being accountable. 

 

7. Coordinate activities with the Regional Secretary / Coordinator and/or the ISO. Work co-ordinately 

with the Regional or Subregional Secretary/Coordinator, when applicable, otherwise with the ISO. 

Maintaining communication processes on a regular and permanent basis through the best means 

available, informing about key topics of interest proposed by and to the country’s members. 

 

8. Submit reports on activities developed. Conduct bimonthly reports on the activities performed on 

behalf of ICW Global in the relevant country, including compliance with the National Strategic Plan, 

the national project management and others such as information, advocacy and representation of 

ICW Global. 

 

9. Conduct effective and proper processes for the election and transfer of Focal Points. Hold a 

participatory, inclusive and transparent process of election and a harmonious transfer of the 

institutional office to the next Focal Point in the country. 

 

 

Processes and procedures, policies, performance standards and 

duties of National Chapters or Points of Reference 

 

National Chapters or Points of Reference, as the basic bodies of the ICW Global Governance System, also 

perform an interrelated set of processes, procedures and activities, in a cyclical and regular way, at all 

times, to fulfil their roles and responsibilities. Below there is a description of the roles and rules to 

follow to ensure an effective, quality performance, as well as the work positions in charge of execution: 

Process 1 for the Inclusion of new members into the network: 

It involves the procedures describing the activities to be performed by National Points of Reference in 

order to explore, identify, contact and inform women with HIV in their country about ICW Global and 

invite them to participate in the network. Ensure the update of the country’s membership registration, 

keeping the process strictly confidential. 

Policy for the Process of Inclusion of new members into the network: 

Permanent efforts must be made to identify and contact more women living with HIV, explaining and 

sharing the existence, values, principles, vision, mission and activities of the Network, inviting them to 

join in. 

Rules to follow in the Process of Inclusion of new members into the network: 

For the Inclusion and registration of women living with HIV positive in the region or subregion into the 

Global network: 
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• A regular and ongoing search of women living with HIV should be conducted in the country; they 

should be contacted and informed about the existence of ICW Global, helped to get organised 

and together defend their rights. 

• The participation of more women living with HIV, who are invited to the network meetings at the 

national level, should be confirmed, specifying venue, date and time of the meeting, with enough 

time prior to the event. 

Regarding the Invitation to participate and the registration of potential members: 

• Meetings with potential new members should be held in a safe environment, where all women 

set the guidelines to follow by consensus, feeling comfortable to talk about and explain their 

situation. They shall be respected by all participating women and no information shall be 

revealed outside that environment. 

• Confidentiality of women living with HIV; members who are neither visible nor do they want to 

be, should be respected and maintained. 

• All women living with HIV, who accept being an ICW Global member, should fill the 

corresponding registration form. 

• The National Point of Reference receives ICW Global membership forms, files the original and 

submits a copy to the Regional or Subregional Secretary / Coordinator and to the ISO 

membership area. 

• A standardised, updated and confidential record of women and adolescents, members of ICW 

Global, must be kept at national, regional and ISO levels. 

 

Procedures for the Process of Inclusion of new members into the network: 

Procedure 1.1: Search and identification of women who may participate in the network 

Flow Activities Accountable Position 

 

 

 

 

 

• Exploration, search and identification of more women living 

with HIV.  
 

• Contacts other potential women living with HIV to attend 

meetings and shares experiences, problems and solutions, 

and spread information about ICW Global.  

 

• Sets the venue, date and time, and draft the agenda of the 

briefing for potentially new members. 
 

• Invites and confirms the attendance to the briefing, and 

invitation to other potential women living with HIV. 
 

• Lists and makes arrangements to hold the briefing for new 

potential members. 

National Point of Reference 
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Procedure 1.2: Invitation to participate and registration of potential women 

Flow Activities Accountable Position 

 

 

 

 

 

• Welcomes the women living with HIV, who were invited to 

the meetings, proposes the agenda and set the agreed 

guidelines for the meeting and their participation. 

  

• Holds the meetings with the invited women living with HIV 

according the guidelines set, sharing experiences, situations 

and problems faced and the solutions provided. 

 

• Shares information on ICW Global, its origin, values and 

principles, mission, vision, organisation, activities and 

advantages, benefits and responsibilities of members. 
 

• Offers potential members the chance to be part of ICW 

Global and asks them to fill in the registration form. 

 

• Closes the meeting, thanks for the participation, encourages 

the involvement of new members and establishes, by 

consensus, the future meetings, the topics to address and 

the activities to perform. 
 

• Submits a copy of the registration form filled by new 

members to the corresponding Regional Coordinator in each 

country and to the ISO Membership Officer, keeping a copy 

for the local record. 

National Point of Reference 

 

Process 2 for the Promotion and national representation of the network: 

This process involves the procedures describing the various activities to be conducted by National Points 

of Reference to fulfil their responsibilities of disseminating the principles, values, mission, vision and 

activities conducted by ICW Global and, the participation in forums and events of political advocacy and 

negotiations that are transcendental and related to the purposes and activities of ICW Global in their 

country. 

Policy for the Process of Promotion and national representation of the network: 

Every member has the responsibility of disseminating and sharing the mission, vision, values and 

activities of advocacy in their countries, as well as other general matters promoted by ICW Global 

members. They should also represent ICW Global in decision making areas, making permanent efforts to 

actively participate in political advocacy discussions and negotiations in all discussion forums, and topics 

related to the enjoyment of human rights and a decent and quality assistance, that contribute to the 

improvement of the quality of life of women living with HIV in their countries.  
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Rules to follow in the Process of Promotion and national representation of the network: 

For the Promotion of ICW Global’s good image: 

• Every three months, the National Point of Reference reviews and makes a list of the relevant 

communications media and the events and/or activities of interest for ICW Global to be held in 

the country. 

• The ICW Global dissemination material and information to be used should be provided by ISO 

and be updated and available at all times for countries that require it. They should match the 

objectives, characteristics and needs of groups, organisations, events or activities of the country 

where they are used. 

 

Regarding the Development of advocacy strategies: 

• There is a regular and permanent exploration, identification and selection of social 

communication forums, activities and events for political advocacy interventions at country level. 

• Strategies to be used should be selected among those of greater proven impact. 

• There should be a regular and ongoing follow-up of the development of political 

advocacy interventions of the country to ensure the best expected results. The ISC and ISO should 

be regularly informed about the actions and results. 

 

Procedures for the Process of Promotion and national representation of the network: 

Procedure 2.1: Promotion of ICW Global’s good image in the country 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Analyses and identifies every quarter the activities of 

interest for ICW Global to be conducted in the country. 
 

• Regularly requests the ISO updated material and information 

available for use in events or activities in the country. 
 

• Receives, organises the available material and prepares the 

information and material to be used at each event or activity 

in the country. 
 

• Makes the necessary contacts to ensure participation in 

communications media, events and activities deemed of 

interest for the country. 

 

 

 

• Participates in the dissemination of ICW Global activities in 

communications media, special events and activities where 

participation has been accepted. 

National Point of Reference 
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Procedure 2.2: Development of advocacy strategies in key country affairs 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• On a quarterly basis, explores, identifies and defines political 

advocacy events and forums in the country where 

engagement is needed. 
 

• Strategies of greater effectiveness used in advocacy are 

reviewed, and other strategies are established for each 

event or activity. 

 

 

• Material and supporting material to be used is reviewed, 

selected or requested to the ISO, if not available. 
 
 

• Contacts are made to ensure participation in political 

advocacy discussions and negotiations. 
 

• Participates and carries out political negotiation and 

advocacy strategies in previously contacted forums, 

institutions and events. 
 

• Provides follow-up and monitors the progress and the 

achievements made. 
 

• Prepares and submits reports on political advocacy activities 

and results. 

National Point of Reference 

  

 

Process 3 for Dissemination of ICW Global information at a country level: 

It involves the necessary procedures and activities for National Points of Reference to disseminate the 

existence and achievements of ICW at country level, both to partners and to other key stakeholders who 

are interested in the subject-matter of women living with HIV. 

Policy for the Process of Dissemination of ICW Global information at country level: 

It is the responsibility of every Focal Point to spread information about the existence, interventions and 

achievements of ICW both to members of the organisation, other women living with HIV and 

stakeholders who have some interest in and/or advocacy on HIV/AIDS matters in our countries. 

Rules to follow in the Process of Dissemination of ICW Global information at country level: 

Regarding the Dissemination of information about the network’s activities at country level: 

• There must be a regular and permanent preparation, sharing and dissemination of information 

to all members and stakeholders in the country, about the existence, values, principles, mission, 

vision, actions and benefits, as well as activities, progress and the most relevant achievements 

of ICW Global. 
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• The communications media to be used with members and each stakeholder are the ones locally 

available and with the greatest penetration and reach. 

• Coordinates and aligns actions with the region and ICW Global. 

Procedures for the Process of Dissemination of ICW Global information at country level: 

Procedure 3.1: Dissemination of information on the network’s activities at country level 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

• Coordinates and aligns actions with the region and ICW 

Global. 

• Participates in monthly virtual forums or teleconferences by 

the ISC, where she might be exceptionally invited, and takes 

notes of the most relevant aspects addressed and 

communicated. 
 

• Periodically receives additional information for the Regional 

Secretary, the ISC and/or the ISO, to be distributed and 

disseminated to members in her country. 
 

• Reviews activities carried out based on national decisions, 

and the progress made during her office and, together with 

the information obtained from the virtual forums, 

teleconferences attended, or from the Regional or 

Subregional Secretary / Coordinator, the ISC and/or the ISO, 

she prepares information to share with members and other 

stakeholders in the country. 
 

• Analyses and selects the best suited means available, 

according to the possibilities, in order to broadcast and 

disseminate information to members and stakeholders in 

her country. 
 

• Distributes information through the available means at hand 

to members and stakeholders in the country. 

  

National Point of Reference 

 

 

Process 4 for Coordination of ICW Global projects in the country: 

By means of this process, National Points of Reference get directly involved, managing, conducting and 

actively participating in all ICW Global projects held in their countries, thus effectively contributing to 

their development and success. Besides, they plan the necessary monitoring activities, adapting and 

ensuring compliance in accordance with the expected results. 

Policy for the Process of Coordination of ICW Global projects in the country: 
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It is the Country Point of Reference’s duty to manage and participate in what is requested from ICW 

Global projects in her country, consequently working in cooperation with the Secretary or Coordinator 

of the Region, if any, or else directly with the ISO. The activities performed and the progress made 

should be monitored and reported to the ISO on the dates set in each case. 

 

Rules to follow in the Process of Coordination of ICW Global projects in the country: 

 

Regarding the Coordination and execution of ICW Global projects in the country: 

• National Points of Reference are responsible for the management and development of ICW 

Global projects in their respective countries. To that end, they should be duly guided and closely 

and continuously supported by the ISO and Regional or Subregional Coordinator or Secretary. 

Regarding the Follow-up, changes and progress report on ICW Global projects in the country: 

• In relation to the activities conducted and the progress made, these should be reported in the 

formats and deadlines requested by the ISO for each project. 

Procedures for the Process of Coordination of ICW Global projects in the country:  

Procedure 4.1: Coordination and execution of ICW Global projects in the country 

Flow Activities Accountable Position 

 

 

 

 

 

 

• The ISC and ISO submit information on the development of 

ICW Global projects in her country, the results, objectives, 

expected goals, activities to conduct, timetables, person in 

charge of execution. 
 

• She is informed, guided and clarified by the ISC and ISO 

through virtual means, teleconference or other, about her 

participation and her responsibilities in such projects. 
 

• Reviews the information received and includes the activities 

to be performed for the development and monitoring of 

each project she leads in her annual working plans. 
 

• Completes the activities in accordance with the 

responsibilities assigned in the execution. 
 

• In case of difficult issues or unplanned obstacles, she 

requests the ISO and Regional or Subregional Coordinator or 

Secretary clarification and support for a solution in the best 

and most timely manner. 

ISO Monitoring Staff / 

National Point of Reference  

 

 

Procedure 4.2: Follow-up, changes and progress report on ICW Global projects in the country 

Flow Activities  Accountable Position 
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• Receives information, guidance and clarification by the ISO 

Monitoring Staff, on indicators and information to be 

gathered in order to document the compliance with the 

activities and progress in expected results for the projects 

she is involved in and delivery deadlines. 
 

• Checks the information received and includes in her annual 

working plan the activities to be conducted in the collection, 

preparation and delivery of information for monitoring each 

project she undertakes. 
 

• Regularly and periodically collects the information requested 

by the ISO as activities are performed and the expected 

results are obtained for the projects run by her. 
 

• Prepares and organises collected information in the formats 

provided to that end by the ISO Monitoring Staff. If 

necessary, she can ask for clarifications through the best 

means available. 
 

• She submits the information requested in the format 

provided to the ISO Monitoring Staff and makes sure it is 

acknowledged. 
 

• Participates in discussions when results do not match the 

expected outcome, and is invited to decide and take 

corrective measures for that purpose. 

ISO Monitoring Staff / 

National Point of Reference 

 

 

Process 5 for the Development and Control of the National Strategic Plan: 

It describes the procedures and activities for Country Points of Reference to elaborate or update the 

annual work plan, including the discussion and agreement with members of the National Chapter, as 

well as for the execution, monitoring and report on compliance and progress. 

Policy for the Process of Development and Control of the National Strategic Plan: 

All National Points of Reference should design, comply with and monitor a National Strategic Plan 

validated with women living with HIV who are members of ICW Global National Chapter, and inform 

about its compliance and the outcome achieved. 

 

Rules to follow in the Process of Development and Control of the National Strategic Plan: 
 

Regarding the Design / update of the National Strategic Plan: 
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• Each year, during November, the Country Point of Reference should elaborate or update the 

strategic plan for the following calendar year, according to the guidelines, format and instructions 

provided by the ISO. It should describe all the activities and results expected to achieve during 

the following year, which should be conducted by the Country Point of Reference according to 

this Manual. 

• The national strategic plan should be submitted, discussed and include the input provided by 

women living with HIV who are members of the ICW Global National Chapter in the country. A 

copy of this should be submitted to the ISO and Regional or Subregional Coordinator or Secretary 

on the established date. 

The strategic plan should include timelines that must be observed. 

 

Regarding the Execution, monitoring and changes of the National Strategic Plan: 

• The national strategic plan should be observed in accordance with the activities and timelines 

established. If the plan is not achieved, then problems must be justified and the plan must be 

duly rescheduled. 

• The Point of Reference coordinates the actions and also provides reports about the actions taken. 

• Every two months, the Country Point of Reference should prepare and submit to the ISO and 

Regional or Subregional Coordinator or Secretary on the date established, a report on the 

activities undertaken in line with the national strategic plan, and on the achievements as well as 

on the obstacles found and solved. 

• The Country Point of Reference should communicate with the Regional or Subregional 

Coordinator or Secretary at least once every 45 days to inform of the situation in the country and 

the actions taken in the country. 

 

Procedures for the Process of Development and Control of the Strategic Plan: 

Procedure 5.1: Design / update of the strategic plan 

Flow Activities Accountable Position 



 

83 

 

 

 

 

 

 

 

• The ISO submits information, guides and explains, through 

virtual means, teleconference or other means available, the 

content, format and instructions to elaborate the national 

strategic plan. 
 

• Annually reviews and organises all the information on the 

activities to promote ICW Global, the participation in events 

of political advocacy and negotiation, information and 

inclusion of new women living with HIV into the network, 

the development, monitoring and reporting of projects she 

runs and other activities to be conducted during the year. 
 

• Checks the documentation and formats received and makes 

and updates the national strategic plan, with information 

previously reviewed and organised, on the activities to 

conduct the following year. 
 

• Asks the ISO and the Regional and Subregional Coordinator 

or Secretary for clarification and support for the best and 

most timely solution in case of questions. 
 

• Calls for a meeting with members in her country to seek 

information, guidance and feedback / approval of the 

national strategic plan drafted / updated. 
 

• If necessary and if the suggestions and contributions made 

by the members are appropriate, she makes the respective 

changes and submits a copy to the ISO and the Regional or 

Subregional Coordinator and Secretary at the established 

date. 

ISO Monitoring Staff / 

National Point of Reference 

/ Regional or Subregional 

Coordinator or Secretary 

 

 

Procedure 5.2: Execution, monitoring and changes to the annual work plan 

Flow Activities Accountable Position 
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• On a monthly basis, she reviews the national strategic plan 

and identifies and conducts the activities scheduled for the 

respective month. 
 

• In case of difficult issues or unplanned obstacles, she 

requests the ISO and Regional or Subregional Coordinator or 

Secretary clarification and support for a solution in the best 

and most timely manner 
 

• Every month, she collects and analyses, on a regular and 

periodical basis, information on the compliance with the 

scheduled activities and the progress made in the national 

strategic plan. 

 

• When needed, according to the obstacles found in the 

process, she makes the necessary changes to activities 

and/or expected results and includes such changes in the 

bimonthly report submitted to the ISO and the Regional or 

Subregional Coordinator or Secretary. 
 

• Prepares and organises the collected information and the 

information on the changes made to the format provided for 

that purpose by the ISO Monitoring Staff ISO and the 

Regional or Subregional Coordinator or Secretary. She asks 

for clarification in case of doubt, through the best suited 

means available. 
 

• Submits every two months, the information requested on 

the format provided to the ISO Monitoring Staff ISO and the 

Regional or Subregional Coordinator or Secretary, and makes 

sure it is acknowledged. She files a copy for her annual 

report and work log. 

ISO Monitoring Staff / 

National Point of Reference 

/ Regional or Subregional 

Coordinator or Secretary 

 

 

Process 6 for Resource Mobilisation in the country: 

This process describes the procedures and activities to carry out in order to keep an updated bank of 

potential donors in the National Chapters’ countries of ICW Global, and also to allow National Points of 

Reference to participate and build teams, be trained under the learning modalities, supporting, 

updating, preparing and submitting new business opportunities plans to sell and follow up in order to 

ensure additional resources coming from previously identified potential donors.  

Policy for the Process of Resource Mobilisation for the country: 

It is an unavoidable commitment for every Country Point of Reference to actively participate when 

invited by the Regional or Subregional Secretary / Coordinator, in the procedures to obtain resources for 

the creation, expansion and/or improvement of interventions, ensuring greater effectiveness and 

impact of ICW Global in their region or subregion and country. To that end, a portfolio of new business 
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opportunities/projects should be offered, negotiated and kept updated to be sold to potential donors 

from the regions or subregions; also they should provide follow-up in order to ensure the necessary 

resources for the portfolio’s proper implementation. 

 

Rules to follow in the Process of Resource Mobilisation for the country: 

Regarding the Updated bank of potential resources in the country: 

 

• A data bank should be kept duly updated with complete and specific information about 

potential donors that could be reached in the country of each ICW Global National Chapter. This 

information should include, at least, name, venue, key contact person, nature, purpose, 

objectives, areas of interest and coverage, countries where she works, among others. A copy 

should be sent to the relevant Regional or Subregional Secretary / Coordinator 

 

 

 

 

For the Design and update of the business opportunities/projects portfolio to be offered to potential 

investors / donors: 
 

• Country Points of Reference should be invited by the Regional or Subregional Secretary / 

Coordinator to actively participate, jointly with the team built for the design / update of new 

business plans/projects. To this end, the Points of Reference should be duly trained in the 

application and use of the healthcare business plan guide. 

 
 

For the Contact, negotiation and follow-up of potential investors / donors: 
 

• The Country Points of Reference invited by the Region or Subregion Secretary to be part of the 

business plan team, should participate and primarily support the virtual presentation of new 

business plans/projects to potential donors identified in their region or subregion, also 

supporting the virtual follow-up in order to ensure the necessary resources for its proper 

implementation. 

 

Procedures for the Process of Resource Mobilisation for the country: 

Procedure 6.1: Update of bank of potential resources in the country 

Flow Activities Accountable Position 
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• Periodically explores and identifies potential donors to reach 

to obtain support to ICW Global activities in her country. 

 

• Seeks, collects key information on potential donors 

identified in the country: venue, nature, purpose, objectives, 

areas of interest and countries where they work, key persons 

to contact, among others. 
 

• Updates the database of potential donors from her country 

with relevant information collected / prepared about them, 

and informs the Regional or Subregional Secretary or 

Coordinator. 

National Point of Reference  

 

Procedure 6.2: Design and update of the portfolio of business opportunities to be offered to potential 

donors 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

• On an annual basis, when invited by the Secretary or 

Coordinator, she participates in the regional or subregional 

team for the elaboration of business plans to be submitted 

to potential donors identified. 

 

• Jointly participates with the regional or subregional team 

and the support of the ISO Coordinator, in the elaboration or 

update of two or three plans or opportunities for new 

businesses to be offered to potential donors, following the 

Healthcare Business Plans guide. 
 

• Participates with the regional or subregional team and 

supported by the ISO new business Coordinator in the 

preparation or update of presentation material of business 

plans or opportunities to potential donors identified. 
 

• Gets training and, jointly with her team, she leaves the 

presentations on business plans or opportunities ready to be 

offered to potential donors. 

National Point of 

Reference/ Regional or 

Subregional  Resouce 

Management Staff / 

Regional or Subregional 

Secretary or Coordinator / 

ISO Coordinator 

 

 

Procedure 6.3: Contacting, negotiating and following up potential donors 

Flow Activities Accountable Position 
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• Jointly with the team built, they set the date, agenda and 

venue to invite potential donors from their region or 

subregion to present their business plans. 
 

• Jointly with the team, they identify, contact and guarantee 

logistics and financial support for the presentations with 

regional or subregional strategic agencies and members. 
 

• Jointly with the Secretary and regional or subregional 

Coordinator and the work team, they invite donors to the 

presentation of new business, primarily in a virtual format, 

and make the logistics arrangements for the presentations. 
 

• Participate in virtual presentations to potential donors about 

new business plans as scheduled. 
 

• Cooperate in providing virtual follow-up to the offers and 

opportunities expressed by donors at the presentation of 

their business plans. 
 

• Participate and support the Regional or Subregional 

Secretary or Coordinator in the signing of support 

agreements for their business plans with committed donors. 
 

• Collaborate in the elaboration and preparation of reports for 

the ISC and ISO on the progress and achievements in the 

aspects requested by the acting Regional or Subregional 

Secretary / Coordinator. 

National Point of Reference 

/ Regional or Subregional 

Resource Management 

Staff / Regional or 

Subregional Secretary or 

Coordinator / ISO 

Coordinator 

 

 

Process 7 for Communication, coordination and submission of reports to the Regional / Subregional 

Secretary and the ISO: 

It is comprised of the procedures describing the steps to be followed by the Country Points of 

Reference, in order to convene, discuss and agree on the topics of interest with women living with HIV 

who are members of their country’s ICW Global, and to keep the Regional or Subregional Secretary / 

Coordinator and the ISO periodically informed about these, and about the progress, breakthroughs and 

obstacles faced in their administration. 

Policy for the Process of Communication, coordination and submission of reports to the Regional / 

Subregional Secretary and the ISC: 

At least once every 45 days, the Country Point of Reference informs the Regional or Subregional 

Secretary / Coordinator on the main activities performed, the progress and achievements reached 

during her administration and also, on the topics of interest requiring their support, discussed with and 
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presented under consensus by the group of women living with HIV who are members of ICW Global in 

their country. 

 

Rules to follow in the Process of Communication, coordination and submission of reports to the 

Regional / Subregional Secretary and the ISO: 

Regarding the Collection, preparation and delivery of reports to the Regional, Subregional Secretary, ISC 

and ISO on the information about topics of interest from members and the country: 

• Each month, the Country Point of Reference sends to the Regional or Subregional Secretary / 

Coordinator and the ISO, a report on topics of interest requiring their support, gathered from 

exploratory meetings with women living with HIV in their country. 

 

Regarding Communication and coordination of activities with the Regional or Subregional Secretary / 

Coordinator and the ISO: 

• At least once a month, the Country Points of Reference send reports through electronic means 

and other means available to the Regional or Subregional Secretaries / Coordinators, with a 

copy to the ISO Coordinator on the activities and progress made during their mandates. 

 

Procedures for the Process of Communication, coordination and submission of reports to the Regional 

/ Subregional Secretary and the ISO: 

Procedure 7.1: Collection, preparation and delivery of information to the Regional, Subregional Secretary, 

the ISC and the ISO on topics of interest collected from members and the country. 

Flow  Activities Accountable Position 
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• Schedule periodic consultation meetings with women living 

with HIV partners in the country, setting the date, place and 

time for the meetings. 

 

• Prepare the logistics arrangements for the scheduled 

meetings and confirm the attendance of the group invited. 

 

• Welcome women living with HIV invited to the meeting, 

discuss and set the agreed guidelines for the meeting and 

participation. 

  

• Ask participants to present topics of interest from members 

and the country. 

 

• Discuss the relevance of each topic and define the list of 

those to be informed and which may need support from the 

Regional or Subregional Secretary or the ISO. 

 

• Take note of the topics of interest for which support from 

the Regional or Subregional Secretary or the ISO will be 

requested. 
 

• Prepare and submit topics of interest agreed with the 

country members to the Regional or Subregional Secretary 

and the ISO. Keep a copy for the record. 
 

• Present, discuss and expand on topics of interest agreed 

with the country’s members in monthly virtual forums, 

teleconferences or telephone calls with the ISO and the 

Regional and Subregional Secretary or Coordinator. 

National Points of 

Reference and country 

members 

 

Procedure 7.2: Communication and coordination of activities with the Regional / Subregional Secretary or 

Coordinator and the ISO. 

Flow Activities Accountable Position 
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• Monthly checks notes from consultation and discussion 

meetings on topics of interest with HIV positive women 

members in the country, apart from reports on compliance 

with the work plan and others on the development of 

projects run by her, etc. 
 

• Reviews other available information on the performance of 

her duties, progress, achievements and obstacles faced 

during the month of administration in the country. 
 

• Prepares and sends to the Regional or Subregional Secretary 

/ Coordinator, plus a copy to the ISO, a report on the 

activities conducted, the progress, achievements, and 

proposals of topics of interest suggested and gathered from 

exploratory meetings with positive women in her country. 
 

• Answers questions, clarifies and/or expands on information 

and proposals sent, if necessary, and updates the file 

containing the reports sent. 
 

• Exceptionally, participates in ISC virtual forums or 

teleconferences or direct telephone calls, when requested, 

to share information on the activities performed and the 

achievements reached, and to raise relevant proposals. 

National Point of Reference  

 

Process 8 for the Election and Transfer of the Country Focal Point: 

This process describes the steps for a harmonious and organised guidance and transfer of the position of 

Country Point of Reference or Focal Point to the elected successor, ranging from the preparation and 

delivery of the report on activities and relevant achievements, to the affairs under process or to be 

concluded, to the advice and support in order to ensure an effective and proper beginning for the new 

Country Focal Point’s office. 

Policy for the Process of Election and Transfer of the Country Focal Point: 

Any member of ICW Global is in condition of electing her country and regional representatives, as long 

as she is active and has been a member of the Network for a minimum of 8 months, after which she is 

assumed to have a reasonable understanding of the network, its mechanisms, activities and members. 

 

Any woman who is member of ICW Global has the chance to run as country representative and/or 

Country Point of Reference or Focal Point, with a minimum of 12 months of continued permanence in 

the Network, considering that she must comply with the requirements expressed for each responsibility. 
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It is the Country Point of Reference or Focal Point duty to organise the logistics and support the election 

process, conducting a harmonious transfer of the institutional office to the new incoming Country Point 

of Reference or Focal Point. 

 

Rules to follow in the Process of Election and Transfer of the Country Focal Point: 

Regarding the Preparation, call and election of the Country Focal Point:  

 

• The Country Point of Reference or Focal Point should be elected by women members of ICW Global 

in their country region, who have been members of the Network for at least eight (8) months. 

• Any woman member of ICW Global has the chance to run as Country Point of Reference or Focal 

Point, as long as she has continuously belonged to the Network for at least 12 months, apart from 

having at least Internet access and e-mail skills. 

• Participation should be informed and promoted, and guidance should be provided through all 

available means, regarding the call and election process of the new country Focal Point, while this 

period lasts. 
 

Regarding the Preparation of reports and supporting documentation on activities and initiatives led by 

the outgoing Country Point of Reference: 

• It is the inalienable duty of the outgoing Country Point of Reference or Focal Point to prepare and 

submit a full report on the activities, achievements, progress, obstacles, initiatives and most 

relevant proposals made during her administration, as well as those still under process or planned, 

together with the supporting documentation needed in each case. 
 

For the Delivery, induction and support to the newly elected member for the position: 

• The outgoing Country Point of Reference or Focal Point should conduct an initial induction of the 

position for the newly elected Focal Point in her region or subregion, including a special explanation 

on the roles, duties, processes, procedures and rules to follow in compliance with this manual. 

• The outgoing Country Point of Reference or Focal Point should provide the incoming one with advice 

and support at the beginning of her office to ensure an effective administration and an organised, 

harmonious process and the successful transfer of responsibilities without affecting the work of ICW 

Global in the respective country. 

 

Procedures for the Process of Election and Transfer of the Country Focal Point: 

Procedure 8.1: Preparation, call and election of the Country Focal Point 

Flow Activities Accountable Position 
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• Informs all local members about the date and process of call 

and elections for the Country Focal Point. 

• Coordinates the whole process with the Regional or 

Subregional Coordinator or Secretary. 

• Provides information on the call process and permanently 

guides all women living with HIV, members of the country’s 

ICW Global, on the election process to be followed. 

• Constantly promotes through the available media, so that 

women living with HIV, members of ICW Global in the 

country, proposes candidates in accordance with the 

requirements of the position. 

• Invites members of the country to vote during the voting 

period established through the available media, guiding 

them on the process 

• Informs the ISC representative, the ISO and country 

members on the results of the election process conducted. 

National Point of Reference  

 

Procedure 8.2: Preparation of reports and supporting documentation on activities and initiatives 

conducted by the outgoing Country Point of Reference 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

 

• Checks notes from consultation and discussion meetings of 

key topics agreed with women living with HIV in her country 

(members) and proposed to the Regional or Subregional 

Secretary / Coordinator and the ISO. 
 

• Reviews other available information on the compliance with 

the annual work plan and the performance of her role, 

progress, achievements and obstacles faced during her 

administration. 
 

• Reviews reports sent to the ISO Coordinator and the 

Regional or Subregional Secretary or Coordinator. 
 

• Selects the most relevant information and prepares a report 

on the activities performed, the progress, achievements, 

obstacles, proposals, initiatives, affairs under process and to 

be concluded, etc., from her term, attaching the necessary 

supporting documentation. 

National Point of Reference  
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Procedure 8.3: Delivery, induction and support to the newly elected member for the position 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Establishes jointly with the newly elected Country Focal 

Point, the date, time and place for transferring the office and 

reporting the activities conducted. 
 

• Provides guidance for the position, particularly in relation to 

the roles, duties, processes, procedures, rules to follow on 

the duties for the newly elected Country Focal Point. 
 

• Delivers and submits reports with supporting documentation 

to the new incoming Country Focal Point. 
 

• Answers questions, clarifies and/or expands on the topics 

requested by the new incoming Country Focal Point. 

 

• Keeps close communication and provides the advice and 

technical support required during the first month in office by 

the new Country Focal Point. 

National Point of Reference  
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Table of work positions for the National Chapters or Points of Reference 

of ICW Global 
 

Below, there is a “scheme or table of work positions
16

” for the National Chapters or Points of Reference, specifying the position that executes 

each process and procedure. The table illustrates the positions involved in all activities and procedures of each process carried out by the 

National Chapters or Points of Reference of ICW Global. 

 

 

 

Process 1: 

Inclusion of 

new members 

into the 

network 

Process 2: 

Promotion and 

national 

representation of 

the network  

Process 3: 

Dissemination of 

ICW Global 

information at 

country level 

Process 4: 

Coordination of 

ICW Global 

projects in the 

country 

Process 5: 

Development 

and control of 

the Work Plan 

Process 6: Resource 

Mobilisation for the 

country 

Process 7: 

Communication, 

coordination and 

reporting to the Regional 

/ Subregional Secretary 

and the ISC 

Process 8: Election and 

transfer of Country 

Focal Point 

Procedures: Procedures: Procedures: Procedures: Procedures: Procedures: Procedures: Procedures: 

Positions     /      Procedures 
1.1  1.2.  2.1  2.2  3.1   4.1    4.2   5.1   5.2    6.1   6.2.  6.3 7.1 7.2.   8.1  8.2. 8.3 

National Point of Reference         

             

ISO Monitoring Staff         
             

Regional Secretary or 

Coordinator          

             

Subregional Secretary or 

Coordinator         

             

ISO Coordinator         
             

Country members     
             

 

                                                           
16 Hector Colindres. Modernizing Health Institutions in Latin America,  MSH, Cambridge, Massachusetts, 2007, Chapter 3, Pages 67 – 80 

Table of work positions of the National Chapters or Points of Reference of ICW Global 
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Functional structure of the National Chapters or Points of Reference of ICW Global 
 

The positions scheme illustrates the work positions required for the proper implementation of processes and procedures by the National 

Chapters or Points of Reference of ICW Global, illustrating the functional structure, that is to say, the schematic representation of hierarchical 

reporting levels of all work positions defined for this ICW governance body
17

.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                           
17 Hector Colindres, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007. Chapter 3, Pages 66 – 67 

 

 

Subregional Secretary or 

Coordinator (if relevant to 

the region) 

Regional Secretary or 

Coordinator  

Country Members 

International 

Support Office 

(ISO) 

ISO 

Coordinator, 

national and 

international 

staff 

Country Members 

Country Members 

 

Country Members 

National Chapter or Point of 

Reference 
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Organisational Structure of the ICW Global Governance Bodies 
 

The functional structure of all ICW Global’s governance is illustrated below describing the general organisational structure of the ICW Global 

Governance System:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Africa 

Region 

MENA 

Region 

Asia-

Pacific 

Region 

North 

America 

Region 

Latin 

America & 

Hispanic 

Caribbean 

Region 

Caribbean 

Region 

(English-

speaking) 

Europe 

Region 

Chapter for 

young women, 

adolescents 

and girls  

International 

Steering 

Committee (ISC)  

Sub-Regional 

representatives 

(East, West, 

South and 

French-

speaking) 

 

Structure 

under 

process 

 

Structure 

under 

process 

 

 

Structure 

under 

process 

 

 

National 

Represent

atives 

 

Structure 

under 

process 

 

 

Structure 

under 

process 

 

 

Structure 

under 

process 

 

 

Members 

 

Members 

 

 

Members 

 

 

Members 

 

 

Members 

 

 

Members 

 

 

Members 

 

 

Members 

 

International 

Support Office 

(ISO) (Changes 

every 5 years) 
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Job description and position profiles of ICW Global Governance Bodies
18

 

 

For the correct implementation of the processes and procedures designed for all ICW Global 

Governance System bodies, it is essential to implement the instruments that are specifically, clearly and 

simply described in the roles of each position involved and the interrelations in the various processes 

and procedures of the organisation’s systems. These instruments are known as “position descriptor or 

description”. It also constitutes a fundamental input to measure the performance of positions and the 

elaboration of human talent development plans for the organisation. 

Each Describer requires a “specific profile for each position”, describing the minimum requirements and 

characteristics in terms of skills, attitudes and values to be fulfilled by the staff in any position. It is an 

essential instrument to recruit, select, promote, relocate and develop human talent in the network and 

to assess their work performance. Below, there is a “specific profile” for each describer. 

 

Next, there is a list of Job Descriptions with their corresponding Position Profiles for the various roles of 

the ICW Global Governance System. 

 

                                                           
18 Hector Colindres, Modernizing Health Institutions in Latin America, MSH, Cambridge, Massachusetts, 2007, 

Chapter 3, Pages 72 – 74. 
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Job Description 

Position or Office:        International Steering Committee (ISC) Representative 

Post description: Represents members, getting actively involved in assemblies, meetings and decision 

making processes which are strategic and relate to the general political direction and orientation of the 

ICW Global governance body –the International Steering Committee (ISC)-, providing for the existence of 

a permanent flow of updated information between the members and the staff involved in the 

organisation’s strategic policies and management, and also catering for compliance with the guidelines, 

policies, rules and provisions agreed by this governance body and the effective performance and 

development of ICW Global. The representative supports fund-raising both internationally and 

regionally, keeping regular contact with members through the regional structure, ensuring coherence 

within the Network 

 

Internal coordination with: Representatives who are part of the International Steering Committee (ISC), 

Chair and Vice Chair of the ISC, Regional and Subregional Secretaries and Coordinators where applicable, 

the country Chapters or Points of Reference and the ISO Coordinator. 

External coordination with: Donor agencies and other institutions related to ICW Global. 

General roles: 

� Representing members at the International Steering Committee (ISC) of ICW Global and actively 

participating in strategic and political management and orientation decision making and in all 

major actions for the effective management and performance of ICW Global. 

� Having voice and vote at the ordinary and extraordinary meetings and sessions of the 

International Steering Committee of ICW Global, providing for the compliance with the provisions 

agreed with this political governance and management body. 

� Keeping regular contact (every three months) with the members in the region to explore their 

opinion about key matters, by means of electronic group forums and/or meetings/workshops that 

get them together. 

 

� Informing our members regularly about the activities, resolutions, advances and achievements 

of the ISC and its involvement through ICW regional electronic group forums whenever possible. 

 

� Making regular contributions to the electronic group forum of the International Steering 

Committee and/or individual phone calls / teleconferences at least once a month. 

 

� Keeping members well informed of the vision, purpose, values and activities of ICW Global at 

regional and global levels. 

 

� Talking about ICW in all possible meetings to make the Network public as well as the advocacy 

efforts that all members are making globally. 
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� Keeping close communication and ties with women living with HIV and with the work performed 

in the HIV field in the region. Committed to engaging them through any media available, for 

instance, e-mail, telephone or meetings. 

 

� Taking group responsibility along with the ISC representatives for final instance arbitrage in 

complaints or claims issued by individual and/or personal and/or voluntary members of ICW 

Global, once the regional process has failed. 

 

Governance body where she participates: “International Steering Committee (ISC)” 

Systems where she participates: “Governance System” 

Governance System Processes where she participates: 

� Strategic management 

� Forging external relations 

� Generation of resources 

� Strategic control and accountability  

� Appointment and resignation of ISC members 

� Administration of ISC meetings 

� Development of ISC Commissions’ work 

� Ethics and Conflict of interests 

 

Specific roles in ISC Processes: 

Roles in Process 1 of Strategic Management:  

• Raising the need to implement or update policies, programmes, rules or procedures of ICW Global, 

suggesting content or guidelines, and participating in their approval at the ISC. 

• Getting actively involved, along with the ISC representatives, ISO staff and special guests, in 

updating the strategic plan of ICW Global. 

• Putting up for discussion, analysis and resolution strategic matters not considered under ICW Global 

rules, regulations and / or manuals requiring resolution by the ISC.  

 

Roles in process 2 of Forging External Relations: 

• Together with all members, the representative systematically promotes the good image of ICW 

Global, making the network public as well as its work around the world, in all events and meetings 

she attends. She also scrutinises compliance with ICW Global’s good image promotion plan and its 

results. 

• Along with the ISC representatives, establishing and implementing a plan with effective strategies 

for political advocacy for the main scenarios and taking stakeholders into account, thus contributing 

to the respect and full exercise of human rights and the compliance with the legal frameworks and 

international agreements that promote a better quality of life and health care of women, girls, 

adolescents and young women living with HIV. 
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• Approving the letters of understanding with strategic partners and supports the effective 

coordination of the programmes conducted by ICW Global with them. 

• Approving and providing follow-up and recommendations on the changes and improvements to the 

communication plan to members and stakeholders, on the main interventions, achievements and 

results obtained in the network’s activities worldwide. 

  

Roles in process 3 of Resource Generation: 

• Together with all the ISC members, the representative oversees compliance, results and progress 

made, and participates by actively supporting the ISO’s development of a permanent management 

and resource generation programme at international and regional levels, contributing to the 

network’s sustainability and growth. 

• Along with all the ISC representatives, she is entrusted with approving inheritances, legacies or 

donations in conformity with the right conditions, implications and benefits for ICW Global, 

grounded on a proper technical and legal assessment.  

 

 Roles in process 4 of Strategic Control and Accountability: 

• Reporting and overseeing compliance with the resolutions issued by the ISC as well as with the 

programmes, work plans and agreements signed with the various donors. 

• Analysing and reviewing periodic reports, providing for the effective, proper and transparent use of 

the scheduled financial resources allocated for compliance with the targets set by the various 

programmes, plans and projects undertaken by ICW Global. 

• Assessing and participating in the necessary resolutions to ensure effective and timely performance 

and compliance with the expected results on the part of the various working commissions 

established by ICW Global for specific purposes. 

 

Roles in process 5 of Appointment and Resignation of ISC members: 

• Supporting the regions in appointing its members before the ISC according to the procedures and 

rules established for such purpose. Also, together with the other ISC members, she is engaged in 

addressing and solving the claims related to the member selection process, and deciding on setting 

up an oversight centre external to the process, if necessary, composed of ISO members and strategic 

external partners. 

• Participating in the formal appointment of the new ISC members. 

 

Roles in process 6 of the Management of ISC Meetings: 

• Actively participating in general, ordinary and extraordinary, virtual or face-to-face meetings of the 

ISC, getting engaged and respecting the resolutions that this higher body should determine, in 

conformity with the procedures and rules established for such purpose.  

• Keeping contact with all ISC representatives; holding regular sessions through electronic means with 

the members of the regions to find out their opinions about key issues to address with all members 

of the ISC. 
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• Reviewing and approving the annual report and statement of ICW Global activities before the whole 

of the ISC, checking distribution to all partners and stakeholders key to the network. 

• Performing self-assessment and encouraging all ISC members to self-assess and assess their 

colleagues regularly in their managerial offices and to undertake the necessary commitments to 

implementing corrective and/or improvement measures in conformity with the rules and 

procedures established for such purpose. 

 

Roles in process 7 of the Development of ISC Commissions’ Work: 

• Together with all the ISC members, the representative establishes and creates the different working 

commissions required by the ISC on concrete technical aspects which are necessary to meet their 

expected goals, targets and outcomes, whether these commissions are temporary or permanent in 

conformity with current rules and procedures. 

• Supporting, overseeing and ensuring compliance with the working plans of the commissions 

together with the other ISC members, as well as the fulfilment of expected results. 

 

Roles in process 8 of Ethics and Conflict of interests: 

• Overseeing the effective development, results and impact obtained from the permanent promotion 

and dissemination of values and principles that underpin the reason for being and the actions 

undertaken by ICW Global aimed at all members and key stakeholders. 

• Along with the other ISC members, addressing the potential or real conflicts of interests that arise, 

after an objective investigation into and clarification of the events on the part of a commission 

appointed for such purpose by the ISC.  

 

 

Position Profile 

Position:        International Steering Committee (ISC) Representative 

Post description: Represents members, getting actively involved in assemblies, meetings and decision 

making processes which are strategic and relate to the general political direction and orientation of ICW 

Global’s governance body –the International Steering Committee (ISC)-, providing for the existence of a 

permanent flow of updated information between the members and the staff involved in the 

organisation’s strategic policies and management, and also catering for the compliance with the 

guidelines, policies, rules and provisions agreed by this governance body and the effective performance 

and development of ICW Global. The representative supports fund-raising both internationally and 

regionally, keeping regular contact with members through the regional structure, ensuring coherence 

within the Network. 

 

Internal coordination with: Representatives who are part of the International Steering Committee (ISC), 

Chair and Vice Chair of the ISC, Regional and Subregional Secretaries and Coordinators, where 

applicable, the Country Chapters or Points of Reference and the ISO Coordinator. 
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External coordination with: Donor agencies and other institutions related to ICW Global. 

General roles: 

� Representing members at the International Steering Committee (ISC) of ICW Global and actively 

participating in strategic and political direction and orientation decision making and in all major 

actions for the effective management and performance of ICW Global. 

� Having voice and vote at the ordinary and extraordinary meetings and sessions of the 

International Steering Committee of ICW Global, providing for the compliance with the provisions 

agreed with this political governance and management body. 

� Keeping regular contact (every three months) with the members in the region to explore their 

opinion about key matters, by means of electronic group forums and/or meetings/workshops that 

get them together. 

 

� Reporting our members regularly about the activities, resolutions, advances and achievements 

of the ISC and its involvement through ICW regional electronic group forums whenever possible. 

 

� Making regular contributions to the electronic group forum of the International Steering 

Committee and/or individual phone calls / teleconferences at least once a month. 

 

� Keeping members well informed of the vision, purpose, values and activities of ICW Global at 

regional and global levels. 

 

� Talking about ICW in all possible meetings to make the Network public as well as work that all 

members are making globally. 

 

� Keeping close communication and ties with women living with HIV and with the work performed 

in the HIV field in the region. Showing commitment to engaging them through any media 

available, for instance, e-mail, telephone or meetings. 

 

� Taking group responsibility along with the ISC representatives for the last instance arbitrage in 

complaints or claims issued by individual and/or personal and/or voluntary members of ICW 

Global, once the regional process has failed. 
 

Minimum Requirements: 
 

Age:          Over 18  

Requirements:       

• Being active member of ICW Global for at least two years. 

• HIV-positive status publicly known in line with ICW GLOBAL sense of purpose. 

• Speaking one or more of the four international languages of ICW Global: English, French, 

Portuguese and/or Spanish. 
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• Acceptable computing knowledge. 

• Have good regular access to email. 

Desired skills:  
 

• Systemic thinking and focus on priority matters. 

• Strategic planning, management and control skills for organisational management activities. 

• Objectivity and evidence-based analytical thinking. 

• Good interpersonal relations and ability to delegate resolutions. 

• Broad and effective negotiation and communication skills. 

• Excellent team work skills. 

Desired attitudes:  

• Outcome-oriented. 

• Being a leader that encourages team work oriented to quality and excellence. 

• Creative, proactive, idea-oriented and change-maker. 

• High level of responsibility, honesty and transparency. 

• High sense of professional ethics and community service. 

• Respect and integrity. 
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Job Description 

Position: Chair and Vice Chair of the International Steering Committee (ISC) 

Post description: Represent ICW Global and chair the International Steering Committee (ISC) and the 

general assemblies and meetings of the Committee, providing for compliance with the statutes and 

provisions agreed by such governance and political direction body and catering for the good 

performance of ICW Global. 

Internal coordination with: Representatives of the International Steering Committee (ISC), the Regional 

and Subregional Secretaries and Coordinators, if applicable, the Country Chapters and Points of 

Reference and the ISO Coordinator. 

External coordination with: Donor agencies and other institutions related to ICW Global.  

General roles: 

� Representing ICW Global in all activities of interest. 

� Chairing the sessions of the International Steering Committee and General Assemblies. 

� Providing for compliance with the provisions agreed by the political direction and governance 

bodies of ICW Global. 

� Exercising double voting in case of a draw at the sessions of the International Steering Committee 

and General Assemblies. 

� Authorising the minutes at the sessions of the International Steering Committee and General 

Assemblies. 

� Delegating representation of ICW Global. 

� Complying with all of ICW Global’s political and administrative obligations.  

 

Governance body she belongs to: “International Steering Committee (ISC)” 

Systems where she participates: “Governance System” 

Governance System Processes where she participates: 

 

� Strategic management 

� Forging external relations 

� Generation of resources 

� Strategic control and accountability  

� Appointment and resignation of ISC members 
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� Management of ISC meetings 

� Development of ISC Commissions’ work 

� Ethics and Conflict of interests 

 

Specific roles in ISC Processes: 

Roles in Process 1 of Strategic Management:  

• Together with the ISO Coordinator, regularly asking members and the ISC about the need to 

implement or update policies, programmes, rules or procedures of ICW Global; guiding and 

supervising the creation and presentation of those which are necessary for approval by the ISC and 

ensuring their appropriate issuance and dissemination. 

• Coordinating the preparation and actively participates along with the ISC representatives, ISO staff 

and special guests, in updating the strategic plan of ICW Global. 

• Putting up for discussion, analysis and resolution the ISC strategic matters not considered under ICW 

Global rules, regulations and / or manuals requiring resolution.  

 

Roles in process 2 of Forging External Relations: 

• Together with all members, systematically promoting the good image of ICW Global, making the 

network public as well as its advocacy efforts around the world, in all events and meetings she 

attends. Also scrutinising compliance with ICW Global’s good image promotion plan and its results. 

• Along with the ISC representatives, establishing and implementing a plan with effective strategies 

for political advocacy for the main scenarios and including the stakeholders, contributing to the 

respect and full exercise of human rights and the compliance with the legal frameworks and 

international agreements that promote a better quality of life and health care of women, girls, 

adolescents and young women living with HIV. 

• Supervising the effective coordination of the programmes that ICW Global undertakes with strategic 

partners and ensuring that the main interventions, achievements and results obtained from the 

efforts of the network globally are documented and informed to all members and key stakeholders 

in a regular and permanent manner. 

 

Roles in process 3 of Resource Generation: 

• Together with the ISC representatives, overseeing compliance, results and advances obtained, and 

participating by actively supporting the ISO’s development of a permanent resource management 

generation programme at international and regional levels, which contributes to the network’s 

sustainability and growth. 

• Along with all the ISC representatives, approving inheritances, legacies or donations in conformity 

with the right conditions, implications and benefits for ICW Global, grounded on a proper technical 

and legal assessment.  

 

Roles in process 4 of Strategic Control and Accountability: 
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• Along with the ISO Coordination, overseeing, ensuring and reporting to the ISC the compliance with 

the resolutions issued by the highest authority of ICW Global as well as with the programmes, work 

plans and agreements signed with the various donors. 

• Supervising and ensuring the effective performance according to the current guidelines, policies, 

rules and procedures of the ISO technical and administrative-financial support management as well 

as the effective, proper and transparent use of the scheduled financial resources allocated for the 

compliance with the targets set by the various programmes, plans and projects undertaken by ICW 

Global. 

• Together with the ISC representatives, overseeing the effective and timely performance and 

compliance with the expected results on the part of the various working commissions established by 

ICW Global for specific purposes. 

 

Roles in process 5 of Appointment and Resignation of ISC members: 

• Supporting the regions in appointing its members before the ISC according to the procedures and 

rules established for such purpose. Also, together with the other ISC members, addressing and 

solving the claims related to the member selection process, and deciding on setting up an oversight 

centre external to the process, if necessary, composed of ISO members and strategic external 

partners. 

• Supervising and validating the effective and appropriate compliance with the induction and 

certification programme of the representatives elected to be part of the ISC. Participating together 

with the other ISC representatives in accepting, addressing and recording all representatives’ 

resignations. 

 

Roles in process 6 of the Management of ISC Meetings: 

• Responsible for drafting the agenda, calling the representative members and running the general, 

ordinary and extraordinary ISC meetings, whether virtual or face-to-face, getting engaged and 

respecting the resolutions that this higher body should determine, in conformity with the 

procedures and rules established for such purpose.  

• Keeping contact with all ISC representatives; holding regular sessions through electronic media with 

the members of the regions to find out their opinions about key issues to address at the ISC. 

• Scrutinising the drafting by the ISO and presenting before all members of the ISC the annual report 

and statement of ICW Global activities, checking distribution to all members and stakeholders key to 

the network. 

• Performing self-assessment and encouraging all ISC members to self-assess and assess their 

members regularly in their managerial offices and to undertake the necessary commitments to 

implementing corrective and/or improvement measures in conformity with the rules and 

procedures established for such purpose. 

 

Roles in process 7 of the Development of ISC Working Commissions’ Work: 
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• Together with all the ISC members, establishing and creating the different working commissions 

required by the ISC on concrete technical aspects which are necessary to meet their expected goals, 

targets and outcomes, whether these commissions are temporary or permanent in conformity with 

current rules and procedures. 

• Supporting, overseeing and ensuring compliance with the working plans of the commissions 

together with the other ISC members, as well as the fulfilment of expected results. 

 

Roles in process 8 of Ethics and Conflict of interests: 

• Overseeing the effective development on the part of ISO, the results and impact obtained from the 

permanent promotion and dissemination of values and principles programme that underpins the 

reason for being and the actions undertaken by ICW Global aimed at all members and key 

stakeholders. 

• Along with the other ISC members, addressing the potential or real conflicts of interests that arise, 

after an objective investigation into and clarification of the events on the part of a commission 

appointed for such purpose by the higher body.  

 

 

Position Profile 

Position: Chair and Vice Chair of the International Steering Committee (ISC) 

Post description: Represent ICW Global and chair the International Steering Committee (ISC) and the 

general assemblies and meetings of the Committee, providing for compliance with the statutes and 

provisions agreed by such governance and political direction body and catering for the good 

performance of ICW Global. 

Internal coordination with: Representatives of the International Steering Committee (ISC), the Regional 

and Subregional Secretaries and Coordinators, if applicable, the country Chapters and Points of 

Reference and the ISO Coordinator. 

External coordination with: Donor agencies and other institutions related to ICW Global.  

General roles: 

� Representing ICW Global in all activities of interest. 

� Chairing the sessions of the International Steering Committee and General Assemblies. 

� Providing for compliance with the provisions agreed by the political direction and governance 

bodies of ICW Global. 

� Exercising double voting in case of a draw at the sessions of the International Steering Committee 

and General Assemblies. 
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� Along with the Secretary, authorising the minutes at the sessions of the International Steering 

Committee and General Assemblies. 

� Delegating legal representation of ICW Global. 

 

Minimum requirements: 
 

Age:          Over 18 

Requirements:       

• Being active member of ICW Global for at least two years. 

• Being member of the ISC. 

• Preferably, having been member of the ISC for a while. 

 

Desired skills:  
 

• Systemic thinking and focus on priority matters. 

• Strategic planning, management and control skills for organisational management activities. 

• Objectivity and evidence-based analytical thinking. 

• Good interpersonal relations and ability to delegate resolutions. 

• Broad and effective negotiation and communication skills. 

• Excellent team work skills. 

Desired attitudes: 

• Outcome-oriented. 

• Being a leader that encourages team work oriented to quality and excellence. 

• Creative, proactive, idea-oriented and change-maker. 

• High level of responsibility, honesty and transparency. 

• High sense of professional ethics and community service. 

• Respect and integrity. 
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Job Description 

Position:        Regional or Subregional Secretary / Coordinator 

Post description: Represents ICW Global in the region or subregion for which she has been elected by 

the members of the member countries. She promotes the good image by undertaking political advocacy 

efforts and actions in HIV-related matters, keeping relations, close and permanent communication to 

report about ICW Global as well as to explore and pass on to the ISC the viewpoints and concerns about 

issues suggested by the members in order to improve the performance of ICW Global. She promotes, 

advises and supports the appointment of National Chapters in the countries where they do not exist. 

She keeps contact with the ISC representatives of her region or subregion, contributing to the ISC or ISO 

electronic group forums to coordinate actions, report about her interventions and convey the relevant 

aspects in her region or subregion. She helps in managing resources and oversees compliance with the 

guidelines and provisions agreed by the ISC and the good performance of ICW Global in her region or 

subregion. 

 

Internal coordination with: Representatives of the International Steering Committee (ISC), the ISC Chair 

and Vice Chair, other Regional and Subregional Secretaries or Coordinators, the Country Chapters and 

Points of Reference, where applicable, the Coordinator and the technical, administrative and financial 

support Staff of the ISO. 

External coordination with: Donor agencies and other regional or subregional institutions related to 

ICW Global. 

General roles: 

• Encouraging women living with HIV to organise and set up a National Chapter of ICW Global where 

non-existent to defend the rights of women, girls, adolescents and young women living with HIV. 

• Working on membership-related matters in a coordinated manner with the ISO Membership Officer 

and the National Point of Reference so that membership data exists in a consistent manner in the 

country, in the region or subregion and at the ISO, ensuring confidentiality. 

• Keeping close relations with women living with HIV and with the work performed in the HIV field in 

the region or subregion. 

• Keeping regular communication and contact (every month) through the media most suitable to 

reality, for instance, electronic group forums and/or meetings or workshops, with the Country 

Points of Reference of ICW Global and in cases where the National Chapter does not exist, with the 

members of her region or subregion in order to explore their thoughts about key matters. 

• Managing and obtaining resources for the region or subregion, coordinating and monitoring the 

proposals made, and accounting for the relevant matters. 

• Setting up the logistics for the regional or subregional meetings, if applicable. 

• Coordinating with the Web masters in the region or subregion or of ICW Global’s website, and with 

any other type of communications tool to use. 
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• Regularly reporting our members in the region or subregion about the progress and developments 

of the Network, including information through regional electronic group forums of ICW Global 

whenever possible. 

• Keeping contact with the representative before the International Steering Committee (ISC) of her 

region or subregion to coordinate actions and convey developments of the region so that the 

representative at the ISC is well informed and can take on a regional stance on the various matters. 

• Making regular contributions to the electronic group forum of the International Steering Committee 

and/or individual phone calls / teleconferences at least once a month. 

• Talking about ICW in all possible meetings to make ICW Global public as well as the work that all 

members are making globally. 

• Setting up the logistics related to elections and making a harmonious transfer of the institutional 

power to the next Regional or Subregional Secretary or Coordinator. 

 

Governance body where she participates: “Regional or Subregional Secretary or Coordinator” 

Systems where she participates:  “Governance System” 

Governance System Processes where she participates: 

� Promotion and development of ICW Global advocacy strategies. 

� Promotion of the inclusion and registration of HIV positive women into the network. 

� Coordination with members and arrangement of activities in the region or subregion. 

� Collection and dissemination of information with the ISC and the region or subregion 

� Resource mobilisation for the region / subregion  

� Election and Transfer of regional or subregional position  

 

Specific roles in the Processes related to the Regional or Subregional Secretary / Coordinator: 

Roles in Process 1 of Promotion and development of advocacy strategies: 

• Promoting the good image and efforts of ICW Global, constantly talking about and sharing the 

vision, purpose, values and activities of ICW Global and spreading the work conducted globally at all 

forums, events and meetings with the various political, private, academic sectors, NGOs, civil society 

organisations, social media and members in the region or subregion. 

• Making effective political advocacy interventions in every event and forum in the regions and 

subregions, promoting the respect and full enjoyment of human rights and the access to quality 

healthcare, contributing to improving the quality of life of our members. 

• Identifying and coordinating efforts and resources with strategic partners, institutions or 

organisations for the programmes that ICW Global is undertaking in the respective regions and 

subregions that ensure greater effectiveness and impact. 

 

Roles in process 2 of Promotion of the inclusion and registration of HIV positive women into the 

network: 

• Constantly encouraging the inclusion into the network of women living with HIV, besides promoting, 

encouraging, advising and supporting women living with HIV from the countries in the region or 
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subregion so that they appoint the National Chapters in those countries where they do not yet exist 

making women living with HIV organise in order to defend their rights. 

• Keeping and scrutinising a single, standardised, confidential and updated record of the members in 

the region or subregion, and checking that record copies are sent to the ISO membership area. 

 

Roles in process 3 of Coordination with members and arrangement of activities in the region or 

subregion: 

• Keeping close relations and contact with women living with HIV through the most adequate and 

available media, informing them about the efforts made, the achievements and obstacles found in 

the HIV field in the region or subregion, besides exploring and gathering important information 

about their thoughts and input from the field perspective in order to constantly improve the work of 

ICW Global. 

• Supporting the development of logistics for the effective realisation of the events that ICW Global 

would like to conduct in its respective territories. 

 

Roles in process 4 of Collection and dissemination of information with the ISC and the region / 

subregion: 

• Reporting to the ISO Membership Officer and the ISC regional representative about the activities, 

progress, achievements as well as her own proposals and others gathered from the exploratory 

meetings with the National Points of Reference of the region or subregion. 

• Periodically or regularly participating at virtual forums, teleconferences or telephone conferences 

with the International Steering Committee (ISC), sharing her contributions to be considered for the 

activities undertaken by ICW Global. 

• Keeping her National Points of Reference and members informed at least once a month, particularly 

where no National Chapters exist, about the progress, achievements and relevant aspects relating to 

her work as well as that of ICW Global. 

• Supporting the Web master of the region or of ICW Global’s website for the corresponding regular 

update.  

 

 Roles in process 5 of Resource Mobilisation for the region / subregion: 

• Working with a team for new business plan designs / updates for the region or subregion, properly 

trained in the application and understanding of the healthcare business plan guide.  

• Keeping an updated bank of potential donors in the region or subregion, offering and negotiating 

with them an updated portfolio of two or three new business opportunities/projects, making the 

necessary follow-up in order to obtain resources for the activities to conduct in the region or 

subregion.  

 

Roles in process 6 of Election and Transfer of the Regional or Subregional Position: 

• Responsible for setting up the logistics and supporting the election process of the next Regional or 

Subregional Secretary / Coordinator, promoting participation, providing guidance and informing 
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through all possible media about the call and election process that applies to all Country Points of 

Reference and members of the region or subregion. 

• Preparing and providing a complete report on the relevant activities and achievements as well as 

the matters still to be solved and pending conclusion. 

• Providing guidance to the new Regional or Subregional Secretary / Coordinator elect about her 

roles, duties, processes, procedures and rules to follow as well as advisory and support at the 

beginning of her term in order to ensure an effective work and smooth, harmonious and successful 

process of transferring responsibilities without affecting the work of ICW Global in the region and 

subregion.  

 

Position Profile 

Position:        Regional or Subregional Secretary / Coordinator 

Post description: Represents ICW Global in the region or subregion for which she has been elected by 

the members of the member countries. She promotes the good image by undertaking political advocacy 

efforts and actions in HIV-related matters, keeping relations, close and permanent communication to 

report about ICW Global as well as to explore and pass on to the ISC the viewpoints and concerns about 

issues suggested by the members to improve the performance of ICW Global. She promotes, advises 

and supports the appointment of National Chapters in the countries where they do not exist. She keeps 

contact with the ISC representatives of her region or subregion, contributing to the ISC or ISO electronic 

group forum to coordinate actions, report about her interventions and convey the relevant aspects in 

her region or subregion. She helps in managing resources and oversees compliance with the guidelines 

and provisions agreed by the ISC and the good performance of ICW Global in her region or subregion. 

 

Internal coordination with: Representative of its region within the International Steering Committee 

(ISC), the ISC Chair and Vice Chair, other Regional and Subregional Secretaries / Coordinators, the 

Country Chapters and Points of Reference, where applicable, the Coordinator and the technical, 

administrative and financial support Staff of the ISO. 

External coordination with: Donor agencies and other regional or subregional institutions related to 

ICW Global. 

General roles: 

• Encouraging women living with HIV to organise and set up a National Chapter of ICW Global where 

non-existent to defend the rights of women, girls, adolescents and young women. 

• Working on membership-related matters in a coordinated manner with the ISO Membership Officer 

and the National Point of Reference so that membership data exists in a consistent manner in the 

country, in the region or subregion and at the ISO, ensuring confidentiality. 

• Keeping close links with women living with HIV and with work done on the field of HIV in the region 

or subregion. 
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• Keeping the members in the region or subregion well informed about the vision, purpose, values 

and activities of ICW Global in the areas where she participates. 

• Keeping regular communication and contact (every month) through the media most suitable to 

reality, for instance, electronic group forums and/or meetings or workshops, with the Country 

Points of Reference of ICW Global and in cases where the National Chapter is not conformed, with 

the members of her region or subregion in order to explore their thoughts about key matters. 

• Managing and obtaining resources for the region or subregion, coordinating and monitoring the 

making of proposals and accounting for the relevant matters. 

• Setting up the logistics for the regional or subregional meetings, if applicable. 

• Coordinating with the Web masters in the region or subregion and of ICW Global’s website, and with 

any other type of communications tool to use. 

• Regularly reporting our members in the region or subregion about the progress and developments 

of the Network, including information through regional electronic group forums of ICW Global 

whenever possible. 

• Keeping contact with the International Steering Committee (ISC) representative of her region or 

subregion to coordinate actions and convey developments of the region so that the representative 

at the ISC is well informed and can take on a regional stance on the various matters. 

• Making regular contributions to the electronic group forum of the International Steering Committee 

and/or individual phone calls / teleconferences at least once a month. 

• Talking about ICW in all possible meetings to make ICW Global public as well as the work that all 

members are making globally. 

• Setting up the logistics related to elections and making a harmonious transfer of the institutional 

office to the next Regional or Subregional Secretary or Coordinator. 

 
 

Minimum requirements: 
 

Age:          Over 18 

Requirements:       

• Being active member of ICW Global for at least one year uninterruptedly. 

• Having a public HIV-positive status as she leads the regional or subregional direction of ICW 

Global. 

• Having Internet access. 

• Mastering Internet skills. 

 

Desired skills:  
 

• Systemic thinking and focus on priority matters. 
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• Strategic planning, management and control skills for organizational management activities. 

• Objectivity and evidence-based analytical thinking. 

• Good interpersonal relations and ability to delegate resolutions. 

• Broad advocacy and negotiation skills and objective and effective communication. 

• Excellent team work skills. 

Desired attitudes:  

• Outcome-oriented. 

• Being a leader that encourages team work oriented to quality and excellence. 

• Creative, proactive, idea-oriented and change-maker. 

• High level of responsibility, honesty and transparency. 

• High sense of professional ethics and community service. 

• Respect and integrity. 
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Job Description 

Position:        National or Country Chapter / Point of Reference 

Post description: Represents the Focal Point of ICW Global in each country, promoting the good image 

and work made around the world as well as the inclusion of women living with HIV aids in her country. 

Actively participates in political advocacy interventions in the country’s major forums and events, 

catering for the respect of human rights and access to decent and quality healthcare for women living 

with HIV in her country. Keeps close communication and contact with the members in her country, 

coordinating the work and development of ICW Global projects in the country. Implements an national 

strategic plan, reporting on the advances and achievements to the ISO, Regional or Subregional 

Secretary or Coordinator, where applicable, and the ISC representative, to whom she regularly suggests 

relevant issues to consider in order to strengthen the work of ICW Global, gathered from the periodic 

meetings with her country’s members. 

Internal coordination with: Representatives of the International Steering Committee (ISC), Regional and 

Subregional Secretaries or Coordinators, if applicable, other Country Chapters and Points of Reference, 

the Coordinator and the technical, administrative and financial support Staff of the ISO. 

External coordination with: Donor agencies and other regional or subregional institutions related to 

ICW Global. 

General roles: 

• Receiving ICW Global membership forms, filing the original and sending the copy to the ISO and 

the Regional or Subregional Secretary or Coordinator. 

• Keeping confidentiality of non-visible members living with HIV. 

• Contacting women living with HIV and informing them of the existence of ICW Global. 

• Disseminating the activities of ICW Global among the country members. 

• Being objective towards ICW Global members in the country in case of conflict. 

• Designing an national strategic plan validated by the women living with HIV from the National 

Chapter of ICW Global. 

• Managing ICW Global projects in the country. 

• Working in a coordinated manner with the Secretary or Coordinator of the region or subregion, 

if applicable, or with the ISO. 

• Making bimonthly reports on the activities conducted on behalf of ICW Global and sending them 

to the ISO and the Regional or Subregional Secretary or Coordinator. 

• Representing ICW Global in decision making processes in the country. 

 

Governance Body where she participates: “National or Country Point of Reference” 

Systems where she participates: “Governance System” 

Governance System processes where she participates: 

� Inclusion of new members into the network 
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� National promotion and representation of the network 

� Dissemination of ICW Global information at country level 

� ICW Global project coordination in the country 

� Strategic Plan development and control  

� Resource Mobilisation for the country 

� Communication, coordination and submission of reports to the Regional / Subregional Secretary, 

the ISC and the ISO 

� Election and Transfer of Country Focal Point 

 

Specific roles in the Processes of National Chapters or Points of Reference: 

Roles in process 1 of Inclusion of new members into the network:  

• Exploring, identifying, contacting and informing women living with HIV in the country about the 

existence, values, principles, mission and actions of the Network, inviting them to join to participate 

in the network. 

• Enrolling into and ensuring an updated list of members in the country, keeping it strictly 

confidential. Sending a copy to the Regional or Subregional Coordinator or Secretary if applicable, 

and the ISO Membership Office. 

 

Roles in process 2 of National promotion and representation of the network: 

• Promoting, along with all members, the good image of ICW Global, disseminating the principles, 

values, mission, vision, activities and the work that ICW Global conducts all over the world, at all 

possible events and meetings attended. 

• Participating and representing ICW Global in all advocacy forums and meetings and political 

negotiations which are transcendental and are related to the goals and actions of ICW Global in the 

country.  

 

Roles in process 3 of Dissemination of ICW Global information at country level: 

• Disseminating at country level and through the most convenient media available, the existence and 

achievements of ICW both to the members as well as to other key stakeholders interested in the 

issues relating to women living with HIV. 

 

Roles in process 4 of ICW Global project coordination in the country 

• Managing, running and participating actively in all those projects that ICW Global conducts in the 

country in coordination with the Regional or Subregional Secretary / Coordinator and the ISO, where 

applicable, thus effectively contributing to development and success. She also monitors and makes 

the necessary changes to ensure the effective completion and expected results and reports to the 

ISO and its regional or subregional Secretary / Coordinator where applicable. 

 

Roles in process 5 Strategic Plan development and control: 
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• Making or updating the national strategic plan according to the guidelines and instruments provided 

by the ISO, discussing it and finding consensus with the members of the National Chapter and 

sending a copy to the ISO. 

• Completing the activities on time and reaching the results scheduled in the national strategic plan, 

besides monitoring and reporting on the development, fulfilment and progress to the ISO and the 

Regional and Subregional Secretary and Coordinator within the established deadline. 

 

Roles in process 6 of Resource Mobilization for the country: 

• Keeping an updated bank of potential donors in the country, sending a copy regularly to the 

Regional or Subregional Secretary or Coordinator where applicable, and to the ISO.  

• When requested by the team, participating to be trained to support the making or update, creation 

and presentation of new business opportunity plans to offer to previously-identified potential 

donors in the region or subregion. 

• Making a follow-up process of the business plans presented to potential donors, ensuring the 

reception of the necessary additional resources for the implementation of the plans in the country. 

  

Roles in process 7 of Communication, coordination and presentation of reports to the Regional / 

Subregional Secretary and the ISO: 

• Calling, discussing and agreeing with the women living with HIV, who are part of ICW Global in her 

country, on issues of interest that require support, and informing the Regional or Subregional 

Secretary or Coordinator and the ISO about those issues in a periodic and regular manner. 

• Keeping the members in the country periodically informed as well as the Regional or Subregional 

Secretary or Coordinator if applicable and the ISO about the advances, progress and obstacles faced 

during her term. 

Roles in process 8 of Election and Transfer of Regional or Subregional position: 

• Setting up the logistics and supporting the appointment process for the new National Point of 

Reference to succeed in the position, promoting by all possible means that the country’s members 

propose and choose their candidate in conformity with the position requirements. 

• Preparing and providing the new National Point of Reference elect with a complete report on the 

activities conducted and major achievements as well as the matters still underway and pending 

conclusion. 

• Guiding the new National Point of Reference elect about her roles and responsibilities, providing 

her with the necessary advisory and support to ensure a seamless and smooth transfer of position 

and an effective beginning for the new focal point in office. 

 

Position Descriptor 

Position:        National or Country Chapter / Point of Reference 
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Post description: Represents the Focal Point of ICW Global in each country, promoting the good image 

and work made around the world as well as the inclusion of women living with HIV aids in her country. 

Actively participates in political advocacy interventions in the country’s major forums and events, 

catering for the respect of human rights and access to decent and quality healthcare for women living 

with HIV in her country. Keeps close communication and contact with the members in her country, 

coordinating the work and development of ICW Global projects in the country. Implements an national 

strategic plan, reporting on the advances and achievements to the ISO, Regional or Subregional 

Secretary or Coordinator, where applicable, and the ISC representative, to whom relevant issues are 

suggested for consideration in order to strengthen the work of ICW Global gathered from the periodic 

meetings with her country’s members. 

Internal coordination with: Representatives of the International Steering Committee (ISC), Regional and 

Subregional Secretaries or Coordinators, where applicable, other Country Chapters and Points of 

Reference, the Coordinator and the technical, administrative and financial support Staff of the ISO. 

External coordination with: Donor agencies and other regional or subregional institutions related to 

ICW Global. 

General roles: 

� Receiving ICW Global membership forms, filing the original and sending the copy to the ISO and 

the Regional or Subregional Secretary or Coordinator. 

� Keeping confidentiality of non-visible members living with HIV. 

� Contacting women living with HIV and informing them of the existence of ICW Global. 

� Disseminating the activities of ICW Global among the country members. 

� Being objective towards ICW Global members in the country in case of conflict. 

� Designing an annual work plan of the National Chapter of ICW Global validated by the women 

living with HIV aids. 

� Managing ICW Global projects in the country. 

� Working in a coordinated manner with the Secretary or Coordinator of the region or subregion, 

if applicable, or with the ISO. 

� Making bimonthly reports on the activities conducted on behalf of ICW Global and sending them 

to the ISO and the Regional or Subregional Secretary or Coordinator. 

� Representing ICW Global in decision making processes in the country. 

� Election and handover of the Country Focal Point. 

 
 

Minimum requirements: 
 

Age:          Over 18  

Requirements:       

• Being active member of ICW Global for a period of twelve months uninterruptedly. 
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• Having a public HIV-positive status as she leads ICW Global in her country. 

• Having Internet access. 

• Mastering Internet skills. 

 

Desired skills:  
 

• Systemic thinking and focus on priority matters. 

• Strategic planning, management and control skills for organizational management activities. 

• Objectivity and evidence-based analytical thinking. 

• Good interpersonal relations and ability to delegate resolutions. 

• Broad advocacy and negotiation skills and objective and effective communication. 

• Excellent team work skills. 

Desired attitudes:  

• Outcome-oriented. 

• Being a leader that encourages team work oriented to quality and excellence. 

• Creative, proactive, idea-oriented and change-maker. 

• High level of responsibility, honesty and transparency. 

• High sense of professional ethics and community service. 

• Respect and integrity. 


